COMPLETING THE BUDD EXCEL TEMPLATE*

FOR YOUR SYSTEM SPEED DIALS

This allows the engineers to upload the spreadsheet into your KX-TDA system.

*If you are not using the Budd Excel Template please ask for the instruction sheet to create your own spreadsheet.

1. Enter names and telephone numbers against the location numbers as required. Location numbers need to stay in numerical order. If you want to leave gaps between location numbers you will need to leave gaps on the spreadsheet e.g. if you want to jump from 004 to 010 you will need to leave 5 gaps in-between these 2 numbers and type the location numbers in leaving the other columns blank.

2. The names need to be under 15 characters – a space, a full stop, a comma and all other punctuation marks is counted as one character.

On the Budd excel template the 5th column has a Name Length Counter which will inform you of how many characters you have typed.

3. The telephone number needs to be typed after the Dial= you will need to type a 9 before the dialling code, and no breaks or dashes between the number e.g. Dial=01179478877.

4. Please save the changes to the document.

