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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® VVX® 500 Business Media Phone, or who have experience, but need a quick refresher. It is 

intended for beginning users, as well as intermediate and advanced users who want to learn about the 

ǇƘƻƴŜΩǎ ŦŜŀǘǳǊŜǎ. 

How to Use this Guide 

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

to use ǘƘŜ ǇƘƻƴŜΩǎ ōŀǎƛŎ Ŧeatures. Later chapters describe advanced features, and how to customize 

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

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

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

touchscreen, navigate menus, and enter data. 

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

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

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

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

recording calls, monitoring buddies and contacts, and accessing a Browser. 

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

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

chapter to personalize your phone.  

 Chapter 5: Administrative Tasks This chapter describes tasks that your administrator may ask you 

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

ǇƘƻƴŜΩǎ ŎƻƴŦƛƎǳǊŀǘƛƻƴΣ ŀƴŘ ǘŜǎǘƛƴƎ ǘƘŜ ǇƘƻƴŜΩǎ ƘŀǊŘǿŀǊŜΦ 

 Safety Notices This section provides important safety and compliance information relating to your 

phone. 

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

between you and Polycom when you agree to install and use Polycom software. 
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Conventions Used in this Guide  

!ǎ ȅƻǳ ǊŜŀŘ ǘƘƛǎ ƎǳƛŘŜΣ ȅƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ǘƘŜ ǎŀƳŜ ǘŜǊƳǎ ŀƴŘ ŎƻƴǾŜƴǘƛƻƴǎ ŀǊŜ used repeatedly. Make 

sure you familiarize yourself with these terms and conventions so you understand how to perform 

phone tasks. 

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

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

two. 

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

or two before lifting your finger. 

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

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

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

the Language submenu. 

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

Soft keys apply to highlighted items.  

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

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

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

perform specific tasks.  

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

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

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

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

scrolling, stop the dragging motion. 

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

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

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

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

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

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

Disabled. 

 Held call This term describes any call (including a conference call) that is on hold. Held calls donΩt 

have audio associated with them. 

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

has audio associated with it. 

 Setting The name of a field for which you 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 screen. There are two types of icons: 

» An icon that acts as a button that you can tap to access a function, feature, setting, or 

ŀǇǇƭƛŎŀǘƛƻƴΦ CƻǊ ŜȄŀƳǇƭŜΣ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ [ƛƴŜǎΣ /ŀƭƭǎΣ ƻǊ !ŎǘƛǾŜ /ŀƭƭ view, you can tap the 

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

» An icon that provides phone information or status onlyΦ ¢ŀǇǇƛƴƎ ǘƘƛǎ ǘȅǇŜ ƻŦ ƛŎƻƴ ŘƻŜǎƴΩǘ 

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

voicemail message simply to notify you of the current status. 

 Soft key area The soft key area (shown next) is the area along the bottom of the screen that 

displays context-sensitive soft keys. 

 

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

that update depending on the task youΩǊŜ ǇŜǊŦƻǊƳƛƴƎΦ To see additional soft keys (if available), tap 

More. The More soft key is always on the far-right of the soft key area. 

 Status bar The status bar (shown next) is the top-most section of the touchscreen that displays your 

extension number, the date and time, and scrolling icons and messages. 
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Related Documents  

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

 User Documents: 

ƺ Polycom VVX 500 Business Media Phone Quick User GuideτThis guide is a quick reference on 

Ƙƻǿ ǘƻ ǳǎŜ ǘƘŜ ǇƘƻƴŜΩǎ Ƴƻǎǘ ōŀǎƛŎ ŦŜŀǘǳǊŜǎΦ Lǘ ŀƭǎƻ ōǊƛŜŦƭȅ ŘŜǎŎǊƛōŜǎ Ƙƻǿ ǘƻ ƴŀǾƛƎŀǘŜ ǘƘŜ ǇƘƻƴŜ 

and enter information. 

 Setup and maintenance documents: 

ƺ Polycom VVX 500 Business Media Phone Quick Start GuideτThis guide describes the contents 

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

network. 

ƺ Polycom VVX 500 Business Media Phone AdministratorsΩ DǳƛŘŜτThis guide provides detailed 

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

ƺ Polycom VVX 500 Business Media Phone Wallmount InstructionsτThis document provides 

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

ȅƻǳΩƭƭ ƴŜŜŘ ǘƘŜ ƻǇǘƛƻƴŀƭ ǿŀƭƭƳƻǳƴǘ ǇŀŎƪŀƎŜΦ 

 Feature Descriptions and Technical Notifications for Polycom phones. 

 

 

Web Info: Accessing Phone Guides 

VVX 500 documents are available from the VVX 500 Business Media Phone Support Web page. In 
addition, the Quick Start Guide is in your phone package, and the wallmount instructions are in 
the optional wallmount package. 

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
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Chapter 1: Getting Started  

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

and user interface. In this chapter, you learn about your phoneΩǎ components, the screen layout, and 

how to use the touchscreen. ̧ ƻǳΩƭƭ ŀƭǎƻ ƭŜŀǊƴ Ƙƻǿ ǘƻ ŎƭŜŀƴ ǘƘŜ touchscreen and configure your phone 

remotely using the Polycom Web Configuration Utility. 

 

 

Note: Accessing Features and Options 

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

Phone Keys and Hardware  

 

 

 

Feature Description 

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

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

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

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). 

Message Waiting Indicator Flashes red to indicate new messages. 

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

other phone views. 

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

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

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

analog headset is activated, and blue when a USB headset is activated. 

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

when activated. 

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

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

Microphone Transmits sound to other phones. 

 

 

Web Info: Additional Phone Hardware 

For information on other phone hardware, including how to connect your phone to the network, 
see the Quick Start Guide for your phone, available from the VVX 500 Business Media Phone 
Support Web page. 

Phone Views 

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

To change views: 

 For Home view, press . 

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

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

left. 

 

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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Troubleshooting: Why /ŀƴΩǘ I Access a Certain View? 

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

 

Home View 

You can display Home view (shown next) by pressing . At the top, the status bar displays your 

ǇƘƻƴŜΩǎ ŜȄǘŜƴǎƛƻƴ ƴǳƳōŜǊ ŀƴŘ ǘƘŜ ǘƛƳŜ ŀƴŘ ŘŀǘŜΦ LŦ ȅƻǳǊ ǇƘƻƴŜ Ƙŀǎ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ǎƘƻǳƭŘ ƪƴƻǿ 

about, icons and/or messages will scroll, together with the date, under the time display. 

 

Home view shows three main icons: 

 New CallτTap New Call to display the Dialer. From the Dialer, you can enter a number or URL 

and place a call. From the Dialer, you can quickly access the Directory, Recent Calls, and Favorites. 

 MessagesτTap Messages to access your voicemail messages.  

 DirectoriesτTap Directories to 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 Directory 

If your phone has a Corporate Directory, tap Directories to access the Corporate Directory and 
Recent Calls. 
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If you press and hold the page indicator, , (shown above), Home view expands to display additional 

icons (shown next). To hide the additional icons, press and hold . 

 

Additional icons include: 

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

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

for information about any specific applications listed in this menu. 

 CalendarτIf the Calendar feature is available on your phone, you can tap Calendar to view and 

join meetings. 

 

 

User Tip: Displaying Home View Icons 

Instead of pressing the page indicator to view additional Home view icons, swipe the screen. 

 

From Home view, tap the phone line to display your phone lines and favorites (shown next). From this 

screen, tap a phone line to open the Dialer, or tap a favorite to dial the favorite. To go back to the 

Home view icons, tap Close. 
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Lines View 

Lines view όǎƘƻǿƴ ƴŜȄǘύ ƛǎ ȅƻǳǊ ǇƘƻƴŜΩǎ ŘŜŦŀǳƭǘ ŘƛǎǇƭŀȅΦ [ƛƴŜǎ view displays all your phone lines, your 

favorites, and soft keys. 

 

If your phone is idle, you can: 

 Tap a phone line to access the Dialer. 

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

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

held, as shown next. If the phone line has an active call, a green bar displays. If the phone line has one or 

more held calls, a flashing red bar displays. 

 

 

 

Note: Accessing the Idle Browser 

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

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

next). 

This view ŘƛǎǇƭŀȅǎ ǘƘŜ ƴŀƳŜ ŀƴŘ ƴǳƳōŜǊ ƻŦ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘΣ ŀƴŘ ǘƘŜ ŘǳǊŀǘƛƻƴ ƻŦ ǘƘŜ ŎŀƭƭΦ 

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

ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘ ŀƴŘ ŀƴƻǘƘŜǊ ǇŀǊǘȅΦ 

 

Calls View  

You can access Calls view if your phone has multiple calls in progress, or you have one held call. Scroll to 

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

 

Call color indicates status: 

 Dark green Active call. 

 Dark blue Incoming and held calls. 

 Bright green Active call is highlighted. 

 Bright blue Incoming or held call is highlighted. 

Tap a call to highlight it. The soft keys apply to the highlighted call. 

 

 

User Tip: Navigating Back to Calls View 

If you navigate away from your call(s), tap  to see Active Call or Calls view again. 
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Understanding Phone Icons and Status Indicators  

The following icons and indicators may display on the screen to indicate phone, call, or buddy/contact 

status, or to indicate that a feature is enabled. You can tap certain icons to access information or 

features. 

Icon Description  Icon Description 

 
Registered line 

 

 

Press to view more or fewer icons 

in Home view. 

 
Unregistered line 

  

Status indicators in Lines view. A 

flashing red bar indicates held calls. 

A green bar indicates an active call. 

 Phone warning 
 

Tap to see more information 

 Placing a call  Tap to edit 

 
Active call using Polycom HD Voice  Shared line  

 
Held call  Shared line with a held call 

 Incoming call (in Home view)  Call forwarding (Always) enabled 

 
Incoming call (in Lines view and the 

Incoming Call window)  Tap to access Recent Calls 

 Active conference  Tap to access your Message Center 

 USB flash drive attached  Presence status (Available) 

 Recording in progress or paused   Presence status (Busy) 

 Placed call (in Recent Calls view)  Presence status (Away) 

 
Received call (in Recent Calls view)  Presence status (Do Not Disturb) 

 
Missed call (in Recent Calls view)   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 how to ƴŀǾƛƎŀǘŜ ȅƻǳǊ ǇƘƻƴŜΩǎ ǎŎǊŜŜƴǎΣ ŀǎ ǿŜƭƭ ŀǎ ǎŜƭŜŎǘ ŀƴŘ ƘƛƎƘƭƛƎƘǘ 

options. 

LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ Dƻ ǘƘƛǎΧ 

Return to Home view from any 

screen 
Press . 

Return to the previous screen Tap Back (in the upper-left corner of the screen), as shown next. 

 

Switch phone views  Press  to display a different view. 

 Swipe to switch between two views. 

bƻǘŜΥ LŦ ȅƻǳΩǊŜ ƛƴ IƻƳŜ ǾƛŜǿ ŀƴŘ ǇǊŜǎǎ , the Idle Browser may 

display. Swipe the screen to display Lines view. 

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

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

Close an option box without 

selecting anything 
Tap . 

Select an icon, soft key, 

menu item, or option 

Tap the icon, soft key, menu item, or option. 

If an item in a list has a number next to it, you can press the 

corresponding number on the dialpad to select the item. 

{ŜƭŜŎǘ ŀ ǎƻŦǘ ƪŜȅ ǘƘŀǘΩǎ ƴƻǘ ƛƴ 

view 

If a More soft key displays in the far-right of the soft key area (as shown 

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

 

Tap More to view the 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 tap Encoding or Mode to specify how you want to enter information: 

 Modeτenables you to enter just numbers, or text in title case, lowercase, or uppercase 

characters. 

 Encodingτenables you to enter alphanumeric and special characters, as well as characters in 

special languages. 

The following tables list the Mode and Encoding soft key options. 

Mode Options  Encoding Options 

1 Abc 1 Abc 

2 ABC 2 ABC 

3 abc 3 abc 

4 123 4 123 

  5 ASCII (for regular text) 

 6 Latin (to enter accented characters) 

7 Katakana (for Japanese characters)  

8 Unicode (to store characters as double bytes) 

9 Cyrillic (for 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, tap  ƛƴ ǘƘŜ ǇƘƻƴŜΩǎ ǎǘŀǘǳǎ ōŀǊΣ ŀǎ ǎƘƻǿƴ ƴŜȄǘΦ The icon displays in 

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

 

To use the onscreen keyboard: 

1 Lƴ ǘƘŜ ǇƘƻƴŜΩǎ ǎǘŀǘǳǎ ōŀǊΣ tap . 

2 Press your finger on the character you want.  

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

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

 

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

LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ 5ƻ ǘƘƛǎΧ 

Enter text Tap  and tap the characters you want. 

Enter uppercase characters Tap . 

Enter lowercase characters Tap . 
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LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ 5ƻ ǘƘƛǎΧ 

Enter numbers Tap , and tap the numbers you want. 

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

Exit the onscreen keyboard, enter the 

information, and update the next field 

Tap . 

Exit the onscreen keyboard, enter the 

information, and save it 

Tap Save. 

Delete a character Tap the character to highlight it in yellow and tap . 

Delete a series of characters Drag your finger across the characters to highlight them in yellow 

and tap . 

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 keyboard, you can use the dialpad keys on your phone console to update 

field information.  

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

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

LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ 5ƻ ǘƘƛǎΧ 

Enter numbers, or characters in 

uppercase, lowercase, or title case mode 

Tap Encoding or Mode, and select one of the alphabetic 

(ABC, abc, or Abc) options. 

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

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

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

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

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

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

to enter the number that displays on that key. 
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LŦ ȅƻǳ ǿŀƴǘ ǘƻΧ 5ƻ ǘƘƛǎΧ 

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

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

enter one of the following special characters: 

 1 key:  

 *  key:  

 0 key:  

 # key:  

bƻǘŜΥ ¸ƻǳ ŎŀƴΩǘ ŀŎŎŜǎǎ ǎǇŜŎƛŀƭ ŎƘŀǊŀŎǘŜǊǎ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴ 

numerical (123) mode. 

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

options. Then, press the 0 key. 

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

mode. 

Delete a character Drag your finger across the characters until the cursor is 

positioned to the right of the character you want to delete. Then, 

tap . 

Delete multiple characters Drag your finger across the characters until the cursor is 

positioned to the right of the characters you want to delete. 

Then, press and hold . 

Cleaning the Touchscreen  

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

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

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

Before you clean the screen, disable it ǎƻ ȅƻǳ ŘƻƴΩǘ ŀŎǘƛǾŀǘŜ ǇƘƻƴŜ ŦǳƴŎǘƛƻƴǎ ǿƘƛƭŜ ȅƻǳ ǿƛǇŜ ǘƘŜ 

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

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

Answer. 

To clean the touchscreen: 

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

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

3 To enable the touchscreen again, press any key on the phone console. 
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Note: What Happens if L ²ƛǇŜ ǘƘŜ ¢ƻǳŎƘǎŎǊŜŜƴΣ .ǳǘ LǘΩǎ {ǘƛƭƭ 5ƛǊǘȅΚ 

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

 

Registering the Phone  

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

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

phone will be registered and ready to use. 

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

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

 

 

Web Info: How to Register Your Phone 

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

 

Configuring Your Phone Using the Web Configuration 

Utility  

This user guide explains how to update phone settings from your phone, using the ǇƘƻƴŜΩǎ ƳŜƴǳ 

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

Configuration Utility. 

¢ƘŜ ǇƘƻƴŜΩǎ ²Ŝō /ƻƴŦƛƎǳǊŀǘƛƻƴ ¦ǘƛƭƛǘȅ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ǾƛŜǿ ŀƴŘ ŎƻƴŦƛƎǳǊŜ ǇƘƻƴŜ ōŜƘŀǾƛƻǊ ŦǊƻƳ ŀ 

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

ǇƘƻƴŜΩǎ ŎǳǊǊŜƴǘ ǎŜǘǘƛƴƎǎΦ ¦ǎƛƴƎ ǘƘŜ utility, you can perform many of the same updates from your 

ŎƻƳǇǳǘŜǊ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǇŜǊŦƻǊƳ ǳǎƛƴƎ ȅƻǳǊ ǇƘƻƴŜΩǎ ƳŜƴǳ ǎȅǎǘŜƳΦ 

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

ǎŀƳŜ ƴŜǘǿƻǊƪ ŀǎ ȅƻǳǊ ǇƘƻƴŜΦ .ŜŦƻǊŜ ȅƻǳ ōŜƎƛƴΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ know the IP address of your phone, and 

the user password to log in to the utility. 

 

http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Register_Standalone_SoundPointIP_SoundStationIP_QT44011.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Register_Standalone_SoundPointIP_SoundStationIP_QT44011.pdf
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Web Info: Using the Utility 

For detailed information on accessing, navigating, and using the utility, see the Polycom Web 
Configuration Utility User Guide, available from the VVX 500 Business Media Phone Support Web 
page. 

 

To access the Web Configuration Utility for your phone: 

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

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

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

3 Press the Enter key. 

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

The default user password is 123. 

5 Click Submit. 

The Web Configuration Utility Home screen is displayed. 

 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
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Chapter 2: Using Basic Features 

This chapter introduces you to ȅƻǳǊ ǇƘƻƴŜΩǎ basic features. YƻǳΩƭƭ ƭŜŀǊƴ ŀōƻǳǘΥ 

 Calling, answering, holding, and ending calls 

 Ignoring, rejecting, forwarding, diverting, and transferring calls 

 Setting up conference calls 

 Enabling Do Not Disturb 

 Listening to voicemail 

 Handling Directories, Recent Calls, and Favorites 

 Customizing ringtones 

 Controlling phone volume 

 Setting up Do Not Disturb 

 Using  headsets 

 Managing shared lines 

About 9ÏÕÒ 0ÈÏÎÅȭÓ Call-Handling Capabilitie s 

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

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

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

a maximum of 24 calls at one time. 

Your administrator can set up your phone to have up to 12 lines. Lines can have unique extension 

numbers, or they can have the same extension number as other lines. 

You can place and answer calls in these ways: 

 Using the handset 

 Using the speakerphone 

 Using a headset 

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

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

mode by pressing , or switch to speakerphone mode by pressing . 
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²ƘŜƴ ȅƻǳΩǊŜ ƛƴ ǎǇŜŀƪŜǊǇƘƻƴŜ ƳƻŘŜΣ  glows greenΦ ²ƘŜƴ ȅƻǳΩǊŜ ƛƴ ƘŜŀŘǎŜǘ ƳƻŘŜΣ  glows green 

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

headset are connected, the USB headset will be used. 

 

 

¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ 5ƻŜǎƴΩǘ ǘƘŜ {ǇŜŀƪŜǊǇƘƻƴŜ ²ƻǊƪΚ 

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

press . 

 

 

User Tip: Making the Headset the Default Call Path 

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

 

Answering Calls  

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

 

To answer the call, pick up the handset, press  or tap Answer to use the speakerphone, or press . 

LŦ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƛƴ ƘŀƴŘǎŜǘΣ ǎǇŜŀƪŜǊǇƘƻƴŜΣ ƻǊ ƘŜŀŘǎŜǘ ƳƻŘŜΣ ǘŀǇ Answer. 



Chapter 2: Using Basic Features 

17 
 

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

Home or Calls view displays (depending if your phone last displayed Home or Lines view), as shown next. 

 

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

the speakerphone. If you want to use the handset or headset, pick up the handset or press . 

 

 

Note: Incoming Call Alert 

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

 

 

Note: Answering Calls When Your Phone is Locked 

If your phone is locked, see Calling and Answering from a Locked Phone for more information. 

 

Answering Another Call  

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

and the Incoming Call window displays, as shown next. To answer the call, tap Answer. 
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LŦ ȅƻǳ ŘƻƴΩǘ ŀƴǎǿŜǊ ǘƘŜ Ŏŀƭƭ ǿƛǘƘƛƴ мл ǎŜŎƻƴŘǎΣ ǘƘŜ LƴŎƻƳƛƴƎ /ŀƭƭ ǿƛƴŘƻǿ ŘƛǎŀǇǇŜŀǊǎΣ ŀƴŘ ŜƛǘƘŜǊ 

Home or Calls view displays (as shown next).  

         

To answer the call from Home view, tap , tap the incoming call to highlight it ƛŦ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ 

call, and tap Answer. 

To answer the call from Calls view, tap the call to highlight it ƛŦ ȅƻǳΩǊŜ ƛƴ ŀƴ ŀŎǘƛǾŜ Ŏŀƭƭ, and tap Answer. 

Answering on a Shared Line  

If you share a line with another phone, you can answer calls as described above, or you can wait for 

someone else to answer it. If you answer the call and hold it, anyone who shares your line can answer 

the held call. 

For more information about shared lines, including what you can and canΩǘ do with shared lines, see 

Working with Shared Lines. 

Answering Calls Automatically  

Your phone can automatically direct incoming calls to your speakerphone after a certain number of 

rings. Your system administrator sets how many times your phone rings before the call is  

auto-answered. 

¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ƳǳǘŜ ǘƘŜ ǇƘƻƴŜΩǎ ƳƛŎǊƻǇƘƻƴŜ ǿƘŜƴ ȅƻǳǊ ǇƘƻƴŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀƴǎǿŜǊǎ ŎŀƭƭǎΣ ǎƻ ǘƘŜ 

ŎŀƭƭŜǊ ǿƻƴΩǘ ƛƳƳŜŘƛŀǘŜƭȅ ƘŜŀǊ ȅƻǳΦ ¢ƻ ǳƴƳǳǘŜ ǘƘŜ ŎŀƭƭΣ ǇǊŜǎǎ .  

If you enable Auto Answer and a Ŏŀƭƭ ŀǊǊƛǾŜǎ ǿƘƛƭŜ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƛƴ ŀ ŎŀƭƭΣ ǘƘŜ ƛƴŎƻƳƛƴƎ Ŏŀƭl will be 

automatically answered if you end or hold the current call. 

To enable your phone to automatically answer calls: 

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

2 From the Auto Answer screen, do the following: 

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

Yes. The default setting is No. 

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

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

3 Tap Save. 
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Managing Multiple Calls  

You can easily manage multiple calls from Lines and Calls view. Swipe the screen to switch between the 

two views. 

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

following example, line 2091 has two calls (one active, one held), and line 2095 has one held call. A 

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

calls. Press and hold a phone line in Lines view to display all the calls for only that line. 

 

If you tap a phone lƛƴŜ ǘƘŀǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΣ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ Ŏŀƭƭ ƻƴ ǘƘŀǘ line will become 

active. The current call will be held. 

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

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

lines and calls. 

 

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

transfer the highlighted call, or set up a conference with the highlighted call. 

 

 

User Tip: Navigating Back to Calls View 

If you navigate away from your call(s), tap  to see Calls view again. 
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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 number. You can place a call in the 

following ways: 

 Manually, from the Dialer 

 Automatically, by tapping a favorite in Home or Lines view 

 Automatically, by tapping a favorite in your Favorites list, tapping a call in the Recent Calls list, or 

selecting a contact in your directory. 

 

 

Note: Calling from a Locked Phone 

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

 

Calling from the Dialer  

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

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

next. Tap a match to automatically enter it. 

 

To display the Dialer, do one of the following: 

 From Home view, tap New Call. 

 From Lines or Calls view, tap New Call. ¢Ƙƛǎ ƳŜǘƘƻŘ ƻƴƭȅ ǿƻǊƪǎ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀƴ ŀŎǘƛǾŜ ŎŀƭƭΦ  

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

 Pick up the handset, or press  or . 

 In Lines view, tap a phone lƛƴŜ ǘƘŀǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴȅ ŎŀƭƭǎΦ 
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User Tip: Choosing URLs or Numbers Mode from the Dialer 

To enter a URL in the Dialer, tap URL. To enter a number, tap Number. 

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

To call from the Dialer: 

 Pick up the handset, press , or press . From the Dialer, enter the number and tap . 

or 

 From the Dialer, enter the number. Then, pick up the handset, press  or tap , or press . 

or 

 LŦ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƛƴ ƘŀƴŘǎŜǘΣ ǎǇŜŀƪŜǊǇƘƻƴŜΣ ƻǊ ƘŜŀŘǎŜǘ ƳƻŘŜΣ ƻǇŜƴ ǘƘŜ 5ƛŀƭŜǊΣ ŜƴǘŜǊ ǘƘŜ ƴǳƳōŜǊΣ 

and tap . 

 

 

Note: Handling Automatically Placed Calls 

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

number ƻŦ ŘƛƎƛǘǎΦ LŦ ȅƻǳǊ ǇƘƻƴŜ ŘƻŜǎƴΩǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇƭŀŎŜ ǘƘŜ call, tap . If a call is placed 

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

 

Placing Calls from Favorites, Lists, and Directories  

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

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

To call from the Recent Calls list: 

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

ƺ From Home view, tap New Call. From the Dialer, tap Recent. If you only have held calls, you 

can also tap New Call from Lines and Calls view. 

or 

ƺ From Lines, Calls, or Active Call view, 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 tapping 
Directories in Home view, and tapping Recent Calls. 
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To call from your Favorites list: 

1 From Home view, tap New Call. 

2 From the Dialer, tap Favorites. 

3 From your Favorites list, tap the favorite you want to call. 

 

 

Timesaver: Automatically Dialing Favorites 

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

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

 

To call from your Directory: 

1 Access your directory by doing the following: 

ƺ From Home view, tap DirectoriesΦ LŦ ŀ /ƻǊǇƻǊŀǘŜ 5ƛǊŜŎǘƻǊȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƻƴ ȅƻǳǊ ǇƘƻƴŜΣ ȅƻǳΩƭƭ 

need to tap Directories from Home view, and tap Contact Directory. 

or 

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

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

3 CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǘŀǇ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΦ 

Redialing Numbers  

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

To redial a number: 

1 From Home view, tap New Call. 

2 From the Dialer, tap the first number in the list. Or, instead of selecting the last call you placed, 

scroll through the list and select another previously-placed call. 

3 Place the call. 
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Ending Calls 

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

view, tap End CallΦ LŦ ȅƻǳΩǊŜ ƛƴ /ŀƭƭǎ view, be sure to highlight the call first. 

 

 

Note: Ending Held Calls 

 ¸ƻǳ ŎŀƴΩǘ ŜƴŘ ŀ ƘŜƭŘ ŎŀƭƭΦ CǊƻƳ /ŀƭƭǎ view, tap the call to highlight it, tap Resume, and then 
tap End Call. 

 You can end only active calls, not held calls, from Lines view. 

Using Headsets 

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

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

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

connected first will be used. 

If you use a headset, you can set up your phone so that all calls use your headset. If you use a headset 

that supports electronic hookswitch (EHS), you can press the hookswitch button 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, see the Quick Start Guide for 
your phone, available from the VVX 500 Business Media Phone Support Web page. 

 CƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ȅƻǳǊ ƘŜŀŘǎŜǘΩǎ ŦŜŀǘǳǊŜǎΣ ŀǎ ǿŜƭƭ ŀǎ Ƙƻǿ to sync your headset with your 
phone, see your headset documentation. 

 For a list of supported headsets, see Headset Compatibility List (Technical Bulletin 37477). 
For information on supported USB headsets, see Supported USB Headsets for Polycom VVX 
500 Business Media Phones (Engineering Advisory 62760). For detailed information about 
how to use electronic hookswitch, see Using an Electronic Hookswitch (Technical Bulletin 
35150). All these documents are available from the Feature Descriptions and Technical 
Notifications Web page. 

 

 

¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎΥ ²Ƙȅ 5ƻŜǎƴΩǘ aȅ Headset Work with My Phone? 

Certain USB headsets, such as those that come with a docking station, have two modesτ
ΨŘŜǎƪǇƘƻƴŜΩ ŀƴŘ  ΨǎƻŦǘǇƘƻƴŜΩΦ ¢ƻ ǿƻǊƪ ǿƛǘƘ ȅƻǳǊ ǇƘƻƴŜΣ ȅƻǳǊ ƘŜŀŘǎŜǘ Ƴǳǎǘ ōŜ ƛƴ ǎƻŦǘǇƘƻƴŜ 
mode. LŦ ȅƻǳ ŎŀƴΩǘ ƻǇŜǊŀǘŜ ǘƘŜ ǇƘƻƴŜ ŦǊƻƳ ȅƻǳǊ headset, your headset may be in deskphone 
mode. To switch modes, press and hold the headset hookswitch until you hear a sound or 
message on the headset. 

http://support.polycom.com/PolycomService/support/us/support/voice/business_media_phones/vvx500.html
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Headset_Compatibility_List_SoundPoint_IP_TB37477.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Electronic_Hookswitch_TB_35150.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Electronic_Hookswitch_TB_35150.pdf
http://support.polycom.com/PolycomService/support/us/support/voice/soundpoint_ip/VoIP_Technical_Bulletins_pub.html
http://support.polycom.com/PolycomService/support/us/support/voice/soundpoint_ip/VoIP_Technical_Bulletins_pub.html
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Enabling Headset Memory Mode  

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

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

mode.  

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

To enable Headset Memory Mode: 

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

2 From the Headset Memory Mode screen, tap Enabled. 

3 Press . 

4 To activate Headset Memory Mode, press  twice. 

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

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

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

again, activate Headset Memory Mode by pressing  twice. 

Responding to Incoming Calls  

While your phone rings, you can do the following: 

 Temporarily ignore the call before answering it. 

 wŜƧŜŎǘ ǘƘŜ Ŏŀƭƭ ǎƻ ȅƻǳ ŎŀƴΩǘ ŀƴǎǿŜǊ ƛǘΦ 

 Forward the call to another party. 

Ignoring Incoming Calls  

Ignore or silence a call to do the following: 

 Remove the Incoming Call window and display either Home or Calls view. Even thought the call is 

ignored, Home, Lines, and Calls view will still display the incoming call notification. 

 Stop your phone from ringing. 

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

To ignore or silence a call: 

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

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

wŜƧŜŎǘ ŀ Ŏŀƭƭ ǘƻ ǎǘƻǇ ȅƻǳǊ ǇƘƻƴŜ ŦǊƻƳ ǊƛƴƎƛƴƎ ŀƴŘ ŜƴŘ ǘƘŜ Ŏŀƭƭ ǎƻ ȅƻǳ ŎŀƴΩǘ ŀƴǎǿŜǊ ƛǘΦ /ŀƭƭǎ ȅƻǳ ǊŜƧŜŎǘ 

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

To reject an incoming call: 

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

Calls view. 

The call ends. 

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 While your phone rings, tap Forward. 

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

 

 

User Tip: Other Ways to Forward Calls 

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

 

During Calls  

²ƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀ ŎŀƭƭΣ ȅƻǳ Ŏŀƴ do the following: 

 Hold the call. 

 Transfer the call to another party. 

 {Ŝǘ ǳǇ ŀ ŎƻƴŦŜǊŜƴŎŜ Ŏŀƭƭ ǿƛǘƘ ǘƘŜ Ŏŀƭƭ ȅƻǳΩǊŜ ƛƴ ŀƴŘ ŀƴƻǘƘŜǊ ǇŀǊǘȅΦ 
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Holding Calls  

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

    

To hold a call: 

 From Active Call, Lines, or Calls view, tap HoldΦ LŦ ȅƻǳΩǊŜ ƛƴ /ŀƭƭǎ view, ŀƴŘ ǘƘŜ ŀŎǘƛǾŜ Ŏŀƭƭ ƛǎƴΩǘ 

highlighted, be sure to tap it to select it. 

To resume a held call: 

Do one of the following: 

 From Lines view, tap ResumeΦ LŦ ǘƘŜǊŜΩǎ more than one held call on the line, the last call that you 

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

either lineτwill be resumed. 

or 

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

Transferring Calls  

When you transfer a call to another party, you have the option to talk to 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 party ȅƻǳΩǊŜ ǘǊŀƴǎŦŜǊǊƛƴƎ ǘƘŜ 

call to. 

To transfer a call:  

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

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

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

with the person before the transfer completes, you can connect with the person, and then tap 

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




























































































































































