
BT Inspiration'm 
Quick Reference Guide 



Introduction to Featurephone · 

Welcome 

Your new BT Inspiration phone system can take you into a new and exciting world of 

communications. This quick reference guide takes you through the many features 

that you may wish to use on a more regular basis. Your BT Inspiration phone system 

can be used with either a Standard Telephone or the highly featured BT Inspiration 

Featurephone. This guide helps you to use both types of phone. 

BT Inspiration Featurephone 

To get the most from BT Inspiration we recommend that you use a the dedicated BT 

Inspiration featurephone. To order more feature phones please contact your Account 

Manager or call BT Sales FREE on 0800 800 152 
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How to use your BT Inspiration Feature Phones 

Answering and making calls 
Answer a call using the handset 

Select • RNs:.:Ell CRlL pick up handset 

Answer a call using hands free 

Select e RNS:JEll [RLL 

Make an external call 

Select e ExTEllNRL CRLL 

Select • 

Note: • 

() 

• 

Make an internal call 

and dial the number . 

=Busy Line 

Select • iNTERNRL CRLL and then. 

Select • EXTENSION No. 

OR Dial extension number (20-37), then pick up handset or press .. 

Transferring calls 
Transfer external call to an internal extension 

Select e iNTERNRL T11RNSFEl1 and then 

Select • EXTENSION No. 

When the call is answered 

Select - TRRNSFER 

Transfer external call to external number 

Select - EXTERNRL TRRNSFEll and then 

Select• FREE L:NE then dial external number. 

When the call is answered 

Select - TRRNSFEll 

To make an external consultation call 

Select e ExTEllMRL CoNsuuRr:oN and then 

Select e F11H L:NE and dial the external number. 

When the call is answered you can 'switch' between both calls by using 

Select e RErn11n Rr.o HoLo 

To put an external call on hold 

Select • 5YsrEr. HoLo and then to retrieve the call. 

Select - RETURN To LINE 

Deflecting calls 
Deflect a call to another extension 

Select e DEFLECT THE [RLL and then 

Select e ExrENSION No. 

To Deflect a call to your voicemail box 

Select e DEFLECT THE CRLL and then dial [ill]. 



Diverting calls 
To Divert a call on busy 

Select • O:VERT and then 

Select e D:vERT IJHer: Busy , dial the internal extension or 9 followed by the 

external number that you wish to divert your calls to. 

To cancel Divert a call on busy 

Select • O:vERT and then 

Select • O:vERT WHEN Busy and the diversion is cancelled. 

To Divert a call on no answer (after 4 rings) 

Select • O:VEf?T and then 

Select • O:vERT Dr. Ne Ar.swER dial the internal extension or 9 then the external 

number that you wish to divert your calls to. 

To cancel Divert a call on no answer 

Select e DwERT and then 

Select • DwERT Dr. Ne Ar.swER and the diversion is cancelled . 

To Divert all calls 

O:�ERT and then Select• 

Select• O:uERT ALL CRLLS then dial internal extension or 9 then the external 

number that you wish to divert your calls to. 

To cancel Divert all calls 

Select e CANCEL DwERT 

Voicemail 

Entering a personal greeting 

Press [8J then 

Select - i.ie:cE i':ESSRGING and then input your extension, password and m 

Select e GREETINGS and then follow the text and voice prompts to enter and 

check your greeting. 

Turning on your Voicemail 

Select e DwERT and then 

Select e O:uERT WHEN Busy or 

Select • On.JERT ON No ANSWER or 

Select• O:uERT RLL CRLLS and then enter 38 

Retrieving Messages from your Voicemail box 

Select e Neu i.ie:ce i':essRGES and then enter your extension number. You will 

be prompted to enter your password followed by m and then 

Select • PLAY 



Voicemail (CONTINUED) 

Retrieving Messages remotely from your Voicemail box 

When your Voice Mail Answers press [[ill followed by your extension number, then 

your password and m 

Press [] To playback messages 

Press m To pause playback 

Press rn Save message and move to next message 

Press rn Erase message and move to next message 

Press [I] Go back to start of message 

Press ill Go back to start of previous message 

Press (fil Erase all messages 

Press (TI Go back 10 seconds 

Press (]] Go forward 1 0 seconds 

Press IIIII Change the outgoing greeting 

Press [ill] Check the outgoing greeting 

Press m:Il Delete the outgoing greeting 

Press 0 Change your password 

Voicemail Security code 

Changing your security code 

Each extension has the default password ITIIIIIIl to setup your own personal 

password press 1:81 then 

Select • :Jc:cE l'lESSAG::-:G and then enter your extension number. You will then 

be prompted to enter your existing password followed by m 

Select e [HA:-:GE PAsswc11c then enter your new password up to 8 digits long. 

example: 11121314111213141 

Paging 

Setting up Public Address {PA) 

Select • PAG:r::; and then 

Select • Puauc ADDRESS make your announcement (maximum 15 seconds) do 

not hang up if you want the PA Answerfeature to be available. 

Answering Public Address 

Select e A:-:s:.:ER PAGE and respond to the extension that made the page. 

Paging a single Featurephone 

Select• :Jc:cE [ALL and then select the extension you wish to page and 

then make your announcement. 



Answering machine 
Turning on the Answering machine 

Select • Ar:s:.:eR:r:G f'lRcH:r:e from extension number 20 

Turning off the Answering machine 

Select • Ar:s:.:eR:r:G f'lRCH:r:e from extension 20 

I 
Speed dialling 

Programming your personal directory - numbers only 

Press P then 

Select • PeRscr:RL SPEEO L:sr and then select the location you want to 

programme, enter the number and then 

Select • Ccr:rnrn if you do not wish to enter a name as well then 

Select • CANCEL and then Press 49 to finish. 

Programming your personal directory - numbers and names 

After you have entered the number and confirmed that it is correct press ill once for 

A, twice for B, three times for C; press [TI once for D, twice for E, three times for F; 

and so on. Wait two seconds for the screen cursor to move on before entering the 

next letter. 

Select • Ccr:F:R:'l on completion of name 

Press e. to finish. 

Dialling a number from your personal Directory 

Press llJ then 

Select e PeRscr:RL D:RecrnRY and then 

Select • and the number will be dialled. 

Conferencing calls 
Internal conference - up to 3 people 

While on a call 

Select e lr:reRr:RL Ccr:FE11er:ce and then select the extension to be included in 

the conference, when the extension answers 

Select • Ccr:FERer:ce 

External conference - up to 3 people 

While on a call 

Select • ExrERr:RL Ccr:FEREr:ce and then select a free line and dial the external 

number. When the call is answered 

Select • Ccr:FERrnce 



How to use a Standard Phone on your BT Inspiration 

Answering and making calls 
Answer a call using the handset 

When phone rings, lift handset 

Answer a call using hands free 
Use handsfree if available on your telephone 

Make an external call 
Lift handset, or use handsfree if available 

Obtain free line by dialling rn. OR Dial extension number (51-56, 81-83) 

Make an internal call 
Lift handset, or use handsfree if available 

Dial extension number (20,37). OR Dial 0 for Operator 

Transfer external call to an internal extension 
Press the Recall [BJ key and dial the extension number and replace handset 

To put an external call on hold 
Press the Recall [BJ key. Replace handset to continue to use phone. Call held for 30 

seconds when phone idle. If busy will ring when handset replaced. 

Diverting calls 

To Divert a call on busy 
Dial IIIilll followed by number 

To cancel Divert a call on busy 
Dial IIIilll 

To Divert a call on no Answer 

Dial ITiillJ followed by number 

To cancel Divert a call on no answer 
Di al ITiillJ 

To Divert all calls 
Dial ITIIIIl followed by number 

To cancel Divert all calls 
Dial ITIIIIl 



Voicemail 

Turning on your Voicemail 

Enter ITillIJ, IIIillJ or liillII fo I lowed by [ill]. 

Entering a personal greeting 

The code to access a voice box is m1I followed by your extension number, 

password and El. Press mil to enter greeting. Press ffiil to check greeting. 

Press illll to delete greeting. 

Retrieving Messages from your Voicemail box 

Basic phones give no indication of incoming messages so check Voicemail often. 

The code to access a voice box is m1I followed by your extension number, 

password and m. Press IIl to playback. 

Changing your security code 

The code to access a voice box is 88 followed by your extension number, password 

and m. Press 0 followed by your new password up to 8 digits long. 

example: 1112131411121314 I 

Paging 

Setting up Public Address (PA) announcement 

Press GITJ 

Answering Public Address 

Press filil 

Paging a single Featurephone extension 

Press [!ill followed by Featurephone extension number. 



Speed dialling 
Programming your personal directory 

Dial !Im then enter location (0-9) where you want to store desired number (Dial the 

number to store. Go on hook) 

Dialling your personal directory - numbers 

Dial IIIIJ then enter location (0-9) of the number required. Number automatically dialled 

Dialling a number from the system Directory 

Dial System Speed Numbers (7001-7200). 

Conferencing calling 

Internal conference - up to 3 people 

From a standard phone press [BJ when on call, place the second call and when 

answered dial [BJ[1] 

External conference - up to 3 people 

From a standard phone press [BJ when on call, place the second call and when 

answered dial [BJ [1J 
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