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Phone Screen
Video Camera

8945 Phone |
2.
3. Camera Cover
4
5

Softkeys
Navigation Pad w/
Center Select
6. Conference Button
7. Hold Button
8. Transfer Button
9. Redial Button
10. Keypad
| I. Speaker Button
|2. Video Mute
| 3. Audio Mute
| 4. Headset Button
|5. Volume Adjustment
| 6. Messages
| 7. Applications Button
|8. Directories
|9. Phone Speaker
20. Line Buttons
21. Headset Rest
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(a)

To answer a ringing call \“c'-'i/', lift the handset. Or:
® Press the flashing amber line button e .

® Press the (unlit) headset or speakerphone
button.

® Press the Select button in the
Navigation pad.

0N

1. Line label
Header

Line details and other phone information
Softkeys

Note — Callers will go
to your voicemail if not
answered in 12 seconds
(typically by the end of
the 3rd ring).
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Call Waiting

One large benefit with IP Telephony is that the need for phantom numbers goes away. In
Centrex, without call waiting, you could easily miss calls if you were already on a call.
One work around in Centrex has been to have a second (phantom) line on the phone. This
second line was then often given out, by the user, as a ‘private’ line so that the user could
see a call coming in on their private line if they were already on a call on their business
line.

However, in the IP telephony model, the phantom number solution is not needed. Each
line can handle multiple calls without the need for additional lines. If the user is on a call
when a second call comes in, the user will see that a call is coming in and see the caller
ID. The user will then have the choice to take the call and either hang up the first call, or
put the first caller on hold (or simply ignore the call).

The default number of ‘lines’ on the IP phones is 4, which is a typical business need. It
can be increased to a maximum of 200.

This simply ability of the IP Phones to provide a ‘second line’ without the need for an
additional DID should reduce the over State DID requirement.
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® 240024 260022

@ 240029 240030
@ 240038

@ 240028

ouca | soniso | veronon | rux

To connect the second call and put the first call on To switch between calls, use the
hold automatically, press the flashing amber line navigation pad to highlight the call and
button g . press the select button.




Placing a Call End a Call

To dial, lift the handset and enter a number. Or:

o To end a call, replace the handset. Or:
® Press an unlit line button e

o Press the End Call softkey.

* Press the New Call softkey. .
. QO ¢ DPress the (lit) headset button & or
* Press the (unlit) headset button @&® or bt b .
speakerphone button . L B B '

Dial from Call History
1. Press the down arrow on the Navigation bar.

2. Scroll to the number and press the Select
button in the Navigation pad or Call Softkey.

Redial the last number

Press the 9 button



Divert

Use Divert to redirect a ringing or active call to
voicemail or to another phone number (set up in
advance by your system administrator). You must
resume a held call before you can use Divert.

Divert affects the highlighted call only. If necessary,
scroll to the call before pressing Divert.

Forward All

1. Press the Forward All softkey.

2. Enter a phone number, select a number from

Call History, or press the Messages button
(to forward to voicemail).

Look for Forward All icon ,'R-/-~ on your screen.

To cancel call forwarding, press the
Forward Off softkey.

Your system admjnistrator can help you forward
calls remotely from your User Options web pages.

\:“;': "
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Hold

1. Press the Hold button .

The hold icon @ displays and the line button
pulses green.

To resume the highlighted call, press the
pulsing green button ., the Resume
softkey, or the Select button in the Navigation
pad. (Note that pressing the Hold button again
does not resume a call from hold.)



Conference

1. From a connected call @ (not on hold), press “Conference in” a held call

the Conference button 9 1. From a connected call @ (not on hold), press
2. Make a new call. the Conference button
3. Press the Conference button (before or after 2. Press the pulsing green line button Q for the

the party answers). held call that you want to add.

The conference begins and the phone displays

: Or, if the held call is on another line, press the
“Conference” instead of caller ID. : P

Active Calls softkey, choose a call from the list,
and press the Conference button.

260024

F—*"!-"—w'
m Conference 143 L\
View & remove conference participants

@ 240029
— During a conference, press the View Details

The conference ends when all participants hang up.

@ 240038

softkey. To remove a participant from the
@ 200028 conference, highlight a name and press Remove.

Note — Maximum participants on a Con-
4. Repeat these steps to add more participants. call is 6 (you and 5 others). The call

The conference ends when all participants hang up. originator can add callers but participants
cannot.



Joining Calls

* You can join two separately placed calls on the same line. While you are
connected on a call, a second call rings in on your line. After you answer the
second call:

+  Press the Conference Button €.
 Navigate to the Line on Hold
* Press Conference Button @) again.




Transfer

1. Froma connected call @ (not on hold), press
the Transfer button 9

2. Call the transfer recipient.

3. Press the Transfer button (before or after the
party answers).

The transfer is complete. Confirmation
displays on your phone screen.

Transfer to Voicemail

* To bypass ring and Call/Transfer straight to
voicemail

— Press Transfer button a

— Dual *1 plus the 10 digit extension number.
*1-614-XXX-XXXX X

—  Press Transter button a again.

Call History

Press the Applications button 9 and select
Call History.

The last 150 calls display:
* Missed calls f.;
o Placed calls 7
e Received calls t&

To dial, scroll to a call and press the Select button
in the Navigation pad or the Call softkey.

To view details for a call, highlight the call and
press these softkeys: More > Details.

View new missed calls
1. View your call history.
2. Press the Missed Calls softkey.



Corporate Directory

1. Press the Contacts button g and choose Corporate
Directory.

2. Using Navigation key highlight search criteria:

*  First Name:
* Last Name:
*  Number:

Enter the Name or Number using your kevpad. Letter entry is
similar to texting.

Hit the Search softkey. *Note: You can enter a partial name or
number and hit search. This will bring up all entries containing that
search criteria.

Press the Dial softkey to dial the extension number.

Ml TECHNOLOGY SOLUTION ARCHITECTS :V




Note — If you have
shared lines on your
phone the red box will
appear next to that
extension as well.
You must know the
password for that
extension to retrieve
voicemails.

Voicemail

New message indicators:

e A solid red light on your handset.

* A voicemail icon 2 next to the line button
(may include message count).

240024

& 240024

e 1= | —

@ 240038
@ 240028

Listen to messages }
e

Press the Messages button @=%¥ and follow the
voice prompts.



Voicemail Mailbox Setup

« Press the Messages. When the auto attendant answers, she will prompt you
to enter a password.

o Press 12345#
*  You will then be prompted to set up your mailbox.
— It 1s important to follow prompts from start to finish
 During this process, you will be prompted for the following information
— Record vour name
— Record standard greeting
— Select new password




Logging into Voicemaill

« To access voicemail from your phone:
— Press messages button
« When Prompted
— Enter password #
To access voicemail from someone else’s phone in the company:
— Press messages button
« When Auto Attendant begins
— Press * 1 plus 10 digit phone number #
— Enter password #
To access voicemail from external number
your primary extension. When Auto Attendant begins
- Press *1 plus your 10 digit phone #
- Enter password #



Press the Messages key To change your password, change your recorded name,

« When prompted enter the default password or re-record available greetings:
) 12345# Press 4
: ot ™+ Follow Prompts to Completion Select the appropriate option and follow the prompts
- JQ Record Name Under personal options, you can change your voicemail password.

! . Record Standard Greeting
Y Set New Password (min. of 4 digits)

GECINEE  Accessing Vooomal 1= Check NEW Messages

2 = SEND a Message
* From Your Desk Phone 3 = Review SAVED Messages
Press the Messages key 4 = SETUP Options
When prompted enter your voicemail password
+  From Another Desk Phone
K Press the Messages key
Press * 1 then your 10-digit phone number, # 1= Restart 3 = Forward

Enter your voicemail password 2= Save 6 = Fast Playback
+ From an yExtemal Numbzr i= gle'eti’l S ; = Eewind (7 sec)
: our primary extension. B i Srec
AR B yWher? the Arzlto Attendant begins: press *1 then #=Saveasis  9=FFW toEnd
¥ 3 - : your 10-digit phone number, # ## (in this section only) = Skip to next message, keeps current message as
: ‘ Enter your voicemail password, then # few
E. it {: When Sending, Forwarding or Replying to a Message 1 = Repeat 5 = Forward
ar sty 2=Save 6 = Mark as New
0 = Conversation Help 3 = Delete 7 = Rewind
* = Exit or Cancel 4 = Reply 9 = Play Msg. Properties
) # = Skip or Move Ahead #=Saveas is
E % 4 ## = Toggle between entering an extension number ## (in this section only) = Skip to next message,

or spelling a subscriber's name keeps current message as new

) i -
< 5
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Notes about VVoicemail

\Voicemails are kept for 30 days then automatically deleted. Marking the
message as unread then re-saving will not allow you 30 additional days before
deletion.

Voicemails on your existing phone will need to be addressed/deleted as the
voicemail systems are not merging.

Messages cannot exceed 5 minutes in duration.

It will be difficult to fill your voicemail box since messages will be
automatically deleted after 30 days and the saved-message capacity is quite
large.

Voicemail to Email Integration? Consult with your agency
director/management and your legal counsel . This is an agency-wide setting
with potential business and legal ramifications. There is an option to be
notified via email you have received a voicemail from a certain number but
not the content of the message. Consult with your helpdesk/telecom
coordinator.
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Using Alternate Greeting

*  Toswitch to the Alternate Greeting, follow the instructions below.
+  Callinto Voicemail Box
*  Press 4 for Setup Options
*  Press 1 for Greetings and Transfer
*  Press 1 for Greetings
— It will automatically play the current recorded standard greeting
—  You can bypass message by pressing #
*  You will then be prompted to re-record the Standard greeting by pressing 1 or switch to Alternate by pressing 2
o Press2
— It will automatically play the current recorded alternate greeting
—  If you wish to change this greeting, Press 1
*  Once finished recording the alternate greeting, Press #
—  If you are happy with recording, Press *
You are now set up under the Alternate Greeting

*  Toswitch back to the Standard Greeting follow the instructions below.
*  Callinto Voicemail Box
»  Press 4 for Setup Options
»  Press 1 for Greetings and Transfer
*  Press 1 for Greetings
— It will automatically play the current recorded alternate greeting
—  You can bypass message by pressing #
*  You will then be prompted to re-record the Alternate greeting by pressing 1 or to turn off the Alternate, Press 2
o Press2
You are now set back to the Standard Greeting

20



: " Cisco Unified CM Console - Windows Internet Explorer |Z||E”z|

0 ® |2 https://66.145.32/ccmuser v & Certcate Emor || 84|49 X | [0 11 search |E3E
¥ File Edit Wiew Favorites Tools  Help
| X | |Search|¢|r &Nu D e Mail - ,_J,% AIMExpress b MewIM 22 IM This Page [:_] Set Status - ¥ ﬁ

{2 Fawvarites | {;‘5 ? Suggested Sikes = @ | Web Slice Gallery -

— r

SR | @ cisco Unified M Cansole | | M- [] g - Page~ Safety ~ Tools+ (g~

wliilin  Cisco Unified CM User Options

cisco For Cisco Unified Communications Solutions

Username

kimberlyb

Cisco Unified CM User Options —

Login Reset

Go to this webpage: https://66.145.65.32/ccmuser
Username: Your I I-digit desk phone number
Password: 12345

Note - You’ll want to change your password by going into the
User Options drop-down and into User Settings

21

Ml TECHNOLOGY SOLUTION ARCHITECTS I



: isco Unified CM User Options - Windows Internet Explorer =B [
! 5\;’; - Ehttps:ll66.|45.32/ccmuser V|@] Certificate Error | @ || X |,'C/ AIM Search | Polbs

File Edit  Wiew Favorites  Tools  Help
x | \Search | &+ Aam D = Mal - & AMExpress 9 NewIM B MThisPage [ SetStatus ~ %

'ﬂ-_‘r Favatites | '{;‘5 @ Suggested Sikes » @ | Web Slice Gallery -

|
4

& B (] pe v Page - Safety - Tools v (@~

— o
?Ciscn Inified CM User Options | |

il Cisco Unified CM User Options

cisco For Cisco Unified Communications Solutions kimberlyb About Logout

User Optiong -

Device

U=zer Setting=
Directory
Personal Address Book

Fast Dials Jser Options

Mobility Settings L 8

Plugins

There will be a drop-down menu under User Options

Through this website you’ll be able to access your Directory, create a Personal Address Book, Speed-Dials as well as Fast Dials and set
Mobility Settings.

After configuring your Personal Address Book it will be accessible along with your Corporate Directory via the Directories button on your
phone. Both are viewable on this webpage.

Speed-Dials are simple to create in this website (instructions below).
Fast Dials aren’t associated with a particular person, just their phone number. Speed-Dials are more commonly used but it’s your choice.

Mobility is a feature you can configure if you want calls to go to your desk phone simultaneously with another number such as your cell or
home. If another person has the ability to answer calls for you it will ring their phone at the same time as well.
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Setting up Speed Dials

Go to “Device” to create these for your desk phone. The Speed Dial Settings will show on your phone
screen. The Abbreviated Dial Settings you will need to create a cheat-sheet for. To place a speed dial call
for the Abbreviated numbers — press the corresponding number for the person you want to call — a Speed
Dial softkey will appear on your phone screen and you can initiate a call. For instance you can press the
number 4 then the Speed Dial softkey to call Kathy at 7199 in the example below.

- Speed Dial and Abbreviated Dial Configuration - Windows Internet Explorer

@\:f} - |g, https:/f192.168,30,10:844 3 ccmuser speedbialllser doffkDevice=f abeto07-135f -« V|® Cettificate Error | b || 44| | X |_)g AIM Search ||}J '|

File Edit View Favorites Toaols Help
x | |search | Sam B =imal v B AMExpress @ NewIM @ IMThisPage [ SebStats v e

{;' Favarites | ‘1’;‘3 @ Suggested Sites = @ | Web Slice Gallery -

|@Speed Dial and &bbreviated Dial Configuration | | & - B [=1 @ - Page - Safety - Tools - ®7

»

alilin  Cisco Unified CM User Options

cisco For Cisco Unified Communications Solutions kimberlyb About Logout

User Options

Speed Dial and Abbreviated Dial Configuration Related Links: REYE] b
Q Save %' Reset (%1 Device {% Line Settings c& Phone Services #: Service URL

-l

— Status ]

@ Status: Ready g‘
— Speed Dial Settings i

Number Label ASCII Label

1 |?195 | |0perator | |Operatur |

2| | | |

3 | | |
— Abbreviated Dial Settings

Number Label ASCII Label

4 7199 | [kathy | [kathy |

= | | |

¢ | | | |

7 | | |

& | | | |

° | | | |

10| | | | L]

Dane € Internet - L 100% v

Bl TECHNOLOGY SOLUTION ARCHITECTS i
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Extension Mobility

This is not a default setting. To be set up for this feature please
request via your help desk or telecom coordinator.

If you occasionally work at another desk or office which also has a
Cisco phone you can log into that phone and have it behave like
your main office phone. It will ring in/out just the same and you’ll
have access to your Personal Directory and Speed Dials.

To log into your temporary Cisco phone:
Go to the Applications button.

Go to Virtual Office

Enter your User ID (I |-digit desk phone)
Enter your PIN (default is 12345)

Press Submit



Setting up Mobility
(aka Single-Number Reach)

In the User Option’s drop down choose Mobility Settings then Alternate Numbers

)| batps//comad D = @ © X || 2 Ciaco Unified CM User Opti..
Tt Edt Yiew Fgvortes Teok Help
w8 - BMC Remedylc ) 9 7 S I Incormect tracking informa... [ Daylight Swving Time Hel.. 8 Microsoft Active Directory... %5 v B 0 e v Pagev Sefety~ Tgoksv @+

uliwle  Cisco Unified CM User Options
CI5€0  ror Cisco Unified Communications Solutions

Mowu-l

User Semngs

:j_

Last Successful Logon: Unavalable

Copynght © 1999 - 2011 Cisco Systems, Inc.
A nghts reserved,

Thswvdodwmcwwwfo&vmmdnmeww“ulmwmwmmmm export, transfer and use. Defivery of Csco cryptographic products does not smply thind-party authorty to
PO, expon, dutnbute or use encrypticn, Imparnters, exporters, distnbutors and users are responsible for compliance with ULS. and local country laws. byuwmproduammmmw-ihmmh-‘w t

mcbw 1f you are unable to comply with U.S. and local laws, return this product immediately.

A summary of U.S. laws governing Cisco cryptographc products may be found at cur Export Complance Product Bepor web site.

For information aboxt Cisco Unified Communications Manager please vist cur Unfied Commurscations Syatem Documentation web site.

For Cisco Yechnical Support please vise cur Tachrcal Seonurt web se.

Click B Add New

o Wttpe/foemad. O = @G X |-"-"Fu\dp=d|.r|.:ﬂ.hthu_ o -

{ Lried

Ele Edan  Miew Fpeortes Tools Help

wlialie  Cisco Unified CM User Options
CHC0  pop Cisco Unified Communications Solutions

Useer Opliora =

ks A b

v - BMC Remedyorce B Exchange Mansgerment 5. T Incormect tracking informa... [T Daylight Saving Time Hel.. 8] Microsolt Active Directory... " Noe B - s v Pager Safety> Took~ -

wyatdilo

P

Find and List Alernate Numbers

| Alternate Number

Find ARarnate Rumbar whare ARarnate Number [mobile, ke, ott] = Beged wih = (Finet] [ Clonr Fiae_| [ ] [ =]
| Ho: ackive queny. Plasss anker your sesech cribesis using the opbicns above.

[ Add new |
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&5 Alternate Number Configur...

Eie Eda Yiew Fgeorites Jooks Help
wa . BMC Remedyforce £ Exchange Mansgement 5. i Incomect tracking informa.. [T Daylight Saving Time Hel... 2] Microsoft Active Directory... "B e B -0 s v Pager Gafety= Tgoh= G-

Lo

vliali.  Cisco Unified CM User Options

EIE0 oy Cisco Unified Communications Solutions wyatdilo
User Opled «
Alternate Humber Configuration Related Links: E

— AMtornate Numbor Inf ti
Altwrrate Number (mobile, hama, gt BLIEESES5S

Most users Bascription cet «— Enter a description
ill want to _E:Emmﬂhwhﬂ 8% that mey calls can ring bt multipls rembars

heck these 71 This is & meckida devca
wtwo boxes. Rl ot ™ Beconds 1o answer the line bafare ringing the alternate number ana Change this timing to “0”

jter a 10-digit phone # (without a 9 or | or dashes)

conbnus rnge the aRernate nurrbbrl‘nr s=conds. | eave this timing at “19”

D not connect the call ba the alternate number if the it ber answers wain | 1.0 | seconds  Change this timing to|“1.0”

B pravend & £all froemn Baing angwered by an automated greatsny (for example, veios mail), o
Lioh Mk SO o L RO, Dene. My ° #ef=Make sure this field is you're desk profile

— When Reach He Anywhere is Emabled

— Configure & schedule for the Reach He Anywhere feature to be acti
@ Al the timee
,ﬂ Az specified below
button on / ElmMondsy  [asl cwy Mo Office Hours = = Mo Office Hours -
e wi" turn U Teesday || aN Day Mo Office HMours = B o Office Howrs -
U wednesdsy [ Al Dy Mo Office Hours » 19 Ko Dffice Hows -
‘I UIe onloff U Trasrsday 7] AN Day Mo Office Wours = 18 Wa Office Mows -
YOU know 7] Fractary a0 Dwry Mo Office Hours = 18 ga Office Howrs -
i duleevery ] Saturdsy [N Day Mo Cffice Hours - 10 g Office Hows - |
users wi" 7] Sunday a0 oy Mo Office Heurs w 19 s Oifice Hows -
Frefarrad Time Zona® Ete/GHT -
Méheck “All ’ il
“ and use = Receiving calls during the above schedulb
Allow 8l calls
ity button -
Only recenss calls v .. Mot Selected - - ety Dptpils -
dhone as _ w0k -
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https://cemad... O ~ @ C X “;‘.‘;‘ls Alternate Number Configur... % - —— - I~ ey
File Edit View Favorites Tools Help
s BMC Remedyforce & Exchange Management S... T Incerrect tracking informa... [ Daylight Saving Time Hel... & Microsoft Active Directory.. T - v [ dh v Dagew Safetyv Toolsw @~

aliiln  Cisco Unified CM User Options
cisco

For Cisco Unified Communications Solutions wyatdil0  About
User Options +
Alternate Number Configuration Related |"t4 Back To Find/List ~
Remember to — [ see P ook [ conr o asanew
Save when Status v
@Add successful
your done!
Association Information — Alternate Number Information
Line Line Association Alternate Number (mobile, home, etc) 8125555555
Line [1] - \+18129316524 Deseription o
/ Enable Reach Me Anywhere so that my calls can ring at multiple numbers
This is a mobile device
Check the box
Allow me * 0.0 seconds to answer the line before ringing the alternate number and
above to associate continue ringing the alternate number for * 1.0 seconds.
Do not connect the call to the alternate number if the alternate number answers within * 1.0 seconds
your desk phone
to prevent a call frem being answered by an automated greeting (for example, veice mail).
with your mob|||ty Use the seftings from * [RDP_Diana_wiyatt - profile. =
number. — When Reach Me Anywhers is
— Configure a schedule for the Reach Me Anywhere feature to be active:
All the time:
) As specified below
All Day No Office Hours ~ o No Office Hours -
All Day No Office Hours ~ 6 No Office Hours -
All Day No Office Hours ¥ to np Office Hours v
All Day No Office Hours ~ 0 No Office Hours -
All Day No Office Hours ~ 0 No Office Hours -
All Day No Office Hours ~ to No Office Hours -
All Day No Office Hours ~ 6 No Office Hours -
Preferred Time Zone* (GMT) Etc/GMT -
— Receiving calls during the above schedule:
@ Allow all calls
) Only receive calls from ot selected — - View Details -

#100% -

Note: If you do not want to answer an incoming call on your mobile phone do not discard the call. The caller will be
sent to your personal cell voicemail. Rather, silence the ringer or let the call ring 3 times. If the call is not answered the
caller would then be sent to your work voicemail.
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911

For emergencies dial “911”

The State of Ohio utilizes an enhanced form of 91| called “E911” which will
identify to the 91| operator your address, floor and agency.

Talk to an engineer @ NGTS if you want further customizations for your
particular agency.

Error Messages

If you encounter a “Phone Not Connected” or “No Dial Tone” message on
your phone please engage your local help desk to troubleshoot with you and
escalate if need be.

Voicemail Password Reset

Contact your telephone administrator who will work with NGTS to get your
password reset.

28



Video Camera for the 8945 & 9971 phones

Currently the video will only transmit on calls between two callers. If a third person is
conferenced it video goes away. Also, video only transmits to any other endpoint that is
using the State of Ohio’s NGTS service.

It is important to note — there is a “Hide Video” softkey that appears during an active call.
When activated the other person can still see you. This option hides the video of the
person you're speaking with so you can see your phone screen during an active call.

8945 phones have Video Mute & Audio Mute buttons on the bottom left of the phone.
They illuminate red when in use. The camera can also be turned on and off by sliding the
lens cover on the camera at the top of their phone. The white lens cover means your
camera is closed.

997 | models have a combination Video/Audio Mute button on the bottom left of the

phone. The camera can be turned of by twisting the lens cover on the camera at the top
of the phone.
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Key Expansion Modules (KEM)

36 line buttons (18 on each of the two pages)

9971 phones can support up to 3 modules
9951 phones can support up to 2 modules
8961 phones can support | module

(Note — KEM’s will require a power brick to operate so make
sure to order one for each phone that will be utilizing them)

llluminated Buttons

Off (dark) Line available

Green, steady Line in use

Red, steady Line in use by someone else
Amber, flashing Line ringing

30
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Headset support

89/99xx

Headset support

A Bluetooth and RJ-9 interface to the optional headset

allows you to enjoy additional options for placing and

receiving calls. Bluetooth support on 8945, 9951, 9971.

No BT on 8961

Graphic below

An RJ-9 interface to the optional headset offers you
additional options for placing and receiving calls. No

bluetooth
6945 Graphic below
Cisco Unified IP Phone
Accessory Type 8961 9951 9971
Cisco Accessory
Cisco Unified IP Add-on module X X X
Color Key
Expansion Module
Cisco Unified Add-on module — X X
Camera
Third-Party Accessories
Headset Analog X X X
Analog Wideband |X X X
Bluetooth — X X
UsSB X X X
Microphone External PC — X X
Speakers External PC — X X

Headset
&
Bluetooth

Support

31



Connecting your new
Cisco phone:

2971 ¢ Or_ Lo 00 W1 Your network cable needs to be

‘ disconnected from the back of your
PC/laptop docking station and plugged into
the Cisco “Network” port. The black
network cable that came with your new
phone needs to be plugged into the
“Computer” port on your new phone and
the other end plugs into your PC/laptop
dock that was left vacant when you moved
your network cable.

cisco
There is also a port to plug in your handset

as well as headset (if you utilize one) and
corresponding channels to feed the wires
6945 through so your phone sits flat.

Lastly, your floodstand can be guided in from
underneath into the open slots and pull
upward. (You may need to put some muscle
into this step to get your stand to click into
place).

Your phone will take a couple minutes to
register then your name and extension
should appear on your home screen.
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Most Cisco phones have the same or similar buttons and
behaviors. The next few pages highlight some of them.

Flashing amber Q—Ringing call. Pressing this button answers
the call.

Solid green O—Ma}' be a connected call or an outgoing call
that is not yet connected. If the call is connected, pressing this
button displays the call details or the participants of a conference
call. If the call is not yet connected, pressing this button ends

the call.

Pulsing green C—I—Ield call. Pressing this button resumes the
held call.

Solid red -—Shared line in-use remotely. Pressing this button
allows you to barge in on the call (if Barge is enabled).

Pulsing red .—Shared line call put on hold remotely. Pressing
this button resumes the held call.
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Softkey buttons

Allow you to access the softkey options (for the selected call or menu
item) displayed on your phone screen.

Back button

Returns to the pI’EViOUS SCreen Oor menu.

Release button

Ends a cbnnected call or session.

Navigation pad and
Select button

o

The 2-4 -way Navigation pad allows you to scroll through menus,
highlight items, and move within a text input field.

The Select button (center of the Navigation pad) allows you to select a
highlighted item.

The Select button is lit (white) when the phone is in power-save mode.

Conference button

Creates a conference call.

Hold button

Places a connected call on hold.

Transfer button

Transfers a call.

e
Lg¢]

et

=
o
oL

Allows you to dial phone numbers, enter letters, and choose menu
items (by entering the item number).

i
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Speakerphone button

Selects the speakerphone as the default audio path and initiates a new
call, picks up an incoming call, or ends a call. During a call, the button
is lit green. 34




Mute button

Toggles the microphone on or off during a call. When the microphone
1s muted, the button is lit red.

Headset button

Selects the headset as the default audio path and initiates a new call,
picks up an incoming call, or ends a call. During a call, the button is
lit green.

A headset icon Q in the phone screen header line indicates the
headset is the default audio path. This audio path does not change
until a new default audio path is selected (for example, by picking up

the handset).

Volume button

— +-

Controls the handset, headset, and speakerphone volume (off hook)
and the ringer volume (on hook).

Silences the ringer on the phone if an incoming call is ringing.

Messages button

Auto-dials your voicemail system (varies by system).

Applications button

Opens/closes the Applications menu. Depending on how your system
administrator sets up the phone, use it to access applications such as
call history, preferences, and phone information.

Contacts button

Opens/closes the Contacts menu. Depending on how vour system
administrator sets up the phone, use it to access personal directory,
corporate directory, or call history.

Phone display

IO CBTS

TECHNOLOGY SOLUTION ARCHITECTS §8 N
P g T AT T ST, M

Can be positioned to yvour preferred viewing angle.

35



M TECHNOLOGY SOLUTION ARCHITECTS B

Programmable feature
buttons (also called
teature buttons)

Each corresponds with a phone line, speed dial, and calling feature.
Pressing a button for a phone line displays the active calls for that line.

If you have multiple lines, you may have an All Calls button that
displays a consolidated list of all calls from all lines (oldest at the top).
Then it is recommended that you keep your phone in the All Calls view.

Color LEDs indicate the line state:
* Amber 9 —Ringing call on this line
* Green .—Active or held call on this line
* Red .—Shared line in-use remotely

(The positions of the session buttons and feature buttons can be
reversed on phones that use a locale with a right-to-left reading
orientation, such as Hebrew and Arabic.)

Handset with light strip

The handset light strip lights up to indicate a ringing call (flashing red)
or a new voice message (steady red).
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6945 Phone

Headset Light Strip

Phone Screen

Phone Lines

Soft Keys

Transfer Button

Conference Button

Hold Button

Navigation Bar w/

Select Button

9. Headset Button

---------------------- |0. Speaker Button
=) | I. Keypad

|2. Mute

| 3. Volume

|4. Messages

|5. Services Button

| 6. Contacts

i | 7. Handset

.

_
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Phone Screen

6945

02/24/0921:50

Tearasa
00:09

B Leigh Line 2

1002 Ph one

543218

15

| Details | End Call |

Park |

192804 T f

1 |Header

Displays date, time, and directory number.

2 |Line text label with icon

Displays text label and icon for phone or intercom line,

speed-dial numbers, or services, depending on your
configuration.

3 |Primary line details and other
phone information

Displays line label and call details for the primary line, and
other phone information such as placed calls, speed dials, and
phone menu listings.

4 |Secondary line details and
other phone information

Displays line label and call details for the secondary line, and
other phone information such as placed calls, speed dials, and
phone menu listings.

5 |Softkey labels

Display softkeys for available features or actions.
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7925G
Wireless
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Common Pjhone Tasks

Place a call Dial the number and press
Answer a call Press | (, |, Answer, or
Disconnect Press “E or EndCall.

Hold/resume a call| Press Hold or Resume.

Transfer a call to a| Choose Options >Trasfer,
new number enter a target number, then
press Options >Trasfer

again.
Redial a number  |Press (", ) twice or
Options > Kedial.
Forward your Choose Options > CFwdAll
extension Enter the number to which

you want to forward all
calls. To cancel, choose
Options > CFwdAll

Use your call logs |Choose Directory (Book) >
Missed Calls, Received
Calls, or Placed Calls.

To dial, scroll to a listing
and press Dial or 'T' .

Access your Phone [ Press Ph Book or Directory

Book > Phone Book.

N1

Cisco.
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Cisco 7925G
Wireless
Phone

Quick Reference

Using the Phone

Power on/off |Press ‘E and hold until phone

the phone powers on or off.

Access phone |Press Options for feature list:
features ® Press number key for feature or
® Scroll to feature and press Q

Access Main |Press a navigation arrow for:
menu options|® Directory menu (Book)

® Line view (Phone)

® Settings menu (Tools)

® Services menu {World)

Press number key for menu option.

Adjust Choose Settings > Phone Settings >
display Display Settings, and select
brightness  |Display Brightness. Press ‘ or
' , then press Save.

Go tomain  |Press =@ (left arrow).
screen from
Line View

Shortcut Keys and Buttons

Toggle ringer to |Press and hold Q 3

vibrate or ring

Adjust ringer, [Press up or down.
handset, or

speaker volume

Mute/unmute  [Press @ to toggle.

your phone

Activate speaker|Press and hold . To use the
or handset handset, press and hold button
again.

Access voice Press and hold @ X

messages

Lockfunlock the|To lock, press and hold Q
keypad To unlock, press Unlock and
OK.
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Softkey Definitions

Entering Text

AbbrDial

Dial using a speed dial index
number

Character—Press key one or more times.

Space—Press .

Line Features

ﬂ' Phone line
4 Service URL
E Voice message
Other Features

Mute on

Headset active

Bluctooth enabled

Bluetooth device connected

Speaker mode active

Ringer off (silent mode)

505 o, R [ [ e

Ring and vibrate on

Intercom line in one-way audio

Intercom line in two-way audio

Barge Add vourself to a call on a shared
line MNumber—Press the number key.
CallBack |Receive notification when a busy Symbol—Press these keys:
extension becomes available ﬂ roenter * 4 f=\1z
CFwdAll | Set uplcancel call forwarding o
L »
ConflList |View conference participants m Lo enter space , . l_~
Confron Create a conference call m toenter F 2 ()[]1 1
DN ;J'Du;n[rl’::n.fuff Do Mot Disturb toenter ! @ <> § % M &
EditIial Edit a number in a call log
GPickUp | Answer a call that 1s ringing in
another group or on another line Phone Screen lcons
HLog Log i or out of your hunt group
iDvivert Send a call to your volce messaging Line and Call s
system f Call on hold
Join Join several calls already on a ﬂ Shared line in use
single line to create a conference < T N o
MCID Report suspicious calls = A Barwardng enabie
MeetMe  [Host a Meet-Me conference call “ Incoming call, or BLE-monitored
- - m line 15 ninging (BLF Pickup only)
Message Access your volcemail T SO T —
Park Store a call using Call Park %
Ph Book |Open your Phone Book BLF-monitored line 1= idle
PickUp Answer a call in your group @ gI;;Pr;T::tI:::d line ts in Do Not
QRT Subrpi? call problems to the system E Speed-dial, call log, or directory
administrator listing (BLF status unknown)
Remove Remove a conference participant Intercom line in idle state
Trnsfer Transfer a call

=
(Kl §
o

Vibrate only on

Application active

Radio signal status

-

Mo radio signal

Battery charge status

Keypad locked

Business number for a contact

Home number for a contact

Mobile number for a contact

[ ol [E | D

Other number for a contact

7925G
Wireless
Phone
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If you want to... Then... 792 5 G

Place a call using the 1. Dial the phone number. W”"eless
handset 2. Press (. to place your call.

Note Mo dial tone occurs. Phone
Place a call using the 1. Press and hold . button to activate the
speaker mode on the speaker.
handset 2. Dial the phone number.

3. Press (7 to place your call.
Note  Press and hold button again to turn

off speaker mode.

Redial a number using the |Press {’D twice or choose Options > Redial. If you want to... Then...
handset Dial a number from the 1. Choose ‘ ..:' >
Phone Book
Redial a number using your |See the documentation from your headset Phone Book or Ph Book (if available).

Bluetooth wireless headset [manufacturer.

2. Highlight a contact name, then do one of

Place a call while another | 1. Choose Hold. the following:
1:.3“;5 active (using thesame |2 Choose Options > NewCall. - ?cm:l |ef;:10r right u]:til you see th; icon
ine t :

3. Dial, redial, or speed dial a number. or the phone number: i wor

phone,
Note  You hear dial tone with NewCall.

:’:} home phone, H mobile phone,

or & other phone.

- Choose Options > Details, highlight a
phone number.

3. Press () or Options > Dial.
Press ‘ T

2. Choose Missed Calls, or Received Calls, or
Placed Calls.

3. Press the number key for the listing or
scroll to a listing and press 07,

Dial from a call log

Dial an international 1. Press and hold . Enter the phone
number number, including the country code, after
the “+™ symbol.

2. Press () or Options > Dial.
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7925G

Placing a Call—Additional Options Wireless
You can place calls using special features and services that might be available Ph
system administrator for more information about these additional options. one

If you want to... Then...

Speed dial a contact number (Do one of the following:

in your local phone book * Press and hold a speed-dial hot key for

about two seconds.

Note  If dialing a two-digit number, enter the
first digit, then press and hold the
second digit for about two seconds.

* Choose ‘ LJ {Directory)> Speed
Dials, highlight a speed dial, and
press (L .

Speed dial a phone number 1. Press g= ﬁ'
(for a Line View speed-dial |5 gcrglioa speed dial .
number set up on the web)
3. Press (7 or o to make the call.
Place a call while another 1. Press Hold.
call is active (using a 2. Press p 0.
different line)
3. Scroll to another line and press o
4. Dial a number.
5. Press (L to make the call.
Place the call on a 1. Press = ﬂ' and scroll to another line.
secondary line 2. Dial a number.

3. Press (L to make the call.

; s =ye
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Answering a Call

You can answer a call by using several options, if they are available ¢

If you want ta...

Then...

If you want to...

Then...

Answer a call

Press RE .

Switch from a connected
call to answer a ringing call
{using the Bluetooth
wireless headset)

See the instructions from your
Bluetooth wireless headset
documentation.

Answer using call waiting

Press Answer.

Silence the ring for an

incoming call

Press (% or .

The call continues silently, then
forwards to the no answer target.

Send call directly to your
VOICC MEssaging system
{using the handset)

Press ilivert.

Switch from a connected
call to answer a ringing call

(using the handset)

Press o ar (‘T‘]

Dioing so answers the new call and
automatically puts the first call on

hold.

Send call directly to your
VIO MEessaging system
{using the Bluetooth
wireless headset)

Use the Call Reject feature on your
Bluetooth wireless headset (exace
feature name may vary). For more
information, see your Bluetooth
wireless headset documentation.

Mote  If (Davert is not configured for
your phone by the system
administrator, the phone ignores
the call reject request.

7925G

Wireless

Phone

Retrieve a parked call on Use Call Park.
another phone
Use your phone to answer a |Use Call Pickup.

call ringing elsewhere

Answer a priority call using

I'J.'H: hands:t

Disconnect the current call and press
Answer or | [_:

Answer a priority call using
the Bluetooth wireless
headset

Disconnects the current call and
answers a ringing call. For more
information, see your Bluetooth
wireless headset documentation.

Automatically connect to an
incoming call after a ring or
wo

Ask your system administrator to set
up the Auto Answer feature. Afrer
ringing once or twice, the call
automatically connects to the handset

or headset without pressing .ﬂ_{ s
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If you want to... Then...
Put a call on hold 1. Make sure the call you want to put on hold is highlighted.
2. Press Hold. 7925 G
Note  Engaging the Hold fearure typically generates music or a beeping Wi reless
tone.
Remove a call from 1. Make sure the appropriate call is highlighted. Phone

hold on the current line
(using the handset)

2. Press Resume.

Remove a call from
hold on a different line

1. Press -..ﬂ to change to another line.

2. Press Resume.

Note  If a single call is holding on this line, the call automatically resumes. If
another call is holding, scroll to the appropriate call and press Resume.

Move a call on a shared
line to your wireless
phone or to your desk
phone

1. From the phone with the active call on the shared line, press Hold.
2. From your other phone with the shared line, press Resume.

If you want to...

Then...

Toggle Mute on

During a call, press on left side of phone. The ﬁ 1CONn appears
at the top of the ]:lhcn: SCTEE.

Toggle Mute off

Press . . The ﬁ icon disappears.

Switching Between Multiple Calls

You can switch between multiple calls on one or more lines. If the call that you wane to swiech to is
not automatically highlighted on the phone screen, scroll to it

If you want to...

Then...

Switch between
connected calls on one
line

1. Make sure the call that you want to switch to is highlighted.
2. Press Hesume.

Any active call is placed on hold and the selected call is resumed.

Switch between
connected calls on

different lines

Press = ﬂ to change to another line.

2. If asingle call is holding on the line, the call automarically resumes. If
another call is holding, scroll to highlight the appropriate call and
press Resume.

Switch from a
connected call to
answer a ringing call
(using the handset)

Press [ E:__,l, or if the call is ringing on a different line, press = ﬂ to
switch to the other line and press E_: .

Any active call is placed on hold.

Switch from a
connected call to
answer a ringing call

{using the Bluetooth
wireless headset)

You can place the first call on hold or end the call when you answer the
ringing call.

For more information, see your Bluetooth wireless headset documentation.
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Common Phone Tasks

Place a call Press IE]I either before or
after dialing a number.

Answer a call Press @ , Or press the
Answer softhey.

End a call FIEBE@ , O press the

EndCall softkey.

Redial 3 number | Press(¢% ], or press the

Redial softkey.

Mute your FIEBE[Zl.
phone

Use call logs FII:BS‘-, select the

then press Dhal.

desired call log, and then
select the desired listing. To
dial, highlight z listing, and

Hold/Resume 2 | Press the Hold softkey to
call haold a call, or the Resume

softkey to resume a call.

Transfera call to | Press the Transfer softkey,
a new number enter the number, and then

press Transfer.

Start a standard | Press the Confro softkey,
(ad hoc) dial the participant, and
conference call then press Confrn again.

Forward all calls | Press the CFwdALL

softkey.
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Conference
Station

Quick Reference

Softkey Definitions

AbbrDial Dvial using a Speed Diial index
number

Answer Answer any call ringing

<< Drelete entered characters

Barge Add yourself toa call on a
shared line

CallBack Receive notification when a
busy extension beoomes
available

cBarpe Add yourself to a call on a
shared line and establish a
conference

CFwdALL Set wpfcancel call forwarding

Clear Drelete records or settings

Conflist View conference participants

Confrn Create a conference call

Dretails Receive information on all
placed, received, or missed
calls

Drial Dial a phone number

DirTrfr Transfer two calls to cach
ather

[Crown Drecrease the display screen
contrast s=ttings

EditDial Edit a3 number im a call log

EndCall Dizconnect the current call

Exit Return to the previous screen

GPFickUp Answer a call ringing in
another groug

Hald Place active call on hold

iDivert Send or redirect 2 call to a
voice message system
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Phone Screen Icons

Line and Call States

Button Icons

Call on hold

Connected call

Incoming call

Off-hook

$ | D] | P

Shared line in use

Other Features

Checked box

Locked

prr| Message waiting

Settings

Unchecked box

Unlocked

7937G

Conference
Station

Off-hook
z On-hook
MNavigation
53
3
. Select
Applications
Directories
Redial
Volume Up
III Volume Down
Mute
@ Softkevs
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Placing a Call—Basic Options

7937G

Conference
Station

Here are some easy ways to place a call on your conference station.

If you want to...

Then...

Place a call off-hook (with a
dial tone)

Press @ to go off-hook, and then

enter a number.

Place a call on-hook (without
a dial tone), or pre-dial a
number

Enter a number, and then go off-hook by
pressing Dial or @ .

Redial a number

Press to dial the last number.

Or, press the Down MNavigation button
(with the conference station idle),
highlight the desired phone number, and
then press Dial.

Place a call while another call | 1. Press Hold.
is active 2. Press New Call.
3. Enter a number.
Dial from a call log 1. Choose = Missed Calls,
Placed Calls, or Received Calls.
2. Select the desired listing from the

call log, and then press Dial.
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Starting and Joining a Standard Conference

A standard conference allows at least three participants to talk on a single call.

If you want to...

Then...

¢+ (Create a conference 1:!1_.-'
calling participants

* Add new participants
to an cxisting
conference

1. From a connected call, press Confrn. (You may need to press the
more softkey to see Confrn.)

Enter the participant’s conference station number.
Wait for the call to connect.

Press Confrn again to add the participant to your call.

;o

Repeat steps 1 to 4 to add additional participants.

Participate in a conference

Answer the conference station when it rings.

Create a conference by
barging a call

Highlight a call on a shared line and press cBarge. {You may need to
press the more softkey to see cBarge.) See Using a Shared Line, page 25.

View a list of conference
participants

1. Highlight an active conference.
L Press ConfList.

Participants are listed in the order in which they join the conference
with the most recent additions at the top.

Get an updated list of

While viewing the conference list, press Update.

participants
See who started the While viewing the conference list, locate the person listed at the bottom
conference of the list with an asterisk (%) next to the name.

Drop the last party added
to the conference

Press RmLstC.

You can remove participants only if you initiated the conference call.

Remove any conference
participant

1. Highlight the participant’s name.
2  Press Remove.

You can remove participants only if you initiated the conference.

End your participation in a
conference

Hang up or press EndCall.

7937G

Conference
Station
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