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Training Outline

By the end of this section you will be able to
complete the following:

Place, transfer, forward, and pick up a call
Place a conference call

Set up speed dials

Set voice mail passwords

Retrieve, forward, save, and delete voice mail
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Getting To Know Your Phone

Line or Speed Dial Button ‘

Message
Waiting

Cieia Sminpan

Footstand
Adjustment

—

—
i A Messages
1 1= Directories
Y H Services
' eervices Settings
‘ Buttons
Navigation
Button

®

Speaker
Button

Headset Mute
Button Button
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Phone Connectivity

1 - AC adapter port (DC48V) — If Applicable

2 - Power supply with AC adapter port plug — If Applicable
3 - Power cable with wall socket plug — If Applicable

4 - Network port (10/100 SW) - Plug cable into wall jack
5 - Access port (10/100 PC) - Plug cable into your PC

6 - Handset port — Plug handset into phone

7 - Headset port - If Applicable

WHERE TECHNOLOGY TALKS

Ph. 304.201.7485
Fax 304.201.2610
www.alpha-tech.us

4003 Outlook Drive
Hurricane, WV 25526




IP TEI FPHONY - TRAINING MANUAIL.

SOoOoOLuTIONS BEY ALPHA TECHNOLOGIES

Hard Keys

Scroll Button

Information
Button

Alpha-numeric
Pad

Function
Buttons

Volume

Headset Mute Speakerphone
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Softkeys

Softkey

Function Buttons
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Softkeys: First Screen

Softkeys: after the MORE
softkey is pressed
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Adjusting the Speaker Volume

»Step 1 - Place/Receive a call

»Step 2 - While you are on a
call, adjust the volume to your
liking

»Step 3 - While you are still on
the call, press the SETTINGS
button and then the SAVE
button.

»Step 4 - This will save your
speaker volume setting even
after you hang up.

Buttons (il e
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Adjusting the Ringer Volume

»Step 1 - press the up or
down Volume button while the
handset is in its cradle.

»Continue to press the
Volume button to hear sample
rings and to adjust the volume
to the desired level.

»The ringer volume is
automatically saved.

Buttons
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Using a Headset

»Headsets do NOT come with the
phone!

»~To place and answer calls using a
headset, plug an approved headset
into the back of the phone base and
press the Headset button on the front
of your phone. You can use the
headset in conjunction with all of the
features on your Cisco IP Phone,
including the Volume and Mute
buttons. Use these buttons to adjust
the volume to the ear piece and to
Headset @ mute the speech path from the
Button headset microphone.
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Changing your ring type

w9 19p 09/07/10 3042017485
I~ Rings :

Detfault Ring

Select Line

mm“‘
T

r______

»~Step 1 - Press the Settings button. Select User
Preferences

»Step 2 - From the User Preferences menu, use
the Navigation button to select Rings.

»Step 3 — Select the Default Ring

»Step 4 - To scroll through the list of ring types,
use the Navigation button.

»Press the Play soft key to hear the selected ring
type.
»Step 5 - When you find the ring you want, press

the Select soft key to check the corresponding
check box.

»Step 6 - Press the OK soft key to accept and
save your ringer selection.

»Step 7 - Press the Save soft key to save all of
your settings and to exit the Settings menu!!!
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Placing a Call

Line Buttons
1n There are many ways to place a phone call.

You can simply:
Lift the handset
Dial the phone number
Other ways include the following;:
Dial the phone number

Do one of the following:
«  Lift the handset

= Press the line button for the
line you wish to call on
(Speaker button lights)

= Press the Speaker button
Handset Headset Speaker < Press the Headset button
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Dialing a Number

Inside Calls: Dial the extension
number

Outside Calls: Dial “9” + the number
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BEBYyY ALPHA TE

Ending a Call

Depending on how the
call was placed (or
accepted), do one of the
following:
Hang up the handset
Press the Speaker button
Press the Headset button
Press the EndCall softkey

Handset Softkeys
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Answering an Incoming Call
Lift the handset Softkeys Line Buttons

Or, answer with the speakerphone; \ l

either: ‘
Press the Speaker button =
Press the Answer softkey - i
Press the line button for the - o ¥
incoming call

Or, answer with a headset; either:

Press the Headset button
(If not lighted)
If lighted, either:

= Press the Answer softkey

= Press the line button for the incoming
call

Press the Mute button to mute a
call or to disengage mute.

Handset Headset Mute Speaker
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Call Hold
' il T m »Step 1 - Place/Receive a call

Cisco
p— - »Step 2 - While you are on a
c>/e Olieae ' call, press the hold soft key

& From 6625

»Step 3 — The call indicator
next to the line extension will
show two arrows pointing
towards each other

»Step 4 - While you are on
BT T, hold, press the Resume soft
key

»Step 3 — The call indicator

next to the line extension will
Hold Soft Key show a phone off the hook
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Answering a Second Call
While on the first call:

If necessary, press the Scroll key to
highlight the second call

Then, press the Answer softkey. This
places the first call on hold.

To resume either call:

Press the Scroll key to select the deswed 3 .
call ~

Then, press the Resume softkey.
To end either call:
Press the Scroll key to select the call ¢ ,
Then, press the EndCall softkey. A
After ending either call, press the ” ~ =

Resume softkey to resume the other
call.

Softkeys  Scroll
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Call Confterence — Ad-Hoc

»~Step 1 - Call the first party in the conference call.

»Step 2 - Press the more button and then Press the

p— CONFRN software button.
| = 9 26a 01/23/09 3325

' From 6625 3325 »

| 13 )

cisco

»Step 3 - Dial the number of your second party in the
conference call.

»Step 4 - When that party answers and agrees to
participate in the call, press the CONFRN button again to
connect all parties. If the second party is not available,
press ENDCALL. You should be then prompted to
RESUME the call with your first party.

»Step 5 - If you have more than two additional parties,
repeat steps 2-4 until everyone is in the conference.

»Step 6 - The conference call initiator can remove people
from the conference call by pressing the ConfList soft
key. This will show a list of everybody that is in the
conference. Highlight the caller you want to remove and
press the remove softkey.
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347 5

" To 13049935518
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Join Soft Key

Call Confrence - Joln

»Step 1 — Whenever you have multiple calls
on you phone you can use the Join Softkey to
combine the 2 calls into a conference call.

»Step 2 — While you are on the phone with
the first party you can use the navigation
button to highlight the call on hold and then
press the JOIN softkey to created the
conference call.

»Step 3 — Your screen then will changes from
showing 2 calls to showing 1 call as a
conference call.
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Conference Call Tips
The conference call ends when only two parties remain on the line.

If the initiator of the conference call hangs up, the other parties
might be able to continue the call, depending on how your phone
is configured.

Press the Hold soft key to place a conference call on hold.
Answering a second call will temporarily remove you from the
conference. Press the Resume soft key to return to the conference
call.

Press the Speaker button to place a call on speakerphone.

Press the Mute button to continue listening while preventing
others on the call from hearing sound from your phone. Press
Mute again to restore sound from your phone.
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|
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Call Transfer

cisco

m 9:31p 09/07/10 3042017485
I To 13049935518 Joyce 60

L9 6]

»Step 1 During a call, press the Transfer
soft key. This puts the call on hold.

»Step 2 Dial the number or office
extension to which you want to transfer the
call.

»Step 3 When it rings on the other end,
press Transfer again. Or, when the party
answers, announce the call and then press
Transfer.

»Step 4 If you are using a handset, hang
up.
~If the party refuses the call, press the

Resume soft key to return to the original
call.
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Call Forward

r--lmlh

Cisco

p—
9 36p 09/07/10 3042017485 =

1022 - Tom Joyce =

»Step 1 - Press the CFwdAll soft key. You
should hear two beeps.

» Step 2 - Enter the number to which you want
to forward all of your calls.

»Step 3 - Be sure to enter the number exactly
as you would if you were placing a call to that
number. For example, enter an access code
such as 9 or the area code, if necessary.

» Step 4 - After you enter the number, an
animated phone icon with a flashing right arrow
appears in the upper-right corner of the LCD
screen. The LCD also displays a message
confirming the number or extension to which
your calls are being forwarded.

»Step 5 - To cancel call forwarding, press the
CFwdAll soft key.
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Do Not Disturb (DND)
- s

pi——

10 49p 09/07/10 3042017485
1022 - Tom Joyce &=

When DND is turned on, no
audible rings occur during
the ringing-in state of a call.

To activate DND, press the
more (if necessary) softkey
then press the DND softkey
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' vl
Cisco

(1015)

From 1015

1Divert

=1 12:22p 09/08/10 3042017485
F J Curi Joyce ‘m . . . .
rom Jason t-uria Diverting call to Voice Mail

£

»iDivert — this soft key is available

when the user is receiving an
incoming call. When you press this
button it will send the call directly
to voice mail

iDivert Button
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llllnllh
Cisco

This feature allows you to
, receive call back notification
=1 2:00p 09/08/10 3042017485 } on your IP Phone when a
B loyce’a | called party becomes

= available.

To receive this notification,
a user presses the CallBack
softkey while receiving a
busy or ringback tone from
the number they dialed.
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System Directores
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Call Histor

Directories Button

Missed Calls
> Step 1 - Press the Directories button.

» Step 2 - Scroll to the Missed Calls option and press
SELECT. A history of
missed calls will be displayed on the LCD.

» Step 3 - If desired, press the DIAL button to place a call
from the missed call
directory.

»Step 4 - If necessary (e.g., “9” to dial outside numbers), you
may use the
EDITDIAL button to add or delete a number.

Received Calls

» Step 1 - Press the Directories button.

» Step 2 - Scroll to the Received Calls option and press
SELECT. Repeat Steps 3 & 4

Placed Calls
» Step 1 - Press the Directories button.

» Step 2 - Scroll to the Placed Calls option and press
SELECT. Repeat Steps 3 & 4
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Corporate Name Directory

Services Button

» Step 1 - Press the Services button.

»Step 2 - Use the scroll to select the first
name, last name or number option

» Step 3 - Use the numbers corresponding to
the letters on the dialing pad to enter the
name or number you are searching for in the
directory.

» A complete name is not required. Entering
a "' under first name and hitting the “Submit"
soft key will return all users with the first name

starting with "j".

> Step 4 - If desired, press the DIAL button to
place a call from the corporate directory.
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Voice Mail

WHERE TECHNOLOGY

Ph. 304.201.7485
Fax 304.201.2610
www.alpha-tech.us

4003 Outlook Drive
Hurricane, WV 25526




IP TEI FPHONY ~- TRAINING MANUAIL.

SOoOoOLuTIONS BEY ALPHA TECHNOLOGIES

How You Know If You Have Voice Mail

CISCO 1P PHONF
960

‘nnugu \directories
.
d

‘mvlcn . settings

Message Waiting Indicator

» Red LED behind ear piece of
handset

» Envelope icon next to line extension

» Light turns off and envelope
disappears after all messages have
been reviewed
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Set Up My Mailbox

»Press the Messages button
(shown in picture)

»Enter basic system password of
"123456"

»Follow the system prompts

»Say your name
»Enter a greeting
»Enter a new password

»You are automatically listed in the
dial by name directory after set up

Messages Button
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How to Check Messages?

From an Internal Phone

»Confirm that the message waiting
indicator is on

»Dial XXXXX or press the messages
button (Provided by your Administrator)

> Enter your new password
> Retrieve your messages

aur current,

From an External Phone
> Dial XXX XXX XKXXX
ey e (Provided by your Administrator)

=\ >Enter your ID (your phones XXXXX
extension)

> Enter your password
Messages Button > Retrieve your messages
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Checking Voice Mail in Email

i ¢ dmbex | feee £r]Y Message from WIRELESS CALLER With Unified Messaging you have the
e ; ;ﬁ;:{;ﬂ:{lmMmagmgsmem EW:Z::M“ }J{w_lty\fjt;giillloiﬂifsagmg System [unityconnection@alpk
e - et e I e ability to receive a voice mail messages
w::::::':‘::::::!. £ P ol .| in your email inbox.
- H The top slide shows what the VM will
look like when it is received in your
= inbox
T —— e -~ The second slide show what the VM will

look like when you open the message.

You will notice once you open the
message there is a vmail player that will
| allow you to listen to the message,
change the volume, or speedup/slow

" down the playing speed of the
message. You can also forward this
message just as you would an email
message.

1" w1 o —
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Voice Mail Quick Access

Call Cisco Unity and Log On Main Menu

H you are calling from inside your
organization, dial this numbaoar: Hay Task

1 Hear new messages

et

Send a message

H you are calling from ocunside your E] Beview old messages
organization, dial this numbar:

4 Change setup options

L
Your Cisco Uniey ID is: Message Type Menu
......................................... Key Task

For security reasons, record your E Voice messages
password in a place other than on this 2 E-mails
card.

E) Faxes

4 Receipts

# All meszages

*Available cnly if yvou enakled this menn in che
Cisco Ulmity Assisranr.
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Voice Mail Menu Tree

) Rewind mecssags
B PauseResurmes
B new
E) Fast-foraan
BlEl saved ™ g@ rocrforvard o ond
E) & peictear €3 Show playback
£ £ Skwsr playback

B Ploy mossage proparies £ 3 Skip message, navwe as now

Send a Message

B s=nu B addecsandrecond messags B

Change Preferences ) Grasiings

3 Mezzage setlings

!I Satup optlons e

El Perzcnal z=tlings

Retrieve Messages Dwring Me=sage After Mazsage Find Messages
B Fast playback i} Skip bock B Reply i F roth
rom a er
) &) Faster playback 2 | Eﬂx”’fx b E)E) Reply 1o all subseribar
= machine
@ Decroase volums = [0 ) Calths subeeriber B Find messages® wp @ Fremar
B Re=cat volume=" ' Replay masaaga . ) SoveRestons os soved* ouzids callers
€] Inormase volurmes® B Play mossageproperties gy oo E} From o spesific
() Skip mecsags, sove as is B Forward mosnage 3 E3 Saws as newFestors os mew® outsids callsr
B Do
(resw ared soved mes coges]
i} Chaong= nddress - i) 2dd name Ed Heaor allnames E) Remowe name
E3 S=nd now k) Changs reconding e il H=ar recording 3 Save racording E) R=r=cord £Y 2dd 1o recording
D Messoge options w2t special dalvery ) Lirgert B R=turn rscaipt E) Privats £ Fubre
) Review messoge
B Send
- i} Aecord this gresting ) Turn endolf ahernats gresting ED Edit othar greetings £ Hear all grestings
i Change massage notfication i [ Pager B Home phone ) Work phons 3 Spare phone
b E Change fax dafvany® = ) Koep this rumber B Ervier new rumber
E) Change menu bepe i D Select full or brisf menus
) Edit prive lisis i) Hear isis B Change names on a list
Charge passawerd
s [ Charmge recordsd mame
E) Change dirsciory lsting m il Changs ksting stabus.
D Swilch betwe=sn transi=ming calls bo sstension or voioe mail B3 Changs sxi=nsion or phone rumber

3 Cal ransfer

UseThese Keys Anytime

& H=lp B} Cancel or back up

Mot avallabds on SO Syebems.,
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