O Polycom

Polycom® VVX® 500 and
Polycom® VVX® 600

Business Media Phones
User Guide

UC Software 4.1.2 | November 2012 | 1728635001 Rev.A




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

Copyright ©2012, Polycom, Inc. All rights reserved.

6001 America Center Dr
San Jose, CA 95164
USA

No part of this document may be reproduced or transmitted in any form or by any means, electronic or mechanical,
for any purpose, without the express written permission of Polycom, Inc. Under the law, reproducing includes
translating into another language or format.

As between the parties, Polycom, Inc., retains title to and ownership of all proprietary rights with respect to the
software contained within its products. The software is protected by United States copyright laws and international
treaty provision. Therefore, you must treat the software like any other copyrighted material (e.g., a book or sound
recording).

Every effort has been made to ensure that the information in this manual is accurate. Polycom, Inc., is not
responsible for printing or clerical errors. Information in this document is subject to change without notice.

Trademarks

POLYCOM®, the Polycom logo and the names and marks associated with Polycom products are trademarks and/or
service marks of Polycom, Inc. and are registered and/or common law marks in the United States and various other
countries. All other trademarks are property of their respective owners. No portion hereof may be reproduced or
transmitted in any form or by any means, for any purpose other than the recipient's personal use, without the express
written permission of Polycom.

Disclaimer

While Polycom uses reasonable efforts to include accurate and up-to-date information in this document, Polycom
makes no warranties or representations as to its accuracy. Polycom assumes no liability or responsibility for any
typographical or other errors or omissions in the content of this document.

Limitation of Liability

Polycom and/or its respective suppliers make no representations about the suitability of the information contained in
this document for any purpose. Information is provided fi sisowithout warranty of any kind and is subject to change
without notice. The entire risk arising out of its use remains with the recipient. In no event shall Polycom and/or its
respective suppliers be liable for any direct, consequential, incidental, special, punitive or other damages whatsoever
(including without limitation, damages for loss of business profits, business interruption, or loss of business
information), even if Polycom has been advised of the possibility of such damages.

Cwstomer Feedback

We are striving to improve our documentation quality and we appreciate your feedback. Email your opinions and
comments to VoiceDocumentationFeedback@polycom.com.

@ Polycom |

Visit the Polycom Voice Support Center for software downloads, product documents, product licenses,
troubleshooting tips, service requests, and more.



mailto:voicedocumentationfeedback@polycom.com?subject=Polycom%20VVX%20500/600%20Business%20Media%20Phones%20User%20Guide
http://support.polycom.com/PolycomService/support/us/support/voice/index.html

Contents

ADOUL THIS GUITE ...ttt rr e e e e e e e e e e e e e e e e e e e e e e e e e s emsbsbbnnnennnnnes Vil
Who Should Read thisS GUIOEZ........uueiiie et e e e e e e e e eeneee e eeees Vi
HOW 10 USE thiS GUITE. ... ..ttt ettt ettt ettt e e e e e e ee e e et e e eemsssssnnnnnnnnnned Vii
Conventions Used iN thiS GUITE........cciieiiiiiiii e eme e e e e e e e e eeeenas viii

Terms and WItINGEONVENTIONS. ......ouiiiiiiiiiie e e e e e e e s e e e e e e e nnneees viii
INFOrMALION ElEMEBNTS ..o ittt e e e s s bbb r e e e e e e bbb e e e e e e e eans X
TypOgraphiC CONVENTIONS. ......uuiiiieeiiitiei it e ettt e e e e e e e e e s e b e e e e e e e e annreeeeeeeaans Xi
REIAtEA DOCUMENTS....ceiitiiii it e e e ettt r e e e e e et e eeeete s seaeeteaa s e eeaaeeeessssnn s e emssssnnaaseaaaeeennnes Xi

Chapter 1: Getting Starte..........ccooooiiiiiiiiiei e e e e e e e e e e e e aaane s 1
Phone Keys and HardWare...........oooiiiiiiiiii ettt ne e e e e e e e 1
PRONE VIBWS.....eiiiiiiiiietee ettt e e e e e o2 e e e e e e e e e e e e e e e e e ee e e et et e eeeeeeeeeeeeeeeeeeeeeeeeeans 3

HOIME VIBW.. .ttt ettt et e e e e e e e e et e aaeaaaeaeeeeeaeeeeeeesaansannans 4
LINES VIBW....eetiee ettt ettt e e e ettt e e e e e sttt e e e e e e e bbbttt e e e e e e enbbb e e e e e e e e nnanneeeeeeeas 5
ACTIVE CAIVIBWL....eeeieeiie ettt e e e e e sttt e e e e e e s bbb et e e e e e aasbbeeeeaeeesannbbneeeeeeennne 6
L0 1| Y T SRS EETRR 7
Understanding Phone Icons and Status INdiCators..............uuiiiiiiiiecciiiii e ee e 8
Navigating Your PhoNe INTEITACE. .........uiiii i e e e e e e emeees 9
Entering Data and Updating Fields...............uuuiiiiiie e 10
Using the ONnscreen KeYDOAIM...........uuuuiiiiiiiiiiiiieiieeeeee e 11
Using the Dialpad Keys on the Phone Consale...............oooiii i 13
Cleaning the TOUCNSCIEEIN...........uiiiiiiiiiiiiii ettt 14
ReQIStEING the PRONE.... ..o e e e e et emr e et e e e e e e 14
Configuring Your Phone Using the Web Configuration Utlity...............ccccovvviiiieiiiiiini e, 15

Chapter 2: UsiNg BaSIC FEAIUIES.........coooiiiiiiiiiiie e 17
How Your Phone Handles CallS...........oouiiiiiiiiiiiiieiiiiiiiiiiiiiien s 17
ANSWETING CallS ... 18

ANSWETING ANOLNEE Call......uuiiiiiiiiieeeieeee e 20
ANSWETING 0N @ ShAred LINE.........uuiiiiiiiiiiieiieeeeee ettt 21
Answering Calls AUtOMEALICALY. .........couuriiiiie e 21
Managing MUILIPIE CallS.........oooueieiii e e s 22
PLACING CAlIS ... ittt e e et e e e e e e e e e e e e e e e e e eeeeesamseeaaeese s e e e e e e e e e e e e neeeeeeen 23
Calling fromM the DIAIET.......cco i e e eeeees 23
Placing Calls from Favorites, Lists, and DireCLOLES........ccvviiiiiiiiiceeiciie e 24
Redialing NUMDEIS ... r e e e e s a e e e e s nnneeees 25



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

[ T[] o T =1 =P 26
(WS T Lo T == o £ (S 26
Enabling Headset MemOry MOME..........coooo it a e e e e aaa e 27
Using Bluetooth Headsets with Your VVXBOONE.............ccvviiiiiiiiieicceeeee e 27
Turning On the BlUetooth OPtioN...........cvviiiiiie e 28
Pairing and Connecting Bluetooth HEadSEetS. ... 28
Handling Calls with Your Bluetooth HeadSet..............oooviiiiiiiiiieeieece e 31
Disconnecting and Removing Your Bluetooth Headset...........ccccccivvviiiiiiiiiiiiieeeeeeceeeeee, 31
Resmnding to INCOMING CallS.........iiii i e e e e e et e eemrnaaes 32
IgNOriNg INCOMING CaILS.......cooiiiiiiii e e e 32
Rejecting INCOMING CallS......coovviiiiiiii e e e e e e e 32
Forwarding Incoming Calls to ANOtNEr PEersQN...........coooiiiiiiimiiiieiiiieeee e 32
DB T g To I OF= | =TSRRI 33
[ (o] o T o JE O =1 | =P 33
TranSTEITING CallS......ccoi it e e e e e e e e e s b e e e e e e e e aanes 34
Setting Up and Handling Conference Calls...............ooooiiiiiiii e 35
Setting Up Conference CallS...........ooo i a e e e e 35
Holding and Resuming Conference CallS............coooiiiiiiiiii e 36
ENding Conference CallS.........oooo i 37
Splitting Conference Calls into Two Held CallS...........cccciiiiiiiiiiiiiiiieeeeeeeee e 37
Managing Conference Call PartiCIDaNTS..........coouiiiiiiiiiee e 37
Changing the Way Calls are $WIEIEd............uuuuiiiiiiiiiiiiiiere e 39
Forwarding All Calls t0 ANOThEr PEISON......uuvviiiiiiiiiiiieeeee e 39
Rejecting Calls from @ CONTACL........ciiiiiiiiiiiiiie e e e e 40
Diverting Calls from a Contact to ANOther PEISON............uvviiiiiiiiiiiiiiceee e 40
USING DO NOt DISTUINL......uiiiiiiiiiiii e aeeees 41
Using Do Not Disturb With MUIHIE LINES.......ccooiiiiiiiiiiieeiiiieeee e 42
LiStening t0 VOICEMAL.........uuuiiime et eee e e emnene s D
Viewing RECENE CallS........ouuuiiiiieiiiieieee et e e eena s emrnnnnn e e e e B
Working with Your CONtact DIFECIOLY.........ceeieiieeee ettt a7
Working with @ Corporate DIFECTOMY........ccoiuiiiiieii e e 50
Controlling What iS HEAIM...........iiiiiiiie e e e emra e 51
Updating the Incoming Call RINGIONE ...........ooiiiiiiiiiiiee e 52
PLIRFGAY T I/ 2y 0.L00.Q8. . WAY. A2V .S 52
Changing the[aker VOIUME. ..ot e e e e e e e e e e e e e aaaaens 52
Changing the RINGEr VOIUME. .........oooi it 52
MULING the MICTOPNONE........eiiiiiieiee e ee e e e 53
Choosing Where You Hear Sound EffeCIS..........ooooiiiiiiiiiieeeeeeeee e 53
MaNAGING FAVOITES .....ciiiiiiiiiiiiiiiii et e e e e e e e e e e e e e e e e e e e e e e e s et et e e e e e e e eeeeeees 53
WOrking With SNared LINES....... oot e e e e 56



Contents

Chapter 3: Using ADVanCed FEAIUIES.........ccoiiiieiiiii e e e e e e e e ems e e e e e eeeaannes 59
USING BUAAY LISTS.....euiiiiiiiiiiiiiiiiiii e et e ee et et e e e e e e e e e e e e e e e e e e s ema s 59
(Wl oTo F= L Lo I o TN g3 = U 60
Setting Up and Managing @ BUAdY LiSL.........cooiiiiiiiiiiiiiiiieeee e 61
Blocking Contacts from VIiewing YOUr STAUS...........ceuiiiiiiiiimiiieee e 62
MONIOIING BUAIES....cciiiiiiiiiiiiiec e e e e e e e e e e e e e e e aaaaaaaeaaaeeas 62
Integrating wWith MIiCrOSOft LYNC SEIVEL.......ccoii ittt 64
RECOIAING CallS.... .o e e e e e e e e e e e e e e e e e e e eeas 64
Playing Back Recorded CallS..........ooouuiiiiiiii e eeree s e e e anr e e 67
USING TNE BIOWSEL.......eeiiiiiiiitettieeteee e e e e e e e s e e e s e s et et et e et e ettt et et e ettt eeeeeeeamssnnannbnnnsnnnnnnnne 69
Navigating the Main BrOWSEL...........cooiiii i r e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaeaaeeas 70
Entering Information in the Main BrOWSEL.............coooiiiiiiiiccirreeeee e e e 71
Broadcasting Messages Using PdushTalk and Group Paging.............cccceeevvvviivicevveveeeevveeeeeend 1
PUSREIO-TAIK MO, s e e e e e e e e b e e e e e e s nnnreees 72
Sending and Receiving PTT BroadCastS.........uuuiiiiiiiiiiieiiiieeeee e 72
SeNding PTT BrOoaOCaSTS. ........uuuiiiiiiiiiiiieiie et e e e e e e ne e e e e e e anes 72
Receiving PTT BroadCastS........uuueeiiiiiiiiiiiieiieieeeeeeeeee e cseccennvvnnsnvnsvsssensneeee e d 3
wSOSAGAY3 t¢c¢ . NRBFROFadGa .2.KSy.....2.dzQNE..b7a i
Receiving PTT Broadcasts During Active.CallS...........cccccoiiiiiiiieie e 73
ReplyiNg 10 PTT BrOAdCaSES. ....ccvviiiiiiiieiiie ettt e e e e e e e e e 74
ENdiNg PTT BrOAdCaAstS......ccoiiiiiiiiiiiiiccc ettt e e e e e e e e e e e e e e e e e e 74
Adjusting the Volume Of PTT BroadCastS.........cc.uuviiieeiiiiiiiiiieeeee it e e e 74
Changing Where Broadcasts are Played............ccoooiiiiiiiiiiiiiieeeeeere e 14
Updating the Default Channel..............ccieeeee e 75
Updating Channel SUDSCIIPLIANS..........uiiiiiiiiiiiieee e a e 75
Allowing PTT Broadcasts to Play During Active.CallS..........ccccvvviiiemiiiiiieeiieceeeeeeeeeeeeeeeee, 75
(T (o lu] oI o= To]LaTo TN 1Y, (o L= 76
Sending and RECEIVING PagES.........ouiiiiiiiiiiiiiee ettt e e 76
Adjusting theVolume Of PAgES.......uuuiiiiiiiiiiiiiieeeeee e 77
Changing Where Pages are Played...........cccccceoeee e eeeeeecenivvevvvnvveeeeeeeeeseeenenn
Updating the Default Paging GrOUR........ccoiiiiiiiiiiiieeesiiiiiiie et s e 78
Updating Paging Group SUDSCHPLONS..........ooviiiiiii e 78
Allowing Pages to Play During Active CallS.............ooooiiiiiiiiiieieee e 78
USING the CAlEOIAN ........eeviiiiiiiiiiiiiiiieee e eeeeeeneeeeeeeeee e d O
Opening and Closing the Calendar. ... 80
NaVIGating MONTN VIBWL......coiiiiiiiiiiie ettt e et e e e e e e e e e e e e nene s 80
NaVIGATING DAY VIBW.......eiiiiiee ittt e e e et e e e e e s s e e e e e e s nabb e e e e e e e e annnees 81
Navigating MeEeTiNG VIBWL......ooiiii it e e e e e e e e e e e e e e aaaaaaaeaaaaaaeeaaeaasaaaaaaannns 82
Working with Meeting REMINUELS........ooiiiiiiiiiie et 82
Joining Meetings from the Calendar...............uviiiiiiiiii e 83

Ay



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

Using a Mouse and Keyboard with Your PRane..............ouumiiiiiimeeeeeeeee 85
Starting and StoppmPolycom DesKtop CONNECLOL.........ccviviieiiiiiiiieieeeeeeeeeee e, 85
l2¢ G2 'asS _2dzNJ/ 2YLlzi SNR& a.2dzAaS..LYy.R.YS862 NR ¢

LOGgING INTO PRONES......ccoiiiiiiiiiei e e e e e e e e e e e e e 89
Logging In and Out 0f @ PRQNE...........uuiiiiiiiiiieieeee e 89
Placing Calls from Phones that are in the LogQatiState...................cco oo e 90
Changing YOUr PaSSWOI...........uuiiiiiieiiiiie et e e e e s s e e e e e ennnees 91

(0Tt (1T T 1 L= = o U= SR 91
ADOUL YOUF USEI PASSWOL.......uiiieiiiieeiiiiitiee e e e sttt et e s e e e e s s ssanrae e e e e e e ennnnees 91
Locking and Unlocking YOUr PRANE...........oeiiiiiiiiiiiice et 92
Calling and Answering from a Locked PhOne...........ccccviiiiiieeiiieiiieicciccceeeee e, 93

Accessing Feates with Your Login CredentialS..............uevuvieiieiiimeeeeeeeee e 93

/ KFLIWGSNI nY /dzAd2 YALAYJ. . . 0KS. . 1. K2y.S0Q4A.. 543509 I &

Changing the Language 0N YOUr PRONE.........ooiiiiiiiiiiieee e 95
Changing the Time and Date DiSPLaY.........cccoeeeeieieiiime et 95
Changing the BaCKIghL. ..o e e e emre e e e e e e e eeens 96
Changimg the BaCKgroUNd PICUIE...........uiiiiiiiiiiiiiiie e e e e e e e e e e e e e e e eeeeeean 97
Using One of Your Own Pictures as the Background PiCLUIE...........ccuviiiieeiiiiiiiiiiece e 98
DiSPIayiNg SCIrEEN SAVELS......ccciiieiiiiie i e et eeie e e s e e e e e e et aer e e e e e e e e ea et e e s e eeaeeesstnnaeaeerernned 99
SEtliNg UP SCIEEIN SAVEIS ... ..uiiiiiiiiiiiiitii it ettt e s e e e e s s e e e e s s e e e e e e s aannrrrreeess 99
Interrupting and Disabling SCreen SAVETS..........coo i 101
Using the Phone as a Digital PiCtUre Frame............oooiiiiiiiiiieeeice et 101
USIiNg POWEISAVING MOGE. ... e 102
Changing Your OffiCe HOUES .......coiiiiiiiiiiie ettt 103
Changing TIMEOULS........ccooiiii i e e e e e e e e e e e e e eaaaaaaaaeaaeeaeaeaeeaaaananas 103
Chapter 5: AdMINISIrative TasKS.........oooi i 105
Investigating PRONE WarNINGS. ..........uuuiuuiiiiiiiiiiimniaeeeeeeeseeee s sme e e e e e e e e e e e e e eeeeeeeeeeeeeesensnes 105
ReStarting the PRONE.......ooo e 106
Updating Phone ConfigUratiQil.............cooiiiiiiiiiiieeciiieie e e e ettt eee et ee e e e e e e e e eeanaaa e e e e emees 106
TesSING PhoNE HArAWATE.........cooo oo e e e e amie e e e e 107
Copyright, Safety, and Regulatory NOUCES............uuuiuiiiiiiiiiimaee e 109

EndUser License Agreement for Polycom® Software

Vi



About This Guide

This guide applies to two phones: the Poly@wyvX®500 business media phone and the
Polycon®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 5006880/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 terntse phoneandyour phoneefer to either the VVX 500r VVX 600
phone.Unless specifically noted in this guidespecially with regard to phone graphicboth phones
operate in the same way aritie information in this guide applies to both phones.

Who Should Read this Guide?

This guide contains overview imfoation for people who are just starting to learn about th&VX 500
or VVX 600 phoner 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 abaut JKe? yfeéatQras

How to Use this Guide

This guide is organized into five chapters. The beginning chapters introduce the phone and explain how
G2 dzaS GKS LK2ySQa o6l aArld FSIFGdzZNBad [ FG§SNI OKF LIJG SNE
your phone to suit yor needs. The guide also includes safety and legal information.

| Chapter 1Getting Started This chapter contains general information abgourLJK 2 yS G KIF G & 2 dz
find helpful before you start using it. It describes phone hardware and phieme,andhow to use
the touchscreen, navigate menus, and enter data.

1 Chapter 2 UsingBasic Features Allthe basic features that your phone offersuch as how to add
contacts andavorites, or transfer or forward catlsare described in this chapter.

9 Chapter 3Using Advanced FeaturesAdvanced features that may not be available on the phone, or
that you maynot use on a dayo-day basis, are described in this chapter. Advanced features include
recording callslocking your phonemonitoring buddies, and accessing a Browser.

9 Chapter 4 CustomizingyourPhone You can customize your phone in many ways, inclusitiing
up a screen saver, or changing the backlight, background picture, or time and date format. Read this
chapter to personalize your phone.

Vi
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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
LIK2ySQa O2y FAIdzNI A2y |yR GSadAy3a GKS LK2ySQa

Copyright,Safety, and RegulatoryNotices Thissectionprovides important safety and compliance
information relaingto your phone.

EndUser License AgreementThe EndJse License Agreement outlinglse legalagreement
between you and Polycom when yagree to install andise Polycom software.

Conventions Used in this Guide

& @2dz NBIFIR (KA& 3damRiSrms, dférmaidn eleméitsahdcSnvantiohsiare i K S

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

T

Your Phone / the phone These €rms refer to either the VVX 500 or VVX 600 phone. Unless
specifically noted in this guide, both phones operate in the same wayharidformation in this
guide applies to both phones.

Tap This term refers to touching an item on the screeith your finge, and then lifting your finger.

Press This action refers to depressing a key on the keygrgaressing 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 liftingyour finger.

TapSubmenu> Submenu> Submenu Thisconventiondescribes how to access submenus. Each

K

submenu name ig boldface andd S LI N} 6§ SR o6& | WihNBdrictwmsindidate dQ a & Yo

tap Basic> Preferences> Languagetap theBasicsubmenu, tap thePreferencesubmenu, and tap
the Languagesubmenu.

Highlight This action refers ttappingan item on the screen so thasiippearance brightens.
Softkeys apply to highlighted items.

Select Selecting an iteron the screemnefers to tappinghe item so that another screen opens.

Views Your phonehas 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 &sks.

viii
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Dialpad The dialpad ithe area of the keypad you use to enter numbers and characters. The dialpad
consists of all the number keys, as well asdkterisk (*)andpound (#)keys.

Scroll This action describes how to view lists that appear on moaa tbne screen. To scroll
through items or lists, touch the scnegand then drag your finger udpwn, left, or right. To stop
scrolling, stop the dragging motion.

Swipe This action moves a list of iterap, down, left, or rightWhen you want to scroll qokly,

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

press your finger anywhere ontieONB Sy @ ¢ 2 dzOKAy 3 G KS &ONBSy 66KAfS
Swiping your finger to the left or riglaiso displays other phone views.

Key This term refers to any button on the phone consddione keys include the dialpad k,
@ 0 ®.and .

Option An option is onef a series of items you can select for a phone settsngh asnabledand
Disabled

Heldcall This term describes anylténcluding a conference call) that is on hddwdio for held
Ortfta OFryQiG 6S KSINR®

Activecall ¢ KAa GSNXY NBFSNAR G2 F OFff O6AyOfdzZRAYy3 I 02y
has audio associated with it.

Icon A picture on the screerThee are two types of icons:
» An icon that you can tap to access a function, feature, setting, or application. For example,
GKSY @2dzQNB Ay [ AweB §ou cah taf theMEssay@slicQL orA @S/ | £
Recent Calls icor@)) to review your messages anélll history.
» Aniconli KI & LINP@PARSE LIK2YyS AYF2NNIGAZ2Y 2N aidl Gdza
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 contesensitive keys that display along the bottom of the screen
OKFG dzLJRFGS RSLISYRAY3 dFosediaddiiondl okt keysdiadaitabld, tapS NJF 2 NI
More. The More soft key is always on the-faght of the soft key area, as shovmext

New Call Talk Forward DND More
[ ]

Tap to see
more soft keys
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1 Soft key area Thesoft keyarea(shown next)s the area alonthe bottom of the screen that
displays contextsensitive soft keys

New Call Talk Forward

DND More

9 Status bar The status bar (shown next) is the topst part of the touchscreen. It disyls the time
and date, and, if your phone has messages, scrolling messages under the time display. The

AYTF2NXYEGAZY

GKIFId RAaLX I &a 2y GKS fSTU 2vwewiKsS

your phoneline displays. In other views, icons depthat you can tap to access messages, recent
calls, or view phone informatiomcons may also display to let you know a certain feature, such as

Bluetooth, is enabled.

Status bar in Home view Status bar in other views

2091 - 9:25AM o m m 917 AM o

Information Elements

This guide uses the following information elements to highligiportant information.

Information Elements

Type of Element Icon

Type of Information

Note v ANotehighlights information you need tknow to successfully accomplish a
/ K procedure or understand a concept.

User Tip ﬁ ATiphighlights alternate, or fasteways to accomplish a task. Tips may also
provide additional information beyond what you need to know to accomplish
task.

Caution A Cautionhighlights actions that potentially impact device performance or
functionality.

Web Info @ Web Infohighlightssupplementary online information available as a documen

— = or a download.
Timesaver A Timesavehighlights alternative methods for accomplishing a task or
/ operation.

Troubleshooting

H
\\
(CARS

Troubleshootindnighlights information that may help you identify solve an
issue, and may refer you to relevant troubleshooting resources.

Settings

Settingshighlights actions that result in specific phone behavior, that enable ¢
specific feature, or that access further options.

z
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Typographic Conventions

The followingable outlines thetypographic conventions are used in this guide

Typographic Conventions

Typographic Convention Description

Bold Highlights interface items such as menus, soft keys, file names, and director
Also used to represent menu selectionglaext entry to the phone.

Italics Used to emphasize text, to show example values or inputs, and to show title!
reference documents available from the Polycom Support web site and othe|
reference sites.

Blue Used for crosseferences to other sectias chapters, or parts in this document.

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

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

Related Documents

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

1 UserDocuments
3 Polycom VVX 50ihd VVX 608usiness Media Phone Quick User Quitleisguideis a quick

NB‘FSNBy’OS 2y K2g 02 dzasS G(GKS LK?2 )/SQé. Y2al
navigate the phone and enter informatioh.is available from th€olycom VVX 508upport
page
(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500).laif
the Polycom VVX 60Bupportpage
(http://support.polycom.com/PolycomService/support/us/support/veitbusiness_media_phones/vvx600.himl

1 Setup andnaintenancedocuments:
3 Polycom VVX 50ihd VVX 608usiness Media Phone Quick Start Guitdlbis guide describes

the contents of your phone package, how to assemble the phone, and how to connect the
phone to he network. The quick start guide is included in your phone package. It is also
available from thePolycom VVX 50Bupport page
(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500).laihl
the Polycom VVX 60Bupport page

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

Xi
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3 Polycom VVX 500 Business Media PhoReY A y A a (i N¥ Thia glid€probidiz detSiled
information about setting up and configuring your phomecluding how taonfigure featurs.
It is available from th&olycom VVX 50Bupport page

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

3 Polycom VVE00 Business Media PhoheR Y A y A & (i N¥ Thia glid€proDidiz detSiled
information about setting up and odiguring your phongincluding how taonfigure featurs.
It is available from th@olycom VVX 60Bupport page

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

3 Polycom VVX 500 and VVX 600 Business Media Phone Wallnstwgtiongs This document
provides detailed instructions for mounting your phone on the wall. To install your phone on
GKS gl tftx @22dQft ySSR (KS 2LIiA2y It gltfY2dzyi
in the optional wallmount package. They aiso available from th@olycom VVX 508upport
page
(http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500).laihl
the Polycom VVX 60Bupport page

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

1 Engineering Advisoriemd Technical Notificatiorfer Polycom phones These documents
describe workarounds to existing issues amdvide expanded descriptions and exampfies
phone settings and feature¥.ou can findhese document®n the PolycomEngineering
Advisories and Technical NotificatiocBgpport page

(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

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

and wser interface. In this chapter, y@edrn aboutyourLJIK 2 Yy SQ& 02 YLy Sy ias (KS ac
K2¢g G2 dzasS (GKS (2d2OKaONBSyod [ 2dzQff Ffaz2 fSINYy K2¢
remotely using the Polycom Web Configuration Utility.

Note: Accessing Features and Options

As youread this guide, keep in mind that certain phone features are configurable by your sy
administrator or determined by your phone environment. As a result, some features may nc
enabled or may operate défently on your phone. The examples and figures in this guide m:
not directly reflectwhat displaysor is availablen yourphone screen.

Phone Keys and Hardware

! USB ports (on back)
pm— T —

© polycom T Message Waiting

Indicator

<«——— Home/Lines key

Reversible tab Touchscreen
(to secure handset
for high-angle use)

Speaker <«— Headset key

Dialpad | <«+— Speakerphone key

Security slot > « Mute key

(on side)

Volume keys

Microphone
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Feature

Description

Reversible tab

Secures the handset in the cradle when your phoradtis positioned at a higt
angle. To secure the handset, remove the tab, reverse it so the protrusion
points up, and

re-insert it. Then, position the handset so tipeotrusion on the tab fits intdhe
slot on the handset.

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

Dialpad Enables you to enter numbers, letters, and special characters. You can alsc
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 Enableyou to:

9 Attach a USB flash drive so you can record calls, update the backgro
picture on your phone, set up a screen saver, or use pbone as a
digital picture frame.

9 Attach a USB laelset.

Message Waiting Indicator

Flashes red to indicate new messages.

HomeLineskey Press from any screen to display Home view. From Home view, r.;s
to display other phone viewsf your phone isdle, press to display
Linesview.

Touchscreen The screen is touekensitive. Tap to select and highlight screen items. To sc

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

Headset key

Enables you to place and receive call®tigh a headset. The key glows green
when an analog headset is activated, and blue when adydB8Bietooth
headset is activated.

Speakerphone key

Enables you to place and receive calls using the speakerphone. The key gl
green when activated.

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

Volume keys l Readzad GKS @2ftdzyS 2F (KS KFyRaSixz

Microphone Transmits sound to other phones.
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Web Info:AttachingPhone Hardware

Fa information onattaching phone hardwarancluding how to connect your phone to the
network, see theQuick Start Guidéor your phone availableby navigating to your phori@ a
Support pagdrom the Business Media Phon&pportpage.

Phone Views

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

Tochangeviews:
1 ForHomeview, press(@).
1 From Homeview, press to display either LinesZalls, or Active Callew.

1 Toswitchbetween Linesiew and either Calls or Active Caélw, swipe the screeto the right or
left.

¢NRdzof SakK220Ay3adY 2Keé /lyQid L ! 0O0Saa

The views you can access dependloenumber of calls your phone has, and if your phone he
active call. If your phone is idle, you can access Home and Lines view. If your phone has o
onlyt I Yy R A (1yéu can@décdstfome, 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, and
RSLISYRAY 3 ¢ K ItlyouPphdhdine SagddzOrd Bat yioy can tap to access sages 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 DNIDo Not Dsturb)and Warning icon, that you can tap.

Status bar in other views Status bar in Home view

T T T 9:25AM o
Tap to see recent calls Tap to see Favorites

Tap to access messages


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 pre|gHome view displays your phofiee, and
icons you can tap to access phone features, settings, and information. At the bottom of Home view is a
Pagelndicator that you can press and hold to control how many icons Home view displays.

VVX 500 VVX 600

1223 PM o

New Call Messages Directories New Call Messages Directories

Page Indicator Page Indicator

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.

VVX 500 VVX 600

2091 v

L = e T B

New Call Messages Directories Forward New Call Messages Directories i

Settings Applications Calendar

Settings Applications Calendar

User Tip: Didpying Additional Home View Icons

Instead of pressing thBagelndicator to view additional Home view icons, swipe Hueeen right
or left.

Home view displays the following icons:
1 New Calt TapNew Calto display the Dialer so you can place a call.
1 Messages TapMessagedo access your voicemail.
9 Directories TapDirectoriesto access your Contact Directory and Recent Calls list. You may also
0S otS G2 00Saa I [/ 2NLER2NIGS 5ANBOG2NE | YR

9 Forwardt TapForward to set up forwarding options for incoming calls.
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1 DNDx TapDNDto toggle DND (Do Not Disturb) on or off. When DND is enabled, your phone
62y Qi NAY3I YR AyO2YAy3d OFffta gAtft 3I2 (2 @G2A0S

9 Settingg TapSettingsto access phone features and settings totousize your phone.
Additional icons may include:

1 Applicationg TapApplicationsto access a menu of custom applications. See your administrator
for information about any specific applications listed in this menu.

i Calendar TapCalendarto show a calendar wlityour meeting details. Using the Calendar
feature, you can join meetings directly from your phone.

From Home view, tap the phorime to display additional phone lines that may be set up for your
phone, and favorites (shown next). From this screen, tppane line to open the Dialer, or tap a
favorite to dial the favorite. To display the Homwiew icons again, ta@lose

VVX 600

Will Sharp Milton Stone @ Don Blue Z Wong

[ET) Helen Alexei Bure {ik d
Gates .wn » > u m.es( S Pierre Gagne
Jack jones & Strong = ) Forest Jack Jones @  Will Sharp

Teresa Swift s LOuisStrong o

[\‘,',:‘IL["I]" @ Al Dion ,!,, Lisa Wong

8 Lauren Gates LisaWong @ Tom Davis 8 HelenChen

settings Applications Calenaar

Lines View
[AySa @iS6 o6aKz2ey ySEoTokigplagliesNibw, Jie@ ®@a RSTFE dzf & R
Home view.

Lines view displaygour phone line(s), your favorites, and soft keys in the soft key area.

VVX 500 VVX 600
E K 12:14PM o

Alexei -
§§ 2091 en 'Bire Will Sharp

Lauren erre Helen
Gates Chen

ck Forest
Jack Joné Fong J

Nikola [}
Smith gp AlDion

1215PM g

ZWong

Alexei Bure Slas ores Pierre Gagne

Jack Jones

Lauren Gates

New Call Forward DND New Call Forward
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If your phone is idle, you can:

9 Tapaphoneline to access the Dialer.

1 Swipe to switch between Linegew and theldle Browser (if @ailablé.
If your phone has calls, the phong 5 A Y RAOIF 6S& GKS ydzYoSNJ 2F Olffa &2
held. If the phone line has an active call, a green bar displays, as #idvenfollowing VVX 500

example If the phone line has one or more held calls, a flashing red bar displaysvasia the
following VVX 600 exampl&o display your call(s), press and hold the pHore or swipe the screen.

VVX 500 VVX 600

% m 10:41AM o 10:50 AM o

,!,. Will Sharp

Lauren Helen
Gates

Jack Jones

Nikola
Smith

— m Davis

Hold End Call Transfer Confrnc Resume New Call Transfer Confrnc

Note:2 K& / | y Qihe Idle Bro®serS & &

Ifé@2dzNJ LIK2y S KI & OI fdie Brawsér. T daccdss yMRitt BrdwseOa a
Applicationsfrom Home view. For information about tHdle and MairBrowses, seeUsing the
Browser

Active Call View

If you haveonly one calin progress | Y R A (i @a% audi@ lydu @e® access Active Gadw (shown

next . LT &2dzQNB Ay 12YS @ASs3 &2dz@loptapinyEBinthe ! OGA OGS
status bar To switch between Lines and Active Call view, swipe the screen right or left.

Active Calview displays the name and numberof thté plB 2y &2 dzQNB Gl f 1Ay 3 SAOGK |

call. From Active Call view, you can manage the call: hold, end, or transfer it, or set up a conference call
GAOUK (GKS LISNE2Y @2dz2ONB GFf1Ay3a 6AGK FyR Fy2G§KSNI L]

VVX 500 VVX 600
W N

D <INE)

Line:2092

Line:2091

To:Teresa Swift

2091

To:Louis Strong

2092

Hold End Call Transfer Confrnc End Call Transfer Confrnc
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Calls View

You can access Calls viewo{sh next) if your phone has multiple calls in progress, or you have one held
callLT @2dzQNB Ay 12YS OASs3 @ (@rzor@pping BB thelstatus/ | £ £ & .
bar. To switch between Lines and Calls view, swipe the screen right or left.

VVX 500 VVX 600

11:53 AM 4:50 PM
D @) o .

(\ Line:2091 (373 calls) 092 ey .
3 . —  To:Lauren Gates g Active and
To:Lauren Gates 4:28 . 2076 - hiahlighted
2076 ( Active . ignlighte
X From:Milton Stone .
From:Milton Stone N , . 2082 Va®z— Incomlng
2082 “ ; Incoming Hold:Nikola Smith ‘

Hold:Louis Strong : 2078 2 Held
2092 Held .Cmd Hold:Teresa Swift
highlighted 2091 "1 Held

Resume New Call Transfer Confrnc  Join

End Call Transfer Confrnc

<eroll to see all your calls. If your phone has multiple lines, calls display under the associated line.
Callcolorindicates status:

9 Dark green Active call.

9 Dark blua Incoming and held calls.

1 Bright greert Active call is highlighted.

9 Bright bluer Incoming orheld call is highlighted.

Note: What Does a Highlighted Call Indicat#Rv Do | Highlight a Call?

A highlighted call is either bright green or blue. Tap an active call to make it bright green, o
held call to make it bright blue. The soft keygply to the highlightedall.
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Understanding Phone Icons and Status Indicators

The following icons and indicatosgmbolizephone, call, or buddy/contact status, or indicate that a
feature is enabled. You can tap certain icons to acicsamation or features.

Icon Description Icon Description

Status indicators in Lines view. A flashing
I I red bar indicates held calls. A green bar
indicates an active call.

Registeredine

Unregisteredine Do Not Disturb enabled

S Placing a call Phone waning

E Active call using Polycom HD Voi Login credentialgvalid
Held call Sharedine

Incoming call Sharedine with a held call

L Incoming call Call forwardings enabled

Active conference

Tap to accesgecent calls

USHflash drive attached Tap to accessessages

Recording in progress or paused
(VVX 50@nly)

o kERE B @EE@

Presence status (Available)

Recording paused
(VVX 60@nly)

Presence status (Busy)

Recording in progress
g prog Presence status (Away)

E D00 HEEABDEBE

(VVX 60®nly)

Placed call Q Presence status (Do Not Disturb)
Received call Presence status (Offline)

Missed call Presence status (No information)
Bluetoothavailable o Bluetoothheadset paired and connected
(VVX 60@nly) ; (VVX 60@nly)
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Navigating Your Phone Interface

¢CKS F2ff26Ayd

options.

atl

0fS aK2g¢ga e2dz K2g G2 ylFI@A3arGS

LT

d82dz 61 yi

2 X

52 UKAaX

Return to Homeview from any screen

Pres .

Return to the previous screen

TapBack as shown axt.

Tap to go back to the previous menu

1 Basic...

2 Advanced...

3 Features...

4 Status...

Switchphoneviews

1 Press to display a differentiew.
1 Swipe to switch between twaiews.

T 22dz2QNB Ay | 2@ Shedle 8rowser vidy LIN
display. Swipe the screen to display Lines view.

Highlight calls in Calgew

Tapa call to highght it. The soft keys apply to the highlighted ca

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, meitem, or

Tapthe icon, soft key, menu item, option. If an item ina list has

option a number next to ityou can press the corresponding number on
the dialpad to select the item.
{ St SO az2Tid 1 Seé IfaMore soft key displays in thiar-right of thesoft key area(as

shown next) there ae additional soft] S&a F @I Af | o f
see them.TapMore to viewthe additional soft keys

New Call Talk Forward DND More
&

Tap to see
more soft keys

e 2 dz
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Entering Data and Updating Fields

You can enter information and edit fieldsing the onscreen keyboardr wsing 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
Encodingor Mode soft key to specify how you want to enter information:

1 Modet enables you to enter just numbers, or text in titlecase, lowercase, petgase
characters.

1 Encoding enables you to enter alphanumeric and special charattansluding all the options
available when you tapodet as well as characters in special languages.

The following tables list the Mode and Encoding options.

OptionsAvailable When You Tap Mode OptionsAvailable When You Tap Encoding |

Abc Abc
(to capitalize the first lettepnly, and use
lowercase for the remaining letteys

ABC ABC
(to enter upper casenly)

abc abc
(to enter lower cas@nly)

123 123
(to enter numbes only)

ASCII
(for regular text)

Latin
(to enter accented characters)

Katakana
(for Japanese characters)

Unicode (to store characters as doublgds)

Cyrillic (for Russian characters)

b2GSY LQY | aAy3 (Bt$he BnfodiNBI&GIy{ 2BE 683 NRE2 S

When the onscreen keyboard displays, thecodingandModea 2 ¥ 1 S&a | NBY

select Encoding options, ta. . Or, taplea], Lad, L], or L] to enter information in a
specific way. For tips on using the oresm keyboard, se&sing the Onscreen Keyboatielow.

10
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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 onscea keyboard will just show numbers.

To access the onscreen keyboard, BBA Y (1 KS LIK2yS$Qa &dl Gdza ol NE
the status bar whenever you can enter information in a field.

Tap to display an onscreen keyboard

:::: Edit Contact (Abc/ASCll) b 4

To use the onscreen keyboard:

1 Open the onscreen keyard by tappindg A y G KS LIK2y$Qa adl Gdza ol

2 To enter information in a specific wayfor example, in uppercase only and using the ASCII
formatt tap | and select the options you want, as shown next.

ASCIT
g Latin
7 Katakana
, - Cyrillic

4 123 g Unicode

@ K

Tapl], L., [Lal, or L] to select alphabetic, numerical, uppercase, or lowercase mode
more information on these keys, see the table below.

11
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3 Press your finger on the character you want.

The character will display in a magnified view on theaer@as shown next. To enter the
OKIF NI OGSNE tATFU @2dzNJ FAYIASN LF &2dz R2y Qi

st ] [ ] |-

4 Whenyoufinish entering information, tajfg.

5 TapSave

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

LT &2dz ¢l yd d2X 52 UKAaXx

Select an Encoding option (titlecase, Tap | and tap the Encoding options you want.
uppercase, lowercase, numbeosly, ASCII,
Latin, Katakana, Unicode, Cyrllic

Enter text Tapl..] and tap the characters yowant.
Enter uppercase characters Tap@ and tap the characters you want.
Enter lowercase characters Tapl. o] and tap the characters you want.
Enter numbers Tapl...), and tap the numbers you want.
Enter special characters Tapl...], and tap the characters you want

Exit the onscreen keyboard, enter the Tap .
information, andupdate the next field

Deleteone or morecharacters Drag your finger across the characters to highlight them in yell
and tap €.
Replace characters Highlight the characters you want to @&¢. Then, enter the

characters you want.

12

g1 yi
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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, t&mcodingor Mode to specify how you want to enter
data.

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

LT &2dz sl yid d2X 52 (KAaX

Enter numbers, or characters in TapEncodingor Mode, and select one dhe alphabetic
uppercaselowercase, or tittecase mode  (ABCabg or Abg options.

Enter only numbers TapEncodingor Mode, and select the numerid 23) option.
Enter text in a special language TapEncoding and select one of the language options.
Enter a character Press a dialpad keagpeatedly to view the character options and

stop to selectWhen the character you want to enter displays ir
the field, wait one second, and enter the next character

Enter a number Press a dialpad kegpeatedlyo RSLISY RAYy 3 gKI
to enter the number that displays on that key.

Enter a special character TapEncoding and select one of the alphabetic (Abc, ABC, or a
options. Then, press thk *, 0, or# key one or more times to
enter one of the following special characters:

T Lkey: | S W - B
1+ key: NI
1 okey: NI

EAca* > < { r [ ]
,2dz OFyQi FOO0S&aa alLISOALE OKL
(123 mode.

Enter a space TapEncoding and select one of the alphabetigl{c ABC orabc)
options. Then, press thekey.

,2dz OFyQdG SyGSNI I &LI10OFmodek Sy

Deleteone or morecharactes Drag your finger across tleharacterauntil the cursor is
positioned to the right of the charactés)you want to delete.
Then,tap (or press and hold 3.

13
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Cleaning the Touchscreen

The touchscreen requires very littheaintenance. Periodically, however, you may need to clean it. Use a
clean, dry, microfiber cloth the kind you would use to clean glass surfacaswipe the touchscreen.
This type of cloth is available from many office supply stores.

Before you cleantheGNBE Sy > RA&aF 60t S Al a2 &2dz R2yQd I+ OGADI (S
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 handsate@:@ or @ and tap
Answer.
To clean the touchscreen:

1 TapSettingsfrom Home view, and tapasic>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 | Wipethe ToucNS8 Sy > . dzi LG Qa {GAff 5

Dampen a soft, linfree 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
the solution directly, which coulseep inside the screen or stain the phone. In addition, do nc
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 configue 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 phoneyly 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,egistering
Standalone Polycom Phones (Quick Tip 44011)

14
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Configuring Your Phone Using the Web Configuration

Utility

This user guide explainshow thdR I 1S LIK2y S aSGdAy3a FNRY @2dzNJ LIK2y S
commands. If you wish, you can also update these settings remotely with the Polycom Web

Configuration Utility.

¢KS LIK2YySQad 280 /2yFAIdzNI GA2Y ! GAf AloBfroBgl 6f Sa @& 2 dz
computer using any compatible Web browser. The utility provides a breftieadly view of your

LIK2ySQa OdNNByid aSdiAay3aoe | aAy3d (GKS dziaftAdGes &2dz
O2YLJzi SNJ G KIG @&2dz Ol y LiSshklerd.N)Y dzaAy3d @2dzNJ LIK2ySQa

You can access the utility using any compatible Web browser installed on a computer that resides on the
aryYS ySiig2N] a 22dzNJ LK2ySd . STF2NB &2dz 6S3IAYyI &2dz
the user password to log in to the utility.

Web Info: Using the Utility

For detailed information on accessing, navigating, and using the utility, sdeolieom 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 Inthe Address Bar of your Web Browser, enter the IP addifegsur phone. For example, if your
LIK2y SQa Lt | RRNS#hisinfdrmaatiomimtbedddressdabn = Sy G SNJ

3 Press theéenterkey.

4 From the Web Configuration Utility login screen, seldser, and enter theuser passwordThe
default user password B23.

5 ClickSubmit
The Web Configuration Utility Home screen is displayed.

15
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Chapter 2: Using Basic Features

b2¢ GKFIG @2@2dz2OQNB FIFYAfAFNI 6A0K @2dzNJ LIK2ySQa dzaSNJ A
performbasicLIK2 yS Gl a1 a GKI i ARRezQfd WS 2R 2 RIAKARE 00Kl L
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,yo@ft € € SI N}y | 62dziY

9 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
Contrdling phone volume

Using headsets

=A =4 =4 4 4 -4 -4 -4 -4

Managing shared lines

How Your Phone Handles Calls

Your phone can handle multiple calls at a time. Howewely one active call the call that has audio
associated with it can be in progress at any given time. In additiothe active call, your phone may
have multiple other calls that are either helat in an incoming or ringing state. Your phone can handle
a maximum oR4 calls at one time.

Your administrator can set up your phone to have up to 12 lines (for the V\)>5D®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:
1 Using the handset
1 Using the speakerphone
1 Using a headset
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During a call, youam alternate between handset, headset, or speakerphone modes by picking up the
handset, or pressin@or @® C2NJ SEF YLIX S5 AF &2dz2QNB dzaAy3 (KS KI

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

2 KSy & spe@dBhofeyhode@ 3f 2 6a INBSYy o 2 KSy @ ge@dgeerh y KSR
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: Whg 2 Say Qi GKS {LISIF{1SNLK2yS 2 2NJK
LT @2dzNJ aLISF {1 SNLIK2yS R2SayQi 62N] I &2dzNJ
handle calls using the handset or a headset. If your system administrator disables the

speakerphone on your phonklandsfree modeidabledappears on the touchscreen after you
press

If you frequently use a headset, you can make the headset the default call path. To set this

ﬁ User Tip: Setting Up the Phone to Automatically Use Your Headset for All Calls
Enabling Headset Memory Mode

Answering Calls

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

’
W

Lauren Gates
2076

E———)
Answer Reject

Forward  New Call Ignore

To answer the call, do one of the following:
9 To use the handset, pick up the handset.
1 To use the speakerphonpress@ or tapAnswer.
1 To use your headset, pre@).

LT 22dz2QNB |t NBFRe& Ay KI yRA&SAnawepahdSHe peieiK 2y ST 2 NJ KS
Fdzi2YIF GAOFffe dzaS GKS Y2RS @2dzQNB Ay o
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g disapigearg, and githet SO2 Y RA& X

Homeor Calls view displayas shown nextThe view that displays depends if your phone last displayed

Home or Lines view.

Incoming call fromHome view:

VVX 500

?

Messages Directo
DND Settings Applications Calendar

Incoming call fromCalls view:
VVX 500

m m 10:47 AM o

(\ Line:2091 (1 call)
-  From:Louis Strong

2092 f

Answer Reject Forward New Call Ignore

VVX 600

Ry

k-

Settings Applications Calendar

VVX 600
W D

% Line:2092

- From:Teresa Swift
2091

Answer Reject Forward

10:48 AM o

10:48 AM o

(1 call)

L

Ignore

To answer the call, pick up the handsetesm@, orpress@. Or, from Calls view, tafinswerto use

the speakerphone.

Note: Setting Up a Visual Incoming Call Alert

Your system administrator can enable the touchscreen to flash bright orange when you hay
incoming call. The touchscreen vatintinue to flash until the incoming call displays in Home ¢
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 callsfier@int. For more information on answerin
calls from a locked phone, sé€mllhg and Answering from a Locked Phone
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Answering Another Call

If you have a call anahincoming callrrives on the same or a diffemeline, a call waiting tone beeps,
and the Incoming Call window displays, as shown next. To answer the c&lhdeser. The call you
were in is held.

'd
W

From:Lauren Gates

2076
Answer Reject

Forward  New Call Ignore

LT &2dz R2y Qi IyasgSNI GKS OFftft gAGKAY wmn aSO2yRasz i
Homeor Calls view displays, as shown next.

Incoming call from Home view:

VVX 500 VVX 600

12201 PM g 1200PM o

T

Messages Directo

’?ﬁr@

Settings  Applications Calendar

New Call

[z}

Settings Applications Calendar

Incoming call from Calls view:

VVX 500 VVX 600

m' m 11:50 AM o 11:49AM o

K\ Line:2092 (1/2 calls)

{\ Line:2091 (172 calls)
- rom:eresa !ﬁ!ﬂ 0:41

~ From:Louis rong 0:18 2091

2092 : -

i - S From:Nikola Smith .
From:Nikola Smith ‘ Incoming —@& 2078 L
2078 ’ > call

Hold End Call Transfer Confrnc End Call Transfer Confrnc

To answer the call from Home view, {gJ&lIH to display Calls view. To answer the call from Calls view,
0L G6KS AyO2YAy3 OF f fandtépAdswiena y 203G | f NBF Reé KAIKE AT
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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 shaes your line can answer the held call.

C2NJ Y2NB AYTF2NXI GA2Y | 062dz2i aKINBR fAySax AyOf dzRAY
Working with Shared Lines

Answering Calls Automatically

You may find it@nvenientfor your phonetoautd Yy 86 SNJ OF f f a3 &2 &2dz R2y Qi K
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 tinaes your phone will ring

before the call is aut@nswered.

If Auto Answer is enabledand@l f f F NNA@Sa gKAES &2dzQNB | £t NS R& Ay
automatically answered if you erat hold the current call

Note: AutoAnswered Calls ahMicrophone Mute

Your phone mutes the microphone for alladtoy 8 4 SNBER OF f f a2 a2 (K

hear you. To unmute the microphone so the other party can hear you, sTo enable or
disable microphone mute for autanswered callssee step 2, below.

To enable your phone to automatically answer calls:
1 TapSettingsfrom Home view, and tapasic> Preferences> Auto Answer

2 From the Auto Answer screen, do the following:

3 To enable your phone to automatically answer SIP callsAtap Answer SIP Calland tap
Yes The default setting iso.

3 To mute the microphone forallavloy 8 6 SNBER OF ffa a2 (KS AyO2YAy3
Microphone Mute, and tapYes The default setting i¥es

3 TapSave
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Managing Multiple Calls

You can ealsi 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 flaghed 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 2081display thealls

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

VVX 500 VVX 600

3112PM o 3:09PM o

Nikola
Smith

Al Dion Lauren Gates Lisa Wong Tom Davis

Alexei

W
Bire Vill Sharp

Milton Stone Don Blue » ZWong

@ Lauren Pierre Helen

0 Gates Gagne Chen Nikola Smith ® ) Forest Pierre Gagne

Louls

® jack jones ) Forest
an Jack) Strong 9 jackjones Teresa Swift Louis Strong Will Sharp

Hold End Call Transfer Confrnc Hold End Call Transfer Confrnc

LT &2dz GFLI I+ LK2YyS fAyS GKIFIG R2SayQid KIFI@S Iy | OdA
active. The current call will be held.
Swipe the screen to display Calls view. Calls 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.

VVX 500 VVX 600
m m 3:332PM o 345PM o
Wb Line:2091 (172 calls) 5o Line:2092 (172 calls)
"~ 'From:Lauren Gates 033" " - Fromilauren Gates —
- - 5 - 2076 Calls on
— ) Calls on o  Hold:Teresa Swift 0:43 2092
= Hold:Louis Strong : 2091 2091
2092 & Line:2095 (1 call)
'a\, Line:2095 ' Held call o Hold:Nikola Smith | Held call

- £ - - on 2078 on
Hold:Nikola Smith Cr 2095

Hold End Call Transfer Confrnc End Call Transfer Confrnc

To manage a call, tap a call to highlight it. Then, tap one of th&kegdtto 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), tIEIE (shown nextto seeActive Call ofalls view

Tap to see Active Call or Calls view

1252PM o

Placing Calls

You can place a call using the handset, speakerphone, or headset. You can dial the number first, and
then choose the methad by picking up the handset, pressi@, or pressing@T or choose the
method first, and then dial the number.

You can placealls in these ways:
1 Manually, from the Dialer
1 Automatically, by tapping a favorite in Home or Lines view

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

Note: Calling from a Locked Phone

If your phone is locked, se&gallhng and Answering from a Locked Phdoeinformation on placin
calls when your phone is locked.

Calling from the Dialer

The Dialer displays a list of previouplgced calls. Tap one of the entries to autinally 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.

VVX 500 VVX 600

2083
2093

2079
2083

2076

2076
2082

Dialpad Directory Recent Favorites Dialpad Directory Recent Favorites

To display the Dialer, do one of the following:
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From Home view, taplew Call

FromLines or Calls view, tape New Callsoft key (TheNew Cal 2 ¥ 1 Se& 62y Qi RA &L
have an active call.)

9 If your phone is idle, start entering a phone number.
1 Pick up the handsetr press@or@.¢ KA a YSGK2R 2yfeé& 62Npé&l AT &2dz
TLY [AySa @OASéx GF LI I LK2yS fAyS GKIFIG R2SayQid KI

User Tip: Choosing URLs or Numbers Mode from the Dialer

To enter a URL in the Dialer, ta}RL To exit URL mode and enter numbers, ymber.

When you access the Dialer, an acivadl is held.

To call from the Dialer:

1 Enter the number, and then pick up the handset, pr@sor tap [, or press@©).
or

T LF 22d2ONB FfNBIRE Ay KEyRasdGs 5138+ 51k2y38s 2NJ

Your administrator sets up your phone to automatically place the call after you enter a certz
VdZY6 SNJ 2F RATIAGAD LT &2dNJ LIK 2 yERl fr2a &b iy faided |
before you enter all the digits, place the call as followgeethe phone number and ta.

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.vie

To call from the Recent Calls list:

1 Access your Recent Calls list by doing one of the following:
3 From Home view, tapirectories and tapRecent Calls
3 From the Dialer, tajrecent

3 From Lines, Calls, or Active Call view,

2 From the Recent Callstlj tap the person you want to call. The call is automatically placed.
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To callfrom your Favorites list:
1 From Home view, taplew Call
2 Fromthe Dialer, tapFavorites

3 From your Favorites list, tap thavoriteyou want to call. The call is automaticallpged.

Timesaver: Automatically Dialing Favorites
You can quickly dial a favorite from Home or Lines view:
1 From Homeview: Tap the phone line, and tap the favorite you want to call.
1 From Linessiew: Tap the favorite you want to call.

To call from you Directory:

1 Accesyour directory by doing the following:
3 From Home view, tapirectories and tapContact Directory
or

3 From Home view, taplew Cal] and tapDirectory.
2 From your Directory, tap the contact you want to call.
3CNRY (KS O2y(aONREYyIYyFRN)YG KS 2 gehg dall isaitératicalik 2 y S vy d
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 anumber:

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

(7) 2082 UIEIECIEIN@=— Last placed call
() 2078

) 2092

Dialpad Directory Recent Favorites

2 Placethe call.
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Ending Calls

To quickly end an active call, replace the handset, or p@;er @ Or, from Active Call, Lines, or Calls
view,tapEndCatb LT @2 dzQNB Ay /I ffa @GASs> 06S &aAdz2NBE G2 KAIK

Note: HowDo |IEnd a Held Call?

Acall must be active to end iT.o end a held calErom Calls view, tap the held call to highlight
tap Resume and then tagend Call

Using Headsets

You can connect an analog and/or USB headset to your phoneaifadog headset is connected and in
use, @ glows greenlf a USB headset is connected and in |@glowsblue. Ifboth an analog and
USB kadsetare connected, th&JSBheadset will be usedf two USB headsets are connected, the
headset you connected firstill be used.

If you use a headset, you can set up your phone so that all calls use your head&etgbkeg Headset
Memory Modsg. If you use a headset that supports electronic hookswitch (EHS), yausedhe

controls on your headset tanswer 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. Ifysi@m administrator enables
Bluetooth capabilityfor your phone you can use a Bluetooth device to handle céflla Bluetooth
headset is connected and in us@ glowsblue. If analog, digital, and Bluetooth headsets are
connected to your phone at one time, the Bluetooth headset will be used. To use a&lubaeadset,
seeUsing Bluetooth Headsets with Your VVX 600 Phone

Web Info: More Information About Headsets

1 For information on how to connect a headset to your phone, seeQhiek Start Guidtor
yourphongl @l Af+6fS o6& yI@AIrdAy3I ([BasinegsMeNa |
PhonesSupportpage

1 C2NJ AYTF2NNIGAZ2Y 2y asendlideNdowts sy ydiihesdisetfvihlyd
phone, see your headset documentation.

9 For a list of supported headsets, sdeingHeadsetsvith Polycom Phoneg$-eature Profile
37477) For detailed information about how to use electronic hookswitch, ldemg an
Electronic Hookswitch (Technical Bulletin 351B6}hthese documents are available fro
the Polycom Engineering Advisories and Technical NotificaBopportpage
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¢CNRdzof SakK220Ay3aY 2Keé 52SayQi aeé |1 SIFRaSi

CertainUSB headsetssuch as thos¢éhat comewith a docking station have two modes
deskphonend softphone To work with your phone, your headset must be in softphone méfc
g82dz OFy Qi 2LISNIGS GKS LK2yS FTNRBY &2dzNJ KSI
switch modes, press and hold theadset hookswitch until you hear a sound or message on t
headset.

Enabling Headset Memory Mode

This feature is useful for permanent or ftithe headset users. You can set up your phone so that all
incoming and outgoing calls use your headset. At ang,tyou can switch to handset or speakerphone
mode.

To use Headset Memory Mode, you must enable, and then activate, Hddésetry Mode. When
Headset Memory Mode is activate@ flashes either green (for analog headsets) or blue (for USB or

Bluetoothheadsets).
To enable Headset Memory Mode:
1 TapSettingsfrom Homeview, and tapBasic> Preferences> Headset> HeadsetMemory.
2 From the Headset Memory Mode screen, tapabled
3 Press@).
4

To activate Headset Memory Mode, pre@ twice. The Headset key will flaghindicate 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 Heddisetory Mode. Calls will no
longer automattally go to your headset, unless you choose this mode. To have calls go to your headset
again, activate Headset Memory Mode by press@)twice.

Using Bluetooth Headsets with Your VVX 600 Phone

If you have a VVX 600 phone and your system administratdiesn&luetooth capabilityjou can use a
Bluetooth headset with your phone to handle callsuse your Bluetooth headset with your phonewy
need to turn on the Bluetooth option on your phone, and theair and connecyour Bluetooth device
with your phore.

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 frgpour 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 ic<n) displays in the status bar, as shown next.

10:332AM o

Indicates Bluetooth is on

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

To turn on the Bluetooth option on your phone:

1 From Home view, tafettings>Basic> Bluetooth Settings>Bluetooth Radio TheBluetooth
Radioscreen displaysas shown next.

Bluetooth Radio

2 To tum Bluetooth on, tagdOn. The messagé&urning BT radion / Please waitlisplays.

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 Blueteatiset.

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
.t dz8Si220K RSOAOS® [ 2dz Oly dzadzrfte FAYR A
Web site.

Troubleshootiny 2 K& 52y Qi GKS . fdzSG220K {SGdaAy3

LT (GKS .tdSGi220K asSdaAy3da R2yQd RAALX I &
the Bluetooth feature on your phone. If the feature is enabled, make sure you havedtine
Bluetooth option on(seeTurning On the Bluetooth Optign
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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 pladegdaet
in discovery mode, refer to your headset documentation.

2 From Home view, tafettings>Basic>Bluetooth Settings> Manage BT Headset#\ list of all
paired and connected headsets displays, as shown next.

The icon next to each headset indicates ¢iset status:
3 Bluetooth iconnT indicates that the headset is paired but not connected.

3 Bluetooth/Headset icmmr indicates that the headset is both paired and connected.

In the following example, the first headset is paired but not connected, and the sdmautbet is
both paired and connected.

Manage B

1 R Jabra EXTREME2 v2.7 @am— Paired headset

2 ¥ nuvi #3838819172 @==— Paired and connected headset

Remove Connect Device Info

3 Do one of the following:
3 LT 22dz2NJ KSFRaSié Aa tAadGdSRx odz lﬁbﬁttoa)dgéij LJ A NI
to step 5 to connect it.
or
3 LT 22dz2NJ KSFRaSd AayQi tSkas NMaRerskre ybuv fleRdsal iKi6 KSI Ra S
discovery mode before you tapcan The messag@lace device in discoverable madminds

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

All the nearby deiges in discovery mode will be added to the list, as shown next. A red icon
displays next to each unpaired headset.

1 PLT_M1100 .
Unpaired headsets
2 JABRA WAVE+

Cancel Device Info
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4 Tap the headset you want to pair and tAddto begin the pairing process. Aading device
message displaysfter your headset is addethe Manage BT Headsets screen displays. Your
headset will be paired, but not connected, as shown next.

Back Manage BT Headsets

1 R PLT_M1100

Remove Connect Device Info

b2iSY 2Ke& 525ayQié aé | SIFIRaASG t AN ! dzi2Yl

If your headset is an older model, you may have to enter a password (for exda¥@p@,before
the headset can pair with your phone.

5 Tapthe headset you want to connect, and t@onnect AConnectinglevicemessage displays.
After your headset connects,Headset attachedhessge disgays and your headsanodel will

display next to the BIuetooth/éhdset icont the icon that indicates that your headset is both
paired and connected (shown next).

Back Manage BT Headsets

1 ¥ PLT_M1100

Remove Disconnect Device Info

The BIuetooth/Headsa iconwill also display ithe status bar, as shown next. If you tap the
icon, the Bluetooth Settings screen displays.

m m *«_n‘

Indicates that a Bluetooth headset
is paired and connected

You camow 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:
1 Usethe headset to handle callsncluding muting and adjusting call volume
9 Initiate and end calls on your headset by press@; or using a control on the headset.
9 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 thedet off, the message
HeadsetemovedRA & LJ  @ad ¢KS KSIRaSilid 62yQid 6S O02yySOGSR |
you turn the headset back on, the messaggadset attachedlisplays, and the headset will be

connected again indicating that you canse 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.

Youcat f 42 NBY2@S &2dz2NJ KSFRaSdz a2 A4GQa y2 f2y3aSN LI
KSFRaSiz Al s2yQli RAaLX I @& Ay (GKS alylr3aS .¢ | SFRaS$s
need to scan for the device, add it, and connect it again.

To disconect your headset:

1 From Home view, taettings>Basic> Bluetooth Settings> Manage BT Headset&rom the
Manage BT Headsessreen, tap your headset, and t&sconnect.

Yourheadset remains paired to your phone, but islanger connected. To conneittto your phone
again, tapConnect

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, -
) messagdeadset removedisplays. When you turn your headdsck on, the headset will be
connected again.

To remove your headset:
1 From Home view, tafettings>Basic>Bluetooth Settings> Manage BT Headsets
2 From the Manage BT Headsets screen, tap your headset, arRktapve

Your headset is removed from tlist 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:
1 Temporarily ignore the call before answering it.
1 Reject the call so it goes directly to voicemail.

1 Forward the calla 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:

9 From the Incoming Call window, tégnore (for private lines) oSilence(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 phoneim 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:

1 From the Incoming Call window, t&®ject You can also reject an incargicall from Lines and
Calls view.

Thecallgoes directly to voicemail.

Forwarding Incoming Calls to Another Person

While your phone rings, you can forward the call to anotberson

To forward an incoming call to anothgrerson
1 Whileyour phone rings,ap Forward

2 From the Call Forwarding screen, enter the forwarding number, anéoaward

User Tip: Other Ways teorwardCalls

You can also set up your phone to forward all incoming calls to another persoRdseearding A
Calls to Another Persgyor forward all calls from a certain contact to another person (see
Diverting Calls from a Contact to Another Pedson
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During Calls
2 KSy &2dzQNB Ay lollo@ihgt f ¥ &2dz Oy R2 (KS
1 Hold the call.

9 Transfer the call to another person.
9 {S0 dzLJ I O2yFSNByOS OFftf gAGK GKS LISNE2Z2Y &2dzQQNB

Holding Calls
You can place any active call on hold. A held call displays in Home, Lines, and Cadl$oliems.

VVX 500

R ; o) 3:48PM o

9 \, 2 o Will Sharp o Line:2091 (1 call)

g Bure Y Sha

24 = = Hold:Lauren Gates 1:37
Qe g 2076

New Call  Messages

P w

DND Settings  Applications

Resume New Call Transfer Confrnc

349PM o

® DonBlue & ZWong ;nuu —
old:Lauren es
2076

New Call Messag

T

Settings  Applications  Calendar

™ Resume New Call Transfer Confrnc Resume New Call Transfer Confrnc

To hold a call:

1 From Active Call, Lines, or Calls view,Hapdd L F @2 dzQNBE Ay /| ftfa OASHI 0
first.

To resume a held call:

Do one of the following:

f From Lines view, taBesum& L F G KSNB Q& Y2 NEB Iling, ke lgst calpiatyéuSt R O f
held will be resumed. If you have multiple lines and youRasume the last call that you hetdon
either linet will be resumed.

or

1 From Calls view, tap the call to highlight it, and Rgsume
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Transferring Calls

When you traasfer a call to another person, you have the option to talkhe personbefore the

transfer completeslf your phone supports a blind transfer, you can automatically transfer a call without
talking to the other persoriThe call is automatically transferd after you dial the numbe¥ 2 dzQ NB
transferring the call to.

To transfer acall:

1 From Active Callines or Calls view, tapransfer The active call is held.

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

User TipAcessing Your Directories and Favorites When You Transfer a Call

Instead of enteringr selectinga number from the Dialer, you can seledlieectory entry or a
favorite to transfer the call to

1 To transfer to airectory entry:After you tapTransfer press, tap Directories and
then tap Contact Directoryor Corporate Directory Search for the persqmandthen call
them.

1 To transfer to davorite: After you taprransfer tap Favorites and tap thefavorite you
want to call.

3 Whenyou hear the ringbacksound, tapTransferto 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, Gamcel

To perform ablind transfer:

1 From ActiveCal| Lines, or Calls view, tapansfer The active call is held.

2 Fromthe Dialer, tapBlind, and place a call to the person you want to transfer the call to. If you
R 2 y Q Blindat&More (at the top of the screen), and taRlind.

User TipAccessing Your Directories and Favorites When You Transfer a Call

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

1 To transfer to airectory entry: After youap Blind, press, tap Directories and then
tap Contact Directoryor Corporate Directory Search for the persgrand then call them

1 To transfer to davorite: After you tagBlind, tap Favorites and tap thefavorite you want
to call.

The calbutomatcallytransfers to the person you specified.
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Timesaver: Completing a Transfer
LT @2dzQNB dzaAy3 | KIFyRaSdiz O2YLX SGS + GNJ

Setting Up and Handling Conference Calls

You can set up a conference call with two other peoplepending 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.
Wdza & a ¢6A0K 20KSNJ OFrtftasx @2dz Oy K2fR FyR NBadzyS
splita conference call end the conference and place the people you were talking with on hold.

Your system administrator may have enabled thefeence management featuren your phone This

feature allows you to manage each person in the conference calladgydu can mute, hold, and
remove each person. For more information, $éenagingConferenceCall Participants

UserTipt ALJA F2NJ 2 KSy | 2dzQNB Ay /2y FTSNBY

2 KSy @2dzQNBceka I O2yFTSNByY

f UsethehaR&aSiG 2NJ I KSIRASG AF &2dzQNB Ay |y
f adziS @2dzNJ YAONRLIK2YS gKSy @2dz2QNB y2i ¢
1 Avoid tapping the microphone or rustling papers near the microphone.

1 Speak in your normal voice without shouting.

Setting Up Conference Calls

There are two ways to set up a conference: the conventionakwagycalling two people and using the
Confrncsoft keyt or joining two existing calls using tleinsoft key.

To set up a conference call:

1 Call the first person.
2 From Actie Call, Lines, or Calls view, @pnfrnc The active call is held.

3 Using the Dialer, call the second person.
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4 When the second person answers, @pnfrncto join everyone in a conference. The
Active: Conference screen displays, as shown next.

Line:2091
&

Active:Conference

Hold End Call Split

User Tp: How to Quickly Set Up a Conference

If your phone has an active call and one heldtcath the same or a different limetap Joinfrom
either Lines or Calls view to automatically create a conference call. The conference call tak
on the line fromwhich 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 oNbadein
a held conference call can hear each other. To hold just one persoNasgingConferenceCall

Participants

To place a conference call on hold:
1 From Active Call, Lines, or Calls view,Hapdd L F @2 dzQNBE Ay /| ftfa OASHI 0
conference first. Thether two peoplein the conference are held. The following example shows a
held conference in Calls view.

N m 245 PM o

& Line:2091 (1 call)
= Hold:Conference 14:21

Resume New Call Split

To resume a held conference call:

1 From Lines or Calls view, tRgsume

36



Chapter 2: Using Basic Features

Ending Conference Calls

Toend a conference, and your connection to the otbeople tap End Call By default, when yotap

End Callthe othertwo peopleremain connectedHowever, your system administrator may have set up
your phone so that all connections end.

To end a conference call:

1 From Active Call, Lines, or Calls view,Ead Call

Theconference 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 pliade the other two people on holtYou can
split an active or held conferencaill.

To split a conference call:
1 From Active Call, Lines, or Calls view,3afit

Theconferencecall ends. By default, the other two people are held.

Managing Conference Call Participants

LT @82dz2QNB 6fS G2 YIFylF3asS GkKS LIS2LXS Ay I O2yFSNBy
1 Mute aparticipant
1 Hold aparticipant
1 Remove garticipantfrom the conference.

T[A&G AYF2NNIOGA2Y F062dzi | LI NOAOALN yiG3X t14dzOK | &
such as whether the call is muted, held, or is videabled.
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To manage a@rson in a conference call:

38

1 Set up an active conference call.

2 From Active Call, Lines, or Calls viewNgmaged L F &2 dzQNB Ay /I ffa OASs>
conference first. The following examples show the screens that display when you manage a
conference.

VVX 500 VVX 600
E' a 11:29AM o w0 11:12AM o

o8 Confi ]
g Conference 0:42 &g tonterence 5:19

ouis Strong b
2092 A % P Teresa Swift

= Lauren Gates

¢

Far Mute Hold Remove Info Back Far Mute Hold Remove

Timesaver: How to Manage a Participant Without Tappagage
LT @2dzQNB @GASgAy3d GKS O2yFSNBYyOS Ay ! OGAl
managing the person.

/

3 Tap the person you want to manage.

4 Do one of the followig:

3 TapFar Muteto mute the person. Thenuted personcan heareveryone but noone can hear
the muted person

3 TapHoldto hold the personTheheld persorcamliear anyne, and noone can hear theheld
person
3 TapRemoveto remove thepersonfrom the corference, endhe conference call, and creass
active call between you and thgerson still in the call
3 Taplnformation to viewinformation about theperson and their call status. When you tap
Informationz | LJ2 LJdzLJ RA & LJ | @ 4 frjasshbwhaexii KS LISNE2Y Q&
Participant Info

. Name: Lauren Gates
. Number: 2076

1
2
3
4
5.
6
7
8
9
1
1

1. A

3 TapBackto 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:
9 Forwarding all calls to another person.
1 Rejecting calls from a contact.
1 Diverting callsrbm a contact to another person.
1 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 nurmdezn if the [0 Not Disturb featurés
enabled Call forwardhg is not available on shared lines.

User Tip: Forwarding Calls on a ®sdCall Basis

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

Note: CallForwadly 3 YR aAONRaz2Fidt [y Ou { SNIBSNJ

If yourphoneis configured to work with Microsoft Lync Server, your call forwarding options
be different than those described below. For moréoimation on forwarding calls with

Microsoft Lync, se&lsing Polycom Phones with Microsoft Lync Server Quick User &uaiilizble
08 VYI@GAIFLGAYI G2 @& 2 dzNJushidksg VeSiQhorrSdpportdalied S F |

To forward all calls to anotheperson

1 From Home view, taporward (You can also taettingsfrom Home viewand tap
Features>Forward or if your phone is idle, talborwardfrom 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:

3 Alwayst To forward all incoming calls.

3 No Answer To forward all unanswered incong calls.

3 Busy ¢2 F2NBINR OFrftfa GKFEG FNNAGBS gKSy @&2dzQNB
4 Enter the forwarding number, and tdgnable If you selected th&lo Answeroption, you can

enter the number of rings before your phone forwards the call. A vallfecommended

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

The number calls will be
forwarded to
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If a phone line is idle, Lines view displays the forwarding next to the phone line, as shown next.

. wa
Indicates
forwarding __ SN PN 3, ‘o ® DonBlue & ZWong
is enabled
on Line 2092 ® Aexcipure @ Nikola o TForest ¢ Pierre

Smith Gagne

Teresa Louis

[ ) ]
s= JackJones &9 Swift &8 Strong

® Wil Sharp

auren
& t‘nl::as ® Lisawong @ TomDavis @ HelenChen
ate

New Call Forward DND

To disable call forwarding:
1 From Home view, taporward
2 If your phore 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, aDistdpe

Rejecting Calls from a Contact

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

Note: Rejecting Calls and Shared Lines
,2dz OFyQiG NB2SOG Ortfta 2y &aKINBR fAySao
Working with Shared Lines

To send incoming calls from contact to your voicemail system:
1 TapDirectoriesfrom Home view, and tagontact Directory
2 From your directory, tap the contact whose calls you want to reject.
3CNRY (KS Oz2yil OGQal@AyFT2N¥YIGA2Y &ONBSys (il
4 From the Edit Contact screen, t&pito Reject tap Enabled andthentap Save

Diverting Calls from a Contact to Another Person

The Divert option enables you taansfer all incoming calls from a particular contact tmtner person

To divert incoming calls from a contact &nother person
1 TapDirectoriesfrom Home view, and tagontact Directory

2 From your directory, tap the contact whose calls you want to send to another person.
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3CNRY (KS O2yilOlipBAYF2NXYIGA2Yy AONBSy:s
4 From the Edit Contact screen, do the following:

3 TapDivert Contactandenter the number of theperson you want the call to go to.

3 TapAuto Divert, andtap Enabled

3 TapSave

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 receiwile DND is enabled are logged to your Recent Calls list.

When you enable Do Not Disturb, the following happens:

9 The Do Not Disturb iconn, displays in the status bar, as shown next. For VVX 500 phones, the
icon scrolls under the time display. For VVR plones, the icon displays at the far right of the
status bar, next to other icons that you can tap.

VVvX 500 YVX 600
Indicates DND is enabled Indicates DND is enabled. Tap to disable DND.

9 If your phone is idle, the Do Not Disturb icn, displays next to your phone line in Lines view,
as shown next. If you have new messages or forwarelivagpled, the messages or forwarding icon
will display instead.

VVX 500 YVX 600

538 PM o . 537PM o

Milton
L

Alexei Will Sharp ® Stone Don Blue s ZWong

Bure

au Pierre Helen Nikola F t Pierre
Gates Gagne Chen €8 Smith QS Gagne

Louis

Teresa Louis
Strong J Forest ®  Jjackjones » =

Jack Jones
Swift Strong

Will Sharp

_._ Nikola Al Dion Lisa Wong @ lauren

Smith Lisa Wong _._ Tom Davis Helen Chen

&8 Gates

New Call Forward DND New Call Forward DND
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1 The DND icon in Home vieH, changes tcH, as shown next.

VVX 500 VVX 600

2091 v

P e TEY

as

New Call Messages Directories Forward
New Call Messages D

——
s Calendar a =
Settings Applications Calendar

Note: Do Not Disturb and Shared Lines
‘ 9yl 6tAy3d 52 b2 5AaiGd2NDdD 2y &KI NBR alndtifc&ian of

the call and have the option to answer the call.

CNRPdzof SaK220Ay3IY 2Keé 528SayQi GKS 5b5 LO2

LT @2dzQ@S aSi{ & paxdDisiNBas Beff 8 $nabldad DNDifEr yoiirphone, tt
messageMy Status: Do Not Distutb A t £ a2 ONRf f dzy RSNJ 6KS (GAYS
display in the status bar

To toggle Do Not Disturb on and off:

1 From Home view, tapND Or,if your phone is idle, tapNDfrom Lines view

TimesaverA Quick Way to Disable DND on the 60X

To turn DND off,ap n located in the ®itus 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-fiee basis.
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To enable or disable Do Not Disturb for a particular line:
1 From Home view, tapND
2 From the Line Select screen, tap the line to enable or disable Do Not Disturb on.

3 From the Do Not Disturb screen, tejmableor Disable

User Tip: Automaticallignabling or Disabling Do Not Disturb for All Lines

To automaticallyenableDo Not Disturb for all lines, taet All To automatically disable the
feature for all lines, tafClear All

Listening to Voicemall

Your phone may indicate new voicemail mesagy the following:

1 A message counter in Home vieag, shown nextThe counter indicates the number of new
messages you have.

VVX 500 VVX 600

%T
\ aa

New Call Messages

Settings Applications Calendar
- -

New Call Messages Dir

Settings Applications Calendar

1 A message counter in the status bar (shown next). The counter displays on the Message icon,
B<4. If you have new messages, thesdage icon also displays next to the phone line in Lines
view, as shown next.

VVX 500 VVX 600

1:22PM o

Alexel - ! Milton
R ® Wil Sharp i L Don Blue Z Wong

Pierre Helen A eI Nikola o Pierre
Gates Gagne Chen . € Smith J Forest Gagne

Louis e -
3 > Teresa Louis
Jack jones Strong J Forest Jack Jones Swift Strong Will Sharp

L o Al Dion Lisa Wong Lauren

B Smith Mo : = " o
oS Lisa Wong Tom Davis Helen Chen

New Call Forward DND New Call Forward
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1 A flashing Message Waiting Indicator, located at theright of your phone.
1 An audible alert (if your phone is ¢m00k).

Note: Temporarily Removing Message Indicators

To temporarily remove messadedicators tap P, and tapMessage Centefor tap Messages
from Home view, and tapessage Centgrand tapClear After a period of time usually about
an hour or twa the message indicators wippearagain.

To listen to voiemail messages:

1 On the status bar, tap«, and tapMessage CenterOr, from Home view, tamessagesand 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 Messagescreen, tagconnectand follow the prompts.

Viewing Recent Calls

Your phone maintains a Recent Callg listist of missed, received, and placedlls Each list can hold
up to 100 entries.

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

9 Sort, order, ad 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.

9 Tap a all record to automatically call the person.
Tap to sort/order calls  Tap to filter calls

2091 w | : Tap to remove certain
calls from the list
Nikola Smith

Tap a call record Milton Stone
to automatically =

call the person

Tap to manage a call

*
e
@ Louis Strong
*

Nikola Smith

Dialpad Directory Recent Favorites
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Icons display next to a call to indicate the call type:
1 Placed calls displaﬂ.
1 Received calls displg.
1 Missed calls displaﬂ.

To view your Recent Calls list:

1 From Home view, taplew Cal] and tapRecent You can also access recent calls by tapping
Directoriesfrom Home view, and tappingecent Calls

Timesaver: Quickly Accessing the Recent Calls List

To quickly access recent calls, in Lines, Calls, or Active Call vies shown next

m m 9:17 AM -

Tap to see recent calls

To managea call record:
1 From your Recent Calls list, tjj next to a call record.

2 From the call details screen, shown next, you can:
3 TapDialto call the person.

3 TapSaveto add the person to your Contact Directory. If the person is already in your
ContactDirectdNE > 0 dfdvorife gt @iFavbritesisplays instead. Tafdd to Favorites
to automatically make the personfavorite.

3 Tapﬁ to delete the call from the list.
3 Tap to edit the phone number before you dial the person.

@ Nikola Smith Tap to go back to
2078 your recent calls list

Missed Call
4:52 PM, Yesterday

O e Tap to call the person

(- Tap to save the person to
your Contact Directory

Tap to remove the Tap to edit the phone
call from the list number before calling
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To customize the list:

1 Fromyour Recent Calls list (shown next), mto sort and order calls, and taﬂ 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
(reversealphabetical) order.

When you filter calls, you can choose to display only missed, received, or placed calls. Or, you can
choose to display all cdilpes (the default).

Note: About Filtered Call Lists

,2dz OFy Qi al @S @2dzNJ FAf GSNBR OFftt fAad NJ
call typa for example, only missed callglisplay, the next time you display the list, el types
(the default filter) will display.

Tap to sort/order calls  Tap to filter calls

2091 v

Nikola Smith
Milton Stone
Louis Strong

Nikola Smith

Dialpad Directory Recent Favorites

To remove certain calls from the list:

1 From your Recent Calls list, tn. 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

,2dz Oy adGd2NB | I NBS ydzyYoSNI 2F O2y il OGa Ay &2dzNJ
your administrator for the exact number.

2091 A4 4 | Search
Al Dien

Jack Jones

Lauren Gates

Louis Strong

Dialpad Directory Recent Favorites

From your local Contact Directory, you can:
1 View contact information.
1 Search for contacts.
9 Dial contacts.
If you can update your Contact Directory, you can also do the following:
1 Add contacts.
1 Update contact information.

9 Delete contacts.

Note: Accessing a Corporate Directory

A Corporate Directory may be available on your phone. If you have access to a
Corporde Directory, you can dial people in the Corporate Directory, as well as save them tc
ContactDirectory. For more information, se&'orking with a Corporate Directory

To viewyour Contact Directory:

i TapDirectoriesfrom Home view, and tagontact Directory

or
1 TapNew Callfrom Home view, and tapirectory.

From your Contact Directory, scroll to view contacts or enter search criteria to find one.
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To view contact information:
1 From your Contact Directory, tagtS O2y (il OG® ¢KS 02y il O0iQa Ay TF2NNI
O2y il O0tQa yIYS YR LK2YS ydzYoSNE RAXI&uckas&jgb ol & &
title, label, or email addressmay also display.

Manager,Laur... | 7

T

To search for a contact:
1 From your Contact Direaty, tapSearch

2 From the Search screen, enter search criteriaandBagrcld LT &2 dzZOQONB dzaAy3d (KS
keyboard, tapf@ before you tapSearch

A list of search results is displayed. Rygiurnto display your Contact Directory again.

To dial a contact:
1 From your Contact Directory, tap the contact you want to call.

2 CNRY (GKS O2yil O0iQa AYyF2NNIGA2Y aONBSYy 0aK2gy y&

CFO,Al Dion
&
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To add a contact:
1 From your Contact Directory, tdd.

2 From the Add Contact screen, enter contact inforroati

Note: Directory Fields arget by YouAdministrator

Your phone may not display all contact fields. For more information, see your administrator
only required field is the Contact figldi KS O2y (il OG Qa LIK2y S ydzyo

3 ForFirst NameentertheO2 y i Ot Qa FANRG Yyl YSo
3 TapLastNam& | yR Sy (dSNJ 6KS Oz2ydal 0dQa ftlrad ylYSo

3 TapContacE | YR SYGSNJ GKS O2yil 0GQa LIK2yS ydzyo SN

CKS LIK2yS ydzYoSNI Ydzad 08 dzyAljdSs FyR O yQi
entry with a nonunique phone number,th& Yy i N2 62y Qi 06S al gSR®

3 TapJobTilE I yR SyiGdSNI G§KS O2yil O0liQa 2206 GAlfS:
3 TapEmalk | yR Sy GSN) GKS O2yidl 0GQa SYIlFAf | RRN
3 TapFavoritelndex, and enter a favorite index number.

The number can be any unused value, up to a maximum val@@d®. A contact that has a
favorite index number will automatically display in your Favorites list. For more information
about favorites, sedlanaging Favorites

3 TaplLabe| and enter a label for the contact such &arketing.

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.

3 TapRing Typeand select the ringtone you want to use for the contact.

3 TgDivertContacE | YR SYGSNJ 6KS LIK2YyS ydzYoSNI 2F GKS

sent to.
3 TapAuto Reject and enable or disable the setting. The default settirigisabled

If enabled, each time the contact calls, the call will be diretbegbur mail system.
3 TapAuto Divert, and enable or disable the setting. The default settifgisabled

If enabled, each time the contact calls, the call will be directed to the third party you specified
in the Divert Contact field.

3 TapWatch Buddy andenable or disable the setting. The default settinBisabled
LT SylFroftSRXI &2dz Oy Y2yAG2N) GKS O2y il OdQa
seeUsing Buddy Lists
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3 TapBlock Buddy and enable or déble the setting. The default settinglssabled
LF Sylof SR GKS O2yidl OG OFyQil Y2yAG2NJ @2dzNJ &ail
seeUsing Buddy Lists
3 TapSave

You can automatically save a recent caller to yditectory. From your Recent Calls list, tﬂ
next to the calrecord From thecallinformation screen, tajsave The Add Contact screen
displays, witithe name(if specified and contact fields populated. Enter additional informatior
desired, and tagsave

If a Corporate Directory is available on your phone, you can add contacts from the Corpora
Directory to your Contact Directory. For information how to update your Contact Directory it
this way,seeWorking with a Corporate Directory

Timesaver: Saving Recent Calkard Corporate Directory Contacts to Your Directory
4

¢2 dzZLRIFGS | O2y il 0GQa AYF2NXNIGA2YY
1 From the Contact Directory, tap the contact you want to update.
2 CNRY (i K Sinf@maidin sceanOtaid .
3CNRY (KS 9RAG /2yidl O0G aONBSyx dzZJRIFGS GKS 0O2yil C
4 TapSave

To delete a contact:

1 Fromyour Contact Directory, tap the contact you want to delete

2 CNRY (KS 02yl 06 0all meantrivaidn indsgagitispiags NebnSryiiag thiatt LJ
you want to delete the contact. Tapesor No.

Working with a Corporate Directory

You may have access to portions of a Corporate Directofydz Ol y Qi Cogidiate Dirgctog 2 dzNJ
your administrator determines which contactswoan see.

From the Corporate Directory, you can do the following:
1 Search for contacts.
9 Dial contacts.

1 Add contacts to your local Contact Directory.

To view the Corporate Directory:

9 TapDirectoriesfrom Home view, and tagorporate Directory By default, dlank 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 youh@@orporate Directory, the
results of your last search Wiisplay. To save Corporate Directory search resultsS&pings
from Home view, and tapasic> Preferences> Corporate Directory> View PersistencyFrom the
View Persistency screen, t&mabled The next time you view Corporate Directory, your last
search results will display.

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

3¢2 LISNF2NY | jdzA Ol &aSIFNOKzZ SYdSN) G6KS FANRG TS«
(depending on how theirectory is organized), and t&gubmit

or

3 To perform an advanced search, tagvFind From the Advanced Find screen, enter your
search criteria, and taBubmit

The screen displays a list of contacts, starting with the most successful malohgswinformation for
the contact, tapView. To erase all your search criteria and emewv criteria before you submit your
search, tapClear
To dial a Corporate Directory contact:

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

2 From thesearch results, tap the contact, and tByal.

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.
2CNRY (KS aSI NDK NBadz §asvied.l LI 6KS O2yial 0GQa NBO2
3CNRY (GKS O2yidl OtQaSaey F2NXI GA2y &AONBSy:s Gl L

Only the first name, last name, and phone number are saved. You may want to go to the
ContactDirectory 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:
9 Updating the incoming call ringtone.
! LRFIGAYT + O2yialO0tQa NARAy3IG2ySo
1 Changing the speaker volume.

1 Changing the ringer volume.
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1 Muting the microphone.

1 Changing where you hear sound effects.

Updating the Incoming Call Ringtone
I AAYLES sLe (G2 LISNE2YyFfATS @2dzNJ LIK2yS A& (G2 OKLy
ringtones for the different lines on your phone.
To select an incoming call ringtone for your phone or a line:
1 TapSettingsfrom Home view, and tapasic> 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 defalt ringtone isLow Trill
5PDAAOCET ¢ A #11 OAAOGGO 2ET COITA
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 aontact:
1 From your Contact Directory, tap the contact whose ringtone you want to change.
2 CNRY (GKS O2yil OUQalAYF2NXYI GA2Yy &AONBSy:s G LW
3 From the Edit Contact screen, tRing Typetap the ringtone you want, and then td4gd.

User Tip: Listening to a Rifmgne Before You Save It

To listen to a ring tone before you save it, tap the ring type an(ﬂp

4 From the Edit Contact screen, t§ave.

Changing the Speaker Volume

To change the volume of what you hear during a call, press one dfdhenekeys. , while
82 dzQNB. Ay F  OF t f

Changing the Ringer Volume

To change the volume of the incoming call ringtone, press one of themekeys, , while
your phone is idle or ringing.
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Muting the Microphone
adziS GKS YAONRLIK2YS &2 2 i K SeNuttdhppliBsioSahmodds ghandsetK S| NJ &
headset, and speakerphone). You can still hear all other parties when you mute the microphone.

To mute the microphone:

9 During a call (including a conference call), p :
CKS adai§ 188 3f26a NBRwu TKibabe MkeSpke ® agana S5 OF y O

Choosing Where You Hear Sound Effects

You can choose whether you hear sound effed#i phone sounds except call audifrom the handset,
headset, or speaker. For example, you can configure your phone to ring ohgadset, instead of the
speaker. By default, you hear all sound effects from the speaker.

To choose where you hear sound effects:
1 TapSettingsfrom Home view, and tapasic>Preferences> Audible Ringer
2 From the Audible Ringer screen, select where want to hear sound effects:
3¢2 KSINJ azdzyR STT800a 2yt SpeaklRY GKS LIK2ySQa f;
3 To hear sound effects only from the handset, tédgndset
3 To hear sound effects only from the headset, gadset

3 To hear sound effects only from the devie2 dzQNBE OdzNNBy (it & dzldtiwed G2 KS

The default destination iSpeaker

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 fatemdex number. You do this from the Contact Directory.
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Contacts that have a favorite index number disgfag/ as shown next.

Indicates a contact is a Favorite

CFO,Al Dion
-

All yourfavorites display in your Favorites list. A smaller number of Favorites (11 for the VVX 500 and 15
for the VVX 600) dplay in Lines view and from Home view.

The following figure shows a sample Favorites list.

VVX 500 VVX 600
2002w

2091 -

1. Lauren Gates 1. Alexei Bure

2. Jack Jones
2. Jack Jones

3. Lauren Gates
3. Nikola Smith
4. Milton Stone

4. Alexei Bure
5. Nikola Smith

Dialpad Directory Recent  Favorites Dialpad Directory Recent Favorites

The following figure shows your favorites in Lines view. Favorites display under the phone line(s).

VYVX 500 VVX 600
12214PM o =

Milton Stone Don Blue

2091 [ ] :'jl‘:’ Will Sharp

Lauren Helen

Gates Chen Alexei Bure ola b Pierre Gagne

Will Sharp

Jack Jones ) Forest

Nikola

Lisa Wong
Smith LA s

Lauren Gates Tom Davis Helen Chen

New Call Forward DND

New Call Forward
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Favorites also display from Home view, as shown next.

VVX 500 VVX 600

Close a Close

Milton Stone @ Don Blue Z Wong

Alexei Bure m».w Plerre Gagne
Jack Jones ®  Teresa Swift " Louis Strong Will Sharp

2091 9 (&=E Will Sharp

&8 Bure

Lauren 2 Helen
Gates Chen

Jack Jones ) Forest

Nikola ® Al Dion Lisa Wong

Smith e Lauren Gates @ Lisa Wong ®  Tom Davis Helen Chen

setungs Apphications Calenaar
L]

Favaites 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:

1 TapNew Callfrom Home view, and tapavories.

To see youfavorites from Home view:

1 From Home view, tap the phone line.

To see youfavorites from Lines view:

1 From Home view, pre. If the idle browser displays, swipe the screen to see Lines view.

To make a contact a Favorite:
Do one of the fdbwing:

T CNRBY @2dzNJ / 2y dF OG 5AN G2NBZ GFL) GKS O2yil
Addto Favorites

or

1 From your Recent Calls list, tf) next to a call record. From the call details screen, tap
Addto Favorites

The contact will now havegreen star next to their name when you view the contact from the
ContactDirectory or the Recent Calls list.

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

After you tapAdd to Favoritesa dialog displays asking if yaant to automatically accept the
next available index number, or manually enter your own. Yagto automatically accept an
index number, or tafedit Index to enter a unique index number. You can enter a number up-
9999.
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To quickly call davorite:

1 From your Favorites list, or from Home or Lines view, tap the favorite you want to call. The call is
automatically placed.
To reorder yourfavorites:
1 From your Contact Directory, tap the contact.
2 CNRY (KS O2yil 06 QaBAY T2NXIGAZ2Y aONBSys (I LJ
3 From the Edit Qutact screen, tag-avoritelndex, and enter a new favorite index number.

4 TapSave

To delete &avorite:
1 From your Contact Directory, tap the contact.
2 CNRY (KS Oz2yil OGQaBAyF2N¥YIGA2y &ONBSys (I LI
3 From the Edit Contact screen, tipvoritelndex, and delee the favorite index number.

4 TapSave

User Tip: Quickly Deleting a Favorite

From Lines view, press and hold flaoritedzy G At G KS O2y Gl O0GQa Ay
tap [E. The contact will remain in your directory, but will no longer Ha\arite.

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
callson shared lines.

If you have an incoming call on a shared line, you can stop your phone from ringing by Gipgiceg
Eventhoughi KS LIK2y S RDIFV @B MMERZ (G KR IAFAOFGA2Y GAf
option to answer the all.
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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 Q 6 (No indicator)

Active call Solid green
Held call Flashing red
Note: Unsupported Features on Shared Lines
‘ 1 Call Forwarding is not available on shared lines.

T 9yFofAy3a 52 b2G 5Aa0dd2ND 2y &aKINBR f Ay
notification of the call ad have the option to answer the call.
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Nowthaty2 dzQ@S YI aG0SNBR (KS o2t TS I lagaidldhedherSé NJeNI LIK 2
interesting and powerful featurethat & 2 dzNJ LK 2y S Kl & G2 2 Fam&@INdboutLy G KA A&
those features that make your phone exciting to use, such as joining Microsoft® Outlook® meetings with

2yS GFL) 2F @2dz2NJ FAYIASNE dzaAy3d @2 dzNie@idgWebdzi SNRa 1 Seé
content, or monitoring other phone userst8S ¢ KSy (KS@QNB I @ Aflo6fS 2N I ¢

This chapter shows you how:to
1 Manag Buddies
Integrate with Microsoft Lync Server
Record and plagackrecorded calls
View the Browser

Broadcast messages usiRgshto-Talk and group paging

1

1

1

1

1 Usethe Caledar feature

1 Usethe Polycom Desktop Connector to link your computer keyboard and mouse to your phone
1 Log into other phones
9 Lock your phone

1

Access features with your login credentials

Note: Feature Availability

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

Using Buddy Lists

A Buddy list is a list of users/devices whose statoispresence you can monitor. Users update their
presencesetting, such aBe right backOut to lunch or Busy and you can view their status in real time
FNRY @2dz2NJ . dzZRRe fAadGd L 2dz Oy +faz2 @ASg @&2dzNJ odzRR
buddy is a favorite.
Ly GKAa aSOlAayszr &2dQff tSINYy Kz2g i

1 Update your presence status

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

1 Monitor your buddies from your phone

Note: Buddies and Microsoft Lync Server
‘ If your phone is configured to work with Microsoft Lync Server, the yeaymanage buddies is
different. For more information, sedsing Polycom Phones with Microsoft Lync Server Quick

Guide available by navigating to your phone from the Polydumsiness Media Phon&ipport
page

Updating Your Status

Update yourstatusso that otherpeoplecan monitor your status from their phonea/hen you update
your status, your status is automaticallyns to the pegle watching you.

Youcan update youstatusto one of the following:
M Online

Busy

Beright back

Away

On the phone

Out to lunch

Do not disturb

= =4 =4 4 4

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

youQ Nid& all, 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 toDo Not Disturb

When you select a presence settiotiper thanonline, the setting scrolls under the time display on the
status bar as shown next

Phone

& Note: Your Presence Status When You Enable and Digabl2o NotDisturbFeature on Your

If you select thestatusoption Do Not Disturband thenenable and disable the Do Not Disturb
feature on your phone, your status will changeQaline
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To update youmpresencesetting:

1 From Lines view, taply Status Or, tapSettingsfrom Home view, and tapeatures> Presence>
My Status

2 From the My Statuscreen, tap thestatusyou want.

Your new statuss sent to phones watching you.

User Tip: How to Automatically Change Your Status When Your Rhiate

You can enable your phone to automatically set your statusviayif 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 tdAvailableagain. To enable this feature, t&ettingsfrom Homeview, and tap

Basic> Preferences> Presence> Idle Timeout From the Idle Timeout scee, enable an office
hoursand/or off hours timeout period, and enter the number of minutes your phone should |
idle before your status changes £way. For steps on how to set your office hours, s&eanging
Your Office Houts

Setting Up and Managing a Buddy List

LF¥ @2dz glyd G2 Y2yA(G2N) 2GKSNJ LIS2L) S @2dz ySSR G2
to your Buddy list from your Contact Directory; therefore, make sure the person you wantrtiblamo
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 CNRY (KS O2yialOQiQa@Ay F2NXYIGA2y AONBSys (I LJ
From the Edit Contact screen, t¥gatch Buddy and enable odisable the field. The default
setting isDisabled When enabled, the contact is added to your Buddy list so you can monitor the
O2y il OtQa adlriddzae® 2KSYy RAalFIOf SRXAGKSI PRy &R el 4 2 ¥
FofS (G2 Y2yAda#uw) G6KS O2ydl OdQa a
3 TapSave

If you enabled th&Vatch Buddysetting for a contact, the contact will display in your Buddy list. To view
your Buddy list, taguddiesfrom Lines view.

User Tip: Dialing Buddies

You can quickly dial a buddy by accessing your Bustd¥tom Lines view, tapuddies tap the
buddy you want to call, and tapial.
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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 coatt can add you to their Buddigt and monitor you.

User Tip: How to Access Your Blocked and Watcher Lists
¢t2 @OASs | tAad 2F O2yidl O0da GKIFG OFy FyR
1 To display contacts that can view your status, &gttings from Home view, and tap
Features> Presence>Watcher List
T ¢2 RAaLI & O2ydl Ola i Keltidgsfron oM view, arkl gap & ;
Features> Presence> Blocked List

To block or unblock a contact from viewing your status:
1 From your Cor#ct Directory, tap the contact you want to block or unblock.
2CNRY (GKS O2yil OGQaB@AyT2N)YIFGA2Yy &AONBSys (I LI

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

is Disabled When enabled, the contact c@niiatch 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 TapSave

Timesaver: How to Quickly Unblock a Contact

You can use your Blocked Llistunblock a contact, rather than updating the Contact Directory
TapSettingsfrom Home view, and tapeatures>Presence> Blocked ListFrom the Blocked List
tap the contact you want to unblock, and tamblock 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 iagi¢heir status. The following table shows the
icons and the status they represent.

Buddy Status  Icon Buddy Status Icon
Available & Do Not Disturb @@
Busy LY Offline

Away No information

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

and Lines view.

To monitor 52 0KAaXx
0dzZRRA Sa
Buddy list From Lines view, taBuddies Or, from Home view, tafettings and tap
Features>Presence> Buddy StatusYour Buddy list displays, as shownxne
VVX 500 VVX 600
Exit
1 == Ben North (Do Not Disturb) ; . i
2 @ G labl
5 . Bk o lAway] D Lauren Gates (Available)
3 @ Milton Stone (Available)
3 @ Lauren Gates (Available)
4 ) Nikola Smith (Busy)
4 @ Milton Stone (Available) ,
5 = Teresa Swift (Do Not Distirh)
Dial Dial
Linesview From Homeview, press@.LF [ Ay Sa @A S

g R2SayQi RAALIX
are favorites display their status, as shown next.
VYVX 500

m m 10:57 AM P

10:57 AM o

Alexei

Milto
&\, 209" Alexe Will Sharp Q. Don Blue ZWong

Stone

Lauren Pierre Helen

'I Gates Gagne Chen

: - _ Nikola Pierre
Alexei Bure ) Forest Gagne

LL] AN Smith

Ben North Lisa Wong

. Jack Jones

- . JackJones  (mm If':;tﬂ T Will Sharp
s Nikola ®

Milton
Stone

» Al Dion Lauren

Gates

Smith ® lisawong @ Tom Davis Helen Chen

New Call Forward DND My Status Buddies New Call Forward DND My Status Buddies
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To monitor 52 GKAAX

0dzZRRA S &

Homeview From Home view, tap the phone line. The buddies who are favorites display theis stat
shown next.

VVX 600

Q Milton

& 2092 Q... ® DonBlue & ZWong

& 2091 iz Will Sharp

(—- Lauren Pie Helen
l Gates Gagne Chen

Nikola ®

Pierre
S ® ) Forest g

@ Alexei Bure
Gagne

Teresa Louis

. Jack Jones Ben North Lisa Wong

.JackJnnes e &8 Strong = Will Sharp

» Nikola Milton

p Al Dion y
W Smith '/ Stone QLT ® Lisawong @ Tom Davis

Helen Chen
Gates

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
Microsdt Lync contacts. For more information on integrating with Microsoft Lync Server, see your
system administrator, or refer tblsing Polycom Phones with Microsoft Lync Server Quick User Guide
availableby navigating to your phori2a  { dzLJLfi®rhilie Businé$SMedia Phon&ipportpage.

Recording Calls

If the call recording feature is available, and you connect a USB flash drive to the tU&Bymur

phone, you can record active calls on your phone. Recordings are stondweiies on the USB flash
drive. You can record up to four hours in one file.

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

To attach a USB flash driwee theQuick Start Guidéor your phone availableby navigating to
your phon€Q & { dzLJL#@®r\dhe Budin&$SMedia Phon&uipportpage.

When you attach a USB flash drive to your phone, a USBIESh, displaysin the status bartogether
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 tfg=a to view your recordingand USB properties.
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. 2dz Ol yQl NBO2NR 6KSyY
9 There are no connected calls on your phone.
1 You place a new call to transfer a call or set up a conference.
1 The phone prompts you to answer an incoming call.

If you hold a call, recording pauses. Recording coasinfithe called party places you on hold. Recording
stops if all active calls end, no matter who ends the calls.

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

Tones and indications, such as the dialing of digits or ringing fronKa®d4J LJ- NIl @ Q& LK 2y S> Gk
before a call connects are not recorded. Local tones and indications, such as DTMF tones when dialing,

FNB y2G NBO2NRSR® | 26SOSNE G2ySa FTNRBY | y2i§KSNI LI N.
You control recording by tappirtart, Pause Resume andStop. All active calls that occur on your

phone between the time you taftartand Stopare recorded, alternating in the samwav 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 samewav file as follows:

Summary of calls in recording file
“22JUN2012_125559.wav”

11:22 a.m.
Answer call from A. Start recording call.
Talk with A
11:32 a.m.
Answer incoming call from B. Your call with A is held.
Talk with B
11:37 a.m.
End call with B and return to call with A.
Talk with A
11:39 a.m.
Answer incoming call from C. Your call with A is held.
Talk with C
11:40 a.m.
) End call with C and return to call with A.
Talk with A

:45 a.m.
End call with A. Recording automatically stops.
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Web Info: Which USB Flash Drives Does My Phone Support?

For a list of supported USB flash drives to recordrghaudio, se&upported USB Devices
(Technical Bulletin 38084)

You may be required by federal, state, and/or local laws to notify some or all called parties
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 wic
t2f@02Y NBO2YYSYyRa OKSOlAy3 ALK GKS f 20
government legal agencies. You can find otherrimfation that may be useful at:
http://www.fcc.gov/cgb/consumerfacts/recordcalls.html
http://www.privacyrights.org/fs/fsQwrtp.htm

t2fe02Y NBO2YYSyRa (KIFG @&2dz R
NBEO2NRSR gAff 0SS AyO2YLX S
USB flash drive itself may be damaged by this action.

o

2
l.j

To record a call:
1 From Lines, Calls, or Active Call view,Ragord

2 To start recording, taftart.

The messagRecording in progressrolls in the status bal.heRecordingcon also displays ifme
status bar, as shown next.

VVX 500 VVX 600

4:05 PM

3 To stop recording, do one of the following:
3 TapStop
or

3 TapBack and tapEndCalld h NE RSLISYRAYy 3 gKI i@of @R6r &2 dzQNB
replace the handset

When you stop recording, théSEcon, E&2, displays in the stas bar, as shown next.

VVX 500
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b2G0SY alylF3Ay3a + [/ Lft 2KAfS | 2dzQNB wSO?2

You can hold, end, transfer, or set up a conference call while you record, or while a recordi
paused. To manage a call during a recording Bapkand choose the task you watd perform.
To see the Recording soft keys again, Ragzord

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

1 All conference call participants are recorded. If one of the conferpactcipants presse,
that participant is not recorded.

1 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 reume a recording:
i TapPause To resume the recording, tapesume Recording continues within the sameav file.
When you pause a recordingecording Pausegtrolls in the status bar. If you have a VVX 600, the
Recording Paused icoﬁ, also disfays in he status bar.

CNRPdzof SaK220Ay3Y 2Keé /IyQid L wSO2NR |

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

1 Ifthereis insufficient free space on the USB flash drive when yostan, recording
R 2 S &tfrtand the messagdSB device is fliRecording cancelledisplays.

1 If the USB flash drivieecomedull during recording, recording stops and the message
USBdeviceis ful/Recording stoppedisplays.

1 If you removethe USB flash drive during recordinggcording stops and the message
USBdeviceremoved unsafefRecording cancelledisplays.

1 If youattachan unsupported USB flash drive, the messdgsupported USB device
attacheddisplays, 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, storedwav files, on the USB flash drive. You can also open,
rename, and delete the recordedsds.
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@ User Tip: Other Ways to Listen to Recorded Calls

‘ You carplay back recorded files on other devices, such as a WinRowappleé®based compute
: using an application capable of playimgavfiles. If an error occurs while a recording plays,
playing stops.

To browserecorded files:

i TapSettingsfrom Homeview, and tapFeatures> Removable Storage Media
BrowseRecordingsA list of recordings displays, as shown next. If there are no suppevtad
files on the USB flash drive, the messalysuported.wav file formatappears on the screen.

Back Browse Recordings

1 09AUG2011_160432.wav
2 09JUN2011_170002.wav
3 09JUN2011_170126.wav
4 09JUN2011_170505.wav

Rename Delete Open

To rename or delete a recording:

1 TapSettingsfrom Homeview, and tapFeatures> Removable Storage Media

BrowseRecordingsOr, if you have a VVX 600, from Lines or Calls view, and tap
Browse Recorihgs

2 From the Browse Recordings screen, tap the recording you want to rename or delete.

3 To rename the file, taRename update the filename, and tapK Or, to delete the file, tap
Delete

To play arecordedcall:

1 TapSettingsfrom Home view, and tapeaures>Removable Storage Media

BrowseRecordingsOr, if you have a VVX 600, tEg=d from Lines or Calls view, and tap
BrowseRecordings

2 From the Browse Recordings screen, tap the file you want to play, ar@pap

3 TapPlay.
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Playingdisplays on the seen. The position indicatorin hours, minutes, and secondshat
displaysabove the progress bar changes as the file plays in real time, as shown next.

0:00:09

Playing  Length: 0:00:38 (1 MB)

Pause

While therecordingplays, you can pause by tappiRguse To resume playing, taResume To
stop playhg and return to the Browse Recordings screen Bajh

User Tip: How to Listen to Record@alls

Use these tips when you listen to recorded calls:

9 To adjust the volume of a recording while you play it, press one oVthemekeys,
1L I19.
Playpackstopsif youtap Exit, or press, @ or @

If the handset is ofiook when you taPlayz. & 2 dzQf £ KSI NJ | dzRA 2
handset is ofhook when you tafPlayz. & 2 dzQf f KSI NJ | dzZRA 2 (K
handset while you listen through K S a LIS { SNE &2dzQf f KSI N

T LT @2dzQNB LX I &Ay3 | FAES IyR Ly Ayo02Y)
@2dz R2y Qi FyagSNI @2dzNJ LIK2y S3 LI I Resumdbd]
continue playing bacthe recordinglIf you decide to reject the incoming call, tResume
and playback will resume.

T .2dz OF yWavTAIRISY AIF &2dz KI @S Iy +O0GABS O
messageActionaborteddisplays. If all calls are held, you cdart 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 Browsen-interactive Web content on the idle
screemnt as you navigate between Home and Lines viewsékothe Idle Browser, pre from

Home view. Swipe the screen to switch between the Bii@wser and Lines view. If your phone has
Orffax GKS LRfS . NRgASNI 62y Qi RAALI I &
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To view an interactive Main Browser, tapplicationsfrom Home viewFrom theMain Browser, you
can:

9 Tap hyperlinks to view more Web pages.

1 Tap a text box and enter information by using the dialpad keys on the phone console or the
editing icons.

1 Move around by swiping your finger up, down, right, or left. Scrolling indicators on tberscr
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, unles®y8$ i 2 dzCokxSHRt rdquirésS E
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. N2gaSNRa [ 2YS LI 3IS:T 2NJ A2 ol O1 (2 @e2dzNJ LK2ySQa

¢l LJ GKA ¢2 R2 0GKAA&X

Go back to the previoud/eb page.
Refresh the cirent Web page.
[ & | Stop refreshing.
Return to theMainBNR ¢ 8 SNR& K2YS LI IS o
s Display the toddar permanentlysoit R 2 S & y @very tredsSconds.

When the toobar is permanently enabled, the icon change J§Eil}.

Enable the toddar to hide every thee seconds.
To displaya hidden toobar,& 2 dzQf f KI @S G2 LINB& & bar diplays.2 «

fa

Return to theLJK 2 y S Q &creer2 Y S
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Entering Information in the Main Browser

Editing icons enable you to enter information in text boxes. Toalsible editing icons, tap a text box in
the Main Browser.

¢l L) GKAi¢2 R2 (KAAX

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 Pushto-Talk and Group
Paging

The Group Paging feature enables you to make pages-way audio announcementsto users
subscribed to a page group. The PusiTalk (PTT) feature is a collaborative tool that enables you to
exchange broadcasts to users subscribed to a PTT channel, much like aalkilkierour system
administrator can set up both features on your phone.

Your system administrator can define up25 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 Executivesupamh gr
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 Ptiodadcasts. A Priority
broadcast will interrupt Normal broadcasts or active calls. All phones receive Priority broadcasts unless
52 b20 5Aai0d2Nd A& Sylof SR tK2ySa L& tNA2NARGE o

Emergency By default, broadcds 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

Yoursystem administrator can enable your phone to operate in a broadcast mode calledd”Tiakk
(PTT). In order to send and receive PTT broadcasts, you have to subscribe to PTT channels.

PTT broadcasts are collaborative: you can transmit messages anddisegiies.

Sending and Receiving PTT Broadcasts
. @ RSTldzg 6 &2dzONBE &dzoaONAROGSR (2 [/ KIFEyySta mx
broadcasts on Channels 1, 24, and 25.

When you end a PTT broadcast, the channel remains open and entexiting 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 PTBroadcasts

Before you can send a PTT broadcast, you need to choose a chabr@doast on. Or, you can hold
the Talksoft key to immediately begin broadcasting on Channel 1, the default channel.

You can change your default channel to any channel you wantjseéating the Default Channel
2 KSy @2dz OKIFy3aS (KS RSTFldA i OKIyyStsI @&2dzQNB

To send a PTT broadcast:

1 From Lines view, tapalk

Timesaver: Automatically Sending a PTT Broadcast
To automatically send a PTT broadcast on the default channel, presohlhtiatk and go to
v

step3.

2 From the PTT Channels List screen, tap the channel to send the broadcast on.

HnNZ

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 broadcst, press and holdalk Be sure to pres§alkthroughout the entire broadcast.

L 2dz2Qff KSENJ I WiNIyavYiAddiayaQ o088 FyR (KSy 6K

the channel label.

4 Begin speaking.
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Note: What Happens if | ReleafalkDuring A Broadcast?

Ifyoureleas@alkg KA f S @2 dzQNBE aSyRAy3I GKS oOoNRI ROI &
a 10 seconavaiting period During this period, the channel remains open to give people a ch
to reply. At anytime during the waitingeriod, you can resume your broadcast by pressing ar
holdingTalk If no one broadcasts during the waiting period, the channel closes and the bro.
ends.

5 When you finish your broadcast, do one of the following:
3 Releasdralk
or
3 TapEnd PTT

After you tapEndPTT, 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 ¢hannel. To
subscribe to a channel, sépdating Channel Subscriptions

| 26 €2dz NBOSAGS | t¢¢ ONRBIFROFadG RSLISyRa 2y (KS 0N
AT @2dzONB | fhib@idaSsRiuridgactieRalS A & S

,2dz2Qf £ NBOSAGS OoNBFROlFIaGa 2y G(KS OKIFyySfta @&2dzQQNB
OKFyyStuo YR [/ KIyySt up 00KSDONGtDNES Y yoar phore] vy St 0 @
@2dzQf f 2y f & yYWRAOSAINSYBIRBFYG oNRI ROIFadla 62y Qi RAA
phone.

When a broadcast ends, your phone emitsesnal of transmissiobeep and enters a 10 second waiting
period. During this period, you can respond to the broadcast Reg@ying to PTT Broadcgsts

2AAREOET ¢C 044 " OI AAAAOOO 7EAT 91 O080A .10 ET AT 1A
LT &82dz NBEOSAGS || ONRBIROIFal |yR &2dzQNB y204 Ay |y |
the broadcast priority.

Receiving®TT Broadcasts During Active Calls

| 2 @2dz KFryRfS I oNRBIFROIFal 6KSYy @2dzQNB Ay |y | OGA
82dzQNB Ittt 2SR (2 NBOSAGS | oOoNRBIROIal 6KSy @2dzQNB

If the broadcast is a Normal broadcast:

9 If your phoneis set to receive broadcasts during active calls, the broadcast immediately plays.
,2dzQf f KSFENJo0o2dK GKS 2NARIAYyLFE OFft IyR GKS ONERI
the call.
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T LT @2dzNJ LIK2YyS AayQild It 2 ¢ Sals, thebrobdsaBtIlispg avaNB | RO 3
Pendingoroadcast. To listen to the broadcast, hold or end the callapthe broadcast, and
tap Accept

Ifthebroadcash & | t NA2NRGE& 2NJ 9YSNHSyOeé oO6NRI ROFaidx GKS ¢
the orignal 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 additidmaadcasts.

During a waiting period, you can press and hidékand talk to all the people listening on the channel.
When you finish talking, relea3alk The broadcast will enter another waiting period until someone
broadcasts again. If no activity@as within the waiting period, the channel closes and no more
broadcasts can take place.

Ending PTT Broadcasts

You can end a PTT broadcast by releaBalg or by tapping=nd PTTAfter you end a broadcast, the
channel remains open so others can respond.

If you releasélalkwithout tappingEnd PTT
1 You can resume the broadcast by pressing and holatigif the broadcast is in a waitg period.
 .2dz OLyQli AYAGAIGS Fy2GKSNJ OoNRIFROIFad 2y Fy20KSN
If you tapEnd PTT
1 YouOl y Qi NBadzYS GKS ONRIRdk ad o0& LINBaaiAy3d FyR K2
1 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, prefsthene o
Volumekeys,EI_I®, to raise or lower the volume of the broadcast.

If you adjust the volume of a neemergency broadcast, your phone retains the adjusted volume for all
subsequent noremergency broadcastslowever, only system administrators can adjust tolume
level of an Emergency broadcast

Changing Where Broadcasts are Played

While you send a broadcast, you can pick up the handset, or \ssr @ and continue speaking.
You can also pres®) to mute your audio so that the people receiving your brédd 3 & 62 y Qi K S+ NJ
anything. This behavior is similar to a phone call.

When you listen to a broadcast, you can pick up the handset, or |5{5r @ and continue listening
to the broadcast.
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Updating the Default Channel

If you press and holdalk your broadcat will automatically transmit on the default channel, Channel 1.
If you want, you can change the default channel.

To update the default channel:

1 TapSettingsfrom Home view, and taBasic> Preferences> Paging/PTTConfiguration>
PTTPush to Talk

2 From he PTT Channel Configuration screen,Dafault Channeland 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. Whegou subscribe to a channel, you can send and receive PTT broadcasts on that
channel.

Tosubscribeto additional PTT channels:

1 TapSettingsfrom Home view, and taBasic> Preferences> Paging/PTTConfiguration>
PTTPush to Talk

2 From the PTT Channel Cigniration screen, tafchannel Subscriptions

From the Channel Subscriptions screen, tap the channel you want to subscribe to, afestBp
RSTlLdz G 22dzOQNB adzodaONAROGSR (2 /KIyySfta mMX uwnX |

Allowing PTT Broadcasts to Play During Active Calls

TheAccet WhileBusg LJG A 2y RSGSNNAYSAEA oKFG KFLIWLISya ¢gKSy @2 dzc
ONRIFROIFaG® LF &2dz SylrofS (GKS 2LIiA2yz | t¢¢ oNRBIRO
audio of both the telephone call and the broadcast. If you disti#eoption, the incoming broadcast

will be held in @Pendingstatet A i 62y Qi RAAaANMzLIG GKS (St SLK2YyS OFffx
To hear the PTT broadcast, tap the PTT broadcast anticiegpt(the telephone call will automatically

be held). Or, bld or end the telephone call.

To allow ordisallowPTT broadcasts to play during an active call:

1 TapSettingsfrom Homeview, and tapBasic> Preferences> Paging/PTTConfiguration>
PTTPush to Talk

2 From the PTThannelConfiguration screen, tapcceptWhile Busy and enable or disable the
setting. The default setting Bisabled When enabled, your phone will accept and play broadcasts
GKAES ©82d2ONB Ay Ly FOGAGS Ortto 2KSy RAalof SR:
call, but will hold hem asPendingnstead.
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Group Paging Mode

Your phone may be enabled to operate in a broadcast mode called Gagipg mode. In this mode,
you can broadcast oray announcements to a specified group of phones, called a Paging Group. In
Group Paging modeisers must subscribe to Pagi@goups to send and receive pages.

Sending and Receiving Pages

To send and receive pages, you need to subscribe to ceyagimggNE dzLJa ® . & RSTFl dzAf G &2
to Paging Groups 1, 24, and 25. This means that you cahesel receive pages to Pagi@goups 1, 24,

and 25.

Sending Pages

. @& RSTFldAZ G 6KSy @&2dz aSyR | 3 NBrdapll. ThisH§our dafauR a | dzi 2
paging group.

You can change your default paging group to any group you wantfsegting the Default Paging
Groupp® LF @2dz OKIy3aS &2dzNJ RSFldzE G LI IAy3I IANRAzLIZ &2c

2dz OFyQG-Y2RERLE I8 3&AE S &2d2OQNB Ay Fy FOGAGS OF t ¢

To send a page:

1 From Lines viewtap Paging

Timesaver: Automatically Sending a Page
To automatically send pageto the default paging grouppress and hol®aging and go to stef3.
4

2 From the Paging Groups List screen, tap the paging group to send the page to.
3 To begin a pageap Page
Wdza i o0SF¥F2NB (GKS LI 3AS adFNILazr e2dQff KSIENIFy | f

N>

4 Begin speaking.
5 To end the page, tagnd 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, sékdating Paimg GroupSubscriptions

| 2¢ &2dz NEBOSAGS | LI 3IS RSLISYRA 2y GKS LINA2NRiGe 27
phone is set to receive a page digian active call.
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L 2dz2Qf £ NBOSAGS LI 3ASa 2y GKS LI 3IAy3a INRdAzLIA @& 2 dzQNB
Group 25 (Emergency pages). If you enaBledNot Disturlz & 2 dzQf f 2y f & NBOSA PGS 9YS
NonSYSNBSy O& LI 3S alayareygu@ghon® A a LJX | & 2 NJ
2AAAEOET ¢ 0ACAO 7EAT 91 O80A .10 ET AT 1 AGEOA #All
LT &@2dz NBOSAGS | LI IS FYyR @82d2QNB y204 Ay Fy | OGADS
paging priority.
While a page plays, you can:

1 Hold the page.

1 End the page. This entise page at your phone only.

1 Place a new call.

Receiving Pages During Active Calls

| 26 €2dz KIYyRfS | LI 3IS gKSy &2dzQNB Ay vy
G2 NBOSAGS | LI 3IS gKSy @&2dzQNB Ay Fy I Of

8 O

If the page is a Namal page:
T Ife2dzNJ LIK2yS Aa Fff26SR (G2 NBOSAGS LI 3IASE& RdzNARy3
hear both the original call and the page. To hear only the page, hold or end the call.
T LT @2dzNJ LIK2YyS AayQid I f 2 dStRe page didpBy®&Pediy LI 3Sa Rd
page. To listen to the pagp the page, and tapccept Or, hold or end the call.
Ifthepageid t NA2NARGE& 2NJ 9YSNHSyOe LI ISz GKS LI IS AYYSRK
and the page. To hear jute 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 on&/ofuhekeys,
CII®, to raise or lower the page volume.

If you adjust the volume of a neemergency page, your phe will use the adjusted volume for
subsequent noremergency 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 [(#8)ssr @ andcontinue speaking. You can
alsopres® 2 Ydzi§ &82dzNJ F dzZRA2 a2 GKFdG (GKS LIS2LX S NBOSA
behavior is similar to a phone call.

2 KSYy @&2dz NBOSA@GS | LI ISz GKS LI IS A aral2fds [Gyay Qi L@ S
it through your handset or headset.
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Updating the Default Paging Group

If you press and holBaging your page will automatically go to the default paging group,
PagingGroupl. If you want, you can change the default paging group.

To update the defaulPaging Group:

1 TapSettingsfrom Home view, and taBasic> Preferences> Paging/PTTConfiguration>
GroupPaging

2 From the Group Paging Configuration screen,Default Group and tap a new paging group
number. The default paging grouplis
Updating Paging Group Subscriptions

. @ RSTFldzZ G 82dzQNBE &adzoaONAOGSR G2 tF3IAy3a DNRdzZLIA mZ
receive pages sent to these groups. You can change which groupdiascribed to. However, you
OF yQi RA&Ll 0 foss todPagiaNGréupg®4andgs. LI A

To update your Paging Group subscriptions:
1 TapSettingsfrom Home view, and tapasic> Preferences> Paging/PTTConfiguration>
GroupPaging
2 From the Group Paging Configuration screen,@Gapup Subscriptions

3 From the Goup Subscriptions screen, tap the group you want to subscribe to, anddap

Allowing Pages to Play During Active Calls

TheAccept While Busy LJG A 2y RSGSNNAYSEA oKFG KIFLWLISYya.lfgdSy @& 2 dzC
enable the optiona page willyf G S NNHzLJG G St SLIK2yS OFtfta FyR @&2d:Qff K
call and the page. ffou disable the option, the incoming page will be held Readingstatet A G ¢ 2 y Qi
RAANMzLIG GKS (St SLIK2yYyS OlothéaEthelpggRap thepdge arttap Raceptk S NJ K
(the telephone call will automatically be hel@r, hold or end the telephone call.

To allow or disallow pages to play during an active call:

1 TapSettingsfrom Home view, and taBasic> Preferences> Paging/PTTConfiguration>
Group Paging

2 From the Group Paging Configuration screen, scrdiceeptWhile Busy and enable or disable
the setting.

The default setting iDisabledd 2 KSy Syl 6f SRX @2dzNJ LIK2yS Attt | O
in an active call. When disabled, ydulK 2 y S g2y Q4 LJX & LJ 3Sa gKAES &2
them asPendingnstead.
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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® applmafrom your phone.

If your phone is configured to connect to the Microsoft Exchange Server, and the
Polycom@®&onferencing 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 credentadomain, user name, and passwordo
you can access the Calendar from your phone. To use the Calendar feature, the phone must have your
correct Login Credentials.

Troubleshooting: What Happes if My Phone Has the Wrong Login Credentials?

If your phone has incorrect Login Credentials, or you need-subenit them, the following
happens:

1 The messagkogin Credentials have faildllease update them if information is correct
displays on the seen.

1 An icon,i, displays under the time in the status bar to warn you that your credenti
have failed.

1 The messagkvalid login credentialscrolls under the time in the status bar.

1 ¢KS /I fSYRIFINI AO2y GKIGd RA&aLLITE2&a 2y GKE¢
To learn more about your Login Credentials and how tsulemit or update them, se@ccessing
Features with Your Login Credentials

CNRPdzof SAK220Ay3AY 2Keé 52S85ayQi GKS /It SyRE

LT @2RBSRAKSIH /&t SYRI NI AO2y Ay 12YS @OASs3
phone may not be connected to the Microsoft Exchange Server.-Eomeect to the server and
use the Calendar feature again, t8pttingsfrom Home view, and tapeatures>Calendar From
the Calendar screen, tgponnect 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 tl
/£ SYRI NE e-2rdeybur logih®rSdentidis2so that the Calendar will work. For
information about entering your login credentials, skecessing Features with Your Login
Credentials
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Opening and Closing the Calendar

To operthe calendar, tagCalendaF NB Y |1 2YS @GASsgd ¢KS /I £ SYRFNR& 51 &
showing your meetings for the day. From Day view, you can access additional Calendar views: Month
View and Meeting view. To see Month view, {&]. To see Meetingiew, tap a meeting.

Tap to see ——@gll Today
Month vi
onih view ' Project Kick-Off

A

M Weekly Staff Meeting C Tap a meeting to see
Meeting view

M Report Review

Lunch Meeting

Software Training

Daily Review

To close the Calendar, pr. Or, navigate to Month view by tappirfi&], and tapn.

¢NRPdzof SakK220Ay3dY 2Keé 52S8ayQid GKS /I fSyRI

If you tapCalendarfrom Homeview,6 dziT G KS /I £t SYRI NJ R2 Say Qinay
be incorrect. To resubmit or update your Login Credentials, gezessing Features with Your
Login Credentials

Navigating Month View

To see Month view, ta. Month view shows all the days in the month afidplays a yellow dot next

G2 GKS RIFrea GKIFIG KFE@S YSSiAay3as | a aKz2gy YSEGOP® ¢K
selected G KSY A0Qa KAIKEAIKIGSR Ay 3INBeo

To navigate in Month view:

1 To view the previous month, taﬁ.

1 To view the next monthap .
9 To select another day, tap the day.
1 To close the Calendar and display the Home screerﬂipr press.
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Tap to see
last month

Tap to close the

. @&—— Top to see next month
calendar

@———_ A grey highlight indicates a
selected day

A yellow dot indicates a
day with a meeting

A red day indicates today’s
date

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, inctling the time, subject, and location of each meeting, as shown next.

To navigate in Day view:
I To view the meetings for the previous day, E

To view the meetings for the next day, t.

Toseet® Rl &8Qa YSSdiAy3aasz aONRBff dzZJ F'yR R24gy®

1
9 To view details for a specific meeting, tap the meeting.
1
 To return to Month view, tag&l.

Tap to see yesterday’s meetings

Tap to see the ——@ll Today . (@——— Tap to see tomorrow’s
monthly M Project Kick-Off meetings
calendar

Weekly Staff Meeting

b @===— Tap a meeting to see
PM Lunch Meeting irgie:\e’;l}?fﬂ:::::fgor to

Software Training

330PM - Daily Review
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Navigating Meeting View

You can view meeting details from Meetivigw, as shown next. TeeeMeetingview, tap a meeting in
Dayview.

From Meetingview, you can:

1 +ASg6 (KS anadénddyinmkQdratidniand organizer, required attendees, and meeting
description.

1 View the numbers that you can call to join the meeting.
1 Tap a meeting number to join the meeting.

To navigate in Meeting view:
I To see the meeting details, scroll up @wh.

9 To return to Day view, tan.

Working with Meeting Remin ders

By default, your phone displays a meeting reminder 15 minutes before a meeting sisaglown next
Every minute before the meeting starts, the phone will emit an alert tone and uptateneeting timer.
LF I YSSGAy3 adGFNIhazx FyR @2dz KI @Sy Qi 22AYySR AyZ
overdue
From thereminder, you can:
1 Tapthe meeting numbefon the farleft of the reminder), to join the meeting.
9 TapDetailto view speffic information about the meeting.

1 TapSnoozeo temporarily remove the reminder from the screen, until the next scheduled
reminder.

I TapDismissto permanently remove the reminder from the screen and stop all future reminders
for the meeting.
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