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Introduction

Who Should Read this Guide

This guide contains overview information for people who are just starting to learn about the
Polycom®&VX®500 Business Media Phanar who have experience, but need a quick refresher. It is
intended for beginning users, as well aermediate and advanced users who want to learn about the
LIK2ySQa. TSI (dz2NB &

How to Use this Guide

This guidds organized into five chapters. The beginning chapters introduce the phone and explain how
touseli KS LIK 2 yedt@rds. Later dhapiers Basdoe advanced features, and how to customize
your phone to suit your need3$he guide also includes safety and legal information

e Chapter 1 Getting 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 pliemes, how to use the
touchscreen navigate menus, and enter data.

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

e Chapter 3Using Advanced FeaturesAdvanced features that may not be available on the phone, or
that you nay not use on a daio-day basis, are described in this chapter. Advanced features include
recording calls, monitoring buddies and contacts, and accessing a Browser.

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

e Chapter 5 Administrative Tasks This chapter describes tasks that your administrator may ask you
to perform. Theseasks include investigating phone issues, restarting the phone, updating the
LIK2ySQa O2y FAIdz2NI A2y S yR GSadAy3a (GKS LK2ySQa K

e Safety Notices Thissectionprovides important safety and compliance information réigtto your
phone.

e EndUser Licensé&greement The EndJse License Agreement outlinglse legalagreement
betweenyou and Polycom when yagree to install andise Polycom software.
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Conventions Used in this Guide

l'a &82dz NBIR (GKAA&a 3JFdzZARSI @&2dzQf f yuded legeStediy.Mbké G KS al
sure you familiarize yourself with these terms and conventions so you understand how to perform
phone tasks.

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

e Press This action refes to depressing a key on the keypadpressing a screen item for a second or
two.

¢ Press and hold When you press and hold a screen item, you need to touch the screen for a second
or two before lifting your finger.

e TapSubmenu>Submenu>Submenu Thisconwention describes how to access submenus. Each
submenu name ig boldface and S LI N} 6§ SR o6& | WihNiBdirictomhdicddtioy Q a & Yo
tap Basic> Preferences> Languagetap theBasicsubmenu, tap thd°referencessubmenu, and tap
the Languagesubmenu.

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

e Select Selecting an itenon the screemrefers to tapping the item so that another screen opens.

e Views Your phae has four mairviews Home, Calls, Active Call, and Lines (the defaighty. A
view isa specific screen dine phone interface that providesniqueinformation and enables you to
perform specific tasks.

e Dialpad The dialpad ithe area of the keypad youse to enter numbers and characters. The dialpad
consists of all the number keys, as well asdkterisk (*)Jandpound (#)keys.

e Scroll This action describes how to view lists that appear on more than one screen. To scroll
through items or lists, toucthe screa, and then drag your finger udown, left, or right. To stop
scrolling, stop the dragging motion.

e Swipe This action moves a list of iternp, down, left, or rightWhen you want to scroll quickly,
swipe your finger across the screen, either dpwn, left or right. To stop yor screen from scrolling,
press your finger anywhere ontleONB Sy @ ¢ 2 dzOKAy 3 GKS &AONBSYy 6KAf S
Swiping your finger to the left or right also displays other phoiegs

o Key This term refersda any button on the phone consolhone keys include the dialpad ke@),
@, 0 ®,and _
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Option An option is oe of a series of items you can select for a phone settingh asnabledand
Disabled

Heldcall This term describes any call (includingoaference call) that is on hold. Held calls @on
have audio associated with them.

Activecall ¢ KAa GSNXY NBFSNAR G2 F OFff O6AyOfdzZRAYy3I I 02y
has audio associated with it.

Setting The name of a field for whigfou can define information or choose an option.

Field This term describes the area of the screen next to a setting in which you can enter information
or select an option.

Icon A picture on the screerThere are two types of icons:

» An icon thatacts as a buttomhat you can tap to access a function, feature, setting, or
F LI AOFGA2Yyd C2NJ SEF YLX ST ¢ KiSwyocandzp®& Ay [ AY
Messages icorp]) or Recent Calls ico) to review your messages and call history.

» Aniconthat provides phone information or statwsly® ¢ I LJILJAY 3 GKA&a (&Ll 27
access another function. For example, your phone may have an icon to indicate you have a
voicemailmessageimply to notify you of the current status

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

New Call Talk Paging Forward More

Soft key This term describes the contegensitive keys that display along the bottom of the screen
that update depending on the task yoUINE LIS NB fedladditigral ®oft keys (if available), tap
More. The More soft key is always on the-faght of the soft key area

Status bar Thestatus bar (shown next) is the tapost section of theéouchscreerthat displays your
extension numberthe date and time, and scrolling icons and messages.

2091 - 12:56 PM o
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Related Documents

For additional information about the VVX 500 phone, see the following documents:

Xii

e UserDocuments

S

Polycom VVX 500 Business Media Phone Quick User Qiidguideis a quick reference on
K2g (G2 dzasS (GKS LK2ySQa Y2adG olFaiald FSIFddNBao
and enter information.

e Setup andnaintenancedocuments:

K]

Polycom VVX 500 Business Media Phone Quick Startt Guideguide describes tlentents
of your phone package, how to assemtiie phone, and how to connec¢he phone to the
network.

Polycom VVX 500 Business Media PHaiministrator®) D dZhiR §uide provides detailed
information about setting up and configuring your phomecludng how toconfigure featurs.

Polycom VVX 500 Business Media Phone Wallmount Instrucfidns document provides
detailed instructions for mounting your phone on the wall. To install your phone on the wall,
@2dzQf f ySSR GKS 2LWA2YyIlIt glfftY2dzy i LI O1F3ASO

e Feature Descriptions and Technical NotificatiforsPolycom phones.

Web Info: Accessing Phone Guides
VVX 500 documents aevailablefrom the VVX 500 Business Media Phone Supyeb pageln

addition, the Quick Start Guidis n your phone package, and the wallam instructionsarein
the optional wallmount package.

L


http://support.polycom.com/PolycomService/support/us/support/voice/soundpoint_ip/VoIP_Technical_Bulletins_pub.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html

Chapter 1. Getting Started

Beforeyou use your phoneyou may wish to take a few momertts become familiar withts features

and user interfaceln this chapter, you learn about yophoneQ @émponents, the screelayout, and

how to use thetouchscreen, 2 dzQf t | f a2 f Stoubligcre&nd coifigure @durdphoyle G K S
remotelyusing the Polycom Web Configuration Utility.

Note: Accessing Features and Options

Before you readhis guide keep in mindthat certain phone features are configurable by your
system administrator or determined by your phone environment. As a result, some features
not beenabledor may operate differently on your phone. The examples and figurdgsmguide
may not directly reflecthe layout ofyour specificphone screen.

Phone Keys and Hardware

m— Message Waiting

Indicator

<«—————  Home key

- Color
touchscreen
Speaker display
<+———  Headset key
Dialpad >

<« Mutekey

©
<«—— Speakerphone key
®

Security  —

slot (on side)
)|« Volume keys
I \—)*
Microphone
Feature Description
Speaker Provides ringer and handeee (speakerphone) audio output.
Dialpad Enableg/ou to enter numbers, letters, and specidiaracters. You can also use the

dialpad keys to select menu items that have index numbers.
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Feature Description

Security slot

Theconnector on thdeft side of your phon¢hat enables you to attach a laptop cable
lock to your phone so you can secure it to a deskkap. moreinformation on locking
your phone to the desktop, segecuritySlots on Polycom Phones (Technical Bulletin

64654.

Message Waiting Indicator Flashes red to indicate new messages.

Home key

other phoneviews

Colortouchscreendisplay

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

Headset key

Speakerphone key

when activated.

Mute key Mutes local audio during calls and conferences. The key glawwien activated.
Volume keys l Redzad GKS @2ftdzrS 2F GKS KIyRaSdz KSI
Microphone Transmits sound to other phones.

Web Info: Additional Phone Hardware

Press from any screen to display Homiew. From Homeview, press to display
The screen is touekensitive. Tap to select and highlight screen items. To scroll, touc
Enables you to place and receive calls through a headset. The keyggmmsvhenan

analogheadset isactivated and blue when &SBheadset is activated.

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

For information on other phone hardware, including how to connect your phone to the netw
see theQuick Start Guidéor your phone available from the/VX 500 Business Media Phone

SupportWeb page.

Phone Views

Your phone has four mairiews Home, Calls, Active Call, and Liviesv (the defadt).

Tochangeviews

ForHomeview, press(@).
From Homeview, press to display either LinesZalls, or Active Caliew.

Toswitchbetween Linesiew and either Calls or Active Ceatw, swipe the screeio the right or

left.


http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/SecuritySlot_TB64654.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/SecuritySlot_TB64654.pdf
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
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TroubleshootingWhy/ | yf &dess a Certain View?

Theviewsyou can access depend on the number of calls your phone has, and iflyone has a
activecall. Ifyour phone is idle, you can access Home and biiees If your phone has one call
onlyt I YR A (1yau can@dcdsgfome, Lines, and Activevigall If your phone has
multiple calls, or one held call, you can access Home, Lines, angi€alls

Home View

You can displaiomeview (shown nextpy pressng . At the top, the status bar displays your
LK2ySQa SEGSy&arzy ydzYoSNI FyR GKS GAYS FTyR RIFEGSO
about, icons and/or messages will scroll, together with the date, under the time display.

Phone Line

New Call Messages Directories

Homeview shows threemain icons:

e New Calt TapNew Callto display the Dialer. From the Dialer, you can enter a number or URL
and place a call. From the Dialer, you can quickly atbhed3irectory, Recent Calls, and Favorites.

e Messages TapMessagedo accesyour voicemaimessages.

e Directories TapDirectoriesto view all the contacts in your local Contact Directory. From your
directory, you can add and search for contacts, as well as quickly access the Dialer, Recent Calls,
and Favorites.

Note: Accessing the Corporate &itory

If your phone has a Corporate Directory, fajpectoriesto access the Corporate Directory and
Recent Calls.

L
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If you press and hold theageindicator, BB, (shown above), Homéew expands to display additional
icons (shown next). To hide the additional icons, press andiEbld

3:334PM o

v

TYTH

Mew Call Messages Directories Settings

v H

Applications Calendar

Additional icons include:
e Settingg TapSettingsto access features and settings to customize your phone.

e Applications TapApplicationsto access a menu of custom applications. See your administrator
for information about anyspecificapplications listed in this menu.

e Calendar If the Calendar feature mvailableon your phoneyou cantap Calendarto view and
join meetings.

User TipDisplaying Home View Icons

Instead of pressing thpageindicator to view additional Homeéiewicons, swipe thecreen

From Homeview, tap the phondine to display your phonknes andfavorites(shown next) From this
screen, tapa phoneline to open the Dialer, or tapfavorite to dial thefavorite. To go back to the
Homeviewicons, tapClose

Phone Line

2091 Alexei Bure

. Lauren Gates Pierre Gagne

Favorites

Jack Jones ~ Louis Strong

Nikola Smith h Al Dion
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Lines View

Linesviewd 8 K2 6y Y SEGUV A& @& 2 dzNJ viedKdspl&y<adl yoir Prbrkrd=, your RA & LI | & d
favorites, and soft keys

2:25 PM
w4 (N * :
Phone Line
2091 Alexei Bure
Lauren Gates Pierre Gagne
Favorites
Jack Jones Louis Strong
Nikola Smith Al Dion
New Call Forward Soft Keys

If your phone is idle, you can:
e Tapaphoneline to access the Dialer.
e Swipe to switch between Linegew and theldle Browser (if @ailablé.
If your phone has callthe phonelineA Yy RA O 1S4 G4KS ydzYoSNJ 2F Ol ffa @&2dz

held, as shown nextf the phoneline has an active call, a green bar displays. If the pkinaéhas one or
more held calls, #ashingred bar displays.

E a 958 AM =
Alexei Bure
® |auren Gates Pierre Gagne
& Jack Jones Louis Strong
~ Nikola Smith ® Al Dion

Hold End Call Transfer Confrnc

Note: Accessing the IdBrowser

lf&2dzNJ LIK2y S KI & Ol fdie Brawsér. T daccdss yMRit BrdwseH @@ a  (
Applicationsfrom Homeview. For information about the Browser, séksing the Browser
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Active Call View

If youhaveonly one calin progress I Y R A (i @as audi@ ydu €ed access Active Ga#iw (shown

next).

ThisviewRA & LJX I 8a GKS yIFYS FYyR ydzYoSNI 2F (4KS LISNB2Yy &2
From Active Calliew, you can manage the call: hold, end, or transfer it, or set up a conference call with

0KS LISNE2Y @&2dzQNB GFf1Ay3 6AGK FYyR y2GKSNJ LJ Nligo

wa (N

e —
Line:2091

To:Jack Jones

Hold End Call Transfer Confrnc

Cdls View

You can access Callsewif your phone has multiple calis progressor you have one held ca$crolito
see all your calls. If your phone has multilites, calls display under the associalieé.

2:49PM o

(1/3 calls)

- ck Jones 026

Active Call
:Nikola Smith P Incoming Call
:Lauren Gates "0:53

Held Call

Hold End Call Transfer Confrnc  Join

Callcolorindicates status:

e Dark green Active call.
e Dark blue Incoming and held calls.
e Bright green Active call is highlighted.

e Bright blue Incoming orheld call is highlighted.
Tapa call to highlight itThe soft keys apply to the highlighted call.

K

User Tip: NavigatinBack to Calls View

If you navigate away from your call(s), tEl®IB to see Active Call or Callewagain
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Understanding Phone Icons and Status Indicators

The following icons and indicators may display on the screen to indicate pbalher buddycontact
status, or to indicate that a feature is enabled. You can tap certain icamsctss information or

features.
Icon Description Icon Description
. . (m O Press to view morer fewericons
Registeredine . .
[n] in Home view

Unregisteredine

Status indicators in Linesew. A
flashing red bar indicates held call:
A green bar indicates an active cal

Phone warning

Tap to see more information

Placing a call

Tap to edit

Active call using Polycom HD Voic

4.2

B oo

Sharedine

Heldcall

o5

Sharedine with a held call

Incoming call (in Homgew)

3K

Call forwarding (Always) enabled

Incoming call (in Linegew and the
Incoming Call window)

<

Tap to access Recent Calls

Active conference

Tap to access your Message Cent

USB flash drive attached

Presence status (Available)

Recording in progress or paused

e o[

Presence status (Busy)

Placed call (in Recent Calisw)

Presence status (Away)

Received call (in Recent Caiksw)

0

Presence status (Do NDBisturb)

Missed call (in Recent Calisw)

Presence status (Offline)

Do Not Disturb enabled

Presence status (No information)

Login credentials locked

Backspace
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Navigating Your Phone Interface

The following table shows you howyol @A 31 S &2 dzNJ LIK2y SQa &aAONBSya:s
options.

LT &2dz 6lyli G2)D2 (KAA&X

Return to Homeview from any Press.
screen

Return to the previous screen  TapBack(in the upperleft corner of the screep as shown next.

Back Settings

1 Basic...
2 Advanced...
3 Features...

4 Status...

Switchphoneviews e Press(@) to display a differentiew.
e Swipe to switch between twaiews

b20SY LT &2dzQNB i), the RI¥ Browgek Bag |
display. Swipe the screen to display Lines view.

Highlight calls in Calgew Tapa call to highlight it. The soft keys apply to the highlighted call.

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

Close an option box without Tap Bl
selecting anything

Select an icon, soft key, Tapthe icon, soft keymenu item, or option.

menuitem, or option If an item ina list has a number next to, iyou can press the
corresponding number on the dialpad to select the item.

{ St SOG I az27Fia 1 IfaMoresoftkey displays in thiar-right of thesoft key arealas shown
view next), there areadditional softf Séa F @ Af+o6fSZ od

New Call  Talk Paging Forward More

TapMore to viewthe additional soft keys
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Entering Data and Updating Fields

You can enter information and edit fields in these two ways:
¢ Using the onscreen keyboard.
¢ Using the dialpad keys on the phone console.

Regardless of whether you use the onscreen keyboard or the dialpad keys to enter information in fields,
you can tafEncodingor Mode to specify how you want to enter information:

e Modet enables you to enter justumbers, or text in titlecase, lowecase, or uppercase
characters.

e Encoding enables you to enter alphanumeric and special characters, as well as characters in
specialanguages.

The following tablslist the Mode and Encoding soft key options.

Mode Options Encoding Options
1 Abc 1 Abc

2 ABC 2 ABC

3 abc 3 abc

4123 4123

5 ASCII (for regular text)

6 Latin (to enter accented characters)

7 Katakana (for Japanese characters)

8 Unicode (to store characters as doublges)

9 Cyrilliqfor Russian characters)
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Using the Onscreen Keyboard

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

requires numbers, the onscreen keyboard will just show numbers.

To access the onscreen keyboard, BB A Y (1 KS LIK2y S$Q& & (i Thé idea displaysliE
the status bar whenever you can enter information in a field.

Back  call Forward No Answer (Taj}

To use the onscreen keyboard:
1Ly G(KS LK2yt@l sdrdda ol NE
2 Press your finger on theharacter you want.

The character will display in a magnified view on the screen, as shown next. To enter the
OKIF NI OGSNE fAFTG @2dzNJ FAYIASNY LF &2dz R2y Qi

Use the tipsn the following tableio enter nformation using the onscreen keyboard

L &2dz 6lyad 02X 52 (KAaXx
Enter text Tapl...] and tap the characters you want.
Enter uppercase characters Taplial.

Enter lowercase characters Tapl o]

10
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LT &2dz 6l yd G2X 52 (KAA&X
Enter numbers Tapl...], and tap the numbers you want.
Enter speciatharacters Tapl...], and tap the characters you want.

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

Exit the onscreen keyboard, enter the TapSave
information, and save it

Delete a character Tap the character to higight it in yellowand tap 3.

Delete a series of characters Drag your finger across the characters to highlight them in yell
and tap &4.

Replace characters Highlight the character(s) you want to delete. Then, enter the

character(s) you want.

Using the Dialpad Keys on the Phone Console

Instead of using the onscreen keyboarduycan use the dialpad keys on your phone console to update
field information.

If a field requires data inputap Encodingor Mode to specify how you want to enter data.

Use the tipgn the following tableo enter information using the dialpad

LT &2dz ¢yl G2X 52 GKAAaX

Enter numbers, or characters in TapEncodingor Mode, and select one of the alphabetic
uppercaselowercase, or titlecase mode (ABCabc, or Abg options.

Enter only numbers TapEncodingor Mode, and select the numerid23) option.
Enter text in a special language TapEncoding and select one of the language options.
Enter a character Press a dialpad kagpeatedly to view the character optiomsnd

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 kegpeatedlyd RS LISY RAYy 3 g KI G
to enter the number that displays on that key.

11
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LT &2dz sl yid G2X 52 (KAaX

Erter 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:

o 1lkey: ul... "~ \e 1
o *key: [l Cos ()
. Okey / _ % = = 720

PR > < () [ ]

b2GSY 1200 ay BILISOALFt OKF NIF O
numerical {23) mode.

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

b2G3SY ,2dz OFryQi SyidSNI I 1289LJ ¢

mode.

Delete acharacter Drag your finger across thaharactersuntil the cursor is
positioned to the right of the character you want to delete. The
tap &4

Delete multiple characters Drag your finger across thleharacterauntil the cursor is

positioned to the right of the characters you want to delete.
Then, press and hol 3.

Cleaning the Touchscreen

The touchscreen requires very little maintenanBeriodicallyhowever,you may need to cleaih. Use a
clean, dry, micraber clotht the kind you would use to clean glass surfacaswipe thetouchscreen.
This type of cloth is available from many office sumbdyes

Beforeyou clean thescreen, disablé a 2 & 2dz R2y QU I OQUGAGI 0SS LIK2YyS Fdzy Ol
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 handspte€s@) or @) and tap
Answer,
To clean the touchscreen:

1 TapSettingsfrom Homeview, and tapBasic> ScreenClean

2 Wipe the glass with a cleadry, microfiber cloth

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

12
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Note: What Happen§L. 2 A LJS (G KS ¢2dzOKAONBSy> . dzi L

Dampen a soft, lirfree cloth with an isopropyl alcohol and water solution of 50:50, and then
wipe thescreen with the cloth. Alwaysse thedampered cloth to apply the solution; never apg
the solution directly, whicleould seep inside thscreen or stin the phone In addition, do not
use caustic chemicals to clean the touchscreen.

Registering the Phone

Generally, your phone will be deployed with multiple other phones. In this case, your system
administrator will configure the phone parameters befoagitl, so that after you set up your phone, the
phone will be registered and ready to use.

If your phone is not part of a large phone deployment, your phone may not be registered after you set it
up. Before you use your phone, you or your systeministrator 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,Begistering
Standalone Polycom Phones (Quick Tip 44011)

Configuring Your Phone Using the Web Configuration
Utility
This user guide explains how to update phone settings from your phone,thsihdK 2 Y SQ& Y Sy dz

commands If youwish, you caralsoupdate these settings remotely with the Polycom Web
Configuration Utility.

¢KS LK2ySQa 2SS0 /2yFAITdz2NI A2y ! GAtAle SylLoftSa @&2dz
computer using any compatible Wédbowser. Theutility provides a browsefriendly view of your

LIK 2y SQa OdzNNEB y utiligy, yau dak geHFain®mahyi theysame iigdaes from your

O2YLJzi SNJ GKI G &2dz OFy LISNF2N)Y dzaAy3a @2dzNJ LIK2YySQa

You can access thaility using any compatible Web browser installed on a computer that resides on the
arYS ySig2N)] | a &2dzN) LK2y Kdow th§IP adiiBss &f yodephorie ady = & 2 dz
the user passwordo log in to theutility.

13
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Web Info: Using the Utility

For detailed information on accessing, navigating, and using the utility, sdeollgeom Web
Configuration Utility User Guidavailable fronthe VVX 500 Business Media Phone Supyeb

page

To access the Web Configuration Utility for your phone:
1 Launch a Web brvser from a computer on the same network as your phone.

2 Inthe Address Bar of your Web Browser, enter the IP address of your phone. For example, if your
LIK2ySQa Lt I RRNEBhisinfdmiationimtbedddressdabn > Sy (i S NJ

3 Press theéenterkey.

4 From the Web Configuration Utility login screen, selgser, and enter theuser password.
The default user passwordi23.

5 ClickSubmit

The Web Configuration Utility Home screen is displayed.

14
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Chapter 2: Using Basic Features

Thischapter introduces you t& 2 dzNJ LbEskyest@esY? dzQf f f S Ny | o62dziy
e Calling, answering, holding, and ending calls
e Ignoring, rejecting, favarding, diverting, and transferring calls
e Setting up conference calls
e Enabling Do Not Disturb
e Listening to voicemail
¢ Handling Directories, Recent Calls, and Favorites
e Customizingingtones
e (ontrolling phone volume
e Setting upDo Not Disturb
e Using headsets

e Managing sharetines

About 91T OO 0 EhltHANEIDg Capabilitie s
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 addition to ttiéva call, your phone may

have multiple other calls that are either held, or in an incomingnging state. Your phone can handle
a maximum of 24 calls at one time.

Your administrator can set up your phone to have up tdil&s. Lines can have uniguetension
numbers, or they can have the same extension number as ditines.

You can place and answer calls in these ways:
e Using the handset
¢ Using the speakerphone
e Using a headset

During a call, you can alternate between handset, headset, or speakerphotesny picking up the
handset, or pressin@ or @® C2NJ SEIF YL S AF &2dzQNB dzaiAy3da (KS
mode by pressing@, or switch to speakerphone mode by press.

15

Kl



PolycomVVX 500Business Media Phon&Jser Guide

2 KSy &2dzQNB Ay @8owsgiebdpK2 KSy Y& R&ONE © gowsk@derRa S Y2
if an analog headset is connecteahd blue if dJSBheadset is connected. If both an analog and USB
headset are connected, tHdSBheadset will be used.

¢CNRdzof SaK220Ay3aY 2Keé 52S8SayQid GKS {LISI1S
LT @2dzNJ aLISF {1 SNLIK2yS R2SayQi 62N] I &2dzNJ
handle calls using the handset or a head#fegour system administrator disablelset
speakerphone on your phonklandsfree mode disablegppears on the touchscreeafter you
press@.

User Tip: Making the Headset the Default Call Path

If you frequently use a headsetou can make the headstite default call pathTo set this up, s¢
Enabling Headset Memory Mode

Answering Calls

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

/\\
W

From:Lauren Gates

2076

Answer Reject

Forward  New Call Ignore

To answer the call, pick up the handset, pr@sor tap Answerto use the speakerphon@rpress@.
LF &2dz2OQNB | f NBI R& Ay KIYR&SAEwed LIS { SNLIK2yS> 2NJ KS

16
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LT &2dz R2y Qi IyasgSN GKS OFff 6AGKAY wmn &aS0O2yRasz
Homeor Callsriewdisplays (depending if your phone last displayed Home or kiea$, as shown next.

Incoming call

indicator Tap Eo see the incoming call

‘% < Calls 11:51AM o N <] m

% Line:2091
~ From:Lauren Gates .
i Ve Incoming call

2091

rTreEew

New Call Messages Directories  Settings

vE

Applications Calendar

Answer Reject Forward New Call Ignore

To answer the call, pick up the handset, pr@s orpress@. Or, from Callsiew, tap Answerto use
the speakerphone. If you want to use the handset or headset, pick up the handset m@ess

Note: Incoming Call Alert

Your system administrator can enable your touchscreen to flash bright orange when you hz
incoming call. The touchscreen will continue to flash until the incoming call displays in Hom
Callsview. For more information about this feature, see youstgym administrator.

Note: Answering Calls When Your Phone is Locked

If your phone is locked, se&ealling and Answering from a Locked Phforenore information.

Answering Another Call

If you have aall andanincoming calkrrives on the same or a differelie, a call waiting tone beeps,
and the Incoming Call window dispsayas shown next. To answer the call, fagswer.

/\\
W

From:Lauren Gates

2076

Answer Reject

Forward  New Call Ignore

17
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L¥ @2dz R2y Qi FTyasSNI GKS OFff gAOGKAY wmn aSO2yRaz
Homeor Callsriewdisplays (as shown next).

< Calls 3
2091 1230 PM o m m

2%
. . - — % Line:2091
T E P - To:Lauren Gates y Active call

2076
Mew Call  Messages Directories  Settings a From:ackjones

] 2079 Incoming call

Applications Calendar
Hold End Call Transfer Confrnc

To answer the call from Homeew, tap geg, tap theincoming call to highlight x ¥ & 2 dzZQNBE Ay |y
call, and tapAnswer.

To answer the call from Callw, tap the call to highlight ik ¥ & 2 dzQNB Jjayd tapAfiswerO G A @S OF

Answering on a Shared Line

If you share dine with another phoneyou cananswer calls as described above, or you can wait for
someone else to answer it. If you answer the call and hold it, anyone who shardagocan answer
the held call.

For more information about shardihes, including what you can and €do with sharedlines, see
Working with Shared Lines
Answering Calls Automatically

Your phone can automatically direct incoming calls to your speakerpaibeiea certain number of
rings. Your system administrator sets how many times your phone rings before the call is
auto-answered.

,2dz Oy OK22aS G2 YdzZiS GKS LIK2ySQad YAONRLK2YS 6KS
OFtt SN 62y Qi AYYSRAFGSte @BFN) 82dzd ¢2 dzyYdzi$§ G(KS

If you enableAuto Answerand 1 £ £ | NNAGPSa gKATS @2dzQN&Elbe f NS R& Ay
automatically answered if you erat hold the current call

To enable your phone to automatically answer calls:
1 TapSettingsfrom Homeview, and tapBasic> Preferences> Auto Answer

2 From the Auto Answer screen, do the following:

3 To enable youphone to automatically answer SIP calls, fago Answer SIP Callsind tap
Yes The default setting iNo.

3 To mute the microphone forallasloy 8 s SNESR Ol f fa a2 GKS AyO2YAy3
Microphone Mute, and tapYes The default setting i¥es

3 TapSave

18



Chapter 2: Using Basic Features

Managing Multiple Calls

You can easily manage multiple calls from Lines andv@@NsSwipe the screen to switch between the
two views

Linesview shows you eachine on your phone, and how many calls eéiok has, as shown next. In the
following exampleline 2091 has two calls (one active, one held), lme 2095 has one held call. A
green bar indicates Bne with an active call. lashingred bar indicates &ine with one or more held
calls.Press andhold a phone line in Lines view to display all the calls for only that line.

Pierre Gagne
Al Dion

Jack Jones

Nikola Smith

Hold End Call Transfer Confrnc

Ifyoutapaphonth yS GKI G R2SayQid KIF@S Iy | [héwilb8contel f f X GKS
active. The current call will be held.
Swipe the screen to display Calisw. Callsriewdisplays all the calls for each pholiree, as shown next.

All the calls for a phonkne display under the associated phdiree. Scrollup or down b see all your
lines and calls.

253 PM o

HB Line:209 (1/2 calls)
- rl)m:!xe ur! IE’
2083

» Hold:ack Jones 2:18

&y Li g (1 call)
= Hold:Lauren Gates 2:12
Hold End Call Transfer Confrnc

To manage a call, tap a call to highlight it. Then ot of the soft keys to hold, resume, end, or
transfer the highlighted call, or set up a conference with the highlighted call.

7 User Tip: NavigatinBack to Calls View
j If you navigate away from your call(s), &l&lH to see Callsiewagain
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Placing Calls

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

choose the method, or choose the method first, and then dial the numbeu. can place a catl the
following ways:

Manually, fom the Dialer

Automatically, by tapping a favorite in Home or Lines view

calls when your phone is locked.

Calling from the Dialer

TheDialer displays a list of previoughlaced calls. Tap one of the entries to automatically enter it. Or,

Note: Calling from a Locked Phone

If your phoneis locked, se€alling and Answering from a Locked Phfarénformation on placin

Automatically, by tapping a favorite in your Favorites list, tapping a call in the Recent Calls list, or
selecting a contact in your directory.

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.

JackJones

Nikola Smith

Dialpad Directory Recent  Favorites

To display the Dialer, do one of the following:

20

From Home view, taplew Call

From Lines or CaNgew, tapNew Call¢ KA &4 YSUOK2R 2y f &

If your phone is idle, start entering a phone number.
Pick up the handsetr pras@ or @
In Linesview, tapaphondd yS (G KIF i R2SayQi

KI &S

G2Nla AT

by e

Ol f f

@ 2dz R

ao
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User TipChoosindJRLor Numbers Moddrom the Dialer

To enter a URL in the Dialer, tejRL To enter a number, taplumber.

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

To call from the Dialer:

e Pick up the handset, pres@, or press@. Fromthe Dialer enter the number and ta.
or
e From the Dialer, enter the number. Then, pick up the handset, [@:ssr tap Bl or press©.
or
e LT 282dzOQNB |t NBIR&8 Ay KIYyRaSGsE aLISI{1SNLIK2YSS 2NJ

and tap.

Note: Handling Automatically Placed Calls
Your administrator sets up your phone to automatically place the call after you enter a cert:

number2 ¥ RAIAGAD LF &2 dNJ LIK2 yeall tap Bl Waxdl istplazé®
before you enter all the digits, place the call as follows: enter the phone number arﬁ.

Placing Calls from Favorites, Lists, and Directories

In addition tothe Dialer, yu can place calls from the Recent Calls list, Favorites list, or your Directory.
Or, you can quickly callfavorite from Home or Linesiew.

To call from the Recent Calls list:

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

3 Fram Homeview, tapNew Call From the Dialer, tajRecent If you only have held calls, you
can also tafNew Callfrom Lines and Calls view.

or
3 From Lines, Calls, or Active @&, tap .
2 From the Recent Calls list, tap the person you want to call.
Note: Accessing Recent Calls if Your Phone Has a Corporate Directory
‘ If a Corporate Directory is available on your phone, you can also access Recent Calls by te

Directoriesin Homeview, and tappingRecent Calls
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To callfrom your Favorites list:
1 From Homeview, tapNew Call
2 Fromthe Dialer, tapFavorites

3 From your Favorites list, tap tHavoriteyou want to call.

Timesaver: Automatically Dialing Favorites
_ e From Homeview: Tap the phonéine, and tap thdavorite you want to call.

e From Linewiew: Tap thefavorite you want to call.

To call from your Directory:

1 Access youdirectoryby doing the following:

3 From Homeview, tapDirectoriesp L F | / 2NLI2 NI} 4S 5ANBOG2NE A&
need to tapDirectoriesfrom Homeview, and tapContact Directory

or

3 From Homeriew, tapNew Cal] and tapDirectory.
2 From your Directory, tap the contact you want to call.
3CNRY (KS O2yialO0GQa AyTF2NXIFGA2y AONBSys GF LI
Redialing Numbers
To dial the last number yotelled, open the Dialer. The first number in the list is the last call you placed.
To redial anumber.

1 From Homeview, tapNew Call

2 From the Dialer, tap the first number in the list. Or, instead of selecting the last call you placed,
scroll through theist and select another previoushfaced call.

3 Place the 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, tapEnd Catb L ¥ & 2 o#WN\IB sufety highligtit theicalfirst.

Note: Ending Held Calls

e . 2dz OFyQil SyR I viei3%ap Re c@ltd higlghOtNBREsurhelandthan
tap End Call

e You can end only active calls, not held calls, from hirezg

Using Headsets

You can connect an analog and/or USB headset to your phone. If an analog headsatited @
glows greenlf a USB headsetdsnnected @) glowsblue. Ifboth an analog and USRéudsetare
connected, thedJSBheadset will be usedf two USB headsets are connected, the headset you
connected first will be used.

If you use a headset, you can set up your phone so that all calls use your headset. If you use a headset
that supports electronic hookswitch (EHS), you can press the hoakshitton to place, answer, and
end calls. In addition, you may be able to mute calls and control volume from your headset.

Web Info: More Information About Headsets

¢ For information on how to connect a headset to your phone, seeQhik Start Guidfor
your phone, available from th&VX 500 Business Media Phone Sup@¢eb page.

e C2NJAYT2NNIGAZY 2y &2 dzN) Syniyaus liesdaet vittylou
phone, see your headset documentation.

e For a list of supported headsets, ddeadset Compatibility List (Technical Bulletin 3747
For information on supported USB headsets, Sepported USB Headsets for Polycom '
500 Business Media Phones (Engineering Advisory 6Z08@etailed information about
how to use electronic hookswitch, séésing an Electronic Hookswitch (Technical Bullet
35150) All these @dcuments are available from theeature Descriptions and Technical
NotificationsWeb page.

CNRdzof Sa K22 (A Yy H¥adsethMdrk ith ByaPfidpér? a @

CertainUSB headsetsuch as thosthat come with a docking statigiave two modes
WRSA| LKAMEEFTULIRKRYSQd ¢2 g2N] 6AGK &2dzNJ LK
mode.L ¥ &2dz O y Qi 2 LIS NheadSet, yokirdeatskt 2ngyde iF déskphone 2
mode. To switch modes, press and hold the headset hookswitch until you hear a sound or
message on the headset.
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Enabling Headset Memory Mode

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

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

To enable Headset Memory Mode:
1 T Settingsfrom Homeview, and tapBasic> Preferences> Headset> HeadsetMemory.

2 From the Headset Memory Mode screen, tapabled
3 Press@).

4 To activate Headset Memory Mode, pre@ twice.
Now, whenever you answer a call, the call will connect to youdseisautomatically.

If you switch to the speakerphone or the handset, you deactivate Heddsetory Mode Gills will no
longer automatically go to your headset, unless you choose this mode. To have calls go to your headset
again, activate Headset Memory e by pressing@ twice.

Responding to Incoming Calls

While your phone rings, you can do the following:
e Temporarily ignore the call before answering it.
e wS2S0G GKS OFrtft a2 &2dz OFyQi FyagSNI AlGO®

e Forward the call to another party.

Ignoring Incoming Calls

Ignore or silence a call to do the following:

e Remove the Incoming Call window and display either Home orv@alisEven thought the call is
ignored, Home, Lines, and Callew will still display the incoming call notification.

e Stop your phone from ringg.

When you ignore or silence a call, you can still answer the call.

To ignore or silence a call:

e From the Incoming Callindow, tap Ignore (for privatelines) orSilence(for sharedines).

The Incoming Call window disappears, your phone stops ringing, and either Home vie@alisplays.
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Rejecting Incoming Calls
wS2S0G | OFrfft (2 &ad2L) @82dzNJ LIK2yS FNRBY NAy3IAy3
display in your Recentadls list. Rejecting calls is not available for shdiresk.

To reject an incoming call:

e From the Incoming Call window, t&®eject You can also reject an incoming call fianes and
Callsview.

Thecallends.

Forwarding Incoming Calls to Another Party

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

To forward an incoming call to another party:

1 Whileyour phone rings, taporward

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

User Tip: Other Ways teorward Calls

j You can also set up your phone to forward all incoming calls to a third partfF¢semrding All
Calls to Another Par}yor forwardall calls from a certain contact to another party (deerting
Calls from a Contact to Another P3rty

During Calls
2 KSyYy &2 dzQNB AMygthefolldving: f = &2dz OF y
e Hold the call.

e Transfer the call to another party.

Iy R

e { S dzLJ I O2yFSNByOS Oltt 6AGK GKS OFftf &2d2QNB A
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Holding Calls

You can place any active call on hold. A held call displays in Home, Lines, aridwZadigollows:

To hold a call:
e From Active Call, Lines, or Callsw, tapHoldd L ¥ & 2 de@WNBy R yi KS GG A BS Ol f
highlighted,be sureto tapit to select it
To resume a held call:

Do one of the following:

e From Linesiew, tapResumed L F miork thaBr@ &eld call on thine, the last call that you
held will be resumed. If you have multigiees and you tafresume the last call that you hetdon
either linet will be resumed.

or

¢ From Callsiew, tap the call to highlight it, and tdResume

Transferring Calls

When you transfea callto another party you have the option to talto the party before the transfer
completes

If your phone supports a blind transfer, you can automatically transfer a call without talking to the other
party. The call is automatically transferred after you dial the number of the par®/ dzZQNB (i NI y a F S NN.
call to.
To transfer acall:
1 From Active Call,ines or Callwiew, tap Transfer The active call is held.
2 From the Dialer, place a call to the party ywwant to transfer the call to.

3 Whenyouhear the ringback sound, taf ransferto complete the transfer. Or, if you want to talk
with the person before the transfer completes, you can connect with the person, and then tap
Transfer. To cancel the transfer @re the call connectdap Cancel
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