Using the Lync
CX700 Phone

UNIVERSITYof HOUSTON

Information Technology

222222



THE PRONE FACE ...ttt e ettt e e e e e e s bbbttt e e e e e e s e abbe e e e e e e e nnbbeeeaaaaeas 3
(0= 111 o] £= V(=3 o 18] gl = s To o PSSR PPPPRPPTPPR 4
BTS2 1 o Tex S o | PRSPPI 4
F N 1S - T - | SRR 4
LI W O 1| P PPRTRP PP 4
0 1A= R O | I o] o I o] o PSP RPPOTR 5
LG T 0= = W O 1 SRR 5
=TG- T O - 1| PR 6
Escalate a Call to @ CONfErenCe Call....... ..o e e e e e e 6
Make a Call with the SPEaKEIPNONE..........oiii i e e a e e e e aanrees 6
Record YOUr VOICE Malil GIrEELING ... ..uuuuiiiieeeiiiiiieiee et e e e s e st e e e e e e s s e st e e e ae e e s s sna b eaereeeeessasansrneeeeeeesnnnrnnnees 7
Y01 Tod = 1 - V1 SRR 7
(02 | I o o TR UUE T OO UPPPPPRTRTN 8

2 Using the Lync CX700 Phone



The Phone Face

Your Lync phone provides the same functionality as your existing telephone and more.

The Home screen:

Set status

Contacts (not available)
Voice Mall

Call log

Calendar (not available)

Settings

Touch screen

Call controls: Status indicator
volume, headset, Scroll wheel
speakerphone, mute
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Lync
Phone Edition
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Unlock
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Calibrate Your Phone

Calibrating the touch screen ensures that the screen properly responds to your touch. The phone takes
you through the calibration procedure when it is first plugged into the network. If you feel your phone is in
need of calibrating, you can calibrate it at any time.

To calibrate your phone:

1. Onthe Home Screen, press the Settings icon.

2. Press Calibrate Touch Screen.

3. Press and hold your fingertip on the center of
the target that appears.

4. Repeat as the target moves around.

The Unlock PIN

When your phone and computer are inactive for 10 minutes, your phone locks to protect your personal
information. A phone can be unlocked using an Unlock PIN. Your Unlock PIN was supplied with your
phone. A locked phone can be used to make and receive a call, but it must be unlocked to access voice
mail and commands such as Transfer.

The Unlock function works in conjunction with your computer. When your computer keyboard is locked,
your phone locks. When your computer keyboard is unlocked, your phone unlocks. When your computer
goes to sleep and your phone is locked, waking up your computer will unlock your phone.

Answer a Call

To answer a call, choose one of four options:

Lift Handset.

Press Answer.

Press the Speakerphone button.
Press the Headset button.

PwonNPE

Make a Call

To make a call, choose one of two options:

1. Dial a 5-digit campus extension.
2. Dial a 10-digit off-campus number.

You no longer need to use a 9 to dial off-campus.
Long distance calls require a 1 + a domestic number + your long distance code.

International calls require 011 + an international number + your long distance code.
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Put a Call on Hold

To put a call on hold:

1. During a call, press Hold.

New Call X End Call

To retrieve a call from hold:

1. Press Resume.

— s

New Call Conference  Transfer End Call

Transfer a Call

To transfer a call:

1. During a call, press Transfer.

2. Press a transfer option. ==

3. Enter a number_ Transfer to Parking Lot

4' PI’eSS Cal l " Transfer to Mobile Phone
5. Hang up. /

f

Transfer Directl

S —— p———
New Call Conference End Call
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Park a Call

Instead of putting a call on hold, you can park the call in a holding queue.
To park a call:

1. During a call, press Transfer. Moz B L

2. Press Transfer to Parking Lot. Moon, Aind -

The call is assigned a retrieval number. A call can =
be retrieved from the Parking Lot using any Lync B
phone on-campus.

To retrieve a call from the Parking Lot:

New Call

1. Using any Lync phone on-campus, enter *
followed by the three-digit retrieval number
and press Call.

If you want to retrieve a call that you parked, there is no need for you to enter the retrieval number. You
can select the call on your Home screen and press Retrieve.

Escalate a Call to a Conference Call

To escalate a call to a conference call:

During a call, press Conference.
Press Add Someone.

Enter a number.

Press Add.

PR

New Call P}E{?I'ifél Transfer End Call

Make a Call with the Speakerphone

To make a call with the speakerphone, choose one of two options:

1. Dial the desired number, press the Speakerphone button.
2. Press the Speakerphone button, enter the desired number.
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Record Your Voice Mail Greeting

To record your voice mail greeting:

1. Onthe Home screen, press the Voice Mail icon. T e
2. Press OptiOI’]S. [ B Thierry, Zachary  8/17, 3:09 PM
3. Press Call Voice Mail. [ +1(332) 387-5018 818, 7.04 AN
‘ ‘.V'Thit;r;ﬁ, Zachary  7/31, 5:01 PM
[ | 1;1 (832) 367-5019 7/31, 8:44 AM
I I:| l;j1‘aut‘h;13r, shari  7/25, 12:51 PM
Follow the instructions given to you over your phone N (Morsles, soria 7/24, 1:18P0
by the Lync assistant. ‘

BEEEEEER

Options

Listen to Voice Mail

If you have new voice mail messages, the number of new messages appears next to the Voice Mail icon
on your Home screen.

, Maricela

To listen to a voice mail message:

1. Onthe Home screen, press the Voice Mail icon. s ieocherd et 1 o
2. Press the voice mail message that you want to play. HilGailasaiser =01 ee. 708 pe]

3 PI’eSS Play 1 W Thierry, Zachary  7/31, 5:01 PM
[ +1 (832) 367-5019 7/31, 8:44 AM

[l Mauthner, Shari  7/25, 12:51 FM

To delete a voice mail message: R

Options

1. Onthe Home screen, press the Voice Mail icon.
2. Press the message that you want to delete.
3. Press Delete.

To check your voice mail from another campus phone:
1. Dial 713-743-6111.
2. Follow the prompts.

To check your voice mail from off-campus:

1. Dial 713-743-6111.
2. Follow the prompts.
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Call Log

You can view a history of incoming, outgoing, and missed calls.

To view your call log: Redrigues Marcel™
1. Onthe Home screen, press the Call Log icon. A list & O Eber, Scot
of all calls (incoming, outgoing, and missed) & [ fchey, il 8/20, 2114 PM

appears. 8 [ Rosanes, Mark  8/20, 12:12PM
% @ Ashley, Bill 8/20, 12:03 PM

2 [ ashley, Eil 8/20, 11:59 AM
To sort your call log: SN W Thierry, Zachary /17, 4:41EM

1. Press one of the Sorting buttons at the top of your
Call Log.

8 Using the Lync CX700 Phone



