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U s i n g  P h o n e  F e a t u r e s  
Use any of the following bulleted instructions to 
com p lete com m on calling functions. 
Place Call 
• L if t the handset and dial the num ber. 
• Dial the num ber and then lif t the handset. 
• Press the line button f or your ex tension, dial 

the num ber, and then lif t the handset. 
• Press any av ailable line button, dial the 

num ber and then lif t the handset. 
• Press the N ew  Call sof t key, dial the num ber 

and then lif t the handset. 
• Press a speed dial button and lif t the handset.  
A nswer a Call 
• L if t handset. 
• I f  you are using a headset, press the 
H eadset button. 

• T o use the speakerphone, press the Sp eak er 
button or A nsw er sof t key. 

E nd a Call 
• H ang up the handset. 
• I f  you are using a headset, press the 
H eadset button or E ndCall sof t key. 

• T o end a speakerphone call, press the 
Sp eak er button or E ndCall sof t key. 

Redial a N um ber 
• Press Redial and lif t the handset if  req uired. 
Do N ot Disturb 
• W hile the phone is idle, press DN D to turn the 

ringer on and of f . 
• W hen som eone is calling you, press DN D to 

send the call direct to Voice Mail. 

H old and Retriev e a Call 
• Press H old to place a call on hold. 
• Press Resume to retriev e a call f rom  hold. 
• During m ultiple calls, select the call with the 

▲ & ▼ buttons, then press Resume. 
• T o retriev e a call on m ultiple lines, press the 

line button of  the call you want to resum e. 
T ransf er a Call 
1 . Press T rnsfr or the Recall “R” button on an 

analogue phone. 
2 . Dial “transf er to” num ber. 
3 . W ait f or answer and announce caller. 
4 . H ang up or press T rnsfr. 
T ransf er a Call Directly to Voice Mail 
1 . Verif y that your system  is set up with the 

transf er to Voice Mail f eature and pref ix . 
2 . Press T rnsfrVM . 
3 . Dial the transf er to Voice Mail pref ix  f ollowed 

by the corresponding personal ex tension. 
4 . W ait f or the Voice Mail prom pt or hang up. 
Pick U p a Call on A nother Phone 
• Press P ick Up  and dial the num ber of  the line 

to pick up. 
• Press G P ick Up  to answer a call to another 

phone in your group. 
Place a Conf erence Call 
1 . During a call, press the Confrn sof t key to 

open a new line and put the f irst party on hold 
(you m ay need to press the more sof t key 
f irst). 

2 . Place a call to another num ber. 
3 . W hen the call connects, press the Confrn 

sof t key again to conf erence the new and 
ex isting call together. 

4 . I f  enabled by your adm inistrator, you m ight 
be able to add additional parties to your 
conf erence by repeating this process. 

Conf erence two incom ing calls to the sam e line 
by pressing the Confrn sof t key. 
Conf erence calls on dif f erent lines by pressing 
Confrn, then the line button you wish to add. 
N ote. W hen leav ing a conf erence call, the other 
parties m ay rem ain connected. 
Recording a Call* 
During a call, press the L iv eRcd sof t key. 
T he entire session is recorded ex cept f or the 
beeps played by Cisco U nity E x press. 
Forwarding A ll Calls 
1 . Press CF w dA ll, then 

• Dial a target num ber, 
• Press a speed dial button, or 
• Press M essag es to f orward to Voice Mail 

2 . Press the E ndCall sof t key. 
Cancel Call Forwarding 
Press CF w dA ll to cancel current setting 

U sing Single N um ber Reach ( SN R)* 
1 . Press the Serv ices button on your phone. 
2 . Scroll to M y  P h one A p p s and press Select. 
3 . Select Sing le N umb er Reach  and press 
Select. 

4 . E nter the SN R num ber and press Sub mit.  
• A ll calls m ade to the phone will now ring the 
SN R num ber at the sam e tim e. 

• Press the M ob ility  sof tkey to activ ate the 
f eature. 

• During a call, press the M ob ility  sof tkey to 
m ov e the call to the SN R num ber. 

• W hen a call is answered on the SN R num ber, 
press Resume to continue the call on your 
phone. 

Speed Dialling 
I f  your phone has spare line buttons, these m ay 
be conf igured to dial a chosen num ber when 
pressed. See Program m ing Y our Speed Dials. 
For Speed Dial num bers not displayed on your 
phone, enter the num ber index  f ollowed by 
A b b rDial.  
Press the Directories button and select 
P ersonal Sp eed Dial f or Personal Fast Dial 
num bers. Scroll to the desired num ber and press 
Dial. See Program m ing Y our Fast Dials. 
Call From  L ocal Directory 
1 . Press Directories button. 
2 . Scroll to L ocal Directory  
3 . E nter nam e f or search. 
4 . Press Search . 
5 . Scroll to num ber and press Dial. 
Call H istory 
1 . Press Directories. 

• Press 1  f or Missed Calls. 
• Press 2  f or Receiv ed Calls. 
• Press 3  f or Placed Calls. 

2 . Select call, then press Details if  req uired 
( press more f irst if  req uired) 

3 . T o call f rom  history 
• Press Dial or 
• Press E ditDial,  edit num ber and press 
Dial. 

P e r s o n a l i s i n g  Y o u r  I P  P h o n e  
D ep ending on the I P  P hone m odel you use,  it m ay 
change som e of the settings to suit your p references: 
Changing Y our Ring T one 
Y our adm inistrator m ay hav e m ade 
additional ring tones av ailable f or you to 
use.  Ring tones m ay be changed f or each 
line conf igured on your phone by pressing 
Setting s, User P references, Ring s, then 
the line.  Select a ring f rom  the of f ered list 
and press Sav e.  L isten to the tone f irst if  
req uired. 

Changing Y our B ackground I m age 
Y our adm inistrator m ay hav e m ade additional 
im ages av ailable f or use on your phone.  Press 
Setting s, User P references, B ack g round 
I mag es. Select an im age f rom  the list and 
press Sav e. Press P rev iew  to see the im age 
f ull siz e f irst if  req uired. 
Config ure Video Calling  
1 . Connect your PC to the PC port of  your I P 

Phone or install the Cisco I P Com m unicator 
sof t client. 

2 . I nstall the Cisco U nif ied Video A dv antage 
Client and plug in your Cisco U SB  Cam era. 

3 . Make a call to another v ideo enabled phone. 
M a n a g i n g  Y o u r  S y s t e m  A c c o u n t  
A ccess your account by directing your internet browser 
to http :/ / 1 0 .1 .1 0 .1 $.  L og in with your system  usernam e 
and p assword#. 
Program m ing Y our Speed Dials & Fast Dials 
1 . Select Config ure > P h one 
2 . E nter the num ber, including the trunk access 

digit if  you use one. N ote the num ber index  in 
each case f or use with A b b rDial key.  

3 . O ptionally add a label f or the num ber 
4 . Scroll down and select Sav e Ch ang es. 
Managing Voice Mail PI N  & A ccount Password 
1 . Select Config ure > M y  P rofile 
2 . E nter and conf irm  new PI N  and/ or Password. 
3 . Select A p p ly . 
Managing Voice Mail B ox  
Refer also to Change Preferences w i th  Voi c eVi ew  
E x p ress an d  Voi c e M ai l au d i o p rom p ts ov erleaf. 
Select Voice M ail > M ailb ox es, then your 
account to m onitor m ailbox  use and select 
greeting. 
Calls m ay be directed to an alternativ e Z ero O ut 
N umb er when the caller presses � during your 
greeting.  I f  using this f eature be sure let callers 
know in your greeting. 
Select Voice M ail > Distrib ution L ists > M y  
P riv ate L ists to m anage personal distribution 
lists. 
Select Voice M ail > M essag e N otification > M y  
N otification Dev ices to conf igure dev ices that 
will be alerted when new v oice m essages arriv e.  
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S e t  U p  Y o u r  V o i c e  M a i l b o x  
B ef ore using the v oice m ail system , you m ust 
com plete the f ollowing process. 
1 . From  your desk phone, press the M essag es 

button. A lternativ ely dial the v oice m ail 
num ber. 

2 . I f  prom pted enter your PI N , f ollowed by .�  
Y ou are prom pted to record your nam e and a 
personal greeting and change your password. 
T o ex it, press �. 
Recording a nam e that identif ies you to callers: 
1 . T o record a nam e, press �. 
2 . A t the tone, say your f irst and last nam e.  

W hen done, press �. 
3 . Press  to keep the recording or  to � �

rerecord. 
Recording a personal greeting:  
1 . Press  to record your � greeting or  t� o keep 

the standard greeting. 
2 . A t the tone, speak your greeting, press �. 
3 . Press  to keep the greeti� ng or  to �

rerecord. 
Changing your password:  
E nter your new password, which m ust be at 
least 3  digits. Press when  � done.  Re-enter 
your new password to conf irm , then press �. 
A ccess Voice M ail v ia y our I P  P h one Disp lay  
(VoiceView  E x p ress)  
1 . Press the Serv ices button, then select 
VoiceView  E x p ress. ( Press the 
A p p lications button on a 7 9 3 1  m odel f irst.) 

2 . W hen the VoiceView E x press L ogin window 
appears, ensure that your I D is displayed.  I f  
not, press « to erase any displayed I D and 
use the keypad to enter your own. 

3 . Press the ▼ button and enter your PI N . 
4 . Press Sub mit. 
1 . I f  your v oice m ailbox  is f ull or alm ost f ull, 

press O K  and if  necessary, delete m essages. 
2 . I f  your v oice m ailbox  contains a broadcast 

m essage, press L isten to play the m essage. 
3 . T he Personal Mailbox  m enu appears. 
4 . U se the m enu options ( detailed in the table to 

the right) to m anage your m ailbox . 
5 . Press the L og out sof tkey to ex it 
 

 

 

 
# Y o u r  S y s t e m  U s e r n a m e  a n d  P a s s w o r d  a r e  d i f f e r e n t  t o  y o u r  
Vo i c e  Ma i l  I D  a n d  P I N .  
*F e a t u r e  a v a i l a b l e  o n l y  i f  e n a b l e d  b y  y o u r  a d m i n i s t r a t o r .  
$ P l e a s e  a s k  y o u r  a d m i n i s t r a t o r  f o r  a l t e r n a t i v e  d e t a i l s  i f  t h i s  
a d d r e s s  i s  n o t  a v a i l a b l e  

A c c e s s  V o i c e  M a i l  b y  P h o n e  
Dial the v oice m ail num ber, or press the M essag es button on your phone. 
• I f  you are calling f rom  som eone else’ s phone, press  to enter your own �

I D ( your ex tension num ber) f ollowed by .�  
• I f  asked f or your I D, enter it f ollowed by .�   
• I f  asked f or a PI N , enter it and press �. 
Follow the audio m enu prom pts to listen and reply to m essages. 

A c c e s s  V o i c e  M a i l  w i t h  y o u r  E m a i l  C l i e n t  
W hen connected to your of f ice network, you m ay use your em ail client to 
v iew m essages in your Voice Mailbox .  Follow your em ail application 
instructions to add a new m ail account using  the f ollowing settings:  

Serv er type:  I M A P  
I ncom ing /  O utgoing Serv er:  1 0. 1 . 1 0. 1 $ 
U sernam e /  Password:  Y our system  Username and P assw ord.# 

  
V o i c e  M a i l  A u d i o  M e n u s  

 
V o i c e V i e w  E x p r e s s  

A n y t i m e  � Sk ip  /  m ov e ahead,  com p lete or confirm  address,  accep t changes,  send m essage,  start /  
stop  recording. 
� H elp  
� C ancel,  ex it,  or back  up . 

« B ack sp ace to correct entry M o r e  D isp lay additional soft k eys 
S e l e c t  A ccep t choice     C a n c e l  D iscard current op eration 
O K  C onfirm  m essage or inp ut  H o m e  R eturn to m ain m enu 
B a c k  D iscard entries and return to p rev ious m enu. 

R e t r i e v e  
M e s s a g e s  
 
 
 
 
 
� N ew 
�� 
Sav ed 
�� 
D eleted 

D u r i n g  P l a y b a c k  
� R estart 
� Sav e 
� D elete 
 � R ep ly (begin recording)  

� F orward (begin recording)  
	 Sav e as new 

 Sk ip  back  3  seconds 
� P ause m essage 
  W h e n  p a u s e d  
  
 R esum e 3  seconds back  
  � R esum e 
  � R esum e 3  seconds on 
� Sk ip  forward 3  seconds 
� Sk ip  m essage sum m ary 

A f t e r  P l a y b a c k  
� R estart 
� Sav e 
� D elete 
 � R ep ly &  begin recording 

� F orward &  E nter address 
See below for address op tions 

 � R ecord introduction 
� M e s s a g e  o p t i o n s  
� Send 
D u r i n g  R e c o r d i n g  
  � Stop  recording &  rev iew 
  � D elete recording 
  � Stop  recording 
A f t e r  r e c o r d i n g  
    � M e s s a g e  O p t i o n s      
    � Send 
	 Sav e as new 
� M essage Sum m ary 

M e s s a g e  O p t i o n s  
� C hange addressing 
�� A dd addresses 
�� H ear all addresses 
�� R em ov e address 
�� Send m essage 
�� O p tion m enu 
 � C hange recording 

�� H ear recording 
�� R erecord m essage 
�� Send m essage 
�� O p tion m enu 
 � C hange deliv ery typ e 

�� M ark  as urgent 
�� M ark  as p riv ate 
�� F uture deliv ery 

 � Send later today 
 � Send tom orrow 

   � Sp ecify m onth /  day 
�  � Send m essage 
�� O p tion m enu 
 � R ev iew m essage 
 � Send m essage 

� C ancel m essage 

  S e l e c t  I n b o x  
Use ▲  &  ▼  to S e l e c t  m essage. 
F or long m essage lists use: 
( M o r e )  L i s t :  F ilter by m essage typ e 
( M o r e )  S o r t :  Select list ordering 
N e x t  P g :  N ex t p age of 3 2  m essages 
P r e v  P g :  P rev ious 3 2  m essages  
L i s t e n :  P lays m essage.  
E n d  G o to end of m essage 
F . F w d  Sk ip  forward 3  seconds 
P a u s e / P l a y  Stop / R estart 
R e w i n d  Sk ip  back  3  seconds 

A f t e r  L i s t e n i n g  
D e l e t e  m essage 
F w d M s g  F orward to m ailbox  (See S e n d  a  M e s s a g e )   
M r k N e w  M ark  m essage as new 
R e p l y  to internal sender 
S a v e  m essage 

S e n d   
M e s s a g e  
 
 
� Send 

E n t e r  a d d r e s s :  Sp ell nam e of 
recip ient,  �� to add ex tension 
num ber,  or �� to add a non-
subscriber then p ress � to 
confirm .   
� C ancel the selection 
� A dd m ore nam es 
� Start recording. 

D u r i n g  R e c o r d i n g  
� Stop  recording &  rev iew 
  � M e s s a g e  O p t i o n s  
  � Send M essage   
� R estart recording 
� Stop  recording 
  � M e s s a g e  O p t i o n s  
  � Send M essage  

S e l e c t  S e n d  M e s s a g e  
1 . A ddress by N u m b e r  or N a m e  # 4 < num ber>  for non-

subscriber. 
A d d M o r e  addresses R e m o v e  addresses 
R e c o r d  m essage. S t o p  to end. 
S e n d  m essage  C a n c e l  op eration. 

2 . L i s t e n  to m essage,  R e c o r d  A g a i n  if req uired. 
E d i t  R e c i p i e n t s ,  M a r k  a s  U r g e n t , M a r k  P r i v a t e  as req uired 

3 . Set M e s s a g e  d e l i v e r y  t i m e  for later deliv ery. 
C h a n g e  
P r e f e r e n c e s  
 
 
� Setup  
     O p tions 

 � G reetings 
�� R erecord greeting 
�� A lternate greeting on/ off 
�� E dit greetings 
��� E dit standard greeting 
��� E dit alternate greeting 

�� H ear all greetings 
 
� M essage settings 
�� Set up  m essage 

notification*  
��� C ascading notification 
�� D istribution lists 

� P ersonal settings 
�� C hange P I N  
�� C hange recorded 

nam e 
� L anguage op tions 

S e l e c t  M y  O p t i o n s  
• G r e e t i n g s : record s t a n d a r d  and a l t e r n a t e  greetings. 
• M e s s a g e  S e t t i n g s :  C onfigure dev ices that will be notified 

when you receiv e a m essage*. 
• P e r s o n a l  S e t t i n g s :  C hange P I N  or r e c o r d e d  n a m e  
• C alls m ay be directed to an alternativ e Z e r o  O u t  N u m b e r  

when the caller p resses � during your greeting. I f you are 
using this feature,  be sure let callers k now in your greeting. 

•  

G e n e r a l  D e l i v e r y  M a i l b o x e s  
T hese op tions will be av ailable to you if 
you are a m em ber of at least one G eneral 
D eliv ery (G roup )  M ailbox . 

� G e n e r a l  D e l i v e r y  M a i l b o x e s  
F irst select m ailbox  from  list,  then: 
� R ev iew new m essages – See R e t r i e v e  M e s s a g e s  
� Send m essage – See S e n d  M e s s a g e  
� R ev iew old m essages – See R e t r i e v e  M e s s a g e s  
� A ccess setup  op tions – See C h a n g e  P r e f e r e n c e s  

S e l e c t  G e n e r a l  D e l i v e r y  M a i l b o x e s  
C hoose the req uired m ailbox  from  the list and p ress S e l e c t . 
S e l e c t  I n b o x  to rev iew m essages (See R etriev e M essages)  
S e l e c t  S e n d  M e s s a g e  to create a m essage from  the group  
(See Send a M essage) . 
S e l e c t  G D M  O p t i o n s  to change m ailbox  p references (See 
C hange P references)  


