Phone Use Guide VirtualPB)O®

Your Polycom Phone

Your Polycom phone has a wide range of great features thatgeteven
betterwhen combined with aVirtual PBX System. This document
will guide you through use of key functions.

Differences from Standard Polycom Functions

Using Polycom phone inside your VirtualPBX Service is alittle
differentthan otheruses. We provide betterversions of some key
functions, such as call transfers and conferencing, and don’t support
a couple of others. Here’ the list:

e Holdkey— Polycom’s hold key works, but you have more options and musicon hold when using
the * key to hold through Virtual PBX (see below).

e Transferand Conference softkeys—these Polycom functions are not supported by Virtual PBX,
please see belowhow to gettransfers with more optionsand conferencing for more people from
your Virtual PBX system.

e Some Polycom phonesinclude a “Line 2” button. We have changed the function of this button so
that itdials voicemail.

Using the Phone Navigation Features

Your Polycom phone comes with aspecial keypad used for navigating the display. The arrow orscroll keys
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are used to scroll through the displayed information while the Select key @ isusedto select
afield of displayed data orenteredit mode for some settings.

Basic Phone Features

Placing a Call

Using the Handset:

e Pickup the handset, and then dial the number. You mustdial “1” and thenthe area code, even
forlocal calls,
e Or, dialthe numberfirst, and then pick up the handset.

Using the hands-free Speakerphone:

e Withthe handset on-hook, press @ , , or the NewCall softkey, then, enterthe
number,

e Or, dialthe number, andthen press @ or .

Using the optional Headset:

. Line 1
e Withthe headsetconnected, press @ , ,orthe NewCall soft key.



e Or, dialthe number, and then press @ or .

AnsweringaCall

Handset: Pick up the handset. Youwill be prompted with a greeting that offers several options. To
accept the call press “#”. To place the callerinto voice mail press “*”. If you send the call to voice mail,
youcan listenintothe message beingleftand pick up at any time by pressing “#”.

Line 1
Speakerphone: Press @ , ,or the Answer soft key.

With Optional Headset: Press @

Ending a Call

Pressthe EndCall soft key or the line key corresponding to the line. Or, depending on the call mode, press

@, press @, or hang up the handset.

Dialing another Extension in Your Virtual PBX System

To dial another extension on your system simply pick up the handset and dial the extension number.

Redial

Press [Dial] to display the Placed Call list. Scroll to select the desired recipient and press [Dial] again.

Additional Phone Features

Transfer a Call
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To transfera caller, press “*” at any time duringthe call. The VPBX System will put the calleronhold. The
callerwill hearyourselected musicon hold. The system will prompt you forforwardinginstructions.
(Feature does notapply to outbound calls)

Virtual PBX Call Hold and Resume

To put a calleron hold usingthe VPBX system press “*” at any time during the call as if you were goingto
transfera call. The VPBX System will put the calleron hold and play musicon hold. The transfer prompts
can be ignored and the callerwill be on hold until the call isreleased by pre ssing “*” again. (Feature does
not apply to outbound calls)
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Polycom Call Hold and Resume

The Polycom phone itself also has a hold function, separate from the Virtual PBX system hold. It does not
allow call transfers from hold, and does not play musicon hold. Callerswill hearnothingatall. Touse:

Duringa call, press .
. Line 1
To resume the call, press again, the Resume soft key, orthe .

Microphone Mute
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Duringa call, press . Mute appliestoall modes. You can hearall other parties while Mute is
enabled, butother parties cannot hearyou.

To un-Mute, press ' again.

Call Lists
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From theidle screen, press “~— forSpeed Dial, " forReceived Calls, or -/ forPlaced Calls. Or,

press then select Features > Call Lists > Received Calls, or Placed Calls. Call information willbe
displayed.

Selectacall and press to dial the number.

Volume Adjustment

Pressthe volume S & keys to adjust the call volume of the active mode. Pressingthesekeysin
idle state adjusts the ringervolume.

Additional Virtual VPBX Features

Voice Mail

VPBX comes with a feature-rich voice mailsystem that allows users to effectively receive and manage
theirvoice messages. For complete documentation of the the VPBX voice mail system consult the
documentation at http://www.virtualpbx.com/support/ .

To quickly access yourvoice messages fromyourphone, dial the auto-attendant by dialing your VPBX
main numberor simply pressing the “*” key. When the auto attendantanswers, press “#” and enteryour
extension number. Press “#” again and enteryour password. Press “#” againand you will be inthe voice
mail system and can follow the voice mail prompt.

Call Forwarding

VPBX offers sophisticated and advanced call forwarding features as part of its standard offering. Please
consultthe documentation at http://www.virtualpbx.com/support/ forinformation on phone
forwarding and follow-me calling.

Conferencing

Conferencing and conference calls are easily made using the VPBX system. Each extension hasits own
private conference room and can support multiple callers. Pleaserefertothe documentation at
http://www.virtualpbx.com/support/ for complete information on conferencing.
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Tips and Shortcuts
Dialing the Auto-attendant

The Auto-attendant may be reached by dialing your VPBX phone number. Alternately, you may dial the
auto-attendant by placingacall and dialing “*”.

Reserved numbers
There are three reserved extensionsinthe VPBX system. They are:
611 — Direct extension tothe VPBX SupportLine

911 —e911 service. Workslike 911 on any phone to dial emergency services. Please use onlyinan
emergency.

123123 — Test Extension. You may dial this extension at any time to ensure that your VPBX phone is
operating correctly.

Warning: Storing user data

Your Virtual PBXVolP phoneincludes adirectory of extensions and other data that make your phone work
betterinyourVirtual PBX system. We update thisinformation and keep your phone loaded with the
latest firmware through reboots that we push at low use times. Atthe presenttime, any userdatayou
enterintothe phone will be erased when the phoneisrebooted.
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