g E E
LAY IRENT N
ﬂ z

Yeou ean perferm basie eall handling tasks using a range of features and serviees Feature availabilit
ean var see eurs stem administrater {er mere infermatien
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Here are seme fas wa s te plasc a eall en eur Cisee Unificd I  hene

o lre iRyt
3 , - - ] - - fl )
Al vl e Sgg...
lase a eall using the handset | 1ek up the handset and enter a number |An @verview of Yeur
hene, page 8
lase a eall using the ress © and enter a number Using a Handset,
speakerphene Headset, and

Speakerphene page’

lase a eall using a headset ress and enter a number @rif £ |Using a Handset,
g D e g

1s lit, press New Call and enter a number |Headset, and
Speakerphene page’
1

Pedial a number ress Redial te dial the last number, or  |Using Call egs, pagcjj 6
press the Navigation butten (with the
phene 1dle) te see eur lased Calls

lase a eall when anether eall [ 1. ress Hold Using Held and Besume,
1s astive (using the same line) |5 oo New Call page 23
3. Enter a number
Dial {rem a eall log 1. Cheese ﬁ > Missed Calls, Using Call egs page’

Received Calls, or Placed Calls

2. Selestthe listing or serell te it and ge
of{ heek

Tips
Yeou san dial en heek, witheut a dial tene (pre dial) Te pre dial, enter a number, then ge off heek
b li{ting the handset or pressing Dial, @ or

\
When eu pre dial, eur phene tries te antieipate the number eu are dialing b displa ing

matshing numbers (if available) {frem eur lased Calls log This 1s salled Aute Bial Te eall a
number displa ed with Aute Bial, press the number, or serell te it and geo off heek
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Seeif a line assesiated with
aspeed dial, eallreeord or
direster listing 1s bus
before plasing a eall te
that line

ook for Bus amp Field indieaters

Using B F te Betermine a
e State, page 43

Mlake a prierit
(presedenaee) eall
(SCC phenes enl )

Enter the M assess number then enter
the phene number

rieritizing Critreal Calls,
page 46

Dial frem a ersenal
Address Beok ( AB) entr

1. Cheese ﬁ > Personal Directory te
leg 1n

2. Cheese Personal Address Book and
searsh {er a listing

Using ersenal Birceter
en Yeur hene page’ 9

lase a eall using a
billing or trasking eode
(SCC phenes enl )

1. Bial a number

2. Afterthe tene enter a slient matter code
(CMNIC) or a {ereed autherizatien sede
(FAC)

Yeur s stem
administrater

lase a eall using eur
Ciseo Extension Mebilit
prefile

og in te the Ciseo Extension Webilit
serviee on a phene

Using Cisee Extension
Mebilit |, page 47

Mlake a eall frem a
mebile phene using
Nebile Veiee Adsess

1. @btain eur Mebile Veree Aseess
number and end user IN {rem eur
s stem administrater

2. Dial eur assigned Nebile Veiee aseess
number

3. Enter eur mebile phene number (if
requested) and IN

4. ress 1 te make a eall te an enterprise
I phene

5. Bial a desktep phene number ether
than eur desktep phene number

Mlanaging Business Calls
Using a Single hene
Number, page 49
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lase a eall using Fast Bial

Befere using this eptien, eur s stem
administrater must senfigure this
{eature and assign a serviee UR  te the
line butten Centast eurs stem
administrater {fer mere infermatien

J ,4'\3

After senfiguratien, {ellew these steps
1. ress the Fast Bial line butten

2. Te {ind and selest an entr | sereoll te or
press the index number

The s stem dials the speeified number

Cenfiguring Fast Dials en
the Web, page @

lase a eall using eur AB |

g Befere using this eptien, eur s stem
administrater must senfigure this
{eature and assign a serviee UR  te the
line butten Centast eurs stem

administrater {er mere infermatien

1.

2. Audeess the sontaet and selest
the number

ress the AB line butten

The s stem dials the speeified number

Using Yeur ersenal
Address Boeok on the
Web, page 64
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Yeu san answer a salPb lifting the handset, or ou ean use other eptiens if the are available en eur

phene

J
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Answer with a headset

ress @ i unhit @r f 4% 1s it

press Answer er @ (flashing)

The ringing line 1s selested
autematieall Centast eur

s stem administrater {er the
eptiens te selest the primar line
eash time

1 s

I{ eu are using a wireless headset,
refer te the wireless headset
desumentatien

Using a Handset, Headset,
and Speakerphene page’
1
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Answer with the ress _ Answer, er ({lashing)

speakerphene | s The ringing Line s selested

Tip
I{ parties on a eall hear a beep tene, the sall ma be menitered or resorded Ask eurs stem
administrater {er mere infermatien

A Call Chaperene user sannet answer an ineeming sall when the ealls are being shaperened

22 n -21010-01
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Te cnd a eall ?ang up Here are seme mere details

Al

| \ el (o
Hang up while using the handset Return the handset te 1ts sradle @r press EndCall
Hang up while using the headset ress £} @r te keep headset mede astive, press EndCall

Cisee Unified I  henes 7962G and 7942G suppert a
wireless headset If eou are using a wireless headset, refer te
the wireless headset desumentatien {er instrustiens

Hang up while using the speakerphene | ress @Q er EndCall

Hang up ene «all but preserve anether | ress EndCall If nesessar | remeve the eall {rem held first
eall en the same line

S ¢ J|.\ IU“;% I

Yeu ean held and rcsumc aalls When eu put a eall en held, the Held 1een éﬁ] appears en the right
in the eall infermatien area and the sorrespending line butten {lashes green £2 With a shared line,
when eu plase a eall en held, the line butten {lashes green and the phene displa s the held 1een When

anether phene plases a sall en held, the line butten {lashes red and the phene displa s the remete
held 1een

If the Held Beversion {eature 1s enabled {er eur phene, a sall that eu put en held reverts bask te

ringing after a sertain peried of time The “reverting” sall remains en held until eu resume 1t or until
Held Reversien times eut

Yeur phene indisates the presenee of a reverting eall b
. Alerting eu atintervals with a single ring (er {lash er beep, depending en  eur phene line setting)
. Briefl displa inga “Held Reversien” message in the status bar at the bettem of the phene sereen
. Bispla ing the animated Held Reversion 1een % @ O next te the aller [D for the held eall
. Bispla ng a {lashing amber line butten O (depending en the line state)

i)

| v el ‘jk...
ut a eall en held 1. Mlake sure the eall eu want te put en held is highlighted
2. ress Hold
Pemeve a eall {rem 1. Mlake sure that the apprepriate eall 1s highlighted
held en the surrentline | 5 .o Resume
i sy - gl 16 'rn $!n s .!] 1 ‘anllu‘;.‘alf,w %05 . "au'-iyc') 23



Tips
Engaging the Held feature t pieall generates musie or a beeping tene

\

I{ eureseive an alert {for an ineeming eall and a
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ou ean switsh between multiple ealls en ene e mere lines If the eall that eu want te switsh te 1s
net autematieall highlighted, use the Navigatien butten te serell te it

|
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§ou ean switsh 1n pregress ealls
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Switch an in-progress 1. While en eur mebile phene, press the aseess sode {or the Session

call from a mobile Handeff {eature ({er example, *74) See eurs stem administrater {er
phone to a desk phone a list of assess sodes
sharing the same line 2.

(Session Handoff)

/ j’ 3
e ps VS
Understanding hew multlplc"‘-alls are displa ed en eur phene san help eu erganize eur
eall handling ef{erts
In standard viewing mede, eur phene displa s ealls as fellews {or the highlighted line
Calls with the highest presedense and lengest duratien displa at the tep of the list

Calls of a similar t pe are greuped tegether Fer example, ealls that eu have interasted with are
greuped near the tep, and ealls en held are greuped last

Yeu ean use these additional metheds te view multiple salls en multiple lines

2.~ n -21010-01
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Transfer redirests a fonneeted sall The rarger 1s the number te whish eu want te transfer the eall
3 -

S R AW NS [

Transfer a eall 1. Frem an astive eall, press Transfer.

witheut talking te the

2. Enter the target number
transfer resipient

3. ress Transfer again te semplete the transfer or EndCall te saneel

§ A U eurphene has en heek transfer enabled, semplete the transfer
b hanging up
Talk te the transfer

resipient befere transferring
a eall (eensult transfer)

1. Frem an astive eall, press Transfer.

2. Enter the target number

3. Wait {er the transfer resipient te answer

4.  ress Transfer again te semplete the transfer or EndCall te saneel

§ A I eurphene has en heek transfer enabled, semplete the transfer
b hanging up

Pedirest a eall te a veree ress iDivert
message s stem

Tips
I{ en heek transfer is enabled en eur phene, eu san either hang up te semplete the eall or press
Transfer and then hang up

\

I{ en heek transfer 1s oz enabled en eur phene, hanging up witheut pressing Transfer again
plaees the eall on held

Yeu sannet use Transfer te redirest a eall en held ress Resume te remeve the sall {rem held
before transferring it

The Transfer feature is disabled on a Call Chaperone’s Cisco Unified IP Phone when the calls are
being chaperoned.
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Yeu ean aseess Call Forward All en  eur phene or {rem eur Cisee Unified C¥ User @ptiens web
pages senditienal eall {erwarding {eatures are assessible enl {rem eur User @ptiens web pages
Yeur s stem administrater determines whish eall {erwarding features are available te ou
3 =
vl e
Set up Call Ferward All en ress CFWdALL er Forward All and enter a target phene number
eur primar line

Caneel Call Ferward All en ress CFWdALL er Forward All
eur primar line

Ver{ that Call Ferward Allis  eek {er

enabled on  eur primar line The eall {erward 1een abeve eur primar phene number

\

The eall ferwarding target number in the status line

Set up er saneel eall 1. eginte eur User @ptiens web pages (See Aseessing Yeour
{erwarding remetel | or {or a User @ptiens Web ages, page 63
nen primar line

Tips
Enter the eall ferward target number exastl as eou weuld dial it {rem eur phene Fer example,
enter an assess sode or the area sede 1f nesessar

\

Yeou san {erward eur ealls te a traditienal analeg phene or te anether I phene, altheugh eur
s stem administrater ma restriet the eall foerwarding feature te numbers within eur sempan

Call {erwarding 1s phene line speaifie If a eall reashes ou on a line where eall ferwarding 1s net
enabled, the eall will ring as usual

Yeur s stem administrater san enable a eall {ferward everride feature that allews the persen
reseiving eour {erwarded ealls te reash eu With everride enabled, a sall plascd {rem the target
phene te eur phene is net {erwarded, but rings threugh

Yeur phene ma rejest eur attempt te set up Call Ferward All direetl on the phene if the target
number that eu enter weuld sreate a sall ferwarding leep er weuld exseed the maximum number
of links permitted 1n a eall ferwarding shain

When eu switsh an in pregress sall {rem eur mebile phene te Cisee Unified deviees that share
the same line (Sessien Handef{) the Call Ferward {eature 1s disabled en the Cisee Unified deviees
The Call Ferward feature returns when the sall ends

-
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Yeu ean use the Do Neot Bisturb (BPND) feature te turn off enl the ringer en eur phene er te turn
off all audible and visual netifisatiens of ineeming salls Yeur s stem administrater enables BND for

eur phene

When DND and Call Ferward All are beth enabled en eur phene, salls are {erwarded and the ealler
decs net hear a bus tene

PND interastion with ether t pes of ealls ineludes

\

\

\

BDND decs net affest intereem ealls or nen intereem prierit salls
I{f beth PN and aute answer are enabled enl 1ntereem ealls will be aute answered

When eu switsh an in pregress sall {rem eur mebile phene te Cisee Unificd deviees that share

the same line (Sessien Handef{{) the DND feature 1s disabled en the Cisee Unified deviees The
BPND {eature returns when the eall ends

3
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v
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Turn en PND

ress DND er Do Not Disturb

“De Net Disturb” displa s en the phene, the DND @ lights, and the ring tene
1s turned off

Turn e{{f BND

ress DND eor Do Not Disturb (&) .

Custemize DPND
settings

I{ eurs stem administrater senfigurcd DND settings te appear en the User
@ptiens page, {ellew these steps

1. eginte eur User @ptiens web pages See Assessing Your User @ptiens
Web ages, page 63

Frem the drep dewn menu, sheese User Options > Device
Set the {ellewing eptiens
— De Net Disturb Set te ecnable/disable DND

— DND Optien Cheese cither Call Rejest (to turn off all audible and
visual netifieatiens) er Ringer @f{ (te turn off enl the ringer)

— DND Ineeming Call Alert (applies te either DND eptien set) Set the
alert te beep onl | {lash enl | disable the alert, or sheese “Nene” (te
use the “Alert” setting senfigured b eur s stem administrater)

30
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Yeur Cisee Unified I  hene alléWws eu te talk simultaneeusl with multiple parties in a
senferenee eall

e ! 3 (9
l;.‘Q\ NSO & & Ulg
Yeu san sreate a senferense in varieus wa s, depending en  eur needs and the {eatures that are
available en eur phene

. Cenferense Enables eoute sreate a standard (ad hee) senferense b salling eash partieipant Use
the Confrn seftke er the Conference butten Cenferenee is available en mest phenes

. Jein Enables eou te ereate a standard (ad hes) senferense b sombining existing salls Use the
~ Join seftke er butten

. sBarge Enables eu te sreate a standard (ad hes) senferense b adding eurself te a sall en a
shared line  ress a line butten er use the cBarge seftke eor butten «Barge is enl available en
phenes that use shared lines

. Mleet Mle Enables eou te sreate or join a senferense b ealling a senferense number Use the
- MeetMe seftke eor butten

Using Conference

Cenferenee allews eou te sall eash partisipant Cenferenase is available en mest phenes

Al

3
S R AW NS [

Create a eenferenee 1. Frem a sennested eall, press Confrn er Conference (Yeu ma
need te press the more seftke te see Confrn)

2. Enter the partieipant’s phene number
Wait {er the eall te s@nneet

4. ress Confrn er Conference again te add the partisipant te
eur aall

5. Repeat te add additienal partisipants

Add new partieipants te an  |Repeat the steps listed abeve

existing senferense Your s stem administrater determines whether nen mitiaters ef a

sonferenee san add er remeve partisipants

See a list of partieipants er  |See Viewing er Pemeving Cenferenee artisipants, page 34
remeve partieipants

[
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Using Join

Jein allews eu te sembine twe or mere existing ealls te sreate a senferenee in whish eu are

a partieipant

3
S R AW NS

Al

.

Create a senferenee b
jeining tegether existing
aalls that are en a single
phene line

Frem an astive eall, highlight anether eall that eu want te inelude
in the senferenee and press Select

Selested salls displa this 1een (o
Repeat this step {or eash eall that eu want te add

ress Join (Yeu ma need te press the more seftke te see Join)

Create a senferenee b
jeining tegether existing
ealls that are en multiple
phene lines

| —

Frem an astive eall, press Join (Yeu ma need te press the more
seftke te see Join)

ress the green flashing line butten @ {or the eall(s) that eu
want te inelude in the senferense

Onc of the fellewing essurs
The ealls are jeined

A windew epens en eur phene sercen prempting eu te selest the
eall(s) that eu want te jein Highlight the eall(s) and press Select,
then press Join te semplete the astion

s U eur phene decs net suppert Jein {er ealls en multiple lines,

transfer the ealls te a single line before using Join

See a list of partisipants er
remeve partisipants

ress ConfList er Conference List (Yeu ma need te press the mere

seftke {irst) See Viewing er Pemeving Cenferense artieipants,
page 34

Tips

\

I{ eu{requent]l jein mere than twe parties inte a single senferense, euma f{ind it useful te {irst

selest the ealls that eu want te jein, then press Join te semplete the astion

When Jein eempletes, saller B shanges te “Cenferense 2

Yoeuma lbe able te s@embine multiple eonferenee ealls b using the Join er DirTrfr seftke s Cheek

with eur s stem administrater te see 1f this feature 1s available te eu

A Call Chaperene user san senferense enl the {irst saller Sulbsequent sallers san be sonfereneed
b the other partisipants in the senferense

32
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Yeu sannet plase an intereem sall on held

S

\

§ 4s U euleginte the same phene en a dail basis using eur Cisee Extension Mebilit prefile,
ensure that eur s stem administrater assigns the phene butten template that eentains
intereem infermatien te this prefile and assign the phene as the default intersem deviee {or
the intersem line

J Al
S R AW NS -
lase an intereem eall te a ress O (intereem target line) and, after eu hear the
presenfigured intereem target  |intereem alert tene, begin speaking
lase an intereem eall te an ress O (intereem line) Enter the intereem target number or
intereem number press a speed dial number {or eur target After eou hear the
intereem alert tene, begin speaking
Reeeive an intereem eall When eu hear the intereem alert tene, handle the «all in ene of
these wa s

isten te the message in ene wa audie
Speak te the ealler b pressing (©) (astive intereem line)

ress EndCall with the intereem eall 1n {@sus
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