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Placing a Call

Using the Handset:

1. To obtain dial tone, pick up the handset. 
2. Dial the desired number,

• Press Send to complete the call.

Using Listen Mode:

[image: image38.emf]1. With the handset on-hook, press your [image: image4.emf] and choose Features, followed by Listen Mode. 
2. Dial the desired number,

Using the Headset:

1. With the optional headset connected, press a line key, or [image: image5.emf] or NewCall to obtain dial tone.

2. Dial the desired number,

Users also have the option to dial directly from the dial pad without first getting dialtone. Simply enter the number then lift the handset or press the Dial soft key or press the [image: image6.emf] key.
In all cases, the active call will appear on the display showing call duration and destination.
Answering a Call

[image: image39.emf]Using the Handset: 
Pick up the handset. 

Using Listen Mode:

Press the Answer soft key or the line key [image: image7.emf]
Using the Headset:

Pressing [image: image8.emf]  will answer the call through an option​ally connected headset.  If headset memory mode is enabled, pressing line key [image: image9.emf] will do the same.
In all cases, the active call will appear on the display showing call duration and destination.

[image: image10.emf]

Call Hold

During a call, press  [image: image11.emf] or the Hold soft key.  The call will be placed on hold and this will be indicated on the display.  
Press the Resume soft key to retrieve the call.
Multiple Calls on Hold
If multiple calls are on hold on a single line key, use the arrow keys to switch between the calls then press the Resume soft key to retrieve the desired call. If more than two calls are on hold on a single key, an indication will appear on the display, for example “2/3” shows that this is the second call out of three calls.  If calls are on hold on more than one line key, the details of the call on any line key can be viewed by pressing that line key and holding it down for a few seconds.  If a line key is pressed briefly, the first call on hold on that line key will be retrieved.
Microphone Mute

During a call, press [image: image12.emf].  The LED on the telephone lights up and a flashing micro​phone on the display indicates that the other party (parties) cannot hear you.  
Microphone Mute applies to all modes: handset, headset, and handsfree.  You can still hear all other parties while Mute is enabled.
To turn off Microphone Mute, press [image: image13.emf] again. 
General Key Use 

To navigate through menus and to enter data, these are useful tips:
1. Use [image: image14.emf] and [image: image15.emf] to scroll through lists.  In some lists the [image: image16.emf] and [image: image17.emf] keys can be used as “Page Up” and “Page Down”.
2. Many soft keys can only be accessed by pressing the More soft key.
3. The [image: image18.emf] key can be pressed to quickly exit from any menu. 
4. To enter text using the dialpad, press the number keys one or more times.  For example, for ‘A’ press ‘2’ and for ‘C’ press ‘222’.  When in text entry mode the display title will show whether keys will generate numbers (1), upper-case (A) or lower-case (a) characters and the 1/A/a soft key can change this.
[image: image40.emf]Local Conferencing (3 way calling)
A conference may be created with two other parties using the telephone’s local conferenc​ing feature.
1. Place a call to the first party. 
2. Press the Conf soft key to obtain a new line (the active call is placed on hold).
3. Dial the telephone number of the second party, or use the arrow keys to access speed dial numbers or the missed call list, or use the Features menu to access placed and received call lists.  From one of these lists press the Dial key.
4. When the second party answers, press Conf soft key again to join all parties in the conference, or press the Split soft key to keep the first call on hold and keep the second call as the active call.

5. A conference may be created at any time between an active call and a call which is on hold (on the same line) by pressing the Join soft key

Transferring a Call

1. During a call, press the Trnsfer soft key (the active call is placed on hold automatically).
2. You will be presented with BLIND and CANCEL soft buttons – but you actually have THREE choices:

· Consultative or “Announced” transfer:

· Dial the number to which you want to transfer the call.  You will be connected to your party and you may announce the caller about to be transferred.
· Press the Trnsfer soft key again to complete the transfer

· Blind or “Unannounced” transfer:

· Press the BLIND soft button

· Dial the number to which you want to transfer the call. 

· Press the Trnsfer soft key again to complete the transfer.
· Pressing CANCEL will return you to the original caller

[image: image41.emf]Call Timer

Call progress on an active call is monitored through a local call timer.  This is visible within the active call window on the display. 
Ending a Call

Press the EndCall soft key.

OR

Replace the handset, or press [image: image19.emf] if in Headset Mode.

Redial

Press [image: image20.emf] to dial the last call placed from your telephone.

To redial another previously dialed number, press the Menu key, then Features, Call Lists then Placed Calls to scroll through the list.
Call Forwarding

Calls may be Forwarded (Diverted) to another extension as follows:

1. Press the Fwd soft key from the telephone’s idle display.

2. (Optional) If multiple lines are in use, select which line to forward.

3. Enter a number to forward all future calls to.

4. Press the Enable soft key to confirm Call Forwarding.

Idle display returns with a moving arrow on the line label to confirm Call Forwarding enabled.

To turn call forwarding off:

1. Press the Fwd soft key from the telephone’s idle display.

2. (Optional) If multiple lines are in use, Select which line to disable Call Forward.

3. Press the Disable soft key.  

Idle display returns and the line indicator now displays the regular icon.
[image: image42.emf]
Volume Adjustment
Press the volume keys to adjust receiver volume during a call.  Pressing these keys in idle state adjusts the ringer volume.
Do Not Disturb

Press [image: image21.emf] to prevent the telephone from ringing on incoming calls.  A flashing icon and text on the display indicates that Do Not Disturb is on.

Calls received while Do Not Disturb is enabled are logged in the Missed Call list.

To turn off Do Not Disturb, press [image: image22.emf] again.
Time and Date

Time and Date is clearly displayed on the SoundPoint® IP 500 SIP telephone.  Ac​curacy is maintained through server control.  If the phone is unable to obtain the time and date, the display will flash.  Contact your System Administrator if either time or date is incorrect.  Users have control over the format of the display.  Select a format which is right for you as follows:

1. Press [image: image23.emf] .

2. Select Settings followed by Basic, Preferences, Time & Date.

3. Select from Date Format, Time Format, Clock Order or Enable/Disable.

4. Scroll through the options via the up and down arrow keys.

5. Press Select to confirm and [image: image24.emf] to return directly to the idle display.
Headset Memory Mode

As an option, the headset can be permanent​ly enabled to place and receive calls from any audio keys on the telephone.  This is especially useful for regular headset users.  

To do this:

1. Press [image: image25.emf] .

2. Select Settings followed by Basic Preferences, Headset Memory.

3. Use the up or down arrows and Select soft key to enable Headset Memory Mode.

4. Press [image: image26.emf] to return directly to the main menu.

Subsequent calls to or from this telephone using the headset will activate a flashing headset icon on the display permanently.  Pressing the line keys or Answer soft key to receive a call will now connect to the user’s headset automatically.

Repeat steps 1-3 and select Disable to turn Headset Memory Mode off.
Display Contrast

To adjust the contrast on the display to a comfortable level:

1. Press [image: image27.emf] .  Select Settings fol​lowed by Basic, Contrast.

2. Press the Up or Down soft keys (or volume keys) to increase or decrease the display contrast.

3. Press the Ok or Cancel soft keys to accept or cancel changes.

4. Press [image: image28.emf] or the Exit soft key to return to the idle display.
Ring Type

Many ring types are available.  Users can select different rings to distinguish between lines (on a multiple line configured tele​phone) or to have a different ring from their neighbor’s telephone.

To change the incoming ring to a desired sound:

1. Press [image: image29.emf].  Select Settings fol​lowed by Basic, Ring Type.

2. (Optional)  If multiple lines are used, first select which line to change.

3. Using the arrow keys, highlight the desired ring type.  Press the Play soft key to hear the selected ring type.

4. Press Select to change to the se​lected ring type.

5. Press [image: image30.emf] or the Exit soft key to return to the idle display.

Call Lists 

A local list of calls missed, received, and placed is maintained by the telephone (up to 100 for each).

[image: image43.emf]Press [image: image31.emf]followed by Features, Call Lists.  Select Missed, Received or Placed Calls as desired. Call information will be displayed.  

From this screen:

1. Choose Edit to amend the dial string if necessary.

2. Choose Dial to return the call.

3. Choose Exit to return to the previous menu. 
4. Info to view information about the call.

5. Save to store the contact to the Contact Directory.

6. Clear to delete the call from list.

Press Exit soft key to return to the idle display.

Voicemail
Received messages will be indicated by a flashing Message Waiting Indicator LED on the front of the telephone and optionally a visual notification on the display.

Individual line indicators reflect voice or text messages left on that line (useful if multiple lines are in use).

Setting up your voice mail the first time:

1. Dial your own extension (or press the [image: image32.emf] button followed by Features, Messages then press Connect after viewing the message status):

2. Enter the default password “1111’ and #

3. Enter a new passcode at the (voice portal wizard) prompt.

4. Re-enter your passcode at the prompt.

5. Record your name at the prompt.

6. Press #.  Initial setup is now complete.

To listen to voice messages:

1. Press the [image: image33.emf] button followed by Features, Messages.
2.  (Optional) If multiple lines are in use, select from which line mes​sages are to be retrieved.

3. Display indicates number of messages and their importance.  Press Connect to initiate Voice Mail retrieval from the Message Center,

4. OR

5. Press Clear to turn off the flashing LED without listening to mes​sages.

6. Follow voice prompts to listen to messages.
Other methods of checking your Voice Mail

From your own desk phone

1. Dial your own extension (or press the Messages button on the right if you have a Polycom phone – then press the CONNECT soft key) then:

2. Enter your password and #

3. Follow the prompts to retrieve voice mail, change profile settings, record greetings, etc.

From another phone in your business

1. Dial the voice portal extension 999 (or press the Messages button on the right if you have a Polycom phone – then press the CONNECT soft key)

2. Press the * key to have the system prompt you for your extension

3. Enter your extension number and #

4. Enter your password and #

1. Follow the prompts to retrieve voice mail, change profile settings, record greetings, etc.

From an outside phone or cellular phone (this feature may be unavailable on some systems)
1. Dial the voice portal public telephone number _____________________ then:

2. Enter your extension number and #

3. Enter your password and #

4. Follow the prompts to retrieve voice mail, change profile settings, record greetings, etc.

5. If a public telephone number is not assigned to the voice portal, you may optionally call your main phone number and have your receptionist transfer you to extension 999.  If you have an auto attendant, ask your service provider to enable extension dialing at the auto attendant and you can then dial 999 when the auto attendant answers.

[image: image44.emf]
 Phone Reboot

Periodically, the telephone may require a user reboot.  Reasons for this include accepting a new configuration or new software.

To reboot the telephone, simultaneously press and hold the Do Not Disturb, Hold, and the two small Volume keys for more than 3 seconds.  The reboot process will begin and is complete when the idle display is shown.

[image: image34.emf]
No Dial-Tone

Verify power is correctly applied to the SoundPoint® IP 500 SIP telephone:

• Check that the display is illuminated.

• Make sure the LAN cable is inserted properly at the rear of the telephone (try unplugging and re-inserting the cable).

• If using inline powering, check that the switch is supplying power to the telephone (contact your System Administrator).

Verify if dial tone is present on any other audio paths:

• Switch between handset, headset (if present) or hands-free to see if dial tone is present on these other paths.

• If dial tone exists on one of these, connect a different handset or headset to isolate the problem.
No Display, Incorrect Display or Bad Contrast

Verify power is correctly applied to the SoundPoint® IP 500 SIP telephone:

• As “No Dial-Tone” above.

Verify contrast adjustment:

• Follow the instructions in this User Guide to readjust the contrast to a darker level.

• Reboot the telephone to obtain a default level of contrast (follow the instructions in this User Guide).

Verify successful outbound or inbound calling:

• Place a call to the telephone under investigation.  Check that the display indicates incoming call information.

• Lift the handset.  Ensure dial tone is present and place a call to another extension or number.  Check that the display changes in response.
No Ringing

Verify incoming ring setting and volume level:

• Adjust the ringing level from the front panel using the volume up/down keys.

• Check same status of handset, headset (if connected) and through the hands-free speakerphone.

Verify successful outbound or inbound calling:

• As “No Display” above.
No Audio on Headset

Verify correct connections:

• Ensure the headset is plugged into the jack marked Headset at the rear of the telephone.

• Ensure the headset amplifier (if pres​ent) is turned on and/or the volume is correctly adjusted.

• Swap the handset into the headset jack at the rear of the telephone and verify that audio or dial tone is now present.
No Response from Feature Key Presses

Verify telephone is in active state:

• Make a call to the telephone to check for inbound call display and ringing as normal.  If successful, try to press feature keys within the call to access Directory or Buddy Status for example.

• Press [image: image35.emf] followed by System Status and Server Status to con​firm line is actively registered to the server.

• Reboot the telephone to attempt re-registration to the server.
Display shows “Network Link is Down”

Verify LAN cable is properly connected:

• Check termination at the switch or hub (furthest end of the cable from the telephone).

• Check that the switch or hub is op​erational (flashing link/status lights) or contact your System Administra​tor.

• Press [image: image36.emf] followed by System Status and Network Status.  Scroll down to verify LAN port is Active.

Obtaining the IP Address of the Phone

To obtain the IP address of your telephone, press [image: image37.emf] followed by System Status and Network Status.  The IP address is listed together with other network information.
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