Phone System Features

Call Park 

Configurable feature that allows the user to deposit a stable call at a specified directory number, then go to another phone and dial the park number to retrieve the call. (Call park differs from a "hold" feature by allowing the user to retrieve the call from any phone on the same system. A system administrator must configure a call park number, or range of numbers, for this feature to work).


Procedure:  

1. Call comes in.

2. On the softkey menu, press the button corresponding to “more”.

3. Press the Park button

4. User will be shown the number the where the call was parked.

5. Locate the desired user and notify them of the number to dial to retrieve call

6. This can be done from anywhere in the school system.

Call Forwarding All Calls
Allows a user to forward all incoming calls to an alternate directory number.  


Procedure:
CFwdAll, extension number


Cancel:
CFwdAll

Do Not Disturb
Feature that allows a user to direct all incoming calls to voicemail without the phone ringing. 


To activate:  
CFwdAll messages (or forward msgs on the model 7910 phone)


To deactivate:
CFwdAll (forward on the model 7910 phone)

Call Transfer
Allows a user to send a stable call to a different directory number.  This feature also allows the user to speak with the recipient before executing the transfer.


Procedure:  Caller on line, hit Trnsfer, dial extension, press Trnsfer again.

Alternate Procedure:  Caller on line, hit Trnsfer, dial extension, notify user about nature of call, either hit Trnsfer to transfer the call or hit EndCall then Resume to pick the line back up.

Call Transfer to Voicemail

Allows a user to transfer a call to another users voicemail.


Procedure:

1. With the caller on the line, press the Transfer button

2. Press messages # then the users extension immediately followed by # 2

3. Press Transfer again.

4. Example:  Transfer,messages#7470#2,Transfer

Directories
Feature that allows user to review incoming, outgoing, and missed calls.  The Corporate Directory button allows a user to lookup another users extension using a searchable interface

Minor Troubleshooting
To do a “Soft” reboot of the phone, press * * # * * with the handset on the hook.  Phone will reset

To do a “Hard” reboot of the phone, disconnect power lead from the back of the phone.

If the phone is having trouble hanging up and answering, check to see if the clip in the handset cradle is up.  This clip is used for wall mounting the phone and will sometimes cause the phone to sit in the cradle incorrectly.  If the tab is up on the clip, push it out and reinsert it upside down from how it was originally inserted.

Using the Cisco IP Phone User Options webpage
http://callman1/ccmuser
These pages allow you to do the following:

Setup speed dials.  These can include external numbers as long as the number is preceded by a 9.

Call Forward:  Allows user to setup call forwarding on any extension programmed to the phone.

Change Phone System password:  This is different from network password.

Other features on the pages are not currently in use.

Phone Tutorials and Documents
http://www.calhoun.k12.al.us/technology/ipphone/main.html
This site includes tutorials for all of the phones and most of their features.

Voicemail Features
Note:  Although not mentioned in the voicemail menus, the # key can be used to speed up your choices.  For instance, if you are recording a new greeting, you can press the # key to stop recording instead of waiting for the system to stop recording.  This process will guarantee that there is not a long blank spot after your greeting.  This can also be used on your recorded name.

Retrieving Voicemail

From users phone:  press messages button.  User will be asked to enter password to gain access to voicemail

From different phone:  press messages button.  During greeting, press * button.  User will be prompted for ID followed by #.  This is the users extension (e.g. 8320#).  From this point, the procedure is the same as retrieving voicemail from users phone.  This works from any phone in the system.

From outside:  User can dial own phone number and wait for their greeting and the do the above procedure (e.g. *, extension, #, password) or the user can dial 741-7465 and go through the above.

Greetings
From intial voicemail menu, choose 4 for system options.  Then choose 1 for greetings.  To change greetings, press 1.  Here the user can either change their standard greeting or alternate greeting.  

The alternate greeting can be used for special situations, such as vacations (for example, "I will be out of the office until..."). The alternate greeting overrides all other greetings.

Recorded Name
In the event that the recorded name (or greeting) has a long blank area after the users name has been announced, enter the voicemail system, press 4 for System Options, 3 for Personal Settings, and then 2 for Recorded Name.  Be sure to use the handset to record your name and that there is minimal background noise (i.e. no radio, chatter, etc.) because the system will pick it up in the recording.

Unity User Website
http://vmail/saweb/aadefault.htm
This site allows the user to make many different changes to their voicemail settings.

For Example:  

1. Change phone password

2. Change greetings

3. Message playback settings

