Calling Features 

[bookmark: wpmkr1020997][bookmark: wp1020998][bookmark: Feature_Buttons_and_Softkeys]Feature Buttons and Softkeys 
[bookmark: wp1018531](Depending upon how your system administrator sets up your phone, some features included in this guide might not be available to you.   NOT ALL FEATURES WILL BE AVAILABLE ON ALL PHONES

[bookmark: wp1018532]This table provides information about some of the features that are available on dedicated feature buttons, and some of the features that are set up by your system administrator either on programmable feature buttons or softkeys. 
	[bookmark: wp1020639][bookmark: wp1020854]Feature Name 
	[bookmark: wp1020641]Dedicated 
Feature Button 
	[bookmark: wp1020643]Programmable Feature Button 
	[bookmark: wp1020645]Softkey 

	
	
	
	

	[bookmark: wp1020655]Call Back 
	[bookmark: wp1020657] 
	[bookmark: wp1020659]X 
	[bookmark: wp1020661]X 

	[bookmark: wp1020663]Call Forward All 
	[bookmark: wp1020665] 
	[bookmark: wp1020667]X 
	[bookmark: wp1020669]X 

	[bookmark: wp1020671]Call Park 
	[bookmark: wp1020673] 
	[bookmark: wp1020675]X 
	[bookmark: wp1020677]X 

	[bookmark: wp1020679]Call Park Line Status 
	[bookmark: wp1020681] 
	[bookmark: wp1020683]X 
	[bookmark: wp1020685] 

	[bookmark: wp1020687]Call Pickup 
	[bookmark: wp1020689] 
	[bookmark: wp1020691]X 
	[bookmark: wp1020693]X 

	[bookmark: wp1020695]Call Pickup Line Status 
	[bookmark: wp1020697] 
	[bookmark: wp1020699]X 
	[bookmark: wp1020701] 

	[bookmark: wp1020703]Conference 
	[bookmark: wp1020705]X 
	[bookmark: wp1020707] 
	[bookmark: wp1020709]X 

	[bookmark: wp1020711]Directed Call Park 
	[bookmark: wp1020713] 
	[bookmark: wp1020715]X 
	[bookmark: wp1020717] 

	[bookmark: wp1020719]Divert 
	[bookmark: wp1020721] 
	[bookmark: wp1020723] 
	[bookmark: wp1020725]X 

	[bookmark: wp1020727]Do Not Disturb (DND) 
	[bookmark: wp1020729] 
	[bookmark: wp1020731]X 
	[bookmark: wp1020733] 

	[bookmark: wp1020735]Group Pickup 
	[bookmark: wp1020737] 
	[bookmark: wp1020739]X 
	[bookmark: wp1020741]X 

	[bookmark: wp1020743]Hold 
	[bookmark: wp1020745]X 
	[bookmark: wp1020747] 
	[bookmark: wp1020749] 

	[bookmark: wp1020751]Hunt Groups 
	[bookmark: wp1020753] 
	[bookmark: wp1020755]X 
	[bookmark: wp1020757] 

	[bookmark: wp1020759]Intercom 
	[bookmark: wp1020761] 
	[bookmark: wp1020763]X 
	[bookmark: wp1020765] 

	[bookmark: wp1020767]Malicious Call Identification (MCID) 
	[bookmark: wp1020769] 
	[bookmark: wp1020771]X 
	[bookmark: wp1020773] 

	[bookmark: wp1020775]Meet Me 
	[bookmark: wp1020777] 
	[bookmark: wp1020779]X 
	[bookmark: wp1020781]X 

	[bookmark: wp1020783]Mobile Connect 
	[bookmark: wp1020785] 
	[bookmark: wp1020787]X 
	[bookmark: wp1020789] 

	[bookmark: wp1020791]Mute 
	[bookmark: wp1020793]X 
	[bookmark: wp1020795] 
	[bookmark: wp1020797] 

	[bookmark: wp1020799]Other Pickup 
	[bookmark: wp1020801] 
	[bookmark: wp1020803]X 
	[bookmark: wp1020805]X 

	[bookmark: wp1020807]Privacy 
	[bookmark: wp1020809] 
	[bookmark: wp1020811]X 
	[bookmark: wp1020813] 

	[bookmark: wp1020815]Quality Reporting Tool (QRT) 
	[bookmark: wp1020817] 
	[bookmark: wp1020819]X 
	[bookmark: wp1020821] 

	[bookmark: wp1020823]Redial 
	[bookmark: wp1020825] 
	[bookmark: wp1020827]X 
	[bookmark: wp1020829]X 

	[bookmark: wp1020831]Speed Dial 
	[bookmark: wp1020833] 
	[bookmark: wp1020835]X 
	[bookmark: wp1020837]X 

	[bookmark: wp1020839]Speed Dial Line Status 
	[bookmark: wp1020841] 
	[bookmark: wp1020843]X 
	[bookmark: wp1020845] 

	[bookmark: wp1020847]Transfer 
	[bookmark: wp1020849]X 
	[bookmark: wp1020851] 
	[bookmark: wp1020853]X 



[bookmark: wpmkr1020870][bookmark: wp1020620][bookmark: Agent_Greeting][bookmark: wpmkr1020615][bookmark: wp1020860][bookmark: Auto_Answer]Auto Answer 
[bookmark: wp1020617]Auto Answer prompts your phone to automatically answer incoming calls after one ring. 
[bookmark: wp1018757]Your system administrator sets up Auto Answer to work with either your speakerphone or headset. 
[bookmark: wpmkr1018761][bookmark: wp1018762][bookmark: Auto_Answer_with_Your_Headset]
To Use Auto Answer with Your Headset 
[bookmark: wp1018766][bookmark: wp1018767]Keep the headset button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/193001-194000/193058.jpg] illuminated when the phone is idle. Otherwise, calls ring normally and you must manually answer them.  To keep the headset button illuminated, use a line button or softkeys (instead of the headset button) to go off-hook and on-hook, and to place and end calls. 
[bookmark: wpmkr1018771][bookmark: wp1018772][bookmark: Auto_Answer_with_Your_Speakerphone]
To Use Auto Answer with Your Speakerphone 
[bookmark: wp1018776]Keep the handset in the cradle and the headset button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/193001-194000/193058.jpg] unlit. Otherwise, calls ring normally and you must manually answer them. 
[bookmark: wpmkr1018782][bookmark: wp1018783][bookmark: Call_Back]
Call Back 
[bookmark: wp1018784]Call Back allows you to receive an audio and visual notification on your phone when a busy or unavailable party becomes available. 
[bookmark: wpmkr1018789][bookmark: wp1018790][bookmark: Set_up_a_Call_Back_Notification]
To Set up a Call Back Notification 
[bookmark: wp1018791][bookmark: wp1018792]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Callback softkey while listening to the busy tone or ring sound.  A confirmation screen displays on the phone. 
[bookmark: wp1018793][bookmark: wp1018794]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Exit softkey to return to the main screen, if desired.  Your phone alerts you when the line is free. 
[bookmark: wp1018795]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Dial softkey to place the call again, if desired. 
[bookmark: wpxref16025][bookmark: wpmkr1018799][bookmark: wp1018800][bookmark: Call_Forward_All]
Call Forward All 
[bookmark: wp1018801][bookmark: wp1018802]Call Forward All allows you to forward calls on your Primary Line to another number. 
[bookmark: wp1018803]For your primary line, you can set up Call Forward All directly on your phone. 
· [bookmark: wpmkr1018804][bookmark: wp1018805]Unconditional call forwarding (Call Forward All)—Applies to all calls that you receive. 
· [bookmark: wpmkr1018806][bookmark: wp1018807][bookmark: wp1018808]When forwarding calls from your phone: 
· [bookmark: wp1018809]Enter the call forward target number exactly as you would dial it from your phone. For example, enter an access code or the area code, if necessary. 
· [bookmark: wp1018810]Call forwarding is phone-line specific. If a call reaches you on a line where call forwarding is not enabled, the call will ring as usual. 
[bookmark: wp1018811][bookmark: wpmkr1018828][bookmark: wp1018829][bookmark: Forward_Calls_on_a_Primary_Line]
To Forward Calls on a Primary Line 
[bookmark: wp1018830]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Fwd All softkey. 
[bookmark: wp1018831][bookmark: wp1018835]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Enter the target phone number. Visual confirmation displays on your screen for as long as the feature is enabled. 
[bookmark: wp1018836]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]To cancel call forwarding, press Fwd OFF softkey. 
[bookmark: wp1018837][bookmark: wpxref32991][bookmark: wpmkr1018843][bookmark: wp1018844][bookmark: Call_Park]
Call Park 
[bookmark: wp1018845]Call Park allows you to park (temporarily store) a call you receive on your phone, and which you can then retrieve from another phone (for example, a phone at a co-worker's desk or in a conference room). 
[bookmark: wp1018846][bookmark: wp1021112][bookmark: wpmkr1018868][bookmark: wp1018869][bookmark: Park_and_Retrieve_a_Call_Using_Park]
To Park and Retrieve a Call Using Park 
[bookmark: wp1018870][bookmark: wp1018871]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]During a call, press the Park softkey.  Your phone displays the call park number where the system stored your call. 
[bookmark: wp1018872][bookmark: wp1018873]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Note the call park number displayed on your phone screen.  You will use the number to retrieve the call. 
[bookmark: wp1018874][bookmark: wpmkr1018875][bookmark: wp1018876]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Hang up.  You have a limited time to retrieve a parked call before it reverts to ringing at the original number. 
[bookmark: wp1018877]4. [image: http://www.cisco.com/en/US/i/templates/blank.gif]From any other Cisco Unified IP Phone in your network, enter the call park number to retrieve the call. 
[bookmark: wpmkr1018892][bookmark: wp1018893][bookmark: Park_and_Retrieve_a_Call_Using_Manual_Di]
[bookmark: wpxref74710][bookmark: wpmkr1018908][bookmark: wp1018909][bookmark: Call_Pickup]Call Pickup 
[bookmark: wp1018910]Call Pickup allows you to answer a call that is ringing on a co-worker's phone by redirecting the call to your phone. 
[bookmark: wp1018911]You might use Call Pickup if you share call-handling tasks with co-workers. 
[bookmark: wp1018912]
There are three ways you can pick up a call: 
[bookmark: wp1018913]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Pickup—Allows you to answer a call that is ringing on another phone within your call pickup group. 
[bookmark: wp1018914]If multiple calls are available for pick up, your phone picks up the oldest call first (the call that has been ringing for the longest time). 
[bookmark: wp1018915]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Group Pickup—Allows you to answer a call on a phone that is outside your call pickup group by: 
[bookmark: wp1018916]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Using a group pickup number (provided by your system administrator). 
[bookmark: wp1018917]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Dialing the ringing phone's number. 
[bookmark: wp1018918]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Other Pickup—Allows you to answer a call that is ringing on another phone within in your call pickup group or in an associated call pickup group. 

[bookmark: wp1018919]Your system administrator sets up the call pickup group you are in, and the call pickup softkeys depending on your call-handling needs and work environment. 
[bookmark: wp1018920][bookmark: wpmkr1018926][bookmark: wp1018927][bookmark: Answer_a_Call_Using_Pickup]
To Answer a Call Using Pickup 
[bookmark: wp1018928]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the PickUp softkey to transfer a ringing call within your pickup group to your phone. 
[bookmark: wp1018929][bookmark: wp1018930]If you have multiple lines and want to pick up the call on a non-primary line, first press the desired line button, then press PickUp.  If your phone supports auto-pickup, you are connected to the call. 
[bookmark: wp1018931]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]If the call rings, press the Answer softkey to connect to the call. 
[bookmark: wpmkr1018935][bookmark: wp1018936][bookmark: Answer_a_Call_Using_Group_Pickup_and_a_G]
To Answer a Call Using Group Pickup and a Group Pickup Number 
[bookmark: wp1018937]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the GPickup softkey to answer a call on a phone outside your pickup group. 
[bookmark: wp1018938]If you have multiple lines and want to pick up the call on another line, first press the desired line button, then press GPickup. 
[bookmark: wp1018939][bookmark: wp1018940]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Enter the group pickup number.  If your phone supports auto-pickup, you are now connected to the call. 
[bookmark: wp1018941]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]If the call rings, press the Answer softkey to connect to the call. 
[bookmark: wpmkr1018945][bookmark: wp1018946][bookmark: Answer_a_Call_Using_Group_Pickup_and_a_P]
To Answer a Call Using Group Pickup and a Phone Number 
[bookmark: wp1018947]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the GPickup softkey. 
[bookmark: wp1018948]If you have multiple lines and want to pick up the call on a non-primary line, first press the desired line button, then press GPickup. 
[bookmark: wp1018949][bookmark: wp1018950]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Enter the number of the phone line with the call that you want to pick up. For example, if the call is ringing on line 12345, enter 12345. If your phone supports auto-pickup, you are now connected to the call. 
[bookmark: wp1018951]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]If the call rings, press the Answer softkey to connect to the call. 
[bookmark: wpmkr1018955][bookmark: wp1018956][bookmark: Answer_a_Call_Using_Other_Pickup]
To Answer a Call Using Other Pickup 
[bookmark: wp1018957][bookmark: wp1018958]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the OPickup softkey to transfer a call in your pickup group or in an associated group to your phone.  If your phone supports auto-pickup, you are now connected to the call. 
[bookmark: wp1018959]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]If the call rings, press the Answer softkey to connect to the call. 
[bookmark: wpmkr1018963][bookmark: wp1018964][bookmark: Call_Waiting]
Call Waiting 
[bookmark: wpmkr1018965][bookmark: wp1018966]Call Waiting provides cues to notify you that a new call is ringing on your phone when you are talking on another call, including: 
[bookmark: wp1018967]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]A call waiting tone (single beep) 
[bookmark: wp1018968]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]An amber flashing line button 
[bookmark: wpmkr1018973][bookmark: wpmkr1018972][bookmark: wp1018974][bookmark: Respond_to_a_Call_Waiting_Notification]
To Respond to a Call Waiting Notification 
[bookmark: wp1018975](Your system administrator must set up multiple lines on your phone before you can use this feature.) 
[bookmark: wp1018976]To answer the ringing call, press the flashing amber line button. Your phone puts the original call on hold automatically and connects the ringing call. 
[bookmark: wpmkr1020294][bookmark: wp1020139][bookmark: cBarge]
[bookmark: wpmkr1018980][bookmark: wp1018981][bookmark: Codes]Auth Codes 
[bookmark: wp1018982]Codes allow you to place a call using a billing or tracking code. 
[bookmark: wp1018984]Forced Authorization Codes (FAC) allow you to manage call access and accounting. The Forced Authorization Codes feature requires that the user enter a valid authorization code before the call connects. 
[bookmark: wpmkr1020162][bookmark: wp1020163][bookmark: Place_a_Call_Using_a_Client_Matter_Code][bookmark: wp1020160][bookmark: wpmkr1018997][bookmark: wp1018998][bookmark: Place_a_Call_Using_a_Forced_Authorizatio]
To Place a Call Requiring a Forced Authorization Code 
[bookmark: wp1018999]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Dial a number. 
[bookmark: wp1019000]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]After the tone, enter a forced authorization code (FAC) followed by #, or hit the Submit softkey.
[bookmark: wpmkr1020066][bookmark: wpmkr1019004][bookmark: wp1020067][bookmark: Conference]
Conference 
[bookmark: wp1020068]Conference allows you to talk simultaneously with multiple parties. 
Note – for large conferences use the MeetingPlace Conference Bridge.
[bookmark: wp1020069]When you are talking on a call, use Conference to dial another party and add them to the call. 
[bookmark: wp1020070]If you have multiple phone lines, you can alternately use Conference to combine two calls across two lines. For example, if you have a call on Line 1 and a call on Line 2, you can combine the calls into a conference. 
[bookmark: wp1020071]Before completing a conference procedure, you can press the Cancel softkey to cancel the procedure or you can press the Swap softkey to toggle between calls, allowing you to speak privately with each party. 
[bookmark: wp1020072]As the conference host, you can remove individual participants from the conference. 
[bookmark: wp1020073]The conference ends when all the participants hang up. 
[bookmark: wpmkr1019014][bookmark: wp1019015][bookmark: Add_Another_Party_to_Your_Call_to_Create]
To Add Another Party to Your Call to Create a Conference 
[bookmark: wp1019016]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Verify that you are on an active call (not on hold). 
[bookmark: wp1019020]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Conference button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/193001-194000/193065.jpg]. 
[bookmark: wp1019021]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Enter the phone number for the party you want to add (or press a speed-dial button). 
[bookmark: wp1019022]4. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Wait for the party to answer (or skip to step 5 while the call is ringing). 
[bookmark: wp1019023][bookmark: wp1019024]5. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Conference button again.  The conference begins. 
[bookmark: wp1019025]Repeat these steps to add more parties, if desired. 
[bookmark: wpmkr1019029][bookmark: wp1019030][bookmark: Combine_Calls_Across_Lines_to_Create_a_C]
To Combine Calls Across Lines to Create a Conference 
[bookmark: wp1019031]This task requires multiple phone lines on your phone. 
[bookmark: wp1019032]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Verify that you have two connected calls and that one of the calls is active (not on hold). 
[bookmark: wp1019036]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Conference button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/193001-194000/193065.jpg]. 
[bookmark: wp1019037][bookmark: wp1019038]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the line button for the other (held) call.  The conference begins. (The conference is established on the line with the active call.) 
[bookmark: wpmkr1019042][bookmark: wp1019043][bookmark: Swap_Between_Calls_Before_Completing_a_C]
To Swap Between Calls Before Completing a Conference 
[bookmark: wp1019044]After calling a new conference participant, but before adding the participant to the conference, press the Swap softkey to toggle between the two calls. This allows you to consult privately with the party or parties on each call before combining the calls into a conference. 
[bookmark: wpmkr1019048][bookmark: wp1019049][bookmark: End_a_Conference]
To End a Conference 
[bookmark: wp1019050]The conference ends when all participants hang up. 
[bookmark: wpmkr1019054][bookmark: wp1019055][bookmark: View_Conference_Participants]
To View Conference Participants 
[bookmark: wp1019056]While in a conference, press the Details softkey to view a list of the last 16 participants who have joined the conference. 
[bookmark: wpmkr1019060][bookmark: wp1019061][bookmark: Remove_Conference_Participants]
To Remove Conference Participants 
[bookmark: wp1019062]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]While in a conference, press the Details softkey to view a list of participants. 
[bookmark: wp1019063]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Highlight the participant that you want to remove, then press the Remove softkey. 
[bookmark: wpmkr1019071][bookmark: wp1019072][bookmark: Divert]
Divert 
[bookmark: wp1019073][bookmark: wpmkr1019077][bookmark: wp1019078][bookmark: Divert_a_Call]Divert allows you to send an active or ringing call to your voicemail system.

To Divert a Call 
[bookmark: wp1019079]Press the Divert softkey to send an active, ringing, or held call to your voicemail .

[bookmark: wpxref90906][bookmark: wpmkr1019083][bookmark: wp1019084][bookmark: Do_Not_Disturb]Do Not Disturb 
[bookmark: wpmkr1019086][bookmark: wp1019085][bookmark: wp1019087][bookmark: wp1019088][bookmark: wp1019089]Do Not Disturb (DND) allows you to turn off either the ringer on your phone, or the ringer and any other audible or visual notification that you have an incoming call.  When the ringer and notifications are turned off, the call is sent directly to your voicemail system.  DND interacts with other types of calls: 
[bookmark: wp1019090]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]If both DND and Call Forward All are enabled, calls are forwarded without any visual or audible confirmation. 
[bookmark: wp1019091]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]DND does not affect intercom calls or non-intercom priority calls. 
[bookmark: wp1019092]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]If both DND and auto-answer are enabled, only intercom calls are auto-answered. 
[bookmark: wp1019093][bookmark: wpmkr1019098][bookmark: wp1019099][bookmark: Turn_DND_On_and_Off]
To Turn DND On and Off 
[bookmark: wp1019100][bookmark: wp1019101]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the DND button to turn on DND.   Visual confirmation displays briefly. 
[bookmark: wp1019102][bookmark: wp1019103]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the DND button again to turn off DND.  Visual confirmation displays briefly. 
[bookmark: wpmkr1019113][bookmark: wpmkr1019107][bookmark: wp1019114][bookmark: Extension_Mobility]
[bookmark: wpmkr1019145][bookmark: wp1019146][bookmark: Fast_Dial][bookmark: wpmkr1019139][bookmark: wp1019140][bookmark: Hold]Hold 
[bookmark: wp1019141]Hold allows you to put an active call into a held state. 
[bookmark: wpmkr1019170][bookmark: wp1019171][bookmark: Hold_and_Resume_a_Call]
To Hold and Resume a Call 
[bookmark: wp1019175][bookmark: wp1019179]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]To put a call on hold, press the Hold button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/194001-195000/194618.jpg].  The Hold icon[image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/192001-193000/192477.jpg] displays and line button flashes green. 
[bookmark: wp1019180]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]To resume the call, press the Resume softkey or the flashing green line button. 
[bookmark: wpmkr1019184][bookmark: wp1019185][bookmark: Swap_Between_Held_and_Active_Calls_on_Mu]
To Swap Between Held and Active Calls on Multiple Lines 
[bookmark: wp1019186]If your phone supports multiple lines, use line buttons to swap between held and active calls. 
[bookmark: wp1019187]For example, if you have a held call on Line 1 and an active call on Line 2, press the Line 1 button to make the Line 1 call active (resume it from hold) and to automatically put the Line 2 call on hold. 
[bookmark: wpmkr1019191][bookmark: wp1019192][bookmark: Put_a_Call_on_Hold_by_Answering_a_New_Ca]
To Put a Call on Hold by Answering a New Call on Another Line 
[bookmark: wp1019193]If your phone supports multiple lines, and you are already on a call when a new call rings, answering the new call puts the first call on hold automatically. 
[bookmark: wp1019194]To answer the new call in this case, press the flashing amber line button or the Answer softkey. 
[bookmark: wpmkr1019198][bookmark: wp1019199][bookmark: Determine_if_a_Shared_Line_is_on_Hold]
To Determine if a Shared Line is on Hold 
[bookmark: wp1019203]Look for a flashing red line button and the hold icon [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/192001-193000/192477.jpg]. When these indicators display, a call on the shared line has been put on hold remotely by the other user. 
[bookmark: wpmkr1019207][bookmark: wp1019208][bookmark: Hold_Reversion]
Hold Reversion 
[bookmark: wp1019209]Hold Reversion notifies you when a call is left on hold. 
[bookmark: wpmkr1019210][bookmark: wp1019211]A Hold Reversion notification is similar to a new call notification and includes these cues: 
[bookmark: wp1019212]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Single ring, repeating at intervals 
[bookmark: wp1019213]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Flashing amber line button 
[bookmark: wp1019214]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Flashing message indicator on the handset 
[bookmark: wp1019215]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Visual notification on the phone screen 
[bookmark: wpmkr1019219][bookmark: wp1019220][bookmark: Respond_to_a_Hold_Reversion_Notification]
To Respond to a Hold Reversion Notification 
[bookmark: wp1019221]Press the flashing amber line button or the Answer softkey to resume the call from hold. 
[bookmark: wpmkr1019225][bookmark: wp1019226][bookmark: Hunt_Groups]
Hunt Groups 
[bookmark: wp1019227]Hunt groups are used to share the call load in organizations that receive a large number of incoming calls. 
[bookmark: wp1019228][bookmark: wp1019229]Your system administrator sets up a hunt group with a series of directory numbers. When the first directory number in the hunt group is busy, the system hunts for the next available directory number in the group, then directs the call to that phone.  If you are a member of a hunt group, you can sign in to a hunt group when you want to receive calls, and you can sign out of the group when you want to prevent calls from ringing on your phone. 
[bookmark: wpmkr1019233][bookmark: wp1019234][bookmark: Sign_In_and_Out_of_a_Hunt_Group]
To Sign In and Out of a Hunt Group 
[bookmark: wp1019235]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Hunt Group button to sign in. 
[bookmark: wp1019236]Visual confirmation displays briefly. 
[bookmark: wp1019237]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the button again to sign out. 
[bookmark: wp1019238]Signing out of a hunt group does not prevent non-hunt group calls from ringing your phone. 
[bookmark: wpmkr1019242][bookmark: wp1019243][bookmark: Intercom]
[bookmark: wpxref75240][bookmark: wpmkr1019267][bookmark: wp1019268][bookmark: Line_Status]Line Status 
[bookmark: wp1019269]Line Status indicators allow you to view the state of a phone line that is associated with a speed-dial button. 
[bookmark: wp1019270]Your system administrator sets up Line Status indicators on your phone. 
[bookmark: wpxref89338][bookmark: wp1020210][bookmark: Line_Status_Indicators]
Line Status Indicators 
[bookmark: wpmkr1020211][bookmark: wp1020212]Line Status indicators show the state of a line. 
	[bookmark: wp1020215][bookmark: wp1020246]Icon 
	[bookmark: wp1020217]Indicator 

	[bookmark: wp1020222][image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/195001-196000/195129.jpg]
	[bookmark: wp1020224]Line is in use. 

	[bookmark: wp1020229][image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/192001-193000/192105.jpg]
	[bookmark: wp1020231]Line is idle. 

	[bookmark: wp1020236][image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/195001-196000/195130.jpg]
	[bookmark: wp1020238]Line is in Do Not Disturb (DND) state. 

	[bookmark: wp1020243][image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/195001-196000/195128.jpg]
	[bookmark: wp1020245]Line is ringing. (Only for Call Pickup.) 



[bookmark: wp1019319]Line Status indicators can be set up on speed dial buttons by your system administrator, and can be used with these features: 
[bookmark: wpmkr1019320][bookmark: wp1019321]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Speed Dial—Allows you to monitor the status of (and dial) a specific number on a speed-dial button. 
[bookmark: wpmkr1019324][bookmark: wp1019325]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Call Pickup—Allows you to monitor the line status of (and pick up a ringing call on) a speed-dial button. 
[bookmark: wp1019326][bookmark: wpmkr1019341][bookmark: wp1019342][bookmark: Malicious_Call_Identification]
Malicious Call Identification (Not available on all phones)
[bookmark: wp1019343]Malicious Call Identification (MCID) allows you to identify an active call as suspicious, which initiates a series of automated tracking and notification messages. 
[bookmark: wpmkr1019347][bookmark: wp1019348][bookmark: Trace_a_Suspicious_Call]
To Trace a Suspicious Call 
[bookmark: wpmkr1019349][bookmark: wp1019350]Press the Malicious Caller ID button to send a silent notification message to your system administrator. 
[bookmark: wp1019351]When the silent notification message is sent, your phone provides both a visual and audible confirmation. 
[bookmark: wpmkr1019355][bookmark: wp1019356][bookmark: Meet_Me]
Meet Me 
[bookmark: wp1019357]Meet Me allows you to call a predetermined number at a scheduled time to host or join a conference. 
[bookmark: wp1019358][bookmark: wp1019359]The conference begins when the host connects. Participants who call the conference before the host has joined hear a busy tone and must dial again.  The conference ends when all participants hang up; the conference does not automatically end when the host disconnects. 
[bookmark: wpmkr1019363][bookmark: wp1019364][bookmark: Host_a_Meet-Me_Conference]
To Host a Meet-Me Conference 
[bookmark: wp1019365]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Obtain a Meet-Me phone number from your system administrator. 
[bookmark: wp1019366]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Distribute the Meet-Me phone number to participants. 
[bookmark: wp1019367]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]When you are ready to start the meeting, go off-hook to get a dial tone, then press the Meet Me softkey. 
[bookmark: wp1019368]4. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Dial the Meet-Me phone number. 
[bookmark: wpmkr1019372][bookmark: wp1019373][bookmark: Join_a_Meet-Me_Conference]
To Join a Meet-Me Conference 
[bookmark: wp1019374]Dial the Meet-Me phone number (provided by the conference host). 
[bookmark: wp1019375]If you hear a busy tone, the host has not yet joined the conference. In this case, try your call again. 
[bookmark: wpxref27477][bookmark: wpmkr1019379][bookmark: wp1019380][bookmark: Mobile_Connect]
[bookmark: wpmkr1021095][bookmark: wpmkr1019434][bookmark: wp1021096][bookmark: Monitor_and_Record]Monitor and Record 
[bookmark: wp1021097]The Monitoring and Recording feature allows you to monitor and record calls if desired. Your system administrator enables this feature, which can be set up for automatic recording of all calls or recording of calls on a per-call basis. 
[bookmark: wp1021098][bookmark: wp1021099]Users may hear notification tones during call monitoring and recording. By default, the person who monitors the call and records it (if also configured) does not hear the notification tones.  For more information, see your system administrator. 
[bookmark: wp1019435][bookmark: Mute]
Mute 
[bookmark: wp1019436]Mute allows you to block audio input for your handset, headset, and speakerphone, so that you can hear other parties on the call but they cannot hear you. 
[bookmark: wpmkr1018084][bookmark: wpmkr1019440][bookmark: wp1019441][bookmark: Mute_Your_Phone]
To Mute Your Phone When in a Call 
[bookmark: wp1019445][bookmark: wp1019446]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Mute button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/193001-194000/193060.jpg] to turn Mute on.   Visual confirmation will be the Mute button lighting red.. 
[bookmark: wp1019447]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Mute button again to turn Mute off. 
[bookmark: wpmkr1019451][bookmark: wp1019452][bookmark: On-hook_Dialing]
On-hook Dialing 
[bookmark: wp1019453]On-hook dialing allows you to enter a phone number before getting a dial tone and to complete the call by going off-hook. 
[bookmark: wpmkr1019457][bookmark: wp1019458][bookmark: Dial_a_Number_On-hook]
To Dial a Number On-hook 
[bookmark: wp1019459]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Enter or speed-dial a phone number. 
[bookmark: wp1020906]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Go off-hook. 
[bookmark: wpmkr1020916][bookmark: wp1020912][bookmark: Plus_Dialing]
Plus Dialing 
[bookmark: wp1020925]Plus Dialing allows you to press and hold the "*" key for at least 1 second to add a plus "+" sign as the first digit in a phone number for international dialing. It applies both for on-hook or off-hook dialing. 
[bookmark: wp1020923]After the + sign has been added to phone numbers, users can go into directories, such as received calls and call history, and select and dial one of these entries with the + sign without having to add digits for international calls. 
[bookmark: wp1020931][bookmark: Dialing_an_International_Number]
To Dial an International Number with Plus Dialing 
[bookmark: wp1020943]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press and hold the "*" key for at least 1 second. The + sign is entered as the first digit in the phone number. (The corresponding tone stops to indicate that the * has changed to a + sign.) 
[bookmark: wp1020952]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Dial the international number. 
[bookmark: wpmkr1019464][bookmark: wp1020882][bookmark: Privacy]
Privacy 
[bookmark: wp1019466][bookmark: wp1019467][bookmark: wp1019468]Privacy allows you to prevent others who share your line from seeing information about your calls.  Privacy applies to all shared lines on your phone. If you have multiple shared lines and Privacy is enabled, others cannot view any of your shared lines.  If the phone that shares your line has Privacy enabled, you can make and receive calls using the shared line as usual. 
[bookmark: wp1019469][bookmark: wpmkr1019474][bookmark: wp1019475][bookmark: Enable_Privacy_on_a_Shared_Line]
To Enable Privacy on a Shared Line 
[bookmark: wp1019476][bookmark: wp1019477]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Privacy button to enable the feature.  Visual confirmation displays on your phone screen for as long as the feature is enabled. 
[bookmark: wp1019478]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the button again to turn off the feature. 
[bookmark: wpmkr1020039][bookmark: wp1019482][bookmark: Quality_Reporting_Tool]
Quality Reporting Tool (May not be available on all phones)
[bookmark: wp1019483]Your system administrator may temporarily configure your phone with the Quality Reporting Tool (QRT) to troubleshoot performance problems. Depending on configuration, use the QRT to: 
[bookmark: wp1019484]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Immediately report an audio problem on a current call. 
[bookmark: wp1019485]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Select a general problem from a list of categories and choose reason codes. 
[bookmark: wpmkr1020043][bookmark: wp1019490][bookmark: Report_Problems_on_Your_Phone][bookmark: wp1019486]
To Report Problems on Your Phone with Quality Reporting Tool
[bookmark: wp1019491]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Quality Reporting Tool button. 
[bookmark: wp1019492]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Select the item that most closely matches your problem. (Use the Navigation pad and Select button to scroll and select.) 
[bookmark: wp1019493]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Select softkey. 
[bookmark: wp1019494]The information is sent to your system administrator. 
[bookmark: wpmkr1019498][bookmark: wp1019499][bookmark: Redial]
Redial 
[bookmark: wp1019500]Redial allows you to call the most recently dialed phone number by pressing a button. 
[bookmark: wpmkr1019504][bookmark: wp1019505][bookmark: Redial_a_Number]
To Redial a Number 
[bookmark: wp1019506]Press the Redial softkey. 
[bookmark: wp1019507]To place the call on a particular phone line, get a dial tone on that line first, then press the Redial softkey. 
[bookmark: wpxref63554][bookmark: wpmkr1019511][bookmark: wp1019512][bookmark: Shared_Lines]
Shared Lines 
[bookmark: wp1019513]Shared lines allow you to use one phone number for multiple phones. 
[bookmark: wp1019514]You might have a shared line if you have multiple phones and want one phone number, share call-handling tasks with co-workers, or handle calls on behalf of a manager. 
[bookmark: wp1019515]For example, if you share a line with a co-worker: 
[bookmark: wp1019516]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]When a call comes in on the shared line: 
[bookmark: wp1019517]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Your phone rings and the line button flashes amber. 
[bookmark: wp1019518]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Your co-worker's phone rings and the line button flashes amber. 
[bookmark: wp1019519]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]If you answer the call: 
[bookmark: wp1019520]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Your line button turns green. 
[bookmark: wp1019521]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Your co-worker's line button turns red. 
[bookmark: wp1019522]When button is red, that line cannot be used to barge in on the call or used to make another call. 
[bookmark: wp1019523]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]If you put the call on hold: 
[bookmark: wp1019524]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Your line button flashes green 
[bookmark: wp1019525]–[image: http://www.cisco.com/en/US/i/templates/blank.gif]Your co-worker's line button flashes red. 
[bookmark: wp1020964]When the line flashes red, your co-worker can pick up the call. 
[bookmark: wpxref91256][bookmark: wpmkr1019531][bookmark: wp1019532][bookmark: Speed_Dial]
[bookmark: wpmkr1020077][bookmark: wp1020078][bookmark: Transfer]Transfer 
[bookmark: wp1020079][bookmark: wp1020080]Transfer allows you to redirect a connected call from your phone to another number. 
You can use Transfer or Direct Transfer: 
[bookmark: wp1020081]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Transfer allows you to redirect a single call to another number that you specify. 
[bookmark: wpmkr1020082][bookmark: wp1020083]•[image: http://www.cisco.com/en/US/i/templates/blank.gif]Direct Transfer allows you to connect two calls on two different lines to each other (without remaining on the line yourself)  Sometimes called Blind Transfer. 
[bookmark: wp1020084]Before completing a transfer procedure, you can press the Cancel softkey to cancel the procedure or you can press the Swap softkey to toggle between calls, allowing you to speak privately with each party. 
[bookmark: wp1019696][bookmark: Transfer_a_Call_to_Another_Number]
To Transfer a Call to Another Number 
[bookmark: wp1019697]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Verify that you are on an active call (not on hold). 
[bookmark: wp1019701]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Transfer button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/193001-194000/193063.jpg]. 
[bookmark: wp1019702]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Enter the transfer recipient's phone number (or press a speed dial button). 
[bookmark: wp1019703]4. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Wait for the recipient to answer. (Or, skip to Step 5 while the call is ringing.) 
[bookmark: wp1019704]5. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Transfer button again. 
[bookmark: wp1019705]The transfer is complete. 
[bookmark: wpmkr1018105][bookmark: wp1017808][bookmark: Use_Direct_Transfer_to_Connect_Calls_Acr]
To Use Direct Transfer to Connect Calls Across Lines 
[bookmark: wp1017809]This task requires multiple phone lines. 
[bookmark: wp1017810]1. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Verify that you have two connected calls and that one of the calls is active (not on hold). 
[bookmark: wp1017814]2. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the Transfer button [image: http://www.cisco.com/en/US/i/100001-200000/190001-200000/193001-194000/193063.jpg]. 
[bookmark: wp1017815]3. [image: http://www.cisco.com/en/US/i/templates/blank.gif]Press the line button for the other (held) call. 
[bookmark: wp1017816]The transfer completes (the two calls are connected to each other). 
[bookmark: wpmkr1019727][bookmark: wp1019728][bookmark: Swap_Between_Calls_Before_Completing_a_T]
To Swap Between Calls Before Completing a Transfer 
[bookmark: wp1019729]After you connect to the transfer recipient—but before you transfer a call to this party—you can press the Swap softkey to toggle between the two calls. This allows you to consult privately with the party on each call before you complete the transfer. 
[bookmark: wpmkr1019733][bookmark: wp1019734][bookmark: Web_Dialer]
[bookmark: wp1019788]
[bookmark: anchor_to_feedback]
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