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About This Guide 

This guide applies to two phones: the Polycom® VVX® 500 business media phone and the 

Polycom® VVX® 600 business media phone. You can use this guide if you have either phone.  

This user guide will help you to navigate and use your VVX 500 or VVX 600 phone. It will give you an 

overview of your phone, and walk you through tasks so you can successfully use your phone to perform 

basic and advanced phone functions. 

As you read this guide, the terms the phone and your phone refer to either the VVX 500 or VVX 600 

phone. Unless specifically noted in this guideτespecially with regard to phone graphicsτboth phones 

operate in the same way and the information in this guide applies to both phones.  

Who Should Read this Guide? 

This guide contains overview information for people who are just starting to learn about their VVX 500 

or VVX 600 phone, or who have experience, but need a quick refresher. It is intended for beginning 

users, as well as intermediate and advanced users who want to learn about their ǇƘƻƴŜΩǎ features. 

How to Use this Guide 

This guide is organized into five chapters. The beginning chapters introduce the phone and explain how 

ǘƻ ǳǎŜ ǘƘŜ ǇƘƻƴŜΩǎ ōŀǎƛŎ ŦŜŀǘǳǊŜǎΦ [ŀǘŜǊ ŎƘŀǇǘŜǊǎ ŘŜǎŎǊƛōŜ ŀŘǾŀƴŎŜŘ ŦŜŀǘǳǊŜǎΣ ŀƴŘ Ƙƻǿ ǘƻ ŎǳǎǘƻƳƛȊŜ 

your phone to suit your needs. The guide also includes safety and legal information. 

¶ Chapter 1: Getting Started This chapter contains general information about your ǇƘƻƴŜ ǘƘŀǘ ȅƻǳΩƭƭ 

find helpful before you start using it. It describes phone hardware and phone views, and how to use 

the touchscreen, navigate menus, and enter data. 

¶ Chapter 2: Using Basic Features All the basic features that your phone offersτsuch as how to add 

contacts and favorites, or transfer or forward callsτare described in this chapter.  

¶ Chapter 3: Using Advanced Features Advanced features that may not be available on the phone, or 

that you may not use on a day-to-day basis, are described in this chapter. Advanced features include 

recording calls, locking your phone, monitoring buddies, and accessing a Browser. 

¶ Chapter 4: Customizing Your Phone You can customize your phone in many ways, including setting 

up a screen saver, or changing the backlight, background picture, or time and date format. Read this 

chapter to personalize your phone.  
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¶ Chapter 5: Administrative Tasks This chapter describes tasks that your administrator may ask you 

to perform. These tasks include investigating phone issues, restarting the phone, updating the 

ǇƘƻƴŜΩǎ ŎƻƴŦƛƎǳǊŀǘƛƻƴΣ ŀƴŘ ǘŜǎǘƛƴƎ ǘƘŜ ǇƘƻƴŜΩǎ ƘŀǊŘǿŀǊŜΦ 

¶ Copyright, Safety, and Regulatory Notices This section provides important safety and compliance 

information relating to your phone. 

¶ End-User License Agreement The End-User License Agreement outlines the legal agreement 

between you and Polycom when you agree to install and use Polycom software. 

Conventions Used in this Guide  

!ǎ ȅƻǳ ǊŜŀŘ ǘƘƛǎ ƎǳƛŘŜΣ ȅƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ǘƘŜ same terms, information elements, and conventions are 

used repeatedly. Make sure you familiarize yourself with these terms, elements, and conventions so you 

understand how to perform phone tasks. 

Terms and Writing Conventions  

¶ Your Phone / the phone These terms refer to either the VVX 500 or VVX 600 phone. Unless 

specifically noted in this guide, both phones operate in the same way and the information in this 

guide applies to both phones. 

¶ Tap This term refers to touching an item on the screen with your finger, and then lifting your finger. 

¶ Press This action refers to depressing a key on the keypad or pressing a screen item for a second or 

two. 

¶ Press and hold When you press and hold a screen item, you need to touch the screen for a second 

or two before lifting your finger. 

¶ Tap Submenu > Submenu > Submenu This convention describes how to access submenus. Each 

submenu name is in boldface and ǎŜǇŀǊŀǘŜŘ ōȅ ŀ ΨƎǊŜŀǘŜǊ ǘƘŀƴΩ ǎȅƳōƻƭΦ If the instructions indicate to 

tap Basic > Preferences > Language, tap the Basic submenu, tap the Preferences submenu, and tap 

the Language submenu. 

¶ Highlight This action refers to tapping an item on the screen so that its appearance brightens. 

Soft keys apply to highlighted items.  

¶ Select Selecting an item on the screen refers to tapping the item so that another screen opens.  

¶ Views Your phone has four main views: Home, Calls, Active Call, and Lines (the default) view. A 

view is a specific screen on the phone interface that provides unique information and enables you to 

perform specific tasks.  
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¶ Dialpad The dialpad is the area of the keypad you use to enter numbers and characters. The dialpad 

consists of all the number keys, as well as the asterisk (*) and pound (#) keys. 

¶ Scroll This action describes how to view lists that appear on more than one screen. To scroll 

through items or lists, touch the screen, and then drag your finger up, down, left, or right. To stop 

scrolling, stop the dragging motion. 

¶ Swipe This action moves a list of items up, down, left, or right. When you want to scroll quickly, 

swipe your finger across the screen, either up, down, left, or right. To stop your screen from scrolling, 

press your finger anywhere on the ǎŎǊŜŜƴΦ ¢ƻǳŎƘƛƴƎ ǘƘŜ ǎŎǊŜŜƴ ǿƘƛƭŜ ƛǘ ǎŎǊƻƭƭǎ ǿƻƴΩǘ ǎŜƭŜŎǘ ŀƴȅǘƘƛƴƎΦ 

Swiping your finger to the left or right also displays other phone views. 

¶ Key This term refers to any button on the phone console. Phone keys include the dialpad keys, , 

, , , and . 

¶ Option An option is one of a series of items you can select for a phone setting, such as Enabled and 

Disabled. 

¶ Held call This term describes any call (including a conference call) that is on hold. Audio for held 

Ŏŀƭƭǎ ŎŀƴΩǘ ōŜ ƘŜŀǊŘΦ 

¶ Active call ¢Ƙƛǎ ǘŜǊƳ ǊŜŦŜǊǎ ǘƻ ŀ Ŏŀƭƭ όƛƴŎƭǳŘƛƴƎ ŀ ŎƻƴŦŜǊŜƴŎŜ Ŏŀƭƭύ ȅƻǳΩǊŜ ŎǳǊǊŜƴǘƭȅ ƛƴΦ !ƴ ŀŎǘƛǾŜ Ŏŀƭƭ 

has audio associated with it. 

¶ Icon A picture on the screen. There are two types of icons: 

» An icon that you can tap to access a function, feature, setting, or application. For example, 

ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ [ƛƴŜǎΣ /ŀƭƭǎΣ ƻǊ !ŎǘƛǾŜ /ŀƭƭ view, you can tap the Messages icon () or 

Recent Calls icon ( ) to review your messages and call history. 

» An icon ǘƘŀǘ ǇǊƻǾƛŘŜǎ ǇƘƻƴŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻǊ ǎǘŀǘǳǎ ƻƴƭȅΦ ¢ŀǇǇƛƴƎ ǘƘƛǎ ǘȅǇŜ ƻŦ ƛŎƻƴ ŘƻŜǎƴΩǘ 

access another function. For example, your phone may have an icon to indicate you have a 

voicemail message simply to notify you of the current status. 

¶ Soft key This term describes the context-sensitive keys that display along the bottom of the screen 

ǘƘŀǘ ǳǇŘŀǘŜ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǘŀǎƪ ȅƻǳΩǊŜ ǇŜǊŦƻǊƳƛƴƎΦ To see additional soft keys (if available), tap 

More. The More soft key is always on the far-right of the soft key area, as shown next. 
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¶ Soft key area The soft key area (shown next) is the area along the bottom of the screen that 

displays context-sensitive soft keys. 

 

¶ Status bar The status bar (shown next) is the top-most part of the touchscreen. It displays the time 

and date, and, if your phone has messages, scrolling messages under the time display. The 

ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ŘƛǎǇƭŀȅǎ ƻƴ ǘƘŜ ƭŜŦǘ ƻŦ ǘƘŜ ǎǘŀǘǳǎ ōŀǊ ŘŜǇŜƴŘǎ ǿƘŀǘ ǾƛŜǿ ȅƻǳΩǊŜ ƛƴΦ CǊƻƳ IƻƳŜ view, 

your phone line displays. In other views, icons display that you can tap to access messages, recent 

calls, or view phone information. Icons may also display to let you know a certain feature, such as 

Bluetooth, is enabled. 

 

Information Elements 

This guide uses the following information elements to highlight important information. 

Information Elements 

Type of Element Icon Type of Information 

Note 

 

A Note highlights information you need to know to successfully accomplish a 

procedure or understand a concept. 

User Tip 

 

A Tip highlights alternate, or faster, ways to accomplish a task. Tips may also 

provide additional information beyond what you need to know to accomplish a 

task. 

Caution 

 

A Caution highlights actions that potentially impact device performance or 

functionality. 

Web Info 

 

Web Info highlights supplementary online information available as a document 

or a download. 

Timesaver 

 

A Timesaver highlights alternative methods for accomplishing a task or 

operation. 

Troubleshooting 

 

Troubleshooting highlights information that may help you identify or solve an 

issue, and may refer you to relevant troubleshooting resources. 

Settings 

 

Settings highlights actions that result in specific phone behavior, that enable a 

specific feature, or that access further options. 
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Typographic Conventions  

The following table outlines the typographic conventions are used in this guide. 

Typographic Conventions 

Typographic Convention Description 

Bold Highlights interface items such as menus, soft keys, file names, and directories. 

Also used to represent menu selections and text entry to the phone. 

Italics Used to emphasize text, to show example values or inputs, and to show titles of 

reference documents available from the Polycom Support web site and other 

reference sites. 

Blue  Used for cross-references to other sections, chapters, or parts in this document. 

Underlined Blue Used for URL links to external web pages or documents. If you click on text in this 

style, you will be linked to an external document or web page. 

 

Related Documents  

For additional information about the VVX 500 and VVX 600 phones, see the following documents: 

¶ User Documents: 

ƺ Polycom VVX 500 and VVX 600 Business Media Phone Quick User GuideτThis guide is a quick 

ǊŜŦŜǊŜƴŎŜ ƻƴ Ƙƻǿ ǘƻ ǳǎŜ ǘƘŜ ǇƘƻƴŜΩǎ Ƴƻǎǘ ōŀǎƛŎ ŦŜŀǘǳǊŜǎΦ Lǘ ŀƭǎƻ ōǊƛŜŦƭȅ ŘŜǎŎǊƛōŜǎ Ƙƻǿ ǘƻ 

navigate the phone and enter information. It is available from the Polycom VVX 500 Support 

page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html) or 

the Polycom VVX 600 Support page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html). 

¶ Setup and maintenance documents: 

ƺ Polycom VVX 500 and VVX 600 Business Media Phone Quick Start GuideτThis guide describes 

the contents of your phone package, how to assemble the phone, and how to connect the 

phone to the network. The quick start guide is included in your phone package. It is also 

available from the Polycom VVX 500 Support page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html) or 

the Polycom VVX 600 Support page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html). 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
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ƺ Polycom VVX 500 Business Media Phone !ŘƳƛƴƛǎǘǊŀǘƻǊǎΩ DǳƛŘŜτThis guide provides detailed 

information about setting up and configuring your phone, including how to configure features. 

It is available from the Polycom VVX 500 Support page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html). 

ƺ Polycom VVX 600 Business Media Phone !ŘƳƛƴƛǎǘǊŀǘƻǊǎΩ DǳƛŘŜτThis guide provides detailed 

information about setting up and configuring your phone, including how to configure features. 

It is available from the Polycom VVX 600 Support page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html). 

ƺ Polycom VVX 500 and VVX 600 Business Media Phone Wallmount InstructionsτThis document 

provides detailed instructions for mounting your phone on the wall. To install your phone on 

ǘƘŜ ǿŀƭƭΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƘŜ ƻǇǘƛƻƴŀƭ ǿŀƭƭƳƻǳƴǘ ǇŀŎƪŀƎŜΦ ¢ƘŜ ǿŀƭƭƳƻǳƴǘ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀǊŜ ƛƴŎƭǳŘŜŘ 

in the optional wallmount package. They are also available from the Polycom VVX 500 Support 

page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html) or 

the Polycom VVX 600 Support page 

(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html). 

¶ Engineering Advisories and Technical Notifications for Polycom phonesτThese documents 

describe workarounds to existing issues and provide expanded descriptions and examples for 

phone settings and features. You can find these documents on the Polycom Engineering 

Advisories and Technical Notifications Support page 

(http://support.polycom.com/PolycomService/support/us/support/voice/polycom_uc/polycom_engineering_advisories

_and_technical_notifications.html). 

 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx600.html
http://support.polycom.com/PolycomService/support/us/support/voice/soundpoint_ip/VoIP_Technical_Bulletins_pub.html
http://support.polycom.com/PolycomService/support/us/support/voice/polycom_uc/polycom_engineering_advisories_and_technical_notifications.html
http://support.polycom.com/PolycomService/support/us/support/voice/polycom_uc/polycom_engineering_advisories_and_technical_notifications.html
http://support.polycom.com/PolycomService/support/us/support/voice/polycom_uc/polycom_engineering_advisories_and_technical_notifications.html
http://support.polycom.com/PolycomService/support/us/support/voice/polycom_uc/polycom_engineering_advisories_and_technical_notifications.html
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Chapter 1: Getting Started  

Before you use your phone, you may wish to take a few moments to become familiar with its features 

and user interface. In this chapter, youΩƭƭ learn about your ǇƘƻƴŜΩǎ ŎƻƳǇƻƴŜƴǘǎΣ ǘƘŜ ǎŎǊŜŜƴ ƭŀȅƻǳǘΣ ŀƴŘ 

Ƙƻǿ ǘƻ ǳǎŜ ǘƘŜ ǘƻǳŎƘǎŎǊŜŜƴΦ ¸ƻǳΩƭƭ ŀƭǎƻ ƭŜŀǊƴ Ƙƻǿ ǘƻ ŎƭŜŀƴ ǘƘŜ ǘƻǳŎƘǎŎǊŜŜƴ ŀƴŘ ŎƻƴŦƛƎǳǊŜ ȅƻǳǊ ǇƘƻƴŜ 

remotely using the Polycom Web Configuration Utility. 

 

 

Note: Accessing Features and Options 

As you read this guide, keep in mind that certain phone features are configurable by your system 
administrator or determined by your phone environment. As a result, some features may not be 
enabled or may operate differently on your phone. The examples and figures in this guide may 
not directly reflect what displays or is available on your phone screen. 

Phone Keys and Hardware  
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Feature Description 

Reversible tab Secures the handset in the cradle when your phone stand is positioned at a high 

angle. To secure the handset, remove the tab, reverse it so the protrusion 

points up, and  

re-insert it. Then, position the handset so the protrusion on the tab fits into the 

slot on the handset. 

Speaker Provides ringer and hands-free (speakerphone) audio output. 

Dialpad Enables you to enter numbers, letters, and special characters. You can also use 

the dialpad keys to select menu items that have index numbers. 

Security slot The connector on the left side of your phone that enables you to attach a laptop 
cable lock to your phone so you can secure it to a desktop. For more information 
on locking your phone to the desktop, see Security Slots on Polycom Phones 
(Technical Bulletin 64654). 

USB ports Enable you to: 

¶ Attach a USB flash drive so you can record calls, update the background 

picture on your phone, set up a screen saver, or use your phone as a 

digital picture frame. 

¶ Attach a USB headset. 

Message Waiting Indicator Flashes red to indicate new messages. 

Home/Lines key Press  from any screen to display Home view. From Home view, press  

to display other phone views. If your phone is idle, press  to display 

Lines view. 

Touchscreen  The screen is touch-sensitive. Tap to select and highlight screen items. To scroll, 

touch the screen, and swipe your finger up, down, right, or left.  

Headset key Enables you to place and receive calls through a headset. The key glows green 

when an analog headset is activated, and blue when a USB or Bluetooth 

headset is activated. 

Speakerphone key Enables you to place and receive calls using the speakerphone. The key glows 

green when activated. 

Mute key Mutes local audio during calls and conferences. The key glows red when 

activated. 

Volume keys !ŘƧǳǎǘ ǘƘŜ ǾƻƭǳƳŜ ƻŦ ǘƘŜ ƘŀƴŘǎŜǘΣ ƘŜŀŘǎŜǘΣ ǎǇŜŀƪŜǊΣ ŀƴŘ ǇƘƻƴŜΩǎ ǊƛƴƎŜǊΦ  

Microphone Transmits sound to other phones. 

 

http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/SecuritySlot_TB64654.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/SecuritySlot_TB64654.pdf
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Web Info: Attaching Phone Hardware 

For information on attaching phone hardware, including how to connect your phone to the 
network, see the Quick Start Guide for your phone, available by navigating to your phoneΩǎ 
Support page from the Business Media Phones Support page. 

Phone Views 

Your phone has four main views: Home, Calls, Active Call, and Lines view (the default). 

To change views: 

¶ For Home view, press . 

¶ From Home view, press  to display either Lines, Calls, or Active Call view. 

¶ To switch between Lines view and either Calls or Active Call view, swipe the screen to the right or 

left. 

 

 

¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ /ŀƴΩǘ L !ŎŎŜǎǎ ŀ /ŜǊǘŀƛƴ ±ƛŜǿΚ 

The views you can access depend on the number of calls your phone has, and if your phone has an 
active call. If your phone is idle, you can access Home and Lines view. If your phone has one call 
onlyτŀƴŘ ƛǘΩǎ ŀŎǘƛǾŜτyou can access Home, Lines, and Active Call view. If your phone has 
multiple calls, or one held call, you can access Home, Lines, and Calls view. 

At the top of each view is a status bar, shown next. The status bar shows the date and time, andτ

ŘŜǇŜƴŘƛƴƎ ǿƘŀǘ ǾƛŜǿ ȅƻǳΩǊŜ ƛƴτyour phone line, and icons that you can tap to access messages or 

recent calls. If your phone has information you should know about, icons and/or messages will scroll, 

together with the date, under the time display. If you have a VVX 600, additional icons may display in 

the status bar, such as the DND (Do Not Disturb) and Warning icon, that you can tap. 

 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/index.html
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Home View 

You can display Home view (shown next) by pressing . Home view displays your phone line, and 

icons you can tap to access phone features, settings, and information. At the bottom of Home view is a 

Page Indicator that you can press and hold to control how many icons Home view displays. 

 

To show all Home view icons (shown next), press and hold the Page Indicator shown above. Press and 

hold the Page Indicator again to view fewer icons. 

 

 

 

User Tip: Displaying Additional Home View Icons 

Instead of pressing the Page Indicator to view additional Home view icons, swipe the screen right 
or left. 

 

Home view displays the following icons: 

¶ New CallτTap New Call to display the Dialer so you can place a call. 

¶ MessagesτTap Messages to access your voicemail. 

¶ DirectoriesτTap Directories to access your Contact Directory and Recent Calls list. You may also 

ōŜ ŀōƭŜ ǘƻ ŀŎŎŜǎǎ ŀ /ƻǊǇƻǊŀǘŜ 5ƛǊŜŎǘƻǊȅ ŀƴŘ .ǳŘŘȅ {ǘŀǘǳǎ [ƛǎǘ ƛŦ ǘƘŜȅΩǊŜ ǎŜǘ ǳǇ ƻƴ ȅƻǳǊ ǇƘƻƴŜΦ 

¶ ForwardτTap Forward to set up forwarding options for incoming calls. 
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¶ DNDτTap DND to toggle DND (Do Not Disturb) on or off. When DND is enabled, your phone 

ǿƻƴΩǘ ǊƛƴƎ ŀƴŘ ƛƴŎƻƳƛƴƎ Ŏŀƭƭǎ ǿƛƭƭ Ǝƻ ǘƻ ǾƻƛŎŜ ƳŀƛƭΦ 

¶ SettingsτTap Settings to access phone features and settings to customize your phone. 

Additional icons may include: 

¶ ApplicationsτTap Applications to access a menu of custom applications. See your administrator 

for information about any specific applications listed in this menu. 

¶ CalendarτTap Calendar to show a calendar with your meeting details. Using the Calendar 

feature, you can join meetings directly from your phone. 

From Home view, tap the phone line to display additional phone lines that may be set up for your 

phone, and favorites (shown next). From this screen, tap a phone line to open the Dialer, or tap a 

favorite to dial the favorite. To display the Home view icons again, tap Close. 

 

Lines View 

[ƛƴŜǎ ǾƛŜǿ όǎƘƻǿƴ ƴŜȄǘύ ƛǎ ȅƻǳǊ ǇƘƻƴŜΩǎ ŘŜŦŀǳƭǘ ŘƛǎǇƭŀȅΦ To display Lines view, press  from 

Home view. 

Lines view displays your phone line(s), your favorites, and soft keys in the soft key area.  
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If your phone is idle, you can: 

¶ Tap a phone line to access the Dialer. 

¶ Swipe to switch between Lines view and the Idle Browser (if available). 

If your phone has calls, the phone liƴŜ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ƴǳƳōŜǊ ƻŦ Ŏŀƭƭǎ ȅƻǳ ƘŀǾŜΣ ŀƴŘ ƛŦ ǘƘŜȅΩǊŜ ŀŎǘƛǾŜ ƻǊ 

held. If the phone line has an active call, a green bar displays, as shown in the following VVX 500 

example. If the phone line has one or more held calls, a flashing red bar displays, as shown in the 

following VVX 600 example. To display your call(s), press and hold the phone line, or swipe the screen. 

 

 

 

Note: ²Ƙȅ /ŀƴΩǘ L !ŎŎŜǎǎ the Idle Browser? 

If ȅƻǳǊ ǇƘƻƴŜ Ƙŀǎ ŎŀƭƭǎΣ ȅƻǳ ŎŀƴΩǘ ŀŎŎŜǎǎ ǘƘŜ Idle Browser. To access the Main Browser, tap 
Applications from Home view. For information about the Idle and Main Browsers, see Using the 
Browser. 

Active Call View 

If you have only one call in progressτŀƴŘ ƛǘΩǎ ŀŎǘƛǾŜ (has audio)τyou can access Active Call view (shown 

next). LŦ ȅƻǳΩǊŜ ƛƴ IƻƳŜ ǾƛŜǿΣ ȅƻǳ Ŏŀƴ ŘƛǎǇƭŀȅ !ŎǘƛǾŜ /ŀƭƭ ǾƛŜǿ ōȅ ǇǊŜǎǎƛƴƎ , or tapping  in the 

status bar. To switch between Lines and Active Call view, swipe the screen right or left. 

Active Call view displays the name and number of the pŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘ ŀƴŘ ǘƘŜ ŘǳǊŀǘƛƻƴ ƻŦ ǘƘŜ 

call. From Active Call view, you can manage the call: hold, end, or transfer it, or set up a conference call 

ǿƛǘƘ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘ ŀƴŘ ŀƴƻǘƘŜǊ ǇŀǊǘȅΦ 
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Calls View 

You can access Calls view (shown next) if your phone has multiple calls in progress, or you have one held 

call. LŦ ȅƻǳΩǊŜ ƛƴ IƻƳŜ ǾƛŜǿΣ ȅƻǳ Ŏŀƴ ŘƛǎǇƭŀȅ /ŀƭƭǎ ǾƛŜǿ ōȅ ǇǊŜǎǎƛƴƎ , or tapping  in the status 

bar. To switch between Lines and Calls view, swipe the screen right or left. 

 

Scroll to see all your calls. If your phone has multiple lines, calls display under the associated line. 

Call color indicates status: 

¶ Dark greenτActive call. 

¶ Dark blueτIncoming and held calls. 

¶ Bright greenτActive call is highlighted. 

¶ Bright blueτIncoming or held call is highlighted. 

 

 

Note: What Does a Highlighted Call Indicate? How Do I Highlight a Call? 

A highlighted call is either bright green or blue. Tap an active call to make it bright green, or tap a 
held call to make it bright blue. The soft keys apply to the highlighted call. 

 



Polycom® VVX® 500 and Polycom® VVX® 600 Business Media Phones User Guide 

8 

Understanding Phone Icons and Status Indicators  

The following icons and indicators symbolize phone, call, or buddy/contact status, or indicate that a 

feature is enabled. You can tap certain icons to access information or features. 

Icon Description  Icon Description 

 
Registered line 

  

Status indicators in Lines view. A flashing 

red bar indicates held calls. A green bar 

indicates an active call. 

 
Unregistered line  Do Not Disturb enabled 

 Placing a call  Phone warning 

 
Active call using Polycom HD Voice 

 
Login credentials invalid 

 
Held call  Shared line  

 Incoming call  Shared line with a held call 

 Incoming call   Call forwarding is enabled 

 Active conference  Tap to access recent calls 

 USB flash drive attached  Tap to access messages 

 
Recording in progress or paused 

(VVX 500 only)  Presence status (Available) 

 

Recording paused 

(VVX 600 only)   Presence status (Busy) 

 

Recording in progress 

(VVX 600 only)  Presence status (Away) 

 Placed call   Presence status (Do Not Disturb) 

 
Received call   Presence status (Offline) 

 
Missed call   Presence status (No information) 

 
Bluetooth available 

(VVX 600 only) 

 
 

Bluetooth headset paired and connected 

(VVX 600 only) 
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Navigating Your Phone Interface  

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǘŀōƭŜ ǎƘƻǿǎ ȅƻǳ Ƙƻǿ ǘƻ ƴŀǾƛƎŀǘŜ ȅƻǳǊ ǇƘƻƴŜΩǎ ǎŎǊŜŜƴǎΣ ŀǎ ǿŜƭƭ ŀǎ ǎŜƭŜŎǘ ŀƴŘ ƘƛƎƘƭƛƎƘǘ 

options. 

LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ 5ƻ ǘƘƛǎΧ 

Return to Home view from any screen Press . 

Return to the previous screen Tap Back, as shown next. 

 

Switch phone views ¶ Press  to display a different view. 

¶ Swipe to switch between two views. 

IŦ ȅƻǳΩǊŜ ƛƴ IƻƳŜ ǾƛŜǿ ŀƴŘ ǇǊŜǎǎ , the Idle Browser may 

display. Swipe the screen to display Lines view. 

Highlight calls in Calls view  Tap a call to highlight it. The soft keys apply to the highlighted call.  

Select a menu item or option Tap the menu item or option. 

Close an option box without selecting 

anything 
Tap . 

Select an icon, soft key, menu item, or 

option 

Tap the icon, soft key, menu item, or option. If an item in a list has 

a number next to it, you can press the corresponding number on 

the dialpad to select the item. 

{ŜƭŜŎǘ ŀ ǎƻŦǘ ƪŜȅ ǘƘŀǘΩǎ ƴƻǘ ƛƴ ǾƛŜǿ If a More soft key displays in the far-right of the soft key area (as 

shown next), there are additional soft ƪŜȅǎ ŀǾŀƛƭŀōƭŜΣ ōǳǘ ȅƻǳ ŎŀƴΩǘ 

see them. Tap More to view the additional soft keys. 
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Entering Data and Updating Fields  

You can enter information and edit fields using the onscreen keyboard, or using the dialpad keys on the 

phone console. 

Before you use the onscreen keyboard or the dialpad keys to enter information in fields, you can tap the 

Encoding or Mode soft key to specify how you want to enter information: 

¶ Modeτenables you to enter just numbers, or text in titlecase, lowercase, or uppercase 

characters. 

¶ Encodingτenables you to enter alphanumeric and special charactersτincluding all the options 

available when you tap Modeτas well as characters in special languages. 

The following tables list the Mode and Encoding options. 

Options Available When You Tap Mode  
Options Available When You Tap Encoding or  

Abc  

(to capitalize the first letter only, and use 

lowercase for the remaining letters) 

Abc 

ABC 

(to enter upper case only) 

ABC 

abc 

(to enter lower case only) 

abc 

123 

(to enter numbers only) 

123 

  ASCII 

(for regular text) 

 Latin 

(to enter accented characters) 

Katakana 

(for Japanese characters)  

Unicode (to store characters as double bytes) 

Cyrillic (for Russian characters) 

 

 

bƻǘŜΥ LΩƳ ¦ǎƛƴƎ ǘƘŜ hƴǎŎǊŜŜƴ YŜȅōƻŀǊŘΣ But the Encoding or Mode {ƻŦǘ YŜȅ 5ƻŜǎƴΩǘ 5ƛǎǇƭŀȅ 

When the onscreen keyboard displays, the Encoding and Mode ǎƻŦǘ ƪŜȅǎ ŀǊŜƴΩǘ ŀǾŀƛƭŀōƭŜΦ ¢ƻ 

select Encoding options, tap . Or, tap , , , or  to enter information in a 

specific way. For tips on using the onscreen keyboard, see Using the Onscreen Keyboard, below. 
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Using the Onscreen Keyboard  

Use the onscreen keyboard (shown next) to quickly update field information. If a data entry field only 

requires numbers, the onscreen keyboard will just show numbers. 

 

To access the onscreen keyboard, tap  ƛƴ ǘƘŜ ǇƘƻƴŜΩǎ ǎǘŀǘǳǎ ōŀǊΣ ŀǎ ǎƘƻǿƴ ƴŜȄǘΦ ¢ƘŜ ƛŎƻƴ ŘƛǎǇƭŀȅǎ ƛƴ 

the status bar whenever you can enter information in a field. 

 

To use the onscreen keyboard: 

1 Open the onscreen keyboard by tapping  ƛƴ ǘƘŜ ǇƘƻƴŜΩǎ ǎǘŀǘǳǎ ōŀǊΦ 

2 To enter information in a specific wayτfor example, in uppercase only and using the ASCII 

formatτtap  and select the options you want, as shown next. 

 

 

 

User Tip: Another Way to Select How You Want to Enter Information 

Tap , , , or  to select alphabetic, numerical, uppercase, or lowercase mode. For 

more information on these keys, see the table below. 
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3 Press your finger on the character you want. 

The character will display in a magnified view on the screen, as shown next. To enter the 

ŎƘŀǊŀŎǘŜǊΣ ƭƛŦǘ ȅƻǳǊ ŦƛƴƎŜǊΦ LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŜƴǘŜǊ ǘƘŜ ŎƘŀǊŀŎǘŜǊΣ ŘǊŀƎ ŀƴŘ ƭƛŦǘ ȅƻǳǊ ŦƛƴƎŜǊΦ 

 

4 When you finish entering information, tap . 

5 Tap Save. 

 

Use the tips in the following table to enter information using the onscreen keyboard. 

LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ 5ƻ ǘƘƛǎΧ 

Select an Encoding option (titlecase, 

uppercase, lowercase, numbers-only, ASCII, 

Latin, Katakana, Unicode, Cyrillic) 

Tap  and tap the Encoding options you want. 

Enter text Tap  and tap the characters you want. 

Enter uppercase characters Tap  and tap the characters you want. 

Enter lowercase characters Tap  and tap the characters you want. 

Enter numbers Tap , and tap the numbers you want. 

Enter special characters Tap , and tap the characters you want. 

Exit the onscreen keyboard, enter the 

information, and update the next field 

Tap . 

Delete one or more characters Drag your finger across the characters to highlight them in yellow 

and tap . 

Replace characters Highlight the characters you want to delete. Then, enter the 

characters you want. 
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Using the Dialpad Keys on the Phone Console 

Instead of using the onscreen keyboard, you can use the dialpad keys on your phone console to update 

field information. If a field requires data input, tap Encoding or Mode to specify how you want to enter 

data. 

Use the tips in the following table to enter information using the dialpad. 

LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ 5ƻ ǘƘƛǎΧ 

Enter numbers, or characters in 

uppercase, lowercase, or titlecase mode 

Tap Encoding or Mode, and select one of the alphabetic 

(ABC, abc, or Abc) options. 

Enter only numbers Tap Encoding or Mode, and select the numeric (123) option. 

Enter text in a special language Tap Encoding, and select one of the language options. 

Enter a character Press a dialpad key repeatedly to view the character options and 

stop to select. When the character you want to enter displays in 

the field, wait one second, and enter the next character. 

Enter a number Press a dialpad key repeatedly όŘŜǇŜƴŘƛƴƎ ǿƘŀǘ ƳƻŘŜ ȅƻǳΩǊŜ ƛƴύ 

to enter the number that displays on that key. 

Enter a special character Tap Encoding, and select one of the alphabetic (Abc, ABC, or abc) 

options. Then, press the 1, * , 0, or # key one or more times to 

enter one of the following special characters: 

¶ 1 key:  

¶ *  key:  

¶ 0 key:  

¶ # key:  

¸ƻǳ ŎŀƴΩǘ ŀŎŎŜǎǎ ǎǇŜŎƛŀƭ ŎƘŀǊŀŎǘŜǊǎ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ƴǳƳŜǊƛŎŀƭ 

(123) mode. 

Enter a space Tap Encoding, and select one of the alphabetic (Abc, ABC, or abc) 

options. Then, press the 0 key. 

¸ƻǳ ŎŀƴΩǘ ŜƴǘŜǊ ŀ ǎǇŀŎŜ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ƴǳƳŜǊƛŎŀƭ ό123) mode. 

Delete one or more characters Drag your finger across the characters until the cursor is 

positioned to the right of the character(s) you want to delete. 

Then, tap (or press and hold) . 
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Cleaning the Touchscreen  

The touchscreen requires very little maintenance. Periodically, however, you may need to clean it. Use a 

clean, dry, microfiber clothτthe kind you would use to clean glass surfacesτto wipe the touchscreen. 

This type of cloth is available from many office supply stores. 

Before you clean the sŎǊŜŜƴΣ ŘƛǎŀōƭŜ ƛǘ ǎƻ ȅƻǳ ŘƻƴΩǘ ŀŎǘƛǾŀǘŜ ǇƘƻƴŜ ŦǳƴŎǘƛƻƴǎ ǿƘƛƭŜ ȅƻǳ ǿƛǇŜ ǘƘŜ 

touchscreen. To enable the touchscreen again, press any key on the phone console. 

To answer a call while the touchscreen is disabled, pick up the handset. Or, press  or  and tap 

Answer. 

To clean the touchscreen: 

1 Tap Settings from Home view, and tap Basic > Screen Clean. 

2 Wipe the glass with a clean, dry, microfiber cloth. 

3 To enable the touchscreen again, press any key on the phone console. 

 

 

Note: What Happens if I Wipe the TouchscǊŜŜƴΣ .ǳǘ LǘΩǎ {ǘƛƭƭ 5ƛǊǘȅΚ 

Dampen a soft, lint-free cloth with an isopropyl alcohol and water solution of 50:50, and then 
wipe the screen with the cloth. Always use the dampened cloth to apply the solution; never apply 
the solution directly, which could seep inside the screen or stain the phone. In addition, do not 
use caustic chemicals to clean the touchscreen. 

 

Registering the Phone  

Generally, your phone will be deployed with multiple other phones. In this case, your system 

administrator will configure the phone parameters beforehand, so that after you set up your phone, the 

phone will be registered and ready to use. 

If your phone is not part of a large phone deployment, your phone may not be registered after you set it 

up. Before you use your phone, you or your system administrator will have to register it. 

 

 

Web Info: How to Register Your Phone 

For detailed information on how to register your phone after you install it, see Registering 
Standalone Polycom Phones (Quick Tip 44011). 

 

http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Register_Standalone_SoundPointIP_SoundStationIP_QT44011.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Register_Standalone_SoundPointIP_SoundStationIP_QT44011.pdf
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Configuring Your Phone Using the Web Configuration 

Utility  

This user guide explains how to uǇŘŀǘŜ ǇƘƻƴŜ ǎŜǘǘƛƴƎǎ ŦǊƻƳ ȅƻǳǊ ǇƘƻƴŜΣ ǳǎƛƴƎ ǘƘŜ ǇƘƻƴŜΩǎ ƳŜƴǳ 

commands. If you wish, you can also update these settings remotely with the Polycom Web 

Configuration Utility. 

¢ƘŜ ǇƘƻƴŜΩǎ ²Ŝō /ƻƴŦƛƎǳǊŀǘƛƻƴ ¦ǘƛƭƛǘȅ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǾƛŜǿ ŀƴŘ ŎƻƴŦƛƎǳǊŜ ǇƘƻƴŜ ōŜƘŀǾƛor from a 

computer using any compatible Web browser. The utility provides a browser-friendly view of your 

ǇƘƻƴŜΩǎ ŎǳǊǊŜƴǘ ǎŜǘǘƛƴƎǎΦ ¦ǎƛƴƎ ǘƘŜ ǳǘƛƭƛǘȅΣ ȅƻǳ Ŏŀƴ ǇŜǊŦƻǊƳ Ƴŀƴȅ ƻŦ ǘƘŜ ǎŀƳŜ ǳǇŘŀǘŜǎ ŦǊƻƳ ȅƻǳǊ 

ŎƻƳǇǳǘŜǊ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǇŜǊŦƻǊƳ ǳǎƛƴƎ ȅƻǳǊ ǇƘƻƴŜΩǎ ƳŜƴǳ system. 

You can access the utility using any compatible Web browser installed on a computer that resides on the 

ǎŀƳŜ ƴŜǘǿƻǊƪ ŀǎ ȅƻǳǊ ǇƘƻƴŜΦ .ŜŦƻǊŜ ȅƻǳ ōŜƎƛƴΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ƪƴƻǿ ǘƘŜ Lt ŀŘŘǊŜǎǎ ƻŦ ȅƻǳǊ ǇƘƻƴŜΣ ŀƴŘ 

the user password to log in to the utility. 

 

 

Web Info: Using the Utility 

For detailed information on accessing, navigating, and using the utility, see the Polycom Web 
Configuration Utility User Guide. 

 

To access the Web Configuration Utility for your phone: 

1 Launch a Web browser from a computer on the same network as your phone.  

2 In the Address Bar of your Web Browser, enter the IP address of your phone. For example, if your 

ǇƘƻƴŜΩǎ Lt ŀŘŘǊŜǎǎ ƛǎ мноΦннΦоΦпΣ ŜƴǘŜǊ this information in the address bar. 

3 Press the Enter key. 

4 From the Web Configuration Utility login screen, select User, and enter the user password. The 

default user password is 123. 

5 Click Submit. 

The Web Configuration Utility Home screen is displayed. 

 

 

http://supportdocs.polycom.com/PolycomService/support/global/documents/support/user/products/voice/UC_Web_Config_Utility_User_Guide_v4_0_0.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/user/products/voice/UC_Web_Config_Utility_User_Guide_v4_0_0.pdf
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Chapter 2: Using Basic Features 

bƻǿ ǘƘŀǘ ȅƻǳΩǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ȅƻǳǊ ǇƘƻƴŜΩǎ ǳǎŜǊ ƛƴǘŜǊŦŀŎŜ ŀƴŘ Ƙƻǿ ǘƻ ƛƴǘŜǊŀŎǘ ǿƛǘƘ ƛǘΣ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ 

perform basic ǇƘƻƴŜ ǘŀǎƪǎ ǘƘŀǘ ȅƻǳΩƭƭ ǳǎŜ ƻƴ ŀ Řŀƛƭȅ ōŀǎƛǎΦ !ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘƛǎ ŎƘŀǇǘŜǊΣ ȅƻǳΩƭƭ ōŜŎƻƳŜ 

expert at handling multiple calls at one time, manipulating incoming and active calls, and accessing 

directories and lists so you can perform tasks quickly and efficiently.  

In this chapter, youΩƭƭ ƭŜŀǊƴ ŀōƻǳǘΥ 

¶ Calling, answering, holding, and ending calls 

¶ Ignoring, rejecting, forwarding, and transferring calls 

¶ Setting up conference calls 

¶ Enabling Do Not Disturb 

¶ Listening to voicemail 

¶ Handling Directories, Recent Calls, and Favorites 

¶ Customizing ringtones 

¶ Controlling phone volume 

¶ Using headsets 

¶ Managing shared lines 

How Your Phone Handles Calls 

Your phone can handle multiple calls at a time. However, only one active callτthe call that has audio 

associated with itτcan be in progress at any given time. In addition to the active call, your phone may 

have multiple other calls that are either held, or in an incoming or ringing state. Your phone can handle 

a maximum of 24 calls at one time. 

Your administrator can set up your phone to have up to 12 lines (for the VVX 500) or 16 lines (for the 

VVX 600). Lines can have unique extension numbers, or they can have the same extension number as 

other lines. 

You can place and answer calls in these ways: 

¶ Using the handset 

¶ Using the speakerphone 

¶ Using a headset 
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During a call, you can alternate between handset, headset, or speakerphone modes by picking up the 

handset, or pressing  or Φ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳΩǊŜ ǳǎƛƴƎ ǘƘŜ ƘŀƴŘǎŜǘΣ ȅƻǳ Ŏŀƴ ǎǿƛǘŎƘ ǘƻ ƘŜŀŘǎŜǘ 

mode by pressing , or switch to speakerphone mode by pressing . 

²ƘŜƴ ȅƻǳΩǊŜ ƛƴ speakerphone mode,  Ǝƭƻǿǎ ƎǊŜŜƴΦ ²ƘŜƴ ȅƻǳΩǊŜ ƛƴ ƘŜŀŘǎŜǘ ƳƻŘŜΣ  glows green 

if an analog headset is connected, and blue if a USB headset is connected. If both an analog and USB 

headset are connected, the USB headset will be used. 

 

 

Troubleshooting: Why 5ƻŜǎƴΩǘ ǘƘŜ {ǇŜŀƪŜǊǇƘƻƴŜ ²ƻǊƪΚ 

LŦ ȅƻǳǊ ǎǇŜŀƪŜǊǇƘƻƴŜ ŘƻŜǎƴΩǘ ǿƻǊƪΣ ȅƻǳǊ ǎȅǎǘŜƳ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ƴŀȅ ƘŀǾŜ ŘƛǎŀōƭŜŘ ƛǘΦ ¸ƻǳ Ƴǳǎǘ 
handle calls using the handset or a headset. If your system administrator disables the 
speakerphone on your phone, Handsfree mode disabled appears on the touchscreen after you 

press . 

 

 

User Tip: Setting Up the Phone to Automatically Use Your Headset for All Calls 

If you frequently use a headset, you can make the headset the default call path. To set this up, see 
Enabling Headset Memory Mode. 

 

Answering Calls  

All incoming calls display in an Incoming Call window, as shown next. 

 

To answer the call, do one of the following: 

¶ To use the handset, pick up the handset. 

¶ To use the speakerphone, press  or tap Answer. 

¶ To use your headset, press . 

LŦ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƛƴ ƘŀƴŘǎŜǘΣ ǎǇŜŀƪŜǊǇƘƻƴŜΣ ƻǊ ƘŜŀŘǎŜǘ ƳƻŘŜΣ ǘŀǇ Answer, and the phone will 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǎŜ ǘƘŜ ƳƻŘŜ ȅƻǳΩǊŜ ƛƴΦ 
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LŦ ȅƻǳ ŘƻƴΩǘ ŀƴǎǿŜǊ ǘƘŜ Ŏŀƭƭ ǿƛǘƘƛƴ мл ǎŜŎƻƴŘǎΣ ǘƘŜ LƴŎƻƳƛƴƎ /ŀƭƭ ǿƛƴŘƻǿ disappears, and either 

Home or Calls view displays, as shown next. The view that displays depends if your phone last displayed 

Home or Lines view. 

Incoming call from Home view: 

 

Incoming call from Calls view: 

 

To answer the call, pick up the handset, press , or press . Or, from Calls view, tap Answer to use 

the speakerphone.  

 

 

Note: Setting Up a Visual Incoming Call Alert 

Your system administrator can enable the touchscreen to flash bright orange when you have an 
incoming call. The touchscreen will continue to flash until the incoming call displays in Home or 
Calls view. For more information about this feature, see your system administrator. 

 

 

Note: Answering Calls When Your Phone is Locked 

If your phone is locked, the way you answer calls is different. For more information on answering 
calls from a locked phone, see Calling and Answering from a Locked Phone. 
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Answering Another Call  

If you have a call and an incoming call arrives on the same or a different line, a call waiting tone beeps, 

and the Incoming Call window displays, as shown next. To answer the call, tap Answer. The call you 

were in is held. 

 

LŦ ȅƻǳ ŘƻƴΩǘ ŀƴǎǿŜǊ ǘƘŜ Ŏŀƭƭ ǿƛǘƘƛƴ мл ǎŜŎƻƴŘǎΣ ǘƘŜ LƴŎƻƳƛƴƎ /ŀƭƭ ǿƛƴŘƻǿ ŘƛǎŀǇǇŜŀǊǎΣ ŀƴŘ ŜƛǘƘŜǊ 

Home or Calls view displays, as shown next. 

Incoming call from Home view: 

 

Incoming call from Calls view: 

 

To answer the call from Home view, tap  to display Calls view. To answer the call from Calls view, 

ǘŀǇ ǘƘŜ ƛƴŎƻƳƛƴƎ Ŏŀƭƭ ƛŦ ƛǘΩǎ ƴƻǘ ŀƭǊŜŀŘȅ ƘƛƎƘƭƛƎƘǘŜŘ, and tap Answer. 
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Answering on a Shared Line  

If you share a line with another phone, you can answer calls as described above. Or, someone who 

shares the line can choose to answer the call from their phone. If you answer the call and hold it, anyone 

who shares your line can answer the held call. 

CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǎƘŀǊŜŘ ƭƛƴŜǎΣ ƛƴŎƭǳŘƛƴƎ ǿƘŀǘ ȅƻǳ Ŏŀƴ ŀƴŘ ŎŀƴΩǘ Řƻ ǿƛǘƘ ǎƘŀǊŜŘ ƭƛƴŜǎΣ ǎŜŜ 

Working with Shared Lines. 

Answering Calls Automatically  

You may find it convenient for your phone to auto-ŀƴǎǿŜǊ ŎŀƭƭǎΣ ǎƻ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǇǳǎƘ ŀ ōǳǘǘƻƴ ƻǊ 

tap a key to answer a call. If you enable this feature, your phone will automatically answer incoming 

calls using the speakerphone. Your system administrator sets how many times your phone will ring 

before the call is auto-answered. 

If Auto Answer is enabled and a Ŏŀƭƭ ŀǊǊƛǾŜǎ ǿƘƛƭŜ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƛƴ ŀ ŎŀƭƭΣ ǘƘŜ ƛƴŎƻƳƛƴƎ Ŏŀƭƭ ǿƛƭƭ ōŜ 

automatically answered if you end or hold the current call. 

 

 

Note: Auto-Answered Calls and Microphone Mute 

Your phone mutes the microphone for all auto-ŀƴǎǿŜǊŜŘ ŎŀƭƭǎΣ ǎƻ ǘƘŀǘ ǘƘŜ ǇŀǊǘȅ ŎŀƭƭƛƴƎ ȅƻǳ ŎŀƴΩǘ 

hear you. To unmute the microphone so the other party can hear you, press . To enable or 

disable microphone mute for auto-answered calls, see step 2, below. 

To enable your phone to automatically answer calls: 

1 Tap Settings from Home view, and tap Basic > Preferences > Auto Answer. 

2 From the Auto Answer screen, do the following: 

ƺ To enable your phone to automatically answer SIP calls, tap Auto Answer SIP Calls, and tap 

Yes. The default setting is No. 

ƺ To mute the microphone for all auto-ŀƴǎǿŜǊŜŘ Ŏŀƭƭǎ ǎƻ ǘƘŜ ƛƴŎƻƳƛƴƎ ŎŀƭƭŜǊ ŎŀƴΩǘ ƘŜŀǊ ȅƻǳΣ ǘŀǇ 

Microphone Mute, and tap Yes. The default setting is Yes. 

3 Tap Save. 
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Managing Multiple Calls  

You can easily manage multiple calls from Lines and Calls view. To switch between the two views, swipe 

the screen. 

Lines view shows you each line on your phone, and how many calls each line has, as shown next. A 

green bar indicates a line with an active call. A flashing red bar indicates a line with one or more held 

calls. In the example on the left, line 2091 has two calls (one active, one held), and line 2095 has one 

held call. The soft keys apply to the phone line that has the blue border (line 2091). To display the calls 

for a particular line, press and hold the phone line. 

 

LŦ ȅƻǳ ǘŀǇ ŀ ǇƘƻƴŜ ƭƛƴŜ ǘƘŀǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΣ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ Ŏŀƭƭ ƻƴ ǘƘŀǘ ƭƛƴŜ ǿƛƭƭ ōŜŎƻƳŜ 

active. The current call will be held. 

Swipe the screen to display Calls view. Calls view displays all the calls for each phone line, as shown next. 

All the calls for a phone line display under the associated phone line. Scroll up or down to see all your 

lines and calls. 

 

To manage a call, tap a call to highlight it. Then, tap one of the soft keys to hold, resume, end, or 

transfer the highlighted call, or set up a conference with the highlighted call. 
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User Tip: Navigating Back to Calls View 

If you navigate away from your call(s), tap  (shown next) to see Active Call or Calls view. 

 

Placing Calls 

You can place a call using the handset, speakerphone, or headset. You can dial the number first, and 

then choose the methodτby picking up the handset, pressing , or pressing τor choose the 

method first, and then dial the number. 

You can place calls in these ways: 

¶ Manually, from the Dialer 

¶ Automatically, by tapping a favorite in Home or Lines view 

¶ Automatically, from your Favorites list, Recent Calls list, or Contact Directory. 

 

 

Note: Calling from a Locked Phone 

If your phone is locked, see Calling and Answering from a Locked Phone for information on placing 
calls when your phone is locked. 

 

Calling from the Dialer  

The Dialer displays a list of previously-placed calls. Tap one of the entries to automatically enter it. Or, 

start entering a number. As you enter numbers, the Dialer displays a list of similar numbers, as shown 

next. Tap a match to automatically enter it. 

 

To display the Dialer, do one of the following: 
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¶ From Home view, tap New Call. 

¶ From Lines or Calls view, tap the New Call soft key. (The New Call ǎƻŦǘ ƪŜȅ ǿƻƴΩǘ ŘƛǎǇƭŀȅ ƛŦ ȅƻǳ 

have an active call.)  

¶ If your phone is idle, start entering a phone number. 

¶ Pick up the handset, or press  or . ¢Ƙƛǎ ƳŜǘƘƻŘ ƻƴƭȅ ǿƻǊƪǎ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀƴ ŀŎǘƛǾe call. 

¶ Lƴ [ƛƴŜǎ ǾƛŜǿΣ ǘŀǇ ŀ ǇƘƻƴŜ ƭƛƴŜ ǘƘŀǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴȅ ŎŀƭƭǎΦ 

 

 

User Tip: Choosing URLs or Numbers Mode from the Dialer 

To enter a URL in the Dialer, tap URL. To exit URL mode and enter numbers, tap Number. 

 

When you access the Dialer, an active call is held. 

To call from the Dialer: 

¶ Enter the number, and then pick up the handset, press  or tap , or press . 

or 

¶ LŦ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƛƴ ƘŀƴŘǎŜǘΣ ǎǇŜŀƪŜǊǇƘƻƴŜΣ ƻǊ ƘŜŀŘǎŜǘ ƳƻŘŜΣ ŜƴǘŜǊ ǘƘŜ ƴǳƳōŜǊΣ ŀƴŘ ǘŀǇ . 

 

 

Note: Handling Automatically-Placed Calls 

Your administrator sets up your phone to automatically place the call after you enter a certain 

ƴǳƳōŜǊ ƻŦ ŘƛƎƛǘǎΦ LŦ ȅƻǳǊ ǇƘƻƴŜ ŘƻŜǎƴΩǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇƭŀŎŜ ǘƘŜ ŎŀƭƭΣ ǘŀǇ . If a call is placed 

before you enter all the digits, place the call as follows: enter the phone number and tap . 

 

Placing Calls from Favorites, Lists, and Directories  

In addition to the Dialer, you can place calls from the Recent Calls list, Favorites list, or your Directory. 

Or, you can quickly call a favorite from Home or Lines view. 

To call from the Recent Calls list: 

1 Access your Recent Calls list by doing one of the following: 

ƺ From Home view, tap Directories, and tap Recent Calls. 

ƺ From the Dialer, tap Recent.  

ƺ From Lines, Calls, or Active Call view, tap . 

2 From the Recent Calls list, tap the person you want to call. The call is automatically placed. 
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To call from your Favorites list: 

1 From Home view, tap New Call. 

2 From the Dialer, tap Favorites. 

3 From your Favorites list, tap the favorite you want to call. The call is automatically placed. 

 

 

Timesaver: Automatically Dialing Favorites 

You can quickly dial a favorite from Home or Lines view: 

¶ From Home view: Tap the phone line, and tap the favorite you want to call. 

¶ From Lines view: Tap the favorite you want to call. 

 

To call from your Directory: 

1 Access your directory by doing the following: 

ƺ From Home view, tap Directories, and tap Contact Directory. 

or 

ƺ From Home view, tap New Call, and tap Directory. 

2 From your Directory, tap the contact you want to call. 

3 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΦ The call is automatically 

placed. 

Redialing Numbers  

To dial the last number you called, open the Dialer. The first number in the list is the last call you placed. 

To redial a number: 

1 From the Dialer (shown next), tap the first number in the list.  

 

2 Place the call. 
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Ending Calls 

To quickly end an active call, replace the handset, or press  or . Or, from Active Call, Lines, or Calls 

view, tap End CallΦ LŦ ȅƻǳΩǊŜ ƛƴ /ŀƭƭǎ ǾƛŜǿΣ ōŜ ǎǳǊŜ ǘƻ ƘƛƎƘƭƛƎƘǘ ǘƘŜ Ŏŀƭƭ ŦƛǊǎǘΦ 

 

 

Note: How Do I End a Held Call? 

A call must be active to end it. To end a held call: From Calls view, tap the held call to highlight it, 
tap Resume, and then tap End Call. 

Using Headsets 

You can connect an analog and/or USB headset to your phone. If an analog headset is connected and in 

use,  glows green. If a USB headset is connected and in use,  glows blue. If both an analog and 

USB headset are connected, the USB headset will be used. If two USB headsets are connected, the 

headset you connected first will be used. 

If you use a headset, you can set up your phone so that all calls use your headset (see Enabling Headset 

Memory Mode). If you use a headset that supports electronic hookswitch (EHS), you can use the 

controls on your headset to answer and end calls. In addition, you may be able to mute calls and control 

volume from your headset. 

If you have a VVX 600, your phone supports Bluetooth headsets. If your system administrator enables 

Bluetooth capability for your phone, you can use a Bluetooth device to handle calls. If a Bluetooth 

headset is connected and in use,  glows blue. If analog, digital, and Bluetooth headsets are 

connected to your phone at one time, the Bluetooth headset will be used. To use a Bluetooth headset, 

see Using Bluetooth Headsets with Your VVX 600 Phone. 

 

 

Web Info: More Information About Headsets 

¶ For information on how to connect a headset to your phone, see the Quick Start Guide for 
your phone, ŀǾŀƛƭŀōƭŜ ōȅ ƴŀǾƛƎŀǘƛƴƎ ǘƻ ȅƻǳǊ ǇƘƻƴŜΩǎ ²Ŝō ǇŀƎŜ ŦǊƻƳ ǘƘŜ Business Media 
Phones Support page. 

¶ CƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ȅƻǳǊ ƘŜŀŘǎŜǘΩǎ ŦŜŀǘǳǊŜǎΣ as well as how to sync your headset with your 
phone, see your headset documentation. 

¶ For a list of supported headsets, see Using Headsets with Polycom Phones (Feature Profile 
37477). For detailed information about how to use electronic hookswitch, see Using an 
Electronic Hookswitch (Technical Bulletin 35150). Both these documents are available from 
the Polycom Engineering Advisories and Technical Notifications Support page. 

 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/index.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/index.html
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Headset_Compatibility_List_SoundPoint_IP_TB37477.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Headset_Compatibility_List_SoundPoint_IP_TB37477.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Electronic_Hookswitch_TB_35150.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Electronic_Hookswitch_TB_35150.pdf
http://support.polycom.com/PolycomService/support/us/support/voice/polycom_uc/polycom_engineering_advisories_and_technical_notifications.html
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¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ 5ƻŜǎƴΩǘ aȅ IŜŀŘǎŜǘ ²ƻǊƪ ǿƛǘƘ aȅ tƘƻƴŜΚ 

Certain USB headsetsτsuch as those that come with a docking stationτhave two modes: 
deskphone and  softphone. To work with your phone, your headset must be in softphone mode. If 
ȅƻǳ ŎŀƴΩǘ ƻǇŜǊŀǘŜ ǘƘŜ ǇƘƻƴŜ ŦǊƻƳ ȅƻǳǊ ƘŜŀŘǎŜǘΣ ȅƻǳǊ ƘŜŀŘǎŜǘ Ƴŀȅ ōŜ ƛƴ ŘŜǎƪǇƘƻƴŜ ƳƻŘŜΦ ¢ƻ 
switch modes, press and hold the headset hookswitch until you hear a sound or message on the 
headset. 

Enabling Headset Memory Mode  

This feature is useful for permanent or full-time headset users. You can set up your phone so that all 

incoming and outgoing calls use your headset. At any time, you can switch to handset or speakerphone 

mode. 

To use Headset Memory Mode, you must enable, and then activate, Headset Memory Mode. When 

Headset Memory Mode is activated,  flashes either green (for analog headsets) or blue (for USB or 

Bluetooth headsets). 

To enable Headset Memory Mode: 

1 Tap Settings from Home view, and tap Basic > Preferences > Headset > Headset Memory. 

2 From the Headset Memory Mode screen, tap Enabled. 

3 Press . 

4 To activate Headset Memory Mode, press  twice. The Headset key will flash to indicate that 

the phone is in Headset Memory Mode. 

Now, whenever you answer a call, the call will connect to your headset automatically. 

If you switch to the speakerphone or the handset, you deactivate Headset Memory Mode. Calls will no 

longer automatically go to your headset, unless you choose this mode. To have calls go to your headset 

again, activate Headset Memory Mode by pressing  twice. 

Using Bluetooth Headsets with Your VVX 600 Phone  

If you have a VVX 600 phone and your system administrator enables Bluetooth capability, you can use a 

Bluetooth headset with your phone to handle calls. To use your Bluetooth headset with your phone, you 

need to turn on the Bluetooth option on your phone, and then pair and connect your Bluetooth device 

with your phone. 

This section shows you how to turn Bluetooth on, and how to pair and connect your Bluetooth headset. 

It also provides general information on how to use your Bluetooth headset with your phone, and how to 

disconnect and remove your Bluetooth headset from your phone. 
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Turning On the Bluetooth Option  

Before you can use a Bluetooth headset with your phone, you need to turn on the Bluetooth option. 

When Bluetooth is turned on, the Bluetooth icon ( ) displays in the status bar, as shown next. 

 

After you turn on the Bluetooth option, you can pair and connect your Bluetooth headset. 

To turn on the Bluetooth option on your phone: 

1 From Home view, tap Settings > Basic > Bluetooth Settings > Bluetooth Radio. The Bluetooth 

Radio screen displays, as shown next. 

 

2 To turn Bluetooth on, tap On. The message Turning BT radio on / Please wait displays. 

The Bluetooth icon ( ) displays in the status bar. You may have to wait several seconds for the icon to 

display. When the icon displays, you can pair and connect your Bluetooth headset. 

Pairing and Connecting Bluetooth Headsets  

Before you use your Bluetooth headset, you need to pair and connect it with your phone. You can pair 

up to four Bluetooth headsets with your phone; however, only one headset can be connected at a time. 

 

 

Note: Pairing and Connecting Bluetooth Headsets 

The following instructions are intended as a guide, and may not specifically apply to your 
.ƭǳŜǘƻƻǘƘ ŘŜǾƛŎŜΦ ¸ƻǳ Ŏŀƴ ǳǎǳŀƭƭȅ ŦƛƴŘ ƛƴǎǘǊǳŎǘƛƻƴǎ ŦƻǊ ȅƻǳǊ ƘŜŀŘǎŜǘ ƻƴ ǘƘŜ ŘŜǾƛŎŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ 
Web site. 

 

 

 

TroubleshootingΥ ²Ƙȅ 5ƻƴΩǘ ǘƘŜ .ƭǳŜǘƻƻǘƘ {ŜǘǘƛƴƎǎ 5ƛǎǇƭŀȅ ƻƴ aȅ tƘƻƴŜΚ 

LŦ ǘƘŜ .ƭǳŜǘƻƻǘƘ ǎŜǘǘƛƴƎǎ ŘƻƴΩǘ ŘƛǎǇƭŀȅ ƻƴ ȅƻǳǊ ǇƘƻƴŜΣ ŎƘŜŎƪ ǘƘŀǘ ȅƻǳǊ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ƙŀǎ ŜƴŀōƭŜŘ 
the Bluetooth feature on your phone. If the feature is enabled, make sure you have turned the 
Bluetooth option on (see Turning On the Bluetooth Option).  
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To pair and connect your Bluetooth headset with your phone: 

1 Turn your Bluetooth headset on and place the headset in discovery mode. To place your headset 

in discovery mode, refer to your headset documentation. 

2 From Home view, tap Settings > Basic > Bluetooth Settings > Manage BT Headsets. A list of all 

paired and connected headsets displays, as shown next. 

The icon next to each headset indicates headset status: 

ƺ Bluetooth icon τindicates that the headset is paired but not connected. 

ƺ Bluetooth/Headset icon τindicates that the headset is both paired and connected. 

In the following example, the first headset is paired but not connected, and the second headset is 

both paired and connected. 

 

3 Do one of the following: 

ƺ LŦ ȅƻǳǊ ƘŜŀŘǎŜǘ ƛǎ ƭƛǎǘŜŘΣ ōǳǘ ƛǘΩǎ Ƨǳǎǘ ǇŀƛǊŜŘ ŀƴŘ ƴƻǘ ŎƻƴƴŜŎǘŜŘ όǘƘŀǘ ƛǎΣ ƛǘ Ƙŀǎ  next to it), go 

to step 5 to connect it. 

or 

ƺ LŦ ȅƻǳǊ ƘŜŀŘǎŜǘ ƛǎƴΩǘ ƭƛǎǘŜŘΣ ŦƛƴŘ ǘƘŜ ƘŜŀŘǎŜǘ ōȅ ǘŀǇǇƛƴƎ Scan. Make sure your headset is in 

discovery mode before you tap Scan. The message Place device in discoverable mode reminds 

you to do this. Refer to your headset documentation for information on how to place your 

headset in discovery mode. 

All the nearby devices in discovery mode will be added to the list, as shown next. A red icon 

displays next to each unpaired headset. 
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4 Tap the headset you want to pair and tap Add to begin the pairing process. An Adding device 

message displays. After your headset is added, the Manage BT Headsets screen displays. Your 

headset will be paired, but not connected, as shown next. 

 

 

 

bƻǘŜΥ ²Ƙȅ 5ƻŜǎƴΩǘ aȅ IŜŀŘǎŜǘ tŀƛǊ !ǳǘƻƳŀǘƛŎŀƭƭȅΚ 

If your headset is an older model, you may have to enter a password (for example, 0000) before 
the headset can pair with your phone. 

 

5 Tap the headset you want to connect, and tap Connect. A Connecting device message displays. 

After your headset connects, a Headset attached message displays, and your headset model will 

display next to the Bluetooth/Headset  iconτthe icon that indicates that your headset is both 

paired and connected (shown next).  

   

The Bluetooth/Headset  icon will also display in the status bar, as shown next. If you tap the 

icon, the Bluetooth Settings screen displays. 

 

You can now use your headset to handle calls. 
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Handling Calls with Your Bluetooth Headset  

If your Bluetooth headset is turned on, and paired and connected with your phone, you can: 

¶ Use the headset to handle calls, including muting and adjusting call volume. 

¶ Initiate and end calls on your headset by pressing , or using a control on the headset. 

¶ Switch to handset or speakerphone mode during a headset call by picking up the handset or 

pressing . 

If a Bluetooth headset is paired and connected, and then you turn the headset off, the message 

Headset removed ŘƛǎǇƭŀȅǎΦ ¢ƘŜ ƘŜŀŘǎŜǘ ǿƻƴΩǘ ōŜ ŎƻƴƴŜŎǘŜŘ ŀƴȅƳƻǊŜΣ ōǳǘ ƛǘ ǿƛƭƭ ǎǘƛƭƭ ōŜ ǇŀƛǊŜŘΦ ²ƘŜƴ 

you turn the headset back on, the message Headset attached displays, and the headset will be 

connected againτindicating that you can use it to handle calls. 

Disconnecting and Removing Your Bluetooth Headset  

You can disconnect your headset from your phone, but still keep it paired. When you disconnect a 

headset, it remains paired so you can easily connect it to your phone again. 

You can ŀƭǎƻ ǊŜƳƻǾŜ ȅƻǳǊ ƘŜŀŘǎŜǘΣ ǎƻ ƛǘΩǎ ƴƻ ƭƻƴƎŜǊ ǇŀƛǊŜŘ ƻǊ ŎƻƴƴŜŎǘŜŘΦ ²ƘŜƴ ȅƻǳ ǊŜƳƻǾŜ ȅƻǳǊ 

ƘŜŀŘǎŜǘΣ ƛǘ ǿƻƴΩǘ ŘƛǎǇƭŀȅ ƛƴ ǘƘŜ aŀƴŀƎŜ .¢ IŜŀŘǎŜǘǎ ǎŎǊŜŜƴΦ ¢ƻ ŎƻƴƴŜŎǘ ƛǘ ōŀŎƪ ǘƻ ȅƻǳǊ ǇƘƻƴŜΣ ȅƻǳΩƭƭ 

need to scan for the device, add it, and connect it again. 

To disconnect your headset: 

¶ From Home view, tap Settings > Basic > Bluetooth Settings > Manage BT Headsets. From the 

Manage BT Headsets screen, tap your headset, and tap Disconnect. 

Your headset remains paired to your phone, but is no longer connected. To connect it to your phone 

again, tap Connect. 

 

 

Timesaver: How to Quickly Connect and Disconnect Your Headset 

You can quickly disconnect your headset by turning your headset off. When you turn it off, the 
message Headset removed displays. When you turn your headset back on, the headset will be 
connected again. 

 

To remove your headset: 

1 From Home view, tap Settings > Basic > Bluetooth Settings > Manage BT Headsets. 

2 From the Manage BT Headsets screen, tap your headset, and tap Remove. 

Your headset is removed from the list and is no longer paired or connected with your phone. 
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Responding to Incoming Calls  

While your phone rings, you can do the following: 

¶ Temporarily ignore the call before answering it. 

¶ Reject the call so it goes directly to voicemail. 

¶ Forward the call to another person. 

Ignoring Incoming Calls  

Ignore or silence a call to stop your phone from ringing. Even though the call is ignored, your phone will 

still display the incoming call notification so you can still answer the call. 

To ignore or silence a call: 

¶ From the Incoming Call window, tap Ignore (for private lines) or Silence (for shared lines). 

The Incoming Call window disappears, your phone stops ringing, and either Home or Calls view displays. 

Rejecting Incoming Calls  

Reject a call to stop your phone from ringing and send the call directly to voicemail. Calls you reject 

display in your Recent Calls list. Rejecting calls is not available for shared lines. 

To reject an incoming call: 

¶ From the Incoming Call window, tap Reject. You can also reject an incoming call from Lines and 

Calls view. 

The call goes directly to voicemail. 

Forwarding Incoming Calls to Another Person  

While your phone rings, you can forward the call to another person. 

To forward an incoming call to another person: 

1 While your phone rings, tap Forward. 

2 From the Call Forwarding screen, enter the forwarding number, and tap Forward. 

 

 

User Tip: Other Ways to Forward Calls 

You can also set up your phone to forward all incoming calls to another person (see Forwarding All 
Calls to Another Person), or forward all calls from a certain contact to another person (see 
Diverting Calls from a Contact to Another Person). 
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During Calls  

²ƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀ ŎŀƭƭΣ ȅƻǳ Ŏŀƴ Řƻ ǘƘŜ following: 

¶ Hold the call. 

¶ Transfer the call to another person. 

¶ {Ŝǘ ǳǇ ŀ ŎƻƴŦŜǊŜƴŎŜ Ŏŀƭƭ ǿƛǘƘ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘ ŀƴŘ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΦ 

Holding Calls  

You can place any active call on hold. A held call displays in Home, Lines, and Calls view as follows: 

 

 

To hold a call: 

¶ From Active Call, Lines, or Calls view, tap HoldΦ LŦ ȅƻǳΩǊŜ ƛƴ /ŀƭƭǎ ǾƛŜǿΣ ōŜ ǎǳǊŜ ǘƻ ƘƛƎƘƭƛƎƘǘ ǘƘŜ Ŏŀƭƭ 

first. 

To resume a held call: 

Do one of the following: 

¶ From Lines view, tap ResumeΦ LŦ ǘƘŜǊŜΩǎ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ƘŜƭŘ Ŏŀƭƭ ƻƴ ǘƘŜ line, the last call that you 

held will be resumed. If you have multiple lines and you tap Resume, the last call that you heldτon 

either lineτwill be resumed. 

or 

¶ From Calls view, tap the call to highlight it, and tap Resume. 
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Transferring Calls  

When you transfer a call to another person, you have the option to talk to the person before the 

transfer completes. If your phone supports a blind transfer, you can automatically transfer a call without 

talking to the other person. The call is automatically transferred after you dial the number ȅƻǳΩǊŜ 

transferring the call to. 

To transfer a call:  

1 From Active Call, Lines, or Calls view, tap Transfer. The active call is held. 

2 From the Dialer, place a call to the person you want to transfer the call to. 

 

 

User Tip: Accessing Your Directories and Favorites When You Transfer a Call 

Instead of entering or selecting a number from the Dialer, you can select a directory entry or a 
favorite to transfer the call to: 

¶ To transfer to a directory entry: After you tap Transfer, press , tap Directories, and 

then tap Contact Directory or Corporate Directory. Search for the person, and then call 
them. 

¶ To transfer to a favorite: After you tap Transfer, tap Favorites, and tap the favorite you 
want to call. 

 

3 When you hear the ring-back sound, tap Transfer to complete the transfer. Or, if you want to talk 

with the person before the transfer completes, connect and talk with the person, and then tap 

Transfer. To cancel the transfer before the call connects, tap Cancel. 

To perform a blind transfer: 

1 From Active Call, Lines, or Calls view, tap Transfer. The active call is held. 

2 From the Dialer, tap Blind, and place a call to the person you want to transfer the call to. If you 

ŘƻƴΩǘ ǎŜŜ Blind, tap More (at the top of the screen), and tap Blind. 

 

 

User Tip: Accessing Your Directories and Favorites When You Transfer a Call 

Instead of entering or selecting a number from the Dialer, you can select a directory entry or a 
favorite to transfer the call to: 

¶ To transfer to a directory entry: After you tap Blind, press , tap Directories, and then 

tap Contact Directory or Corporate Directory. Search for the person, and then call them. 

¶ To transfer to a favorite: After you tap Blind, tap Favorites, and tap the favorite you want 
to call. 

 

The call automatically transfers to the person you specified. 
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Timesaver: Completing a Transfer 

LŦ ȅƻǳΩǊŜ ǳǎƛƴƎ ŀ ƘŀƴŘǎŜǘΣ ŎƻƳǇƭŜǘŜ ŀ ǘǊŀƴǎŦŜǊ ōȅ ǊŜǇƭŀŎƛƴƎ ǘƘŜ ƘŀƴŘǎŜǘΦ 

 

Setting Up and Handling Conference Calls  

You can set up a conference call with two other people. Depending on your phone system, you may be 

able to add more than two people to your call; ask your system administrator for the maximum number. 

Wǳǎǘ ŀǎ ǿƛǘƘ ƻǘƘŜǊ ŎŀƭƭǎΣ ȅƻǳ Ŏŀƴ ƘƻƭŘ ŀƴŘ ǊŜǎǳƳŜ ŎƻƴŦŜǊŜƴŎŜ ŎŀƭƭǎΦ Lƴ ŀŘŘƛǘƛƻƴΣ ȅƻǳΩƭƭ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ 

split a conference callτend the conference and place the people you were talking with on hold.  

Your system administrator may have enabled the conference management feature on your phone. This 

feature allows you to manage each person in the conference call so that you can mute, hold, and 

remove each person. For more information, see Managing Conference Call Participants. 

 

 

User Tip: ¢ƛǇǎ ŦƻǊ ²ƘŜƴ ¸ƻǳΩǊŜ ƛƴ /ƻƴŦŜǊŜƴŎŜ /ŀƭƭǎ 

²ƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀ ŎƻƴŦŜǊŜƴce call: 

¶ Use the hanŘǎŜǘ ƻǊ ŀ ƘŜŀŘǎŜǘ ƛŦ ȅƻǳΩǊŜ ƛƴ ŀƴ ƻǇŜƴ ŜƴǾƛǊƻƴƳŜƴǘΦ 

¶ aǳǘŜ ȅƻǳǊ ƳƛŎǊƻǇƘƻƴŜ ǿƘŜƴ ȅƻǳΩǊŜ ƴƻǘ ǎǇŜŀƪƛƴƎΣ ŜǎǇŜŎƛŀƭƭȅ ƛƴ ƴƻƛǎȅ ŜƴǾƛǊƻƴƳŜƴǘǎΦ 

¶ Avoid tapping the microphone or rustling papers near the microphone. 

¶ Speak in your normal voice without shouting. 

 

Setting Up Conference Calls 

There are two ways to set up a conference: the conventional wayτby calling two people and using the 

Confrnc soft keyτor joining two existing calls using the Join soft key.  

To set up a conference call: 

1 Call the first person. 

2 From Active Call, Lines, or Calls view, tap Confrnc. The active call is held. 

3 Using the Dialer, call the second person. 
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4 When the second person answers, tap Confrnc to join everyone in a conference. The  

Active: Conference screen displays, as shown next. 

 

 

 

User Tip: How to Quickly Set Up a Conference 

If your phone has an active call and one held callτon the same or a different lineτtap Join from 
either Lines or Calls view to automatically create a conference call. The conference call takes place 
on the line from which you handled the last active call. 

 

Holding and Resuming Conference Calls 

When you place a conference call on hold, you place the other two people in the call on hold. No one in 

a held conference call can hear each other. To hold just one person, see Managing Conference Call 

Participants. 

To place a conference call on hold: 

¶ From Active Call, Lines, or Calls view, tap HoldΦ LŦ ȅƻǳΩǊŜ ƛƴ /ŀƭƭǎ ǾƛŜǿΣ ōŜ ǎǳǊŜ ǘƻ ƘƛƎƘƭƛƎƘǘ ǘƘŜ 

conference first. The other two people in the conference are held. The following example shows a 

held conference in Calls view. 

 

To resume a held conference call: 

¶ From Lines or Calls view, tap Resume. 
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Ending Conference Calls 

To end a conference, and your connection to the other people, tap End Call. By default, when you tap 

End Call, the other two people remain connected. However, your system administrator may have set up 

your phone so that all connections end. 

To end a conference call: 

¶ From Active Call, Lines, or Calls view, tap End Call. 

The conference call ends. By default, the other two people remain connected. 

Splitting Conference Calls into Two Held Calls  

When you split a conference, you end the conference and place the other two people on hold. You can 

split an active or held conference call. 

To split a conference call: 

¶ From Active Call, Lines, or Calls view, tap Split. 

The conference call ends. By default, the other two people are held. 

Managing Conference Call Participants  

LŦ ȅƻǳΩǊŜ ŀōƭŜ ǘƻ ƳŀƴŀƎŜ ǘƘŜ ǇŜƻǇƭŜ ƛƴ ŀ ŎƻƴŦŜǊŜƴŎŜ ŎŀƭƭΣ ȅƻǳ Ŏŀn: 

¶ Mute a participant. 

¶ Hold a participant. 

¶ Remove a participant from the conference. 

¶ [ƛǎǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ǇŀǊǘƛŎƛǇŀƴǘΣ ǎǳŎƘ ŀǎ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƴŀƳŜΣ ƴǳƳōŜǊΣ ŀƴŘ Ŏŀƭƭ ŘŜǘŀƛƭǎτ

such as whether the call is muted, held, or is video-enabled.  
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To manage a person in a conference call: 

1 Set up an active conference call. 

2 From Active Call, Lines, or Calls view, tap ManageΦ LŦ ȅƻǳΩǊŜ ƛƴ /ŀƭƭǎ ǾƛŜǿΣ ōŜ ǎǳǊŜ ǘƻ ƘƛƎƘƭƛƎƘǘ ǘƘŜ 

conference first. The following examples show the screens that display when you manage a 

conference. 

 

 

 

Timesaver: How to Manage a Participant Without Tapping Manage 

LŦ ȅƻǳΩǊŜ ǾƛŜǿƛƴƎ ǘƘŜ ŎƻƴŦŜǊŜƴŎŜ ƛƴ !ŎǘƛǾŜ /ŀƭƭ ǾƛŜǿΣ ǎƛƳǇƭȅ ǘŀǇ ŀ ŎƻƴŦŜǊŜƴŎŜ ǇŀǊǘƛŎƛǇŀƴǘ ǘƻ ǎǘŀǊǘ 
managing the person. 

 

3 Tap the person you want to manage. 

4 Do one of the following: 

ƺ Tap Far Mute to mute the person. The muted person can hear everyone, but no one can hear 

the muted person. 

ƺ Tap Hold to hold the person. The held person canΩǘ hear anyone, and no one can hear the held 

person. 

ƺ Tap Remove to remove the person from the conference, end the conference call, and create an 

active call between you and the person still in the call. 

ƺ Tap Information to view information about the person and their call status. When you tap 

InformationΣ ŀ ǇƻǇǳǇ ŘƛǎǇƭŀȅǎ ƭƛǎǘƛƴƎ ǘƘŜ ǇŜǊǎƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻn, as shown next. 

 

ƺ Tap Back to exit the conference management function. 
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Changing the Way Calls are Answered 

Change the way calls are answered by doing the following: 

¶ Forwarding all calls to another person. 

¶ Rejecting calls from a contact. 

¶ Diverting calls from a contact to another person. 

¶ Temporarily refusing all calls by enabling Do Not Disturb. 

Forwarding All Calls to Another Person  

You can set up your phone to forward all calls to another number, even if the Do Not Disturb feature is 

enabled. Call forwarding is not available on shared lines. 

 

 

User Tip: Forwarding Calls on a Call-by-Call Basis 

You can choose to forward a call as your phone rings. For more information on forwarding calls on 
a call-by-call basis, see Forwarding Incoming Calls to Another Person. 

 

 

 

Note: Call ForwardƛƴƎ ŀƴŘ aƛŎǊƻǎƻŦǘϯ [ȅƴŎϰ {ŜǊǾŜǊ 

If your phone is configured to work with Microsoft Lync Server, your call forwarding options will 
be different than those described below. For more information on forwarding calls with  
Microsoft Lync, see Using Polycom Phones with Microsoft Lync Server Quick User Guide, available 
ōȅ ƴŀǾƛƎŀǘƛƴƎ ǘƻ ȅƻǳǊ ǇƘƻƴŜΩǎ ²Ŝō ǇŀƎŜ ŦǊƻƳ ǘƘŜ Business Media Phones Support page. 

 

To forward all calls to another person: 

1 From Home view, tap Forward. (You can also tap Settings from Home view, and tap  

Features > Forward, or if your phone is idle, tap Forward from Lines view.) 

2 If your phone is set up with multiple lines, tap the line to apply forwarding to.  

3 From the Forwarding Type Select screen, tap the forwarding type you want: 

ƺ AlwaysτTo forward all incoming calls. 

ƺ No AnswerτTo forward all unanswered incoming calls. 

ƺ Busyτ¢ƻ ŦƻǊǿŀǊŘ Ŏŀƭƭǎ ǘƘŀǘ ŀǊǊƛǾŜ ǿƘŜƴ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƛƴ ŀ ŎŀƭƭΦ 

4 Enter the forwarding number, and tap Enable. If you selected the No Answer option, you can 

enter the number of rings before your phone forwards the call. A value of 2 is recommended. 

The forwarding number you chose scrolls in the status bar, as shown next. 

 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/index.html
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If a phone line is idle, Lines view displays the forwarding icon,  next to the phone line, as shown next. 

 

To disable call forwarding: 

1 From Home view, tap Forward. 

2 If your phone is set up with multiple lines, tap the line to disable forwarding for. 

3 From the Forwarding Type Select screen, tap the forwarding type to disable, and tap Disable. 

Rejecting Calls from a Contact  

You can send incoming calls from a particular contact to your voicemail system. 

 

 

Note: Rejecting Calls and Shared Lines 

¸ƻǳ ŎŀƴΩǘ ǊŜƧŜŎǘ Ŏŀƭƭǎ ƻƴ ǎƘŀǊŜŘ ƭƛƴŜǎΦ ¸ƻǳ Ŏŀƴ ƻƴƭȅ ǎƛƭŜƴŎŜ ǘƘŜƳΦ CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ǎŜŜ 
Working with Shared Lines. 

 

To send incoming calls from a contact to your voicemail system: 

1 Tap Directories from Home view, and tap Contact Directory. 

2 From your directory, tap the contact whose calls you want to reject. 

3 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ . 

4 From the Edit Contact screen, tap Auto Reject, tap Enabled, and then tap Save. 

Diverting Calls from a Contact to Another Person  

The Divert option enables you to transfer all incoming calls from a particular contact to another person. 

To divert incoming calls from a contact to another person: 

1 Tap Directories from Home view, and tap Contact Directory. 

2 From your directory, tap the contact whose calls you want to send to another person. 
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3 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ tap . 

4 From the Edit Contact screen, do the following: 

ƺ Tap Divert Contact, and enter the number of the person you want the call to go to. 

ƺ Tap Auto Divert, and tap Enabled. 

ƺ Tap Save. 

Using Do Not Disturb  

Enabling Do Not Disturb (DND) stops your phone from ringing and sends all incoming calls directly to 

voicemail. All calls you receive while DND is enabled are logged to your Recent Calls list. 

When you enable Do Not Disturb, the following happens: 

¶ The Do Not Disturb icon, , displays in the status bar, as shown next. For VVX 500 phones, the 

icon scrolls under the time display. For VVX 600 phones, the icon displays at the far right of the 

status bar, next to other icons that you can tap. 

 

¶ If your phone is idle, the Do Not Disturb icon, , displays next to your phone line in Lines view, 

as shown next. If you have new messages or forwarding enabled, the messages or forwarding icon 

will display instead. 
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¶ The DND icon in Home view, , changes to , as shown next. 

 

 

 

Note: Do Not Disturb and Shared Lines 

9ƴŀōƭƛƴƎ 5ƻ bƻǘ 5ƛǎǘǳǊō ƻƴ ǎƘŀǊŜŘ ƭƛƴŜǎ ŘƛǎŀōƭŜǎ ǊƛƴƎƛƴƎ ƻƴƭȅΦ ¸ƻǳΩƭƭ ǎǘƛƭƭ ǎŜŜ ŀ Ǿƛǎǳal notification of 
the call and have the option to answer the call. 

 

 

 

¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ 5ƻŜǎƴΩǘ ǘƘŜ 5b5 LŎƻƴ 5ƛǎǇƭŀȅΚ 

LŦ ȅƻǳΩǾŜ ǎŜǘ ȅƻǳǊ ǇǊŜǎŜƴŎŜ ǎǘŀǘǳǎ ǘƻ Do Not Disturb, as well as enabled DND for your phone, the 
message My Status: Do Not Disturb ǿƛƭƭ ǎŎǊƻƭƭ ǳƴŘŜǊ ǘƘŜ ǘƛƳŜ ŘƛǎǇƭŀȅΣ ŀƴŘ ǘƘŜ 5b5 ƛŎƻƴ ǿƻƴΩǘ 
display in the status bar.  

 

To toggle Do Not Disturb on and off: 

¶ From Home view, tap DND. Or, if your phone is idle, tap DND from Lines view. 

 

 

Timesaver: A Quick Way to Disable DND on the VVX 600 

To turn DND off, tap , located in the status bar. 

 

Using Do Not Disturb  with Multiple Lines  

By default, the Do Not Disturb feature applies to all lines on your phone. However, your phone may be 

set up so that you can enable the feature on a per-line basis. 
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To enable or disable Do Not Disturb for a particular line: 

1 From Home view, tap DND. 

2 From the Line Select screen, tap the line to enable or disable Do Not Disturb on. 

3 From the Do Not Disturb screen, tap Enable or Disable. 

 

 

User Tip: Automatically Enabling or Disabling Do Not Disturb for All Lines 

To automatically enable Do Not Disturb for all lines, tap Set All. To automatically disable the 
feature for all lines, tap Clear All. 

Listening to Voicemail  

Your phone may indicate new voicemail messages by the following: 

¶ A message counter in Home view, as shown next. The counter indicates the number of new 

messages you have. 

 

¶ A message counter in the status bar (shown next). The counter displays on the Message icon,  

. If you have new messages, the Message icon also displays next to the phone line in Lines 

view, as shown next. 
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¶ A flashing Message Waiting Indicator, located at the top-right of your phone. 

¶ An audible alert (if your phone is on-hook). 

 

 

Note: Temporarily Removing Message Indicators 

To temporarily remove message indicators, tap , and tap Message Center (or tap Messages 
from Home view, and tap Message Center) and tap Clear. After a period of timeτusually about 
an hour or twoτthe message indicators will appear again. 

 

To listen to voicemail messages: 

1 On the status bar, tap , and tap Message Center. Or, from Home view, tap Messages, and tap 

Message Center. 

2 If multiple lines are configured on your phone, the Line Select screen displays. Tap the line that 

has the message. 

3 From the Messages screen, tap Connect and follow the prompts. 

Viewing Recent Calls 

Your phone maintains a Recent Calls listτa list of missed, received, and placed calls. Each list can hold 

up to 100 entries. 

From the Recent Calls list (shown next), you can: 

¶ Sort, order, and filter calls. By default, the list displays all call types (missed, placed, and received), 

with the most recent call displaying first, as shown next. 

¶ Remove certain calls from the list. 

¶ Tap a call record to view call details and manage the call. 

¶ Tap a call record to automatically call the person. 
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Icons display next to a call to indicate the call type: 

¶ Placed calls display . 

¶ Received calls display . 

¶ Missed calls display . 

To view your Recent Calls list: 

¶ From Home view, tap New Call, and tap Recent. You can also access recent calls by tapping 

Directories from Home view, and tapping Recent Calls. 

 

 

Timesaver: Quickly Accessing the Recent Calls List 

To quickly access recent calls, tap  in Lines, Calls, or Active Call view, as shown next. 

 

To manage a call record: 

1 From your Recent Calls list, tap  next to a call record. 

2 From the call details screen, shown next, you can: 

ƺ Tap Dial to call the person. 

ƺ Tap Save to add the person to your Contact Directory. If the person is already in your 

Contact DirectoǊȅΣ ōǳǘ ƛǎƴΩǘ ŀ favorite, Add to Favorites displays instead. Tap Add to Favorites 

to automatically make the person a favorite. 

ƺ Tap  to delete the call from the list. 

ƺ Tap  to edit the phone number before you dial the person. 
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To customize the list: 

¶ From your Recent Calls list (shown next), tap  to sort and order calls, and tap  to filter calls 

for specific lines. 

When you sort calls by the time of the call, you can order calls in ascending (oldest call first) or 

descending (most recent call first) order. 

When you sort calls by call name, you can order calls in ascending (alphabetical) or descending 

(reverse-alphabetical) order.  

When you filter calls, you can choose to display only missed, received, or placed calls. Or, you can 

choose to display all call types (the default). 

 

 

Note: About Filtered Call Lists 

¸ƻǳ ŎŀƴΩǘ ǎŀǾŜ ȅƻǳǊ ŦƛƭǘŜǊŜŘ Ŏŀƭƭ ƭƛǎǘ ǊŜǎǳƭǘǎΦ LŦ ȅƻǳ ŦƛƭǘŜǊ ȅƻǳǊ wŜŎŜƴǘ /ŀƭƭǎ ƭƛǎǘ ǎƻ ǘƘŀǘ ƻƴƭȅ ŀ ŎŜǊǘŀƛƴ 
call typeτfor example, only missed callsτdisplay, the next time you display the list, all call types 
(the default filter) will display. 

 

 

To remove certain calls from the list: 

¶ From your Recent Calls list, tap . You can remove a specific call type, all calls, or just the calls 

that display on the screen. 
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Working with Your Contact Directory  

¸ƻǳ Ŏŀƴ ǎǘƻǊŜ ŀ ƭŀǊƎŜ ƴǳƳōŜǊ ƻŦ ŎƻƴǘŀŎǘǎ ƛƴ ȅƻǳǊ ǇƘƻƴŜΩǎ ƭƻŎŀƭ /ƻƴǘŀŎǘ 5ƛǊŜŎǘƻǊȅ όǎƘƻǿƴ ƴŜȄǘύΦ /ƻƴǘŀŎǘ 

your administrator for the exact number. 

 

From your local Contact Directory, you can: 

¶ View contact information. 

¶ Search for contacts. 

¶ Dial contacts. 

If you can update your Contact Directory, you can also do the following: 

¶ Add contacts. 

¶ Update contact information. 

¶ Delete contacts. 

 

 

Note: Accessing a Corporate Directory 

A Corporate Directory may be available on your phone. If you have access to a 
Corporate Directory, you can dial people in the Corporate Directory, as well as save them to your 
Contact Directory. For more information, see Working with a Corporate Directory. 

 

To view your Contact Directory: 

¶ Tap Directories from Home view, and tap Contact Directory. 

or 

¶ Tap New Call from Home view, and tap Directory. 

From your Contact Directory, scroll to view contacts or enter search criteria to find one. 
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To view contact information: 

¶ From your Contact Directory, tap tƘŜ ŎƻƴǘŀŎǘΦ ¢ƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ 

ŎƻƴǘŀŎǘΩǎ ƴŀƳŜ ŀƴŘ ǇƘƻƴŜ ƴǳƳōŜǊΣ ŘƛǎǇƭŀȅǎ όŀǎ ǎƘƻǿƴ ƴŜȄǘύΦ !ŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴτsuch as a job 

title, label, or email addressτmay also display. 

 

To search for a contact: 

1 From your Contact Directory, tap Search. 

2 From the Search screen, enter search criteria and tap SearchΦ LŦ ȅƻǳΩǊŜ ǳǎƛƴƎ ǘƘŜ ƻƴǎŎǊŜŜƴ 

keyboard, tap  before you tap Search. 

A list of search results is displayed. Tap Return to display your Contact Directory again. 

To dial a contact: 

1 From your Contact Directory, tap the contact you want to call. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴ όǎƘƻǿƴ ƴŜȄǘύΣ ǘŀǇ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΦ 
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To add a contact: 

1 From your Contact Directory, tap . 

2 From the Add Contact screen, enter contact information: 

 

 

Note: Directory Fields are Set by Your Administrator 

Your phone may not display all contact fields. For more information, see your administrator. The 
only required field is the Contact fieldτǘƘŜ ŎƻƴǘŀŎǘΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΦ 

 

ƺ For First Name, enter the ŎƻƴǘŀŎǘΩǎ ŦƛǊǎǘ ƴŀƳŜΦ 

ƺ Tap Last NameΣ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƭŀǎǘ ƴŀƳŜΦ 

ƺ Tap ContactΣ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΦ  

¢ƘŜ ǇƘƻƴŜ ƴǳƳōŜǊ Ƴǳǎǘ ōŜ ǳƴƛǉǳŜΣ ŀƴŘ ŎŀƴΩǘ ŀƭǊŜŀŘȅ ŜȄƛǎǘ ƛƴ ǘƘŜ ŘƛǊŜŎǘƻǊȅΦ LŦ ȅƻǳ ǎŀǾŜ ŀƴ 

entry with a non-unique phone number, the ŜƴǘǊȅ ǿƻƴΩǘ ōŜ ǎŀǾŜŘΦ 

ƺ Tap Job TitleΣ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŎƻƴǘŀŎǘΩǎ Ƨƻō ǘƛǘƭŜΣ ǎǳŎƘ ŀǎ aŀƴŀƎŜǊΦ 

ƺ Tap EmailΣ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ 

ƺ Tap Favorite Index, and enter a favorite index number.  

The number can be any unused value, up to a maximum value of 9999. A contact that has a 

favorite index number will automatically display in your Favorites list. For more information 

about favorites, see Managing Favorites. 

ƺ Tap Label, and enter a label for the contact such as, Marketing. 

If you specify a label, the label will be the first item that displays for the contact on the 

Directory screen, and in your Favorites list if the contact is a favorite. 

ƺ Tap Ring Type, and select the ringtone you want to use for the contact. 

ƺ Tap Divert ContactΣ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ǇƘƻƴŜ ƴǳƳōŜǊ ƻŦ ǘƘŜ ǘƘƛǊŘ ǇŀǊǘȅ ȅƻǳ ǿŀƴǘ ǘƘƛǎ ŎƻƴǘŀŎǘΩǎ Ŏŀƭƭǎ 

sent to.  

ƺ Tap Auto Reject, and enable or disable the setting. The default setting is Disabled. 

If enabled, each time the contact calls, the call will be directed to your mail system. 

ƺ Tap Auto Divert, and enable or disable the setting. The default setting is Disabled. 

If enabled, each time the contact calls, the call will be directed to the third party you specified 

in the Divert Contact field. 

ƺ Tap Watch Buddy, and enable or disable the setting. The default setting is Disabled. 

LŦ ŜƴŀōƭŜŘΣ ȅƻǳ Ŏŀƴ ƳƻƴƛǘƻǊ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ǎǘŀǘǳǎΦ CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ƳƻƴƛǘƻǊƛƴƎ ǎǘŀǘǳǎΣ 

see Using Buddy Lists. 
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ƺ Tap Block Buddy, and enable or disable the setting. The default setting is Disabled. 

LŦ ŜƴŀōƭŜŘΣ ǘƘŜ ŎƻƴǘŀŎǘ ŎŀƴΩǘ ƳƻƴƛǘƻǊ ȅƻǳǊ ǎǘŀǘǳǎΦ CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ƳƻƴƛǘƻǊƛƴƎ ǎǘŀǘǳǎΣ 

see Using Buddy Lists. 

3 Tap Save. 

 

 

Timesaver: Saving Recent Callers and Corporate Directory Contacts to Your Directory 

You can automatically save a recent caller to your directory. From your Recent Calls list, tap  
next to the call record. From the call information screen, tap Save. The Add Contact screen 
displays, with the name (if specified) and contact fields populated. Enter additional information, if 
desired, and tap Save. 
If a Corporate Directory is available on your phone, you can add contacts from the Corporate 
Directory to your Contact Directory. For information on how to update your Contact Directory in 
this way, see Working with a Corporate Directory. 

 

¢ƻ ǳǇŘŀǘŜ ŀ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΥ 

1 From the Contact Directory, tap the contact you want to update. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ information screen, tap . 

3 CǊƻƳ ǘƘŜ 9Řƛǘ /ƻƴǘŀŎǘ ǎŎǊŜŜƴΣ ǳǇŘŀǘŜ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

4 Tap Save. 

To delete a contact: 

1 From your Contact Directory, tap the contact you want to delete. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ . A confirmation message displays, confirming that 

you want to delete the contact. Tap Yes or No. 

Working with a Corporate Directory  

You may have access to portions of a Corporate Directory. ¸ƻǳ ŎŀƴΩǘ ǳǇŘŀǘŜ ȅƻǳǊ Corporate Directory; 

your administrator determines which contacts you can see. 

From the Corporate Directory, you can do the following: 

¶ Search for contacts. 

¶ Dial contacts. 

¶ Add contacts to your local Contact Directory. 

To view the Corporate Directory: 

¶ Tap Directories from Home view, and tap Corporate Directory. By default, a blank search screen 

displays. To view entries, search for a person. 
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User Tip: Saving Corporate Directory Search Results 

You can save your last search results, so that the next time you view the Corporate Directory, the 
results of your last search will display. To save Corporate Directory search results, tap Settings 
from Home view, and tap Basic > Preferences > Corporate Directory > View Persistency. From the 
View Persistency screen, tap Enabled. The next time you view Corporate Directory, your last 
search results will display. 

 

To search the Corporate Directory: 

¶ From the Corporate Directory, perform a quick search or an advanced search: 

ƺ ¢ƻ ǇŜǊŦƻǊƳ ŀ ǉǳƛŎƪ ǎŜŀǊŎƘΣ ŜƴǘŜǊ ǘƘŜ ŦƛǊǎǘ ŦŜǿ ŎƘŀǊŀŎǘŜǊǎ ƻŦ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ŦƛǊǎǘ ƻǊ ƭŀǎǘ ƴŀƳŜ 

(depending on how the directory is organized), and tap Submit.  

or 

ƺ To perform an advanced search, tap AdvFind. From the Advanced Find screen, enter your 

search criteria, and tap Submit. 

The screen displays a list of contacts, starting with the most successful matches. To view information for 

the contact, tap View. To erase all your search criteria and enter new criteria before you submit your 

search, tap Clear. 

To dial a Corporate Directory contact: 

1 From the Corporate Directory, search for the contact you want to dial. 

2 From the search results, tap the contact, and tap Dial. 

To add a contact to your local Contact Directory: 

1 From the Corporate Directory, search for the contact you want to add to your Contact Directory. 

2 CǊƻƳ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎΣ ǘŀǇ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ǊŜŎƻǊŘΣ ŀƴŘ ǘŀǇ View. 

3 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ Save.  

Only the first name, last name, and phone number are saved. You may want to go to the 

Contact Directory to see if the contact was saved correctly and to add additional contact information. 

Controlling Wh at is Heard  

You can change what you hear by doing the following: 

¶ Updating the incoming call ringtone. 

¶ ¦ǇŘŀǘƛƴƎ ŀ ŎƻƴǘŀŎǘΩǎ ǊƛƴƎǘƻƴŜΦ 

¶ Changing the speaker volume. 

¶ Changing the ringer volume. 
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¶ Muting the microphone. 

¶ Changing where you hear sound effects. 

Updating the Incoming Call Ringtone  

! ǎƛƳǇƭŜ ǿŀȅ ǘƻ ǇŜǊǎƻƴŀƭƛȊŜ ȅƻǳǊ ǇƘƻƴŜ ƛǎ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ǇƘƻƴŜΩǎ ǊƛƴƎǘƻƴŜΦ ¸ƻǳ Ŏŀƴ ŜǾŜƴ ǇƛŎƪ ǳƴƛǉǳŜ 

ringtones for the different lines on your phone. 

To select an incoming call ringtone for your phone or a line: 

1 Tap Settings from Home view, and tap Basic > Ring Type. 

2 If multiple lines are configured on your phone, tap the line you want to apply a new ringtone to. 

3 From the Ring Type screen, tap the ringtone you want. To hear the ringtone before you change it, 

tap Play. The default ringtone is Low Trill. 

5ÐÄÁÔÉÎÇ Á #ÏÎÔÁÃÔȭÓ 2ÉÎÇÔÏÎÅ 

You might find it helpful to select unique ring tones for the various contacts in your Contact Directory. In 

this way, you can quickly identify callers as your phone rings. 

To select a ringtone for a contact: 

1 From your Contact Directory, tap the contact whose ringtone you want to change. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ . 

3 From the Edit Contact screen, tap Ring Type, tap the ringtone you want, and then tap . 

 

 

User Tip: Listening to a Ring Tone Before You Save It 

To listen to a ring tone before you save it, tap the ring type and tap . 

 

4 From the Edit Contact screen, tap Save. 

Changing the Speaker Volume 

To change the volume of what you hear during a call, press one of the Volume keys, , while 

ȅƻǳΩǊŜ ƛƴ ŀ Ŏŀƭƭ. 

Changing the Ringer Volume  

To change the volume of the incoming call ringtone, press one of the Volume keys, , while 

your phone is idle or ringing. 
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Muting the Microphone  

aǳǘŜ ǘƘŜ ƳƛŎǊƻǇƘƻƴŜ ǎƻ ƻǘƘŜǊ ǇŀǊǘƛŜǎ ŎŀƴΩǘ ƘŜŀǊ ȅƻǳΦ aƛŎǊƻǇƘƻƴe Mute applies to all modes (handset, 

headset, and speakerphone). You can still hear all other parties when you mute the microphone. 

To mute the microphone: 

¶ During a call (including a conference call), press . 

¢ƘŜ aǳǘŜ ƪŜȅ Ǝƭƻǿǎ ǊŜŘΦ ¢ƘŜ ƻǘƘŜǊ ǇŀǊǘƛŜǎ ŎŀƴΩt hear you. To disable Mute, press again. 

Choosing Where You Hear Sound Effects 

You can choose whether you hear sound effectsτall phone sounds except call audioτfrom the handset, 

headset, or speaker. For example, you can configure your phone to ring on your headset, instead of the 

speaker. By default, you hear all sound effects from the speaker. 

To choose where you hear sound effects: 

1 Tap Settings from Home view, and tap Basic > Preferences > Audible Ringer. 

2 From the Audible Ringer screen, select where you want to hear sound effects: 

ƺ ¢ƻ ƘŜŀǊ ǎƻǳƴŘ ŜŦŦŜŎǘǎ ƻƴƭȅ ŦǊƻƳ ǘƘŜ ǇƘƻƴŜΩǎ ƭƻǳŘǎǇŜŀƪŜǊΣ ǘŀǇ Speaker. 

ƺ To hear sound effects only from the handset, tap Handset. 

ƺ To hear sound effects only from the headset, tap Headset. 

ƺ To hear sound effects only from the device ȅƻǳΩǊŜ ŎǳǊǊŜƴǘƭȅ ǳǎƛƴƎ ǘƻ ƘŜŀǊ Ŏŀƭƭ ŀǳŘƛƻΣ ǘŀǇ Active. 

The default destination is Speaker. 

Managing Favorites  

Favorites are the contacts in your Contact Directory that you call most often. To make a contact a 

favorite, you need to assign a contact a favorite index number. You do this from the Contact Directory. 
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Contacts that have a favorite index number display , as shown next. 

 

All your favorites display in your Favorites list. A smaller number of Favorites (11 for the VVX 500 and 15 

for the VVX 600) display in Lines view and from Home view. 

The following figure shows a sample Favorites list. 

 

The following figure shows your favorites in Lines view. Favorites display under the phone line(s). 
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Favorites also display from Home view, as shown next. 

 

Favorites display consecutively, according to their index number. The contact with the lowest number 

displays first. To reorder your favorites, assign the contact a different index number. 

To see your Favorites list: 

¶ Tap New Call from Home view, and tap Favorites. 

To see your favorites from Home view: 

¶ From Home view, tap the phone line. 

To see your favorites from Lines view: 

¶ From Home view, press . If the idle browser displays, swipe the screen to see Lines view. 

To make a contact a Favorite: 

Do one of the following: 

¶ CǊƻƳ ȅƻǳǊ /ƻƴǘŀŎǘ 5ƛǊŜŎǘƻǊȅΣ ǘŀǇ ǘƘŜ ŎƻƴǘŀŎǘΦ CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ 

Add to Favorites. 

or 

¶ From your Recent Calls list, tap  next to a call record. From the call details screen, tap 

Add to Favorites. 

The contact will now have a green star next to their name when you view the contact from the 

Contact Directory or the Recent Calls list. 

 

 

User Tip: Manually Assigning a Favorite Index Number when You Make a Favorite 

After you tap Add to Favorites, a dialog displays asking if you want to automatically accept the 
next available index number, or manually enter your own. Tap Yes to automatically accept an 
index number, or tap Edit Index to enter a unique index number. You can enter a number up to 
9999. 
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To quickly call a favorite: 

¶ From your Favorites list, or from Home or Lines view, tap the favorite you want to call. The call is 

automatically placed. 

To reorder your favorites: 

1 From your Contact Directory, tap the contact. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ . 

3 From the Edit Contact screen, tap Favorite Index, and enter a new favorite index number. 

4 Tap Save. 

To delete a favorite: 

1 From your Contact Directory, tap the contact. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ . 

3 From the Edit Contact screen, tap Favorite Index, and delete the favorite index number. 

4 Tap Save. 

 

 

User Tip: Quickly Deleting a Favorite 

From Lines view, press and hold the favorite ǳƴǘƛƭ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴ ŘƛǎǇƭŀȅǎΦ ¢ƘŜƴΣ 

tap . The contact will remain in your directory, but will no longer be a favorite. 

 

Working with Shared Lines  

If your phone shares a line with other phones, an incoming call to the shared line will cause all phones to 

ring. The call can be answered on any of the phones. You can transfer, hold, or set up a conference with 

calls on shared lines. 

If you have an incoming call on a shared line, you can stop your phone from ringing by tapping Silence. 

Even though ǘƘŜ ǇƘƻƴŜ ŘƻŜǎƴΩǘ ǊƛƴƎΣ ǘƘŜ ŎŀƭƭΩǎ Ǿƛǎǳŀƭ ƴƻǘƛŦƛŎŀǘƛƻƴ ǿƛƭƭ ǎǘƛƭƭ ŘƛǎǇƭŀȅ ŀƴŘ ȅƻǳΩƭƭ ǎǘƛƭƭ ƘŀǾŜ ǘƘŜ 

option to answer the call. 
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In Lines view, the following icons and status indicators display for shared lines, depending if the line is 

idle, has an active call, or has a held call: 

Shared Line Status Icon and Status Indicator Status Indicator 

Idle 

 

(No indicator) 

Active call 

 

Solid green 

Held call 

 

Flashing red 

 

 

Note: Unsupported Features on Shared Lines 

¶ Call Forwarding is not available on shared lines. 

¶ 9ƴŀōƭƛƴƎ 5ƻ bƻǘ 5ƛǎǘǳǊō ƻƴ ǎƘŀǊŜŘ ƭƛƴŜǎ ŘƛǎŀōƭŜǎ ǊƛƴƎƛƴƎ ƻƴƭȅΦ ¸ƻǳΩƭƭ ǎǘƛƭƭ ǎŜŜ ŀ Ǿƛǎǳŀƭ 
notification of the call and have the option to answer the call. 
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Chapter 3: Using Advanced Features 

Now that yƻǳΩǾŜ ƳŀǎǘŜǊŜŘ ǘƘŜ ōŀǎƛŎ ŦŜŀǘǳǊŜǎ ƻŦ ȅƻǳǊ ǇƘƻƴŜΣ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ ƭŜŀǊƴ about all the other 

interesting and powerful features that ȅƻǳǊ ǇƘƻƴŜ Ƙŀǎ ǘƻ ƻŦŦŜǊΦ Lƴ ǘƘƛǎ ŎƘŀǇǘŜǊΣ ȅƻǳΩƭƭ ƭŜarn all about 

those features that make your phone exciting to use, such as joining Microsoft® Outlook® meetings with 

ƻƴŜ ǘŀǇ ƻŦ ȅƻǳǊ ŦƛƴƎŜǊΣ ǳǎƛƴƎ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ƪŜȅōƻŀǊŘ ŀƴŘ ƳƻǳǎŜ ǘƻ ƘŀƴŘƭŜ ŎŀƭƭǎΣ viewing Web 

content, or monitoring other phone users to sŜŜ ǿƘŜƴ ǘƘŜȅΩǊŜ ŀǾŀƛƭŀōƭŜ ƻǊ ŀǿŀȅ ŦǊƻƳ ǘƘŜƛǊ ŘŜǎƪΦ 

This chapter shows you how to: 

¶ Manage Buddies 

¶ Integrate with Microsoft Lync Server  

¶ Record and play back recorded calls 

¶ View the Browser 

¶ Broadcast messages using Push-to-Talk and group paging 

¶ Use the Calendar feature 

¶ Use the Polycom Desktop Connector to link your computer keyboard and mouse to your phone  

¶ Log into other phones 

¶ Lock your phone 

¶ Access features with your login credentials 

 

 

Note: Feature Availability 

Your phone may not support all of the features described in this chapter. Check with your system 
administrator to find out which features are available on your phone. 

 

Using Buddy Lists  

A Buddy list is a list of users/devices whose statusτor presenceτyou can monitor. Users update their 

presence setting, such as Be right back, Out to lunch, or Busy, and you can view their status in real time 

ŦǊƻƳ ȅƻǳǊ .ǳŘŘȅ ƭƛǎǘΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǾƛŜǿ ȅƻǳǊ ōǳŘŘƛŜǎΩ ǎǘŀǘǳǎ ŦǊƻƳ [ƛƴŜǎ ǾƛŜǿ ŀƴŘ IƻƳŜ ǾƛŜǿΣ ƛŦ ȅƻǳǊ 

buddy is a favorite.  

Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳΩƭƭ ƭŜŀǊƴ Ƙƻǿ ǘo: 

¶ Update your presence status 

¶ Set up and manage a Buddy list 
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¶ Block people from monitoring your status 

¶ Monitor your buddies from your phone 

 

 

Note: Buddies and Microsoft Lync Server 

If your phone is configured to work with Microsoft Lync Server, the way you manage buddies is 
different. For more information, see Using Polycom Phones with Microsoft Lync Server Quick User 
Guide, available by navigating to your phone from the Polycom Business Media Phones Support 
page. 

 

Updating Your Status  

Update your status so that other people can monitor your status from their phones. When you update 

your status, your status is automatically sent to the people watching you. 

You can update your status to one of the following: 

¶ Online 

¶ Busy 

¶ Be right back 

¶ Away 

¶ On the phone 

¶ Out to lunch 

¶ Do not disturb 

Your phone also sends certain status information to the people watching you automaticallyτsuch as if 

youΩǊŜ in a call, enabled Do Not Disturb on your phone, or your phone is offline because you restarted it. 

For example, if you enable the Do Not Disturb feature on your phone, your availability automatically 

updates to Do Not Disturb. 

When you select a presence setting other than online, the setting scrolls under the time display on the 

status bar, as shown next. 

 

 

 

Note: Your Presence Status When You Enable and Disable the Do Not Disturb Feature on Your 
Phone 

If you select the status option Do Not Disturb, and then enable and disable the Do Not Disturb 
feature on your phone, your status will change to Online. 

 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/index.html
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To update your presence setting: 

1 From Lines view, tap My Status. Or, tap Settings from Home view, and tap Features > Presence > 

My Status. 

2 From the My Status screen, tap the status you want. 

Your new status is sent to phones watching you. 

 

 

User Tip: How to Automatically Change Your Status When Your Phone is Idle 

You can enable your phone to automatically set your status to Away if your phone is idle for a 
certain length of time. After you touch the screen or press a key on your phone, your status 
changes to Available again. To enable this feature, tap Settings from Home view, and tap  
Basic > Preferences > Presence > Idle Timeout. From the Idle Timeout screen, enable an office 
hours and/or off hours timeout period, and enter the number of minutes your phone should be 
idle before your status changes to Away. For steps on how to set your office hours, see Changing 
Your Office Hours. 

 

Setting Up and Managing a Buddy List  

LŦ ȅƻǳ ǿŀƴǘ ǘƻ ƳƻƴƛǘƻǊ ƻǘƘŜǊ ǇŜƻǇƭŜΣ ȅƻǳ ƴŜŜŘ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŜȅΩǊŜ ƛƴ ȅƻǳǊ .ǳŘŘȅ ƭƛǎǘΦ ¸ƻǳ ŀŘŘ ǇŜƻǇƭŜ 

to your Buddy list from your Contact Directory; therefore, make sure the person you want to monitor 

exists in your Contact Directory. 

To update your Buddy list: 

1 From your Contact Directory, tap the contact you want to start or stop monitoring. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ . 

From the Edit Contact screen, tap Watch Buddy, and enable or disable the field. The default 

setting is Disabled. When enabled, the contact is added to your Buddy list so you can monitor the 

ŎƻƴǘŀŎǘΩǎ ǎǘŀǘǳǎΦ ²ƘŜƴ ŘƛǎŀōƭŜŘΣ ǘƘŜ ŎƻƴǘŀŎǘ ƛǎ ǊŜƳƻǾŜŘ ŦǊƻƳ ȅƻǳǊ .ǳŘŘȅ ƭƛǎǘΣ ŀƴŘ ȅƻǳ ǿƻƴΩǘ ōŜ 

ŀōƭŜ ǘƻ ƳƻƴƛǘƻǊ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ǎtatus. 

3 Tap Save. 

If you enabled the Watch Buddy setting for a contact, the contact will display in your Buddy list. To view 

your Buddy list, tap Buddies from Lines view. 

 

 

User Tip: Dialing Buddies 

You can quickly dial a buddy by accessing your Buddy list. From Lines view, tap Buddies, tap the 
buddy you want to call, and tap Dial. 

 



Polycom® VVX® 500 and Polycom® VVX® 600 Business Media Phones User Guide 

62 

Blocking Contacts from Viewing Your Status  

You can prevent someone from monitoring you by blocking the contact in your Contact Directory. If you 

unblock the contact, the contact can add you to their Buddy list and monitor you. 

 

 

User Tip: How to Access Your Blocked and Watcher Lists 

¢ƻ ǾƛŜǿ ŀ ƭƛǎǘ ƻŦ ŎƻƴǘŀŎǘǎ ǘƘŀǘ Ŏŀƴ ŀƴŘ ŎŀƴΩǘ ƳƻƴƛǘƻǊ ȅƻǳǊ ǎǘŀǘǳǎΣ Řƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 

¶ To display contacts that can view your status, tap Settings from Home view, and tap 
Features > Presence > Watcher List. 

¶ ¢ƻ ŘƛǎǇƭŀȅ ŎƻƴǘŀŎǘǎ ǘƘŀǘ ŎŀƴΩǘ ǾƛŜǿ ȅƻǳǊ ǎǘŀǘǳǎΣ ǘŀǇ Settings from Home view, and tap 
Features > Presence > Blocked List. 

 

To block or unblock a contact from viewing your status: 

1 From your Contact Directory, tap the contact you want to block or unblock. 

2 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ . 

From the Edit Contact screen, tap Block Buddy, and enable or disable the field. The default setting 

is Disabled. When enabled, the contact canΩǘ watch your status, and the contact will display in 

your Blocked List. When disabled, the contact can watch your status, and the contact will display 

in your Watcher List. 

3 Tap Save. 

 

 

Timesaver: How to Quickly Unblock a Contact 

You can use your Blocked List to unblock a contact, rather than updating the Contact Directory: 
Tap Settings from Home view, and tap Features > Presence > Blocked List. From the Blocked List, 
tap the contact you want to unblock, and tap Unblock. The contact can now watch your phone, 
and will display in your Watcher List. 

 

Monitoring Buddies  

You can monitor your buddies from your Buddy Status list. If a buddy is a favorite, you can also monitor 

the buddy from Home and Lines view.  
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Your buddies display an icon next to their name to indicate their status. The following table shows the 

icons and the status they represent. 

 

Buddy Status Icon  Buddy Status Icon 

Available  Do Not Disturb  

Busy  Offline  

Away   No information  

 

The following table shows you how to monitor your buddies from your Buddy Status list, Home view, 

and Lines view.  

 

To monitor 

ōǳŘŘƛŜǎ ŦǊƻƳΧ 

5ƻ ǘƘƛǎΧ 

Buddy list From Lines view, tap Buddies. Or, from Home view, tap Settings, and tap  

Features > Presence > Buddy Status. Your Buddy list displays, as shown next. 

 

Lines view From Home view, press . LŦ [ƛƴŜǎ ǾƛŜǿ ŘƻŜǎƴΩǘ ŘƛǎǇƭŀȅΣ ǎǿƛǇŜ ǘƘŜ ǎŎǊŜŜƴΦ ¢ƘŜ ōǳŘŘƛŜǎ ǿƘƻ 

are favorites display their status, as shown next. 
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To monitor 

ōǳŘŘƛŜǎ ŦǊƻƳΧ 

5ƻ ǘƘƛǎΧ 

Home view From Home view, tap the phone line. The buddies who are favorites display their status, as 

shown next. 

 

Integrating with Microsoft Lync Server  

Your system administrator can configure your phone to work with Microsoft Lync Server and 

communicate with others using Microsoft Lync. From your phone, you can monitor the status of your 

Microsoft Lync contacts. For more information on integrating with Microsoft Lync Server, see your 

system administrator, or refer to Using Polycom Phones with Microsoft Lync Server Quick User Guide, 

available by navigating to your phoneΩǎ {ǳǇǇƻǊǘ ǇŀƎŜ from the Business Media Phones Support page. 

Recording Calls 

If the call recording feature is available, and you connect a USB flash drive to the USB port on your 

phone, you can record active calls on your phone. Recordings are stored as .wav files on the USB flash 

drive. You can record up to four hours in one file. 

 

 

Web Info: How Do I Attach a USB Flash Drive to My Phone? 

To attach a USB flash drive, see the Quick Start Guide for your phone, available by navigating to 
your phoneΩǎ {ǳǇǇƻǊǘ ǇŀƎŜ from the Business Media Phones Support page. 

 

When you attach a USB flash drive to your phone, a USB icon, , displays in the status bar, together 

with a message that tells you how much recording time is available on the USB flash drive. If you have a 

VVX 600, you can tap  to view your recordings and USB properties. 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/index.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/index.html
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¸ƻǳ ŎŀƴΩǘ ǊŜŎƻǊŘ ǿƘŜƴΥ 

¶ There are no connected calls on your phone. 

¶ You place a new call to transfer a call or set up a conference. 

¶ The phone prompts you to answer an incoming call. 

If you hold a call, recording pauses. Recording continues if the called party places you on hold. Recording 

stops if all active calls end, no matter who ends the calls.  

If you press while recording, only the called parties are recorded. 

Tones and indications, such as the dialing of digits or ringing from anotƘŜǊ ǇŀǊǘȅΩǎ ǇƘƻƴŜΣ ǘƘŀǘ ƻŎŎǳǊ 

before a call connects are not recorded. Local tones and indications, such as DTMF tones when dialing, 

ŀǊŜ ƴƻǘ ǊŜŎƻǊŘŜŘΦ IƻǿŜǾŜǊΣ ǘƻƴŜǎ ŦǊƻƳ ŀƴƻǘƘŜǊ ǇŀǊǘȅΩǎ ǇƘƻƴŜ Ƴŀȅ ōŜ ǊŜŎƻǊŘŜŘΦ 

You control recording by tapping Start, Pause, Resume, and Stop. All active calls that occur on your 

phone between the time you tap Start and Stop are recorded, alternating in the same .wav file. 

For example, on June 22, 2012 at 11:22 a.m., you answer a call from party A. During your call with party 

A, you answer calls from party B and party C. Your conversations with parties A, B, and C are all recorded 

in the same .wav file as follows: 

 

 



Polycom® VVX® 500 and Polycom® VVX® 600 Business Media Phones User Guide 

66 

 

Web Info: Which USB Flash Drives Does My Phone Support? 

For a list of supported USB flash drives to record phone audio, see Supported USB Devices 
(Technical Bulletin 38084).  

 

 

Caution: Be Aware of Laws Governing Call Recording 

You may be required by federal, state, and/or local laws to notify some or all called parties when 
you record calls. You can find specific information about US state requirements at 
http://www.rcfp.org/taping/. Telephone call recording regulations in other countries vary widely. 
tƻƭȅŎƻƳ ǊŜŎƻƳƳŜƴŘǎ ŎƘŜŎƪƛƴƎ ǿƛǘƘ ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘΩǎ ǘŜƭŜŎƻƳƳǳƴƛŎŀǘƛƻƴǎ ŀǳǘƘƻǊƛǘȅ ŀƴŘ 
government legal agencies. You can find other information that may be useful at: 
http://www.fcc.gov/cgb/consumerfacts/recordcalls.html 
http://www.privacyrights.org/fs/fs9-wrtp.htm 

 

 

Caution: Removing a USB Flash Drive During a Recording 

tƻƭȅŎƻƳ ǊŜŎƻƳƳŜƴŘǎ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ǊŜƳƻǾŜ ǘƘŜ ¦{. ŦƭŀǎƘ ŘǊƛǾŜ ǿƘƛƭŜ ǊŜŎƻǊŘƛƴƎΦ ¢ƘŜ ŦƛƭŜ ōŜƛƴƎ 
ǊŜŎƻǊŘŜŘ ǿƛƭƭ ōŜ ƛƴŎƻƳǇƭŜǘŜ ŀƴŘ ŎŀƴΩǘ ōŜ ǇƭŀȅŜŘ ōŀŎƪ ƭŀǘŜǊΦ ¢ƘŜǊŜ ƛǎ ŀ ǎƳŀƭƭ ǇǊƻōŀōƛƭƛǘȅ ǘƘŀǘ ǘƘŜ 
USB flash drive itself may be damaged by this action. 

 

To record a call: 

1 From Lines, Calls, or Active Call view, tap Record. 

2 To start recording, tap Start. 

The message Recording in progress scrolls in the status bar. The Recording icon also displays in the 

status bar, as shown next. 

 

3 To stop recording, do one of the following: 

ƺ Tap Stop.  

or 

ƺ Tap Back, and tap End CallΦ hǊΣ ŘŜǇŜƴŘƛƴƎ ǿƘŀǘ ƳƻŘŜ ȅƻǳΩǊŜ ǳǎƛƴƎΣ ǇǊŜǎǎ  or , or 

replace the handset. 

When you stop recording, the USB icon, , displays in the status bar, as shown next. 

 

http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Supported_USB_Devices_Recording_SoundPoint_IP_650_TB38084.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Supported_USB_Devices_Recording_SoundPoint_IP_650_TB38084.pdf
http://www.rcfp.org/taping/
http://www.fcc.gov/cgb/consumerfacts/recordcalls.html
http://www.privacyrights.org/fs/fs9-wrtp.htm
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bƻǘŜΥ aŀƴŀƎƛƴƎ ŀ /ŀƭƭ ²ƘƛƭŜ ¸ƻǳΩǊŜ wŜŎƻǊŘƛƴƎ 

You can hold, end, transfer, or set up a conference call while you record, or while a recording is 
paused. To manage a call during a recording, tap Back and choose the task you want to perform. 
To see the Recording soft keys again, tap Record. 

 

To record a conference: 

You can record a conference call in the same way as other calls with the following exceptions: 

¶ All conference call participants are recorded. If one of the conference participants presses , 

that participant is not recorded. 

¶ If you hold a conference call, recording pauses. You can place or answer other calls, which will be 

recorded in the same file. When you resume the conference call, recording resumes. 

To pause and resume a recording: 

¶ Tap Pause. To resume the recording, tap Resume. Recording continues within the same .wav file. 

When you pause a recording, Recording Paused scrolls in the status bar. If you have a VVX 600, the 

Recording Paused icon, , also displays in the status bar. 

 

 

¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ /ŀƴΩǘ L wŜŎƻǊŘ ŀ /ŀƭƭΚ 

If you record, or attempt to record, a call, the following messages may appear on your screen: 

¶ If there is insufficient free space on the USB flash drive when you tap Start, recording 
ŘƻŜǎƴΩǘ start and the message USB device is full/Recording cancelled displays. 

¶ If the USB flash drive becomes full during recording, recording stops and the message 
USB device is full/Recording stopped displays. 

¶ If you remove the USB flash drive during recording, recording stops and the message 
USB device removed unsafely/Recording cancelled displays. 

¶ If you attach an unsupported USB flash drive, the message Unsupported USB device 
attached displays, along with information about the unsupported product. 

 

Playing Back Recorded Calls 

If you connect a USB flash drive to your phone, you can play back calls that you recorded on your phone. 

You can browse the recorded files, stored as .wav files, on the USB flash drive. You can also open, 

rename, and delete the recorded files.  
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User Tip: Other Ways to Listen to Recorded Calls 

You can play back recorded files on other devices, such as a Windows® or Apple® based computer 
using an application capable of playing .wav files. If an error occurs while a recording plays, 
playing stops. 

 

To browse recorded files: 

¶ Tap Settings from Home view, and tap Features > Removable Storage Media > 

Browse Recordings. A list of recordings displays, as shown next. If there are no supported .wav 

files on the USB flash drive, the message Unsupported .wav file format appears on the screen. 

 

To rename or delete a recording: 

1 Tap Settings from Home view, and tap Features > Removable Storage Media > 

Browse Recordings. Or, if you have a VVX 600, tap  from Lines or Calls view, and tap  

Browse Recordings. 

2 From the Browse Recordings screen, tap the recording you want to rename or delete. 

3 To rename the file, tap Rename, update the filename, and tap OK. Or, to delete the file, tap 

Delete. 

To play a recorded call: 

1 Tap Settings from Home view, and tap Features > Removable Storage Media > 

Browse Recordings. Or, if you have a VVX 600, tap  from Lines or Calls view, and tap 

Browse Recordings. 

2 From the Browse Recordings screen, tap the file you want to play, and tap Open.  

3 Tap Play. 
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Playing displays on the screen. The position indicatorτin hours, minutes, and secondsτthat 

displays above the progress bar changes as the file plays in real time, as shown next. 

 

While the recording plays, you can pause by tapping Pause. To resume playing, tap Resume. To 

stop playing and return to the Browse Recordings screen, tap Exit. 

 

 

User Tip: How to Listen to Recorded Calls 

Use these tips when you listen to recorded calls: 

¶ To adjust the volume of a recording while you play it, press one of the Volume keys, 
. 

¶ Playback stops if you tap Exit, or press ,  or . 

¶ If the handset is off-hook when you tap PlayΣ ȅƻǳΩƭƭ ƘŜŀǊ ŀǳŘƛƻ ǘƘǊƻǳƎƘ ǘƘŜ ƘŀƴŘǎŜǘΦ LŦ ǘƘŜ 
handset is on-hook when you tap PlayΣ ȅƻǳΩƭƭ ƘŜŀǊ ŀǳŘƛƻ ǘƘǊƻǳƎƘ ǘƘŜ ǎǇŜŀƪŜǊΦ LŦ ȅƻǳ ƭƛŦǘ ǘƘŜ 
handset while you listen through ǘƘŜ ǎǇŜŀƪŜǊΣ ȅƻǳΩƭƭ ƘŜŀǊ ǘƘŜ ŀǳŘƛƻ ǘƘǊƻǳƎƘ ǘƘŜ ƘŀƴŘǎŜǘΦ 

¶ LŦ ȅƻǳΩǊŜ ǇƭŀȅƛƴƎ ŀ ŦƛƭŜ ŀƴŘ ŀƴ ƛƴŎƻƳƛƴƎ Ŏŀƭƭ ŀǊǊƛǾŜǎΣ ǇƭŀȅƛƴƎ ǇŀǳǎŜǎ ŀƴŘ ǘƘŜ ǇƘƻƴŜ ǊƛƴƎǎΦ LŦ 
ȅƻǳ ŘƻƴΩǘ ŀƴǎǿŜǊ ȅƻǳǊ ǇƘƻƴŜΣ ǇƭŀȅōŀŎƪ ǊŜƳŀƛƴǎ ǇŀǳǎŜŘΣ ŀƴŘ ȅƻǳ ƘŀǾŜ ǘƻ ǘŀǇ Resume to 
continue playing back the recording. If you decide to reject the incoming call, tap Resume, 
and playback will resume. 

¶ ¸ƻǳ ŎŀƴΩǘ ƻǇŜƴ ŀ .wav ŦƛƭŜ ƛŦ ȅƻǳ ƘŀǾŜ ŀƴ ŀŎǘƛǾŜ Ŏŀƭƭ ƻǊ ƛŦ ȅƻǳΩǊŜ ǊŜŎƻǊŘƛƴƎΦ LŦ ȅƻǳ ǘǊȅ ǘƻΣ ǘƘŜ 
message Action aborted displays. If all calls are held, you can start playing a recording. 
However, if you resume a call, playback will stop. 

Using the Browser  

If your phone is idle, you may be able to view an Idle Browserτnon-interactive Web content on the idle 

screenτas you navigate between Home and Lines view. To see the Idle Browser, press  from  

Home view. Swipe the screen to switch between the Idle Browser and Lines view. If your phone has 

ŎŀƭƭǎΣ ǘƘŜ LŘƭŜ .ǊƻǿǎŜǊ ǿƻƴΩǘ ŘƛǎǇƭŀȅΦ 
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To view an interactive Main Browser, tap Applications from Home view. From the Main Browser, you 

can: 

¶ Tap hyperlinks to view more Web pages.  

¶ Tap a text box and enter information by using the dialpad keys on the phone console or the 

editing icons. 

¶ Move around by swiping your finger up, down, right, or left. Scrolling indicators on the screen 

indicate your position on the Web page. To stop a scrolling page, touch the screen. 

Navigation and editing icons (shown next) display in a toolbar along the bottom of the Main Browser. 

 

The toolbar hides after it displays for three seconds, unless youΩǾŜ ǘƻǳŎƘŜŘ ŀ ǘŜȄǘ box that requires 

input. You can also display or hide the toolbar by pressing the touchscreen until the toolbar displays or 

hides. 

The following sections describe how to navigate and enter information in the Main Browser. 

Navigating the Main Browser  

Navigation icons enable you to view previous Web pages, refresh the current page, return to the 

Main .ǊƻǿǎŜǊΩǎ IƻƳŜ ǇŀƎŜΣ ƻǊ Ǝƻ ōŀŎƪ ǘƻ ȅƻǳǊ ǇƘƻƴŜΩǎ IƻƳŜ ǎŎǊŜŜƴΦ 

 

¢ŀǇ ǘƘƛǎΧ ¢ƻ Řƻ ǘƘƛǎΧ 

 Go back to the previous Web page. 

 Refresh the current Web page. 

 Stop refreshing. 

 Return to the Main BǊƻǿǎŜǊΩǎ ƘƻƳŜ ǇŀƎŜΦ 

 Display the toolbar permanently so it ŘƻŜǎƴΩǘ ƘƛŘŜ every three seconds. 

When the toolbar is permanently enabled, the icon changes to . 

 Enable the toolbar to hide every three seconds. 

To display a hidden toolbar, ȅƻǳΩƭƭ ƘŀǾŜ ǘƻ ǇǊŜǎǎ ǘƘŜ ǘƻǳŎƘǎŎǊŜŜƴ ǳƴǘƛƭ ǘƘŜ ǘƻƻƭbar displays. 

 Return to the ǇƘƻƴŜΩǎ IƻƳŜ screen. 
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Entering Information in the Main Browser  

Editing icons enable you to enter information in text boxes. To display the editing icons, tap a text box in 

the Main Browser. 

 

¢ŀǇ ǘƘƛǎΧ ¢ƻ Řƻ ǘƘƛǎΧ 

 Select lowercase, uppercase, or numerical mode, or a special character encoding. 

 Display an onscreen keyboard so you can enter numbers, letters, and characters in a 

text box. 

 Hide the editing icons and display the navigation icons. 

Broadcasting Messages Using Push-to-Talk and Group 

Paging 

The Group Paging feature enables you to make pagesτone-way audio announcementsτto users 

subscribed to a page group. The Push-to-Talk (PTT) feature is a collaborative tool that enables you to 

exchange broadcasts to users subscribed to a PTT channel, much like a walkie-talkie. Your system 

administrator can set up both features on your phone. 

Your system administrator can define up to 25 paging groups for Group Paging mode or Channels for 

PTT mode. Your system administrator may assign a label to each group or channel that easily identifies 

the phones in the group or channel, such as All, HR Dept, Shipping Staff, or Executives. Each group or 

channel will have one of the following priorities: 

Normal By default, broadcasts sent to Groups/Channels 1 to 23 are considered Normal broadcasts. If 

two users begin a broadcast on the same group/channel at the same time, the phone with the lower 

serial number will continue to transmit while the other phone will enter the receiving state. By default, 

all phones are configured to receive broadcasts sent to Group/Channel 1. 

Priority By default, broadcasts sent to Group/Channel 24 are considered Priority broadcasts. A Priority 

broadcast will interrupt Normal broadcasts or active calls. All phones receive Priority broadcasts unless 

5ƻ bƻǘ 5ƛǎǘǳǊō ƛǎ ŜƴŀōƭŜŘΦ tƘƻƴŜǎ Ǉƭŀȅ tǊƛƻǊƛǘȅ ōǊƻŀŘŎŀǎǘǎ ŀǘ ǘƘŜ ǇƘƻƴŜΩǎ ŎǳǊǊŜƴǘ ŀǳŘƛƻ ƭŜǾŜƭΦ 

Emergency By default, broadcasts sent to Group/Channel 25 are considered Emergency broadcasts. An 

Emergency broadcast will interrupt Normal broadcasts, Priority broadcasts, and active calls and plays 

out at near maximum volume even if Do Not Disturb is turned on. 
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Push-to-Talk Mode  

Your system administrator can enable your phone to operate in a broadcast mode called Push-to-Talk 

(PTT). In order to send and receive PTT broadcasts, you have to subscribe to PTT channels. 

PTT broadcasts are collaborative: you can transmit messages and listen to replies. 

Sending and Receiving PTT Broadcasts 

.ȅ ŘŜŦŀǳƭǘΣ ȅƻǳΩǊŜ ǎǳōǎŎǊƛōŜŘ ǘƻ /ƘŀƴƴŜƭǎ мΣ нпΣ ŀƴŘ нрΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǎŜƴŘ ŀƴŘ ǊŜŎŜƛǾŜ t¢¢ 

broadcasts on Channels 1, 24, and 25. 

When you end a PTT broadcast, the channel remains open and enters a waiting period. This waiting 

period gives people who received the broadcast a chance to respond. If no one responds within the 

waiting period, the channel closes. 

Sending PTT Broadcasts 

Before you can send a PTT broadcast, you need to choose a channel to broadcast on. Or, you can hold 

the Talk soft key to immediately begin broadcasting on Channel 1, the default channel. 

You can change your default channel to any channel you want (see Updating the Default Channel). 

²ƘŜƴ ȅƻǳ ŎƘŀƴƎŜ ǘƘŜ ŘŜŦŀǳƭǘ ŎƘŀƴƴŜƭΣ ȅƻǳΩǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎǳōǎŎǊƛōŜŘ ǘƻ ƛǘΦ 

To send a PTT broadcast: 

1 From Lines view, tap Talk. 

 

 

Timesaver: Automatically Sending a PTT Broadcast 

To automatically send a PTT broadcast on the default channel, press and hold Talk, and go to 
step 3. 

 

2 From the PTT Channels List screen, tap the channel to send the broadcast on. 

The list displays the default channel, the most recent channel you sent a broadcast on, and other 

channels you can broadcast on. 

3 To start the broadcast, press and hold Talk. Be sure to press Talk throughout the entire broadcast. 

¸ƻǳΩƭƭ ƘŜŀǊ ŀ ΨǘǊŀƴǎƳƛǘǘƛƴƎΩ ōŜŜǇΣ ŀƴŘ ǘƘŜƴ ǘƘŜ ǇƘƻƴŜ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ŎƘŀƴƴŜƭ ƛƴŦƻǊƳŀǘƛƻƴ ǎǳŎƘ ŀǎ 

the channel label. 

4 Begin speaking. 
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Note: What Happens if I Release Talk During A Broadcast? 

If you release Talk ǿƘƛƭŜ ȅƻǳΩǊŜ ǎŜƴŘƛƴƎ ǘƘŜ ōǊƻŀŘŎŀǎǘΣ ǘƘŜ ōǊƻŀŘŎŀǎǘ ǘŜƳǇƻǊŀǊƛƭȅ ǎǘƻǇǎ ŀƴŘ ŜƴǘŜǊǎ 
a 10 second waiting period. During this period, the channel remains open to give people a chance 
to reply. At any time during the waiting period, you can resume your broadcast by pressing and 
holding Talk. If no one broadcasts during the waiting period, the channel closes and the broadcast 
ends. 

 

5 When you finish your broadcast, do one of the following: 

ƺ Release Talk. 

or 

ƺ Tap End PTT. 

After you tap End PTT , you can immediately initiate another broadcast on another channel, 

even if the previous broadcast is still in its waiting period. 

Receiving PTT Broadcasts 

To receive a broadcast sent on a particular channel, you need to be subscribed to that channel. To 

subscribe to a channel, see Updating Channel Subscriptions. 

Iƻǿ ȅƻǳ ǊŜŎŜƛǾŜ ŀ t¢¢ ōǊƻŀŘŎŀǎǘ ŘŜǇŜƴŘǎ ƻƴ ǘƘŜ ōǊƻŀŘŎŀǎǘ ǇǊƛƻǊƛǘȅΣ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΣ ƻǊ 

ƛŦ ȅƻǳΩǊŜ ŀƭƭƻǿŜŘ ǘƻ ǊŜŎŜƛǾŜ broadcasts during active calls. 

¸ƻǳΩƭƭ ǊŜŎŜƛǾŜ ōǊƻŀŘŎŀǎǘǎ ƻƴ ǘƘŜ ŎƘŀƴƴŜƭǎ ȅƻǳΩǊŜ ǎǳōǎŎǊƛōŜŘ ǘƻ ŀǎ ǿŜƭƭ ŀǎ /ƘŀƴƴŜƭ нп όǘƘŜ tǊƛƻǊƛǘȅ 

ŎƘŀƴƴŜƭύ ŀƴŘ /ƘŀƴƴŜƭ нр όǘƘŜ 9ƳŜǊƎŜƴŎȅ ŎƘŀƴƴŜƭύΦ LŦ ȅƻǳΩǾŜ ŜƴŀōƭŜŘ Do Not Disturb on your phone, 

ȅƻǳΩƭƭ ƻƴƭȅ ǊŜŎŜƛǾŜ 9ƳŜǊƎŜƴŎy broadcasts. Non-ŜƳŜǊƎŜƴŎȅ ōǊƻŀŘŎŀǎǘǎ ǿƻƴΩǘ ŘƛǎǇƭŀȅ ƻǊ Ǉƭŀȅ ƻƴ ȅƻǳǊ 

phone. 

When a broadcast ends, your phone emits an end of transmission beep and enters a 10 second waiting 

period. During this period, you can respond to the broadcast (see Replying to PTT Broadcasts). 

2ÅÃÅÉÖÉÎÇ 044 "ÒÏÁÄÃÁÓÔÓ 7ÈÅÎ 9ÏÕȭÒÅ .ÏÔ ÉÎ ÁÎ !ÃÔÉÖÅ #ÁÌÌ 

LŦ ȅƻǳ ǊŜŎŜƛǾŜ ŀ ōǊƻŀŘŎŀǎǘ ŀƴŘ ȅƻǳΩǊŜ ƴƻǘ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΣ ǘƘŜ ōǊƻŀŘŎŀǎǘ ƛƳƳŜŘƛŀǘŜƭȅ ǇƭŀȅǎΣ ǊŜƎŀǊŘƭŜǎǎ ƻŦ 

the broadcast priority. 

Receiving PTT Broadcasts During Active Calls 

Iƻǿ ȅƻǳ ƘŀƴŘƭŜ ŀ ōǊƻŀŘŎŀǎǘ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ Ŏŀƭƭ ŘŜǇŜƴŘǎ ƻƴ ǘƘŜ ōǊƻŀŘŎŀǎǘ ǇǊƛƻǊƛǘȅ ŀƴŘ ƛŦ 

ȅƻǳΩǊŜ ŀƭƭƻǿŜŘ ǘƻ ǊŜŎŜƛǾŜ ŀ ōǊƻŀŘŎŀǎǘ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΦ 

If the broadcast is a Normal broadcast: 

¶ If your phone is set to receive broadcasts during active calls, the broadcast immediately plays. 

¸ƻǳΩƭƭ ƘŜŀǊ ōƻǘƘ ǘƘŜ ƻǊƛƎƛƴŀƭ Ŏŀƭƭ ŀƴŘ ǘƘŜ ōǊƻŀŘŎŀǎǘΦ ¢ƻ ƭƛǎǘŜƴ ǘƻ ƻƴƭȅ ǘƘŜ ōǊƻŀŘŎŀǎǘΣ ƘƻƭŘ ƻǊ ŜƴŘ 

the call. 
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¶ LŦ ȅƻǳǊ ǇƘƻƴŜ ƛǎƴΩǘ ŀƭƭƻǿŜŘ ǘƻ ǊŜŎŜƛǾŜ ōǊƻŀŘŎŀǎǘǎ ŘǳǊƛƴƎ ŀŎǘƛǾŜ calls, the broadcast displays as a 

Pending broadcast. To listen to the broadcast, hold or end the call, or tap the broadcast, and 

tap Accept. 

If the broadcast ƛǎ ŀ tǊƛƻǊƛǘȅ ƻǊ 9ƳŜǊƎŜƴŎȅ ōǊƻŀŘŎŀǎǘΣ ǘƘŜ ōǊƻŀŘŎŀǎǘ ƛƳƳŜŘƛŀǘŜƭȅ ǇƭŀȅǎΦ ¸ƻǳΩƭƭ ƘŜŀǊ ōƻǘƘ 

the original call and the broadcast. To listen to only the broadcast, hold or end the call. 

Replying to PTT Broadcasts  

When a broadcast ends, the broadcast enters a 10 second waiting period. During this period, the 

channel remains open to receive or send additional broadcasts. 

During a waiting period, you can press and hold Talk and talk to all the people listening on the channel. 

When you finish talking, release Talk. The broadcast will enter another waiting period until someone 

broadcasts again. If no activity occurs within the waiting period, the channel closes and no more 

broadcasts can take place. 

Ending PTT Broadcasts 

You can end a PTT broadcast by releasing Talk, or by tapping End PTT. After you end a broadcast, the 

channel remains open so others can respond. 

If you release Talk without tapping End PTT: 

¶ You can resume the broadcast by pressing and holding Talk, if the broadcast is in a waiting period. 

¶ ¸ƻǳ ŎŀƴΩǘ ƛƴƛǘƛŀǘŜ ŀƴƻǘƘŜǊ ōǊƻŀŘŎŀǎǘ ƻƴ ŀƴƻǘƘŜǊ ŎƘŀƴƴŜƭ ǳƴǘƛƭ ǘƘŜ ǿŀƛǘƛƴƎ ǇŜǊƛƻŘ ŜƴŘǎΦ 

If you tap End PTT: 

¶ You ŎŀƴΩǘ ǊŜǎǳƳŜ ǘƘŜ ōǊƻŀŘŎŀǎǘ ōȅ ǇǊŜǎǎƛƴƎ ŀƴŘ ƘƻƭŘƛƴƎ Talk. 

¶ You can immediately initiate another broadcast on another channel. 

Adjusting the Volume of PTT Broadcasts  

You can adjust the volume of PTT broadcasts while they play. During a broadcast, press one of the 

Volume keys, , to raise or lower the volume of the broadcast. 

If you adjust the volume of a non-emergency broadcast, your phone retains the adjusted volume for all 

subsequent non-emergency broadcasts. However, only system administrators can adjust the volume 

level of an Emergency broadcast. 

Changing Where Broadcasts are Played  

While you send a broadcast, you can pick up the handset, or press  or , and continue speaking. 

You can also press  to mute your audio so that the people receiving your broadŎŀǎǘ ǿƻƴΩǘ ƘŜŀǊ 

anything. This behavior is similar to a phone call. 

When you listen to a broadcast, you can pick up the handset, or press  or , and continue listening 

to the broadcast. 



Chapter 3: Using Advanced Features 

75 

Updating the Default Channel  

If you press and hold Talk, your broadcast will automatically transmit on the default channel, Channel 1. 

If you want, you can change the default channel. 

To update the default channel: 

1 Tap Settings from Home view, and tap Basic > Preferences > Paging/PTT Configuration > 

PTT Push to Talk. 

2 From the PTT Channel Configuration screen, tap Default Channel, and tap the number of the 

channel you want to use. 

Updating Channel Subscriptions  

You can subscribe to any channel that has been enabled by your administrator and appears in your 

channels list. When you subscribe to a channel, you can send and receive PTT broadcasts on that 

channel. 

To subscribe to additional PTT channels: 

1 Tap Settings from Home view, and tap Basic > Preferences > Paging/PTT Configuration > 

PTT Push to Talk. 

2 From the PTT Channel Configuration screen, tap Channel Subscriptions. 

From the Channel Subscriptions screen, tap the channel you want to subscribe to, and tap Yes. By 

ŘŜŦŀǳƭǘΣ ȅƻǳΩǊŜ ǎǳōǎŎǊƛōŜŘ ǘƻ /ƘŀƴƴŜƭǎ мΣ нпΣ ŀƴŘ нрΦ 

Allowing PTT Broadcasts to Play During Active Calls  

The Accept While Busy ƻǇǘƛƻƴ ŘŜǘŜǊƳƛƴŜǎ ǿƘŀǘ ƘŀǇǇŜƴǎ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀ Ŏŀƭƭ ŀƴŘ ǊŜŎŜƛǾŜ ŀ t¢¢ 

ōǊƻŀŘŎŀǎǘΦ LŦ ȅƻǳ ŜƴŀōƭŜ ǘƘŜ ƻǇǘƛƻƴΣ ŀ t¢¢ ōǊƻŀŘŎŀǎǘ ǿƛƭƭ ƛƴǘŜǊǊǳǇǘ ǘŜƭŜǇƘƻƴŜ Ŏŀƭƭǎ ŀƴŘ ȅƻǳΩƭƭ ƘŜŀǊ ǘƘŜ 

audio of both the telephone call and the broadcast. If you disable the option, the incoming broadcast 

will be held in a Pending stateτƛǘ ǿƻƴΩǘ ŘƛǎǊǳǇǘ ǘƘŜ ǘŜƭŜǇƘƻƴŜ ŎŀƭƭΣ ŀƴŘ ȅƻǳ ǿƻƴΩǘ ƘŜŀǊ ǘƘŜ ōǊƻŀŘŎŀǎǘΦ 

To hear the PTT broadcast, tap the PTT broadcast and tap Accept (the telephone call will automatically 

be held). Or, hold or end the telephone call. 

To allow or disallow PTT broadcasts to play during an active call: 

1 Tap Settings from Home view, and tap Basic > Preferences > Paging/PTT Configuration > 

PTT Push to Talk. 

2 From the PTT Channel Configuration screen, tap Accept While Busy, and enable or disable the 

setting. The default setting is Disabled. When enabled, your phone will accept and play broadcasts 

ǿƘƛƭŜ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΦ ²ƘŜƴ ŘƛǎŀōƭŜŘΣ ȅƻǳǊ ǇƘƻƴŜ ǿƻƴΩǘ Ǉƭŀȅ ōǊƻŀŘŎŀǎǘǎ ǿƘƛƭŜ ȅƻǳΩǊŜ ƛƴ ŀ 

call, but will hold them as Pending instead. 
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Group Paging Mode 

Your phone may be enabled to operate in a broadcast mode called Group Paging mode. In this mode, 

you can broadcast one-way announcements to a specified group of phones, called a Paging Group. In 

Group Paging mode, users must subscribe to Paging Groups to send and receive pages. 

Sending and Receiving Pages 

To send and receive pages, you need to subscribe to certain paging gǊƻǳǇǎΦ .ȅ ŘŜŦŀǳƭǘΣ ȅƻǳΩǊŜ ǎǳōǎŎǊƛōŜŘ 

to Paging Groups 1, 24, and 25. This means that you can send and receive pages to Paging Groups 1, 24, 

and 25. 

Sending Pages 

.ȅ ŘŜŦŀǳƭǘΣ ǿƘŜƴ ȅƻǳ ǎŜƴŘ ŀ ƎǊƻǳǇ ǇŀƎŜΣ ƛǘΩǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜƴǘ ǘƻ tŀƎƛƴƎ Group 1. This is your default 

paging group. 

You can change your default paging group to any group you want (see Updating the Default Paging 

GroupύΦ LŦ ȅƻǳ ŎƘŀƴƎŜ ȅƻǳǊ ŘŜŦŀǳƭǘ ǇŀƎƛƴƎ ƎǊƻǳǇΣ ȅƻǳΩǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎǳōǎŎǊƛōŜŘ ǘƻ ƛǘΦ 

¸ƻǳ ŎŀƴΩǘ ǎŜƴŘ ŀ tŀƎŜ-ƳƻŘŜ ǇŀƎŜ ǿƘƛƭŜ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΦ 

To send a page: 

1 From Lines view, tap Paging. 

 

 

Timesaver: Automatically Sending a Page 

To automatically send a page to the default paging group, press and hold Paging, and go to step 3. 

 

2 From the Paging Groups List screen, tap the paging group to send the page to. 

3 To begin a page, tap Page.  

Wǳǎǘ ōŜŦƻǊŜ ǘƘŜ ǇŀƎŜ ǎǘŀǊǘǎΣ ȅƻǳΩƭƭ ƘŜŀǊ ŀƴ ŀƭŜǊǘ ǘƻƴŜΣ ŀƴŘ ǘƘŜƴ ǘƘŜ ǇŀƎŜ ōŜƎƛƴǎΦ 

4 Begin speaking.  

5 To end the page, tap End Page. 

Receiving Pages 

To receive a page sent to a particular paging group, you need to be subscribed to that group. To 

subscribe to a paging group, see Updating Paging Group Subscriptions. 

Iƻǿ ȅƻǳ ǊŜŎŜƛǾŜ ŀ ǇŀƎŜ ŘŜǇŜƴŘǎ ƻƴ ǘƘŜ ǇǊƛƻǊƛǘȅ ƻŦ ǘƘŜ ǇŀƎŜΣ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΣ ƻǊ ƛŦ ȅƻǳǊ 

phone is set to receive a page during an active call. 
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¸ƻǳΩƭƭ ǊŜŎŜƛǾŜ ǇŀƎŜǎ ƻƴ ǘƘŜ ǇŀƎƛƴƎ ƎǊƻǳǇǎ ȅƻǳΩǊŜ ǎǳōǎŎǊƛōŜŘ ǘƻ ŀǎ ǿŜƭƭ ŀǎ DǊƻǳǇ нп όtǊƛƻǊƛǘȅ ǇŀƎŜǎύ ŀƴŘ 

Group 25 (Emergency pages). If you enabled Do Not DisturbΣ ȅƻǳΩƭƭ ƻƴƭȅ ǊŜŎŜƛǾŜ 9ƳŜǊƎŜƴŎȅ ǇŀƎŜǎΦ  

Non-ŜƳŜǊƎŜƴŎȅ ǇŀƎŜǎ ǿƻƴΩǘ ŘƛǎǇƭŀȅ ƻǊ play on your phone. 

2ÅÃÅÉÖÉÎÇ 0ÁÇÅÓ 7ÈÅÎ 9ÏÕȭÒÅ .ÏÔ ÉÎ ÁÎ !ÃÔÉÖÅ #ÁÌÌ 

LŦ ȅƻǳ ǊŜŎŜƛǾŜ ŀ ǇŀƎŜ ŀƴŘ ȅƻǳΩǊŜ ƴƻǘ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΣ ǘƘŜ ǇŀƎŜ ƛƳƳŜŘƛŀǘŜƭȅ ǇƭŀȅǎΣ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ 

paging priority. 

While a page plays, you can: 

¶ Hold the page. 

¶ End the page. This ends the page at your phone only. 

¶ Place a new call. 

Receiving Pages During Active Calls 

Iƻǿ ȅƻǳ ƘŀƴŘƭŜ ŀ ǇŀƎŜ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ Ŏŀƭƭ ŘŜǇŜƴŘǎ ƻƴ ǘƘŜ ǇŀƎŜ ǇǊƛƻǊƛǘȅ ŀƴŘ ƛŦ ȅƻǳΩǊŜ ŀƭƭƻǿŜŘ 

ǘƻ ǊŜŎŜƛǾŜ ŀ ǇŀƎŜ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΦ 

If the page is a Normal page: 

¶ If ȅƻǳǊ ǇƘƻƴŜ ƛǎ ŀƭƭƻǿŜŘ ǘƻ ǊŜŎŜƛǾŜ ǇŀƎŜǎ ŘǳǊƛƴƎ ŀŎǘƛǾŜ ŎŀƭƭǎΣ ǘƘŜ ǇŀƎŜ ƛƳƳŜŘƛŀǘŜƭȅ ǇƭŀȅǎΦ ¸ƻǳΩƭƭ 

hear both the original call and the page. To hear only the page, hold or end the call. 

¶ LŦ ȅƻǳǊ ǇƘƻƴŜ ƛǎƴΩǘ ŀƭƭƻǿŜŘ ǘƻ ǊŜŎŜƛǾŜ ǇŀƎŜǎ ŘǳǊƛƴƎ ŀŎǘƛǾŜ Ŏŀlls, the page displays as a Pending 

page. To listen to the page, tap the page, and tap Accept. Or, hold or end the call. 

If the page is ŀ tǊƛƻǊƛǘȅ ƻǊ 9ƳŜǊƎŜƴŎȅ ǇŀƎŜΣ ǘƘŜ ǇŀƎŜ ƛƳƳŜŘƛŀǘŜƭȅ ǇƭŀȅǎΦ ¸ƻǳΩƭƭ ƘŜŀǊ ōƻǘƘ ǘƘŜ ƻǊƛƎƛƴŀƭ Ŏŀƭƭ 

and the page. To hear just the page, hold or end the call.  

Adjusting the Volume of Pages  

You can adjust the volume of pages while they play. During a page, press one of the Volume keys, 

, to raise or lower the page volume. 

If you adjust the volume of a non-emergency page, your phone will use the adjusted volume for 

subsequent non-emergency pages. However, only your system administrator can change the volume of 

an Emergency page. 

Changing Where Pages are Played 

While you send a page, you can pick up the handset, or press  or  and continue speaking. You can 

also press  ǘƻ ƳǳǘŜ ȅƻǳǊ ŀǳŘƛƻ ǎƻ ǘƘŀǘ ǘƘŜ ǇŜƻǇƭŜ ǊŜŎŜƛǾƛƴƎ ȅƻǳǊ ǇŀƎŜ ǿƻƴΩǘ ƘŜŀǊ ŀƴȅǘƘƛƴƎΦ ¢Ƙƛǎ 

behavior is similar to a phone call. 

²ƘŜƴ ȅƻǳ ǊŜŎŜƛǾŜ ŀ ǇŀƎŜΣ ǘƘŜ ǇŀƎŜ ƛǎ ŀƭǿŀȅǎ ǇƭŀȅŜŘ ǘƘǊƻǳƎƘ ǘƘŜ ǇƘƻƴŜΩǎ ǎǇŜŀƪŜǊǇƘƻƴŜτȅƻǳ ŎŀƴΩǘ Ǉlay 

it through your handset or headset. 



Polycom® VVX® 500 and Polycom® VVX® 600 Business Media Phones User Guide 

78 

Updating the Default Paging Group  

If you press and hold Paging, your page will automatically go to the default paging group, 

Paging Group 1. If you want, you can change the default paging group. 

To update the default Paging Group: 

1 Tap Settings from Home view, and tap Basic > Preferences > Paging/PTT Configuration > 

Group Paging. 

2 From the Group Paging Configuration screen, tap Default Group, and tap a new paging group 

number. The default paging group is 1. 

Updating Paging Group Subscriptions  

.ȅ ŘŜŦŀǳƭǘΣ ȅƻǳΩǊŜ ǎǳōǎŎǊƛōŜŘ ǘƻ tŀƎƛƴƎ DǊƻǳǇǎ мΣ нпΣ ŀƴŘ нрΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǎŜƴŘ ǇŀƎŜǎ ǘƻ ŀƴŘ 

receive pages sent to these groups. You can change which groups youΩǊŜ subscribed to. However, you 

ŎŀƴΩǘ ŘƛǎŀōƭŜ ȅƻǳǊ ǎǳōǎŎǊƛǇǘƛons to Paging Groups 24 and 25.  

To update your Paging Group subscriptions: 

1 Tap Settings from Home view, and tap Basic > Preferences > Paging/PTT Configuration > 

Group Paging. 

2 From the Group Paging Configuration screen, tap Group Subscriptions. 

3 From the Group Subscriptions screen, tap the group you want to subscribe to, and tap Yes. 

Allowing Pages to Play During Active Calls  

The Accept While Busy ƻǇǘƛƻƴ ŘŜǘŜǊƳƛƴŜǎ ǿƘŀǘ ƘŀǇǇŜƴǎ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀ Ŏŀƭƭ ŀƴŘ ǊŜŎŜƛǾŜ ŀ ǇŀƎŜ. If you 

enable the option, a page will iƴǘŜǊǊǳǇǘ ǘŜƭŜǇƘƻƴŜ Ŏŀƭƭǎ ŀƴŘ ȅƻǳΩƭƭ ƘŜŀǊ ǘƘŜ ŀǳŘƛƻ ƻŦ ōƻǘƘ ǘƘŜ ǘŜƭŜǇƘƻƴŜ 

call and the page. If you disable the option, the incoming page will be held in a Pending stateτƛǘ ǿƻƴΩǘ 

ŘƛǎǊǳǇǘ ǘƘŜ ǘŜƭŜǇƘƻƴŜ ŎŀƭƭΣ ŀƴŘ ȅƻǳ ǿƻƴΩǘ ƘŜŀǊ ǘƘŜ ǇŀƎŜΦ ¢o hear the page, tap the page and tap Accept 

(the telephone call will automatically be held). Or, hold or end the telephone call. 

To allow or disallow pages to play during an active call: 

1 Tap Settings from Home view, and tap Basic > Preferences > Paging/PTT Configuration > 

Group Paging. 

2 From the Group Paging Configuration screen, scroll to Accept While Busy, and enable or disable 

the setting. 

The default setting is DisabledΦ ²ƘŜƴ ŜƴŀōƭŜŘΣ ȅƻǳǊ ǇƘƻƴŜ ǿƛƭƭ ŀŎŎŜǇǘ ŀƴŘ Ǉƭŀȅ ǇŀƎŜǎ ǿƘƛƭŜ ȅƻǳΩǊŜ 

in an active call. When disabled, your ǇƘƻƴŜ ǿƻƴΩǘ Ǉƭŀȅ ǇŀƎŜǎ ǿƘƛƭŜ ȅƻǳΩǊŜ ƛƴ ŀ ŎŀƭƭΣ ōǳǘ ǿƛƭƭ ƘƻƭŘ 

them as Pending instead. 
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Using the Calendar 

If your phone is configured to connect to the Microsoft Exchange Server, you can view and join meetings 

scheduled in your Microsoft® Outlook® application from your phone. 

If your phone is configured to connect to the Microsoft Exchange Server, and the 

Polycom® Conferencing for Microsoft® Outlook® software feature is installed at your site, you can 

schedule meetings using Polycom Conferencing for Outlook. 

Your system administrator has assigned you login credentialsτa domain, user name, and passwordτso 

you can access the Calendar from your phone. To use the Calendar feature, the phone must have your 

correct Login Credentials. 

 

 

Troubleshooting: What Happens if My Phone Has the Wrong Login Credentials? 

If your phone has incorrect Login Credentials, or you need to re-submit them, the following 
happens: 

¶ The message Login Credentials have failed/Please update them if information is correct 
displays on the screen. 

¶ An icon, , displays under the time in the status bar to warn you that your credentials 

have failed. 

¶ The message Invalid login credentials scrolls under the time in the status bar. 

¶ ¢ƘŜ /ŀƭŜƴŘŀǊ ƛŎƻƴ ǘƘŀǘ ŘƛǎǇƭŀȅǎ ƻƴ ǘƘŜ IƻƳŜ ǎŎǊŜŜƴ ǿƻƴΩǘ ōŜ ŀǾŀƛƭŀōƭŜ. 
To learn more about your Login Credentials and how to re-submit or update them, see Accessing 
Features with Your Login Credentials. 

 

 

 

¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ 5ƻŜǎƴΩǘ ǘƘŜ /ŀƭŜƴŘŀǊ 5ƛǎǇƭŀȅ !ƴȅƳƻǊŜΚ 

LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ /ŀƭŜƴŘŀǊ ƛŎƻƴ ƛƴ IƻƳŜ ǾƛŜǿΣ ƻǊ ȅƻǳΩǊŜ ƴƻǘ ǊŜŎŜƛǾƛƴƎ ƳŜŜǘƛƴƎ ǊŜƳƛƴŘŜǊǎΣ ȅƻǳǊ 
phone may not be connected to the Microsoft Exchange Server. To re-connect to the server and 
use the Calendar feature again, tap Settings from Home view, and tap Features > Calendar. From 
the Calendar screen, tap Connect to the server. 

 

 

 

Note: Accessing the Calendar When the User Login Feature is Enabled 

If you log in to a phone that has the User Login feature enabled, and then want to access the 
/ŀƭŜƴŘŀǊΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ re-enter your login credentials so that the Calendar will work. For 
information about entering your login credentials, see Accessing Features with Your Login 
Credentials. 
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Opening and Closing the Calendar  

To open the calendar, tap Calendar ŦǊƻƳ IƻƳŜ ǾƛŜǿΦ ¢ƘŜ /ŀƭŜƴŘŀǊΩǎ 5ŀȅ ǾƛŜǿ ŘƛǎǇƭŀȅǎ όŀǎ ǎƘƻǿƴ ƴŜȄǘύΣ 

showing your meetings for the day. From Day view, you can access additional Calendar views: Month 

View and Meeting view. To see Month view, tap . To see Meeting view, tap a meeting. 

 

To close the Calendar, press . Or, navigate to Month view by tapping , and tap .  

 

 

¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ 5ƻŜǎƴΩǘ ǘƘŜ /ŀƭŜƴŘŀǊ 5ƛǎǇƭŀȅΚ 

If you tap Calendar from Home view, ōǳǘ ǘƘŜ /ŀƭŜƴŘŀǊ ŘƻŜǎƴΩǘ ŘƛǎǇƭŀȅΣ ȅƻǳǊ [ƻƎƛƴ /ǊŜŘŜƴǘƛŀƭǎ may 
be incorrect. To re-submit or update your Login Credentials, see Accessing Features with Your 
Login Credentials. 

 

Navigating Month View  

To see Month view, tap . Month view shows all the days in the month and displays a yellow dot next 

ǘƻ ǘƘŜ Řŀȅǎ ǘƘŀǘ ƘŀǾŜ ƳŜŜǘƛƴƎǎΣ ŀǎ ǎƘƻǿƴ ƴŜȄǘΦ ¢ƘŜ ŎǳǊǊŜƴǘ Řŀȅ ƛǎ ŀƭǿŀȅǎ ƛƴŘƛŎŀǘŜŘ ƛƴ ǊŜŘΣ ǳƴƭŜǎǎ ƛǘΩǎ 

selectedτǘƘŜƴ ƛǘΩǎ ƘƛƎƘƭƛƎƘǘŜŘ ƛƴ ƎǊŜȅΦ 

To navigate in Month view: 

¶ To view the previous month, tap . 

¶ To view the next month, tap . 

¶ To select another day, tap the day. 

¶ To close the Calendar and display the Home screen, tap  or press . 
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Navigating Day View  

When you tap a day in Month view, Day view displays. Day view shows all the meetings scheduled for 

the selected day, including the time, subject, and location of each meeting, as shown next. 

To navigate in Day view: 

¶ To view the meetings for the previous day, tap . 

¶ To view the meetings for the next day, tap . 

¶ To view details for a specific meeting, tap the meeting. 

¶ To see thŜ ŘŀȅΩǎ ƳŜŜǘƛƴƎǎΣ ǎŎǊƻƭƭ ǳǇ ŀƴŘ ŘƻǿƴΦ 

¶ To return to Month view, tap . 
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Navigating Meeting View  

You can view meeting details from Meeting view, as shown next. To see Meeting view, tap a meeting in 

Day view. 

From Meeting view, you can: 

¶ ±ƛŜǿ ǘƘŜ ƳŜŜǘƛƴƎΩǎ ǎǘart and end time, location and organizer, required attendees, and meeting 

description. 

¶ View the numbers that you can call to join the meeting. 

¶ Tap a meeting number to join the meeting. 

To navigate in Meeting view: 

¶ To see the meeting details, scroll up or down. 

¶ To return to Day view, tap . 

 

Working with Meeting Remin ders 

By default, your phone displays a meeting reminder 15 minutes before a meeting starts, as shown next. 

Every minute before the meeting starts, the phone will emit an alert tone and update the meeting timer. 

LŦ ŀ ƳŜŜǘƛƴƎ ǎǘŀǊǘǎΣ ŀƴŘ ȅƻǳ ƘŀǾŜƴΩǘ ƧƻƛƴŜŘ ƛƴΣ ǘƘŜ ǊŜƳƛƴŘŜǊ ǿƛƭƭ ƭŜǘ ȅƻǳ ƪƴƻǿ ǘƘŀǘ ǘƘŜ ƳŜŜǘƛƴƎ ƛǎ 

overdue. 

From the reminder, you can: 

¶ Tap the meeting number (on the far-left of the reminder), to join the meeting. 

¶ Tap Detail to view specific information about the meeting. 

¶ Tap Snooze to temporarily remove the reminder from the screen, until the next scheduled 

reminder. 

¶ Tap Dismiss to permanently remove the reminder from the screen and stop all future reminders 

for the meeting. 








































































