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6945 8945 

7925G 8961 

7937G 

Cisco IP Phone Models 

9971 Video  Touch-screen 

Expansion Module 
6901 
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1. Phone Screen 

2. Video Camera 

3. Camera Cover 

4. Softkeys 

5. Navigation Pad w/ Center 

Select 

6. Conference Button 

7. Hold Button 

8. Transfer Button 

9. Redial Button 

10. Keypad 

11. Speaker Button 

12. Video Mute 

13. Audio Mute 

14. Headset Button 

15. Volume Adjustment 

16. Messages 

17. Applications Button 

18. Directories 

19. Phone Speaker 

20. Line Buttons 

21. Headset Rest 

 

Phone Functions 
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Receiving a Call 

Note – Callers go to your 

voicemail if not answered in 12 

seconds (typically by the end of 

the 3rd ring). 
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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. 

Secondary Numbers 
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Call Waiting 
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Place a Call and End a Call 
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You will hear a low-tone call-waiting beep 

once but not the ringer.  Caller ID flashes.  

You can answer if you choose or it will go 

to VM after 3 rings.  Note - If you need to 

have this feature activated  please contact 

your help desk or telecom coordinator. 

 
 
 
 
 
 
 
 
 

Divert – Hold - Forward  
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Note – Maximum participants on a 

Con-call is 6 (you and 5 others).  Only 

the Host can add callers, not 

participants. 

Conference Calling 
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Joining Calls 
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Transfer – Call History – Transfer to Voicemail 

*1-614-xxx-xxxx 
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Corporate Directory 
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Shared Voicemail Display 

Note: Shared lines 

on your phone 

display the red box 

next to that 

extension  number.    

 

Use the password 

for that extension to 

retrieve voicemails. 
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12345#     

Voicemail Mailbox Setup 
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Log into Voicemail 

 To Access from Your Phone 

1.   Press the Message button. 

2.   Enter your password, followed by  the 

pound sign [#]. 

Access Your Mailbox Off-

Site  (Remote Access) 

1.   Dial your phone number from any 

outside phone (cell phone, home phone, 

etc.). 

2.   Enter your 11-Digit mailbox number (1+ 

your phone number ) followed by the 

pound sign [#]. Example: 1+ AAA-

NNN-NNNN # 

3.   Enter your password, followed by [#]. 
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Quick Reference Guide for Voicemail 

your primary extension. 

12345# 
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 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. 

 

 

 

 

Notes about Voicemail  
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Using Alternate Greeting 
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Using Alternate Greeting 
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Cisco Unified Call Manager (CM) Website  

1. Open Internet Explorer and enter this web page address: 

https://66.145.65.32/ccmuser. 

2. Username: Enter your 11-digit desk phone number. 

3. Password: Enter 12345. 

4. Note: To change you password go into User Options and click User Settings. 
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Cisco Unified Call Manager (CM) Website  

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. 

 

1. Open Internet Explorer and enter this web page address: 

https://66.145.65.32/ccmuser. 

2. Username: Enter your 11-digit desk phone number. 

3. Password: Enter 12345. 

4. Note: To change password go into User Options and click User Settings. 
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Configure your Personal Address Book to access 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 are not usually associated with a particular person, just their phone number.  Speed-Dials are more 

commonly used. 

 

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. 

 

CM User Options 
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1. Select Device on the toolbar  to 

create these for your desk phone. 

2. Enter information on the Speed 

Dial Settings and Abbreviated 

Dial Settings  

3. 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 displays on 

your phone screen and you can 

initiate a call.   

4. Example: Press number 4 then 

press the Speed Dial softkey to 

call Kathy at 7199. 

Set Up Speed Dials 
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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: 

1. Go to the Applications button.  

2. Go to Virtual Office 

3. Enter your User ID (11-digit desk phone) 

4. Enter your PIN (default is 12345) 

5. Press Submit 

Extension Mobility 
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1. In the User Option’s drop down choose Mobility Settings then select Alternate 

Numbers. Setting up Mobility     (aka Single-Number Reach) 

Modify Settings 
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Alternate Number 

1. Click Add New. 
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Alternate Number Configuration-Status Ready 

Enter a 10-digit phone # (without a 9 or 1 or dashes) 

Enter a description 

Change this timing to “0” 

Change this timing to “1.0” 

 

1. Remember to Save before 

moving onto the next page! 

2. Check both boxes under 

Configuration. 

3. Activate the Mobility 

button on your phone to 

turn this schedule on/off . 

Most users check “All the 

time” and use the Mobility 

button on their phone as an 

on/off switch.  

Leave this timing at “19” 

Make sure this field is you’re desk profile 
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Association Information 

1. Check the 

box above 

to associate 

your desk 

phone with 

your 

mobility 

number. 

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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Emergency Access 

1. For emergency dial 911. 

2. The State of Ohio utilizes an enhanced form of 911 called E911which  

automatically identifies the user location address,  floor and agency for the 

Operator. 

 

Error Messages 

1. If you encounter a “Phone Not Connected” or “No Dial Tone” message on your 

phone, please engage your local Help desk to resolve the issue or escalate if need 

be. 

 

Voicemail Password Reset 

1. Contact the telephone coordinator to work with NGTS to get your password reset. 

 

Customization 

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

agency. 

 

Emergency Access and Phone Errors 
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1. Currently the video only transmits on calls between two callers.  If a third person  joins the 

conference, video goes away.   

2. Also, video only transmits to any other endpoint that is using the State of Ohio NGTS 

Network service. 

3. Note: There is a “Hide Video” softkey that displays during an active call.  When activated 

the other person can still see you.  This option displays your phone screen and hides the 

video of the person you’re speaking during the call. 

4. Model 8945 phones has Video Mute and Audio Mute buttons on the bottom left of the 

phone.   

1. They illuminate red when in use.  

2. The camera can also be turned on and off by sliding the lens cover on the camera at 

the top of their phone.  Note: The white lens cover means your camera is closed. 

5. Model 9971 models has a combination Video/Audio Mute button on the bottom left of the 

phone.   

1. Twist the lens cover on the camera at the top of the phone to turn the camera off . 

Video Camera for Models 8945 and 9971 Phones 
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There are 36 line buttons (18 on each of 

the two pages). 

 

Model 9971 support sup to 3 modules. 

Model 9951 supports up to 2 modules. 

Model 8961 supports 1 module. 

 

Note – KEM requires a power adapter to 

operate with each phone. 

 
Illuminated Buttons indicate Line Status 

 

Off (dark) - Line available 

Green, teady - Line in use 

Red, steady - Line in use by someone else 

Amber, flashing - Line ringing 

 

 

 

Key Expansion Modules (KEM) 
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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 

89/99xx Graphic below 

Headset support An RJ-9 interface to the optional headset 

offers you additional options for placing 

and receiving calls. No bluetooth 

6945 Graphic below 

Headset and Bluetooth Support 
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Accessory Type 

Cisco Unified IP Phone 

8961 9951 9971 

Cisco Accessory 

Cisco Unified IP 

Color Key 

Expansion 

Module 

Add-on module X X X 

Cisco Unified 

Camera 

Add-on module — X X 

Third-Party Accessories 

Headset Analog X X X 

Analog 

Wideband 

X X X 

Bluetooth — X X 

USB X X X 

Microphone External PC — X X 

Speakers External PC — X X 

Headset and Bluetooth Support 
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1.to 3.Plug phone cable into adapter, connect to power cable 

and to plug  into outlet. 

Note: Disconnect the network cable needs from the back of 

the PC/laptop docking station . 

4. Plug cable into the Cisco Network port (wall).  

5. Plug the black network cable that came with the new 

phone  into the computer port on the new phone and the 

other end plugs into your PC/laptop dock that was left 

vacant when you moved your network cable. 

6. There is also a port to plug in the handset. 

7. Or plug headset (optional) and push the wires into the 

corresponding channels so the phone sits flat. 

8. Lastly, guide the flood-stand from underneath into the 

open slots and pull upward. to click the stand into place). 

9. The phone takes a couple minutes to register . 

10. The the user name and extension displays on the home 

screen. 
IP Phone Model 6945 

Connect the IP Phone 
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Connect the IP Phone 

 

IP Phone Model 9971 

1.to 3.Plug phone cable into adapter, connect to power cable 

and to plug  into outlet. 

Note: Disconnect the network cable needs from the back of 

the PC/laptop docking station . 

4. Plug cable into the Cisco Network port (wall).  

5. Plug the black network cable that came with the new 

phone  into the computer port on the new phone and the 

other end plugs into your PC/laptop dock that was left 

vacant when you moved your network cable. 

6. There is also a port to plug in the handset. 

7. Or plug headset (optional) and push the wires into the 

corresponding channels so the phone sits flat. 

8. Lastly, guide the flood-stand from underneath into the 

open slots and pull upward. to click the stand into place). 

9. The phone takes a couple minutes to register . 

10. The the user name and extension displays on the home 

screen. 
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Most Cisco phones have similar buttons and behaviors.  The next few pages 

highlight some of them. 

Flashing Color Buttons 
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2-4 

Navigation Pad 
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3 – Softkeys 
4 – Back 
5 - Release 

Softkey, Back and Release Buttons 
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Control Buttons 
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LED Lights-Feature Buttons 
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1. Headset Light Strip 

2. Phone Screen 

3. Phone Lines 

4. Soft Keys 

5. Transfer Button 

6. Conference  Button 

7. Hold Button 

8. Navigation Bar w/  

Select Button 

9. Headset Button 

10. Speaker Button 

11. Keypad 

12. Mute 

13. Volume 

14. Messages 

15. Services Button 

16. Contacts 

17. Handset 

 

IP Phone Model 6945 Diagram  
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Model 6945 Phone Screen 
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1. Phone Screen 

2. Session Buttons 

3. Soft Keys 

4. Back Button 

5. End Call Button 

6. Navigation Wheel w/ 

Center Select Button 

7. Conference Button 

8. Hold Button 

9. Transfer Button 

10. Keypad 

11. Speaker Button 

12. Mute Button 

13. Headset Button 

14. Volume Button 

15. Messages 

16. Services 

17. Directories 

18. Phone Display 

19. Feature Buttons 

20. Headset w/ Light Strip 

 

 

           

IP Phone Models 8961 and 9971 Diagram  
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IP Wireless Phone Model 7925G 
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Cisco 7925G 
Wireless 
Phone 

 
Quick Reference 

 
 
 

 

Model 7925G Tasks and Buttons 
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Wireless Quick Reference 
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Model 7925G Quick Start 
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Placing a Call  
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Answering a Call  
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Hold and Toggle Mute 
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Switch Between Multiple Calls 
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Conference Room Station Model 7937G 
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Cisco 7937G 
Conference 

Station 
 

Quick Reference 

 
 

Conference Room Station Tasks and Softkeys 
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Conference Phone Screen Icons and Buttons 
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Placing a Call – Basic Options 
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Rev. 3/28/2014 v4 

Starting and Joining a Conference 
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