Using the Poly CCX600



Table of Contents

LI 10T = = T PSSP PPPPPP 3
INE= V7T F= i Lo T 10 T G = T o T 4

ACCESSING TNE SCIEENS ....eeeiiiiiiiiiittte ettt e e e e e ettt e e e e e e s st bt e e e e e e e e e e nanbeeeeeeas 4
LS = T - 1| PSPPSR 7
MAKE @ Call.. ..o ———————————— 8
UL T = | o o T T ][ 9
TraNSTEITING @ Call ....eeeeiieiiiiiie et e e e e e s e bbb e et e e e e e e e s bbb r e e e e e e e e e aaae 11

Transfer a Call USINg BliNd TranSTer ..o 11

Transfer a Call Using Consultative TranSfer......... ... i anaaenennnes 14
JOIN SCNEAUIEA MEETINGS ...ttt e et e e e e e e e e e e e e e e s r e e e e e e e e aaaes 17
Start @ CONFErENCE Call .........ueeiiiiiii it e e e e e e s e e e e e e e e annreeees 19
FOrWArdiNG CallS. .. ...ttt e e e e et et e e e e e s e e et e e e e e e nnnne e e e eaeeas 22
(Y (=T T (o Yo Tt =T o o - | PP R SRR 26
MBNAGING CONTACES. ... ttteeieieee ettt ettt e e e e e e et e e e e e e s e e et e e e e e e s bbb e e et et e e e e e e nnnnnreeeaeeas 27
SEEYOUE SEALUS ...ttt e ettt e e et e et et b e e e e e e e ee e et bb e e e e e e e eeeeebba e e eeeaaeennne 37

2 Using the Poly CCX600



The Phone Face

Your Poly CCX600 provides the same functionality as your existing telephone and more.

Screen

Message Indicator

Home Button

Volume Up

Volume Down

Headset

Speakerphone

Speaker

Mute Key

Note: For information on specifications and power requirements visit the Poly CCX600 Technical Data sheet.
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https://www.poly.com/content/dam/www/products/phones/ccx/ccx-600/doc/ccx-600-ds-en.pdf

Navigating your Phone

Your phone has icons, status indicators, and user screens to help you navigate and understand
important information on the state of your phone.

Accessing the Screens

Home Screen

The Home screen displays icons to access assigned softkeys, lines, and favorite contacts.
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4 Using the Poly CCX600



Meeting Screen

Meeting’s view displays scheduled meetings for the current day. To view meeting details, select a
meeting.
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Participants (2)
Ho meetings
UITGSB 111 Demo 1

n 0
I
May 19 iy

o l):v;ivs, tvey
No meetings 3

(]

People Screen

Peoples view displays contact details and the ability to search the company directory.

Mon May 16

w People

MH.  Harvey, Matthew R

) . |cougar

DJ ohnson, Dominic
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Call Screen

The Calls screen provides access to the phone dialer, your calls logs, and delegates.

FAVORITES

Your driegates

u2
°

wra Fodriguet. Marcea

CcR

Voicemail Screen

The Voicemail screen provides access to voice messages.

+1 2816999193
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Answer a Call

To answer a call, choose one of the following:

Pick up the Handset.

Tap the Speakerphone icon.

Tap the Headset icon.

Tap Accept on the phone screen.
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Make a Call

To make a call, choose one of the following:

e Tap Calls and use the phone keypad OR tap Recent Calls and choose a contact.
e Tap People, choose a contact and then tap the phone icon.
e Pick up the Headset, tap the Headphone or Speakerphone icon.

SR

Ve

Monday, May 16

Calendar

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

International call: 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 an active call, tap the three dots.

2. Tap Put call on hold.
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To retrieve a call from hold you can either:

e Tap Resume from the Call screen.

e Tap Resume from the active call screen.
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Transferring a Call

Transfer a Call Using Blind Transfer
When you use Blind call transfers, calls transfer as soon as the recipient’s line connects.

1. During an active call, tap the three dots.

2. Tap Transfer.
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3. Tap Transfer now.

4. Search for a contact and tap the name.

: 81-217-7685
¥ Onhoid 0055

Transfer now

m

~ Directory contacts

Q Rodriguez, Maricela
sord 2. 1T Documentation

i Norgan. Mark A
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Note: The call transfers as soon as the recipient’s line connects.

o, 713-743-1411
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Transfer a Call Using Consultative Transfer

When you use consultative call transfers, you can speak with the recipient and then manually
complete the transfer.

1. During an active call, tap the three dots.

2. Tap Transfer.
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3. Tap Consult first.

4. Search for a contact and tap the name.

Consult then transfer
m

-~ Directory contacts

Q Rodriquez. Maricela

i torgan, Mark A
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5. Consult with the contact and then tap the phone icon.
6. Tap OK to confirm transfer.
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Join Scheduled Meetings

A meeting notification displays on the phone five minutes before a meeting starts, then again one
minute before the meeting starts.

.] _l 38 AM +1 713-743-6391 U‘o

Tuesday, May 17

Notifications (1)

Test
11:39 AM-1209 PM

Calendar Voicemail

Join a Meeting from the Calendar

1. Tap Calendar from the Home screen.

1 713743630
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2. Tap Joain.

Mo May 16
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May 16 100 Test
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Start a Conference Call

You can initiate a conference call while on a current call.
Start a Conference Call

1. Call acontact.
2. Tap the People icon.

3. Tap Add people.

<« Participants (2)

O,

So Add people

In the call (2)

m. UITGSB 111 Demo 1

e +1 281-217-7685
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4. Search for the contact and tap the name when it appears.

Tap to return to call 00:59

- Directory contacts

Rodriguez, Maricela
o td 2. 1T Documentation

i Norgan, Mark A

Apple/Mac Desktop

5. Tap the checkmark.

Tap to retum to call 02:32

“— Add members
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6. Tap the arrow.

Participants (3)

= Add people

In the call (3)

UITGSH 111 Demo 1

arganise

v 713-743-1411

Attenton

Rodnguez, Manaela

Note: This is the conference call screen view.

# 713-743-1411
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Forwarding Calls

Forwarding Calls to a Contact

1. Onthe Home screen, tap Your profile pic.

1 713.743-637

Viie

Monday, May 16

Calendar

2. Tap Settings.

UIT GSB 111 Demo 1 »
Available
Test

Connect a device

None

Hot desk

Seatia g /

What's new
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3. Tap Calling.

Maon, May 16

€ Settings

General
() Appearance

o Manage delegates

University Of Houston

Profile /

Calling
Meetings
Home screen

Notifications

4. Tap Call forwarding.
5. Tap Forward to.

1052 AM

Mon, May 16

& coling

Forward to
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6. Tap Contact or number.
7. Tap New contact or number.

Thu, May 19

- Forward to

Voicemail /
Contact or number
My delegates /

e 71373431411

0 ®O0
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8. Search for a contact and tap the name.

~ Directory contacts
Rodriguez, Maricela
Coord 2. IT Documentation

Norgan, Mark A
® Spec, Apple/Mac Desktop II

Harvey, Matthew R

Note: The name is now listed as the contact who will receive all forwarded calls. If you wish to
change the listed contact tap New contact or number.

Thu, May 19

€&  Forward to
Voicemail
Contact or number
My delegates
/
New contact or numb

Selected

9 Rodriguez, Mancela /

°
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Listen to Voicemail

The Messages icon displays when new voicemail messages are available.

To listen to a voice mail message:

1. Onthe Home screen, tap Voicemail.

Viie

Monday, May 16

Calendar

2. Tap the blue play button to hear the voicemail.

B Gsec

T13 7430638
8 ssec
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Managing Contacts

View and add contacts to the phone’s contact directory.
View the Contact Directory

1. Tap People from the Home screen.

171372436307 N
o

7438

Monday, May 16

Calendar

2. Tap the magnifying glass.
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3. Type a contact name and tap the name.

Directory contacts /

D Davis, lvey

9 johnson, Dawd W
o

Ap Dave Avani J

Note: This is the contact view on your Poly CCX600 Home screen.

Moa, May 16

€ Davis, lvey

Idal

Stadium
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Creating a Group with Favorite Contacts

1. Inthe Home screen tap People.

7:438

Monday, May 16

2. Tap the Plus (+) symbol.

) |cougar

29
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3. Tap Create new group.

hon, May 16

Ut Ppeople

Al Contacts \/.

Q Arroyo, Rafael C

ID{:‘ Davis, lvey
RG. Gonzalez. Hene P
M!‘ Harvey, Matthew R

4. jcougar
=

())ﬁ Johnson, Dominic

4. Enter a group name.
5. Tap Create.

Create new group

Test Group

.

Amroyo, Rafael C

&

Add trom directory e
Crvate new grocs e

N phoas
M3 740:0638 °
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Note: The new group is now listed below.
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To Add a favorite contact to a Group:

1. Inthe People screen tap the Plus (+) symbol.

on, May 1

People

2. Tap Add from directory.

lon, May 16 11:32 AM

Ut People e Q

Al Contants \/
e Arroyo, Rafael C @V}
[ ]
10 Davis, Ivey Artoyo, Rafael (
RG. Gonzalez. Rene f (A

Add trom directory e

Ml‘. Harvey, Matthew R
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3. Search for a contact and tap the name.

Mon, May 16

<« Add from dir
Add
Jggest

Mp Harvey, Matthew R /
@ Coord. Help Desk
Rodriguez, Maricela
° Coord 2, 1T Dx ymentation

Dooling, Brian J
Analyst, Telecom 3

Norgan, Mark A
[© Spec. Apple/Mac Desktop If

Brian Test Phone
Analyst, Telecom 3

Plant, Robert F
Analyst, Systerr

1
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4. Tap the group you want the person added to.
5. Tap the checkmark.

Select o group

Note: A confirmation message will appear soon after the contact has been successfully added.
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To Remove a favorite contact:

1. Tap People from the Home screen.
2. Tap a contact from the All Contacts section.

3. Tap the three dots.

Mon, May 1

People

u

v, Dominic

4. Tap Remove from group.

Mon, May 16

Ul People

All Contacts <
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5. Tap the group you want to remove the contact from.

Select a group to edit

ITSC Team Leads

—  Other contacts

Note: A message confirmation appears once the contact is removed.
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Set Your Status

You can change your status from Available to Busy, Do not disturb, Be right back, or Away. Do Not
Disturb is the only status condition that prevents the app from ringing your phone.

To change your status:
1. Tap Your profile pic.

2. Tap the current Status to view more options.
3. Select the desired status.

1 713.743-630

Qo
o

7438

Monday, May 16

=

Calendar Voicemal

Ul UITGSB111Demo1 >
©  Available

Avallable

Busy

Do not disturb

Be right back

Away

Appear offline
Reset status
@  Set status message

(] Connect a device

None
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