IP Office 1608 telephone n:mmx
reference guide

Your 1608 telephone ,
The IP Office supports the 1608 tetaphene,
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The telephone supports.8 programmable call appearance and feature buttons. The labels for these are displayed in the
main display and can be controlled by the adjacent buttons.

Your system administrator can assign functions to the teleph call app e and feature buttons, or you can assign

them yourself. However, you cannot replace the call appearance buttons set by your system adminlstrator. There are
features that the system administrator can set, but you cannot assign those features,

More information

"~ Log on to www.avaya.com/support for the latest support information, inciuding user guide, instaliation and malntenance
guide, interactive document and software downloads.
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Internal Calls: Lift handset and dial 4-digit extension. )
External Calls: Lift handset, press 9 and dial number. For long distance, enter long distance code.
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If the call Is to an internal user and they do not answer, press the >> double-arrow soft key to access additional options.

For example, to set a callback, press the AutCB soft key.When the user ends their current or next call, the system will
call you and, when you answer, Ically make her call pt to the user,
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You can call directory contact. Yau cai
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n also use the directory In any function where Dir is niwfﬁm.

1.Press the E CONTACTS key. The console’ displays the directory menu.

2.Use the 4 left and right B arrow keys to select the type of directory entries you want; External, Users, Groups,
Personal and Al.

3.Use the A up and down ¥ arrow keys to scroll through the [ist or to dlal the name yau want to find to display
matching entries. To return to the full list, press Clear.,

4.Press Call ,
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1,Press Redial. Use the & up and down ¥ arrow keys to s tgolng calls.

2.Press Call or OK to call the number displayed in the call record.

Answering calls

A slow flashing appearance button Indicates an alerting cali, This may also be accompanied by ringing and = ftashing
message lamp. If you ara currently not on a call;

.ﬁoa_ﬂﬁﬁm::umzmaczﬂEmmmz_mvvﬁocc_m-m:os soft key and then press the Ignore soft key. The call will still
continue alerting visually. .

« To redlrect the call to <oﬂm5mm_. press the >> double-arrow soft key and then press the To VM soft key.
* To answer the call using the handset, lift the handset.

* To answer the call without using the handset, press the B SPEAKER key.

» To answer the call using a headset, press the @ HEADSET key.
After you have answered the call, you can switch between different talk modes;
= To switch to the handset, lift the handset.
* To switch to the handsfree mode, press the B SPEAKER key and then replace the handset.

* To switch to the headset mode, press the ”@ HEADSET key and then replace the handset.
= To put a call on hold, press the cali appearance key or any other appearance key.

Answ 37

If you are 2lready on a call, answering a new call automatically places the existing call on hokd.
* To answer a new call, press the appearance button. The existing call is placed on hold.

* Alternatively, use the & up and down 'Y arrow keys, to scroll the display and highlight the walting call then press
the double-arrow (>>) soft key and do one of the following: Answer, To VM, Ignore or Drop.
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You can transfer a call directly to your volcemall mailbox, LY
1.Use the & up and down ¥ arrow keys to highlight the call if It is not highlighted.

2.Press the >> double-arrow soft key.
3.Press Fo VM. The call is redjrected to your maltbox.

You can sl

1.Use the & up and down ¥ arrow keys to highlight the calt if It is not highlighted.
2,Press the >> double-arrow soft Key. L
3.Press Ignore..
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Call handling L 2
iAdjusting the caltveliime’ [ 15 g D e B et e gy

While on a call, you can adjust the volume of an Incoming call. The volume Is adjusted separately for the device, that is,
handset, headset or speaker, that you are currently using.

1.Press the B VOLUME key,
2,Use the plus key (+) and the minus key (-) to adjust the volume,
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To ensure that a caller cannot hear you, place the telephone on mute. However you can still hear the caller. The mute
setting remalns active even if you switch between calis using held or appearance buttons. If you change the listenlng
mode, for le, from the handset to the the mute setting is cancelad.

1.To activate mute, press the MUTE key. The button will be IIt while mute Is active,

2,To switch mute off, press the B MUTE key again.

[Endinga‘call” 3

+ Use the Drop key to end the current call

* Press the B SPEAKER key to end the current call that Is on the speaker mode.

* Press the I HEADSET key to end the current call that Is on the headset mode™
s Replace the handset to end the current call that is on the handset mode.

Starting a conference ;

Press the CONFERENCE key to mnm..n.m conference E:r all the connected calls and calls placed on hold.
Alternatively, to start a conference or to add another party to a conference:

1.Press the CONFERENCE key. The teleph system lcally places the current call on hold.
2.DIal the number of the person that you want to add to the conference.

3.Press the CONFERENCE key again, or press the Joln soft key after the call is answered and the person would like
to joln the conference. °

4.Press Drop key and then press the appearance key of the held call if the call is not answered,
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1.While in the conference, press the DROP key, the details menu mvvmm..m.;m.m_d_“ .._._
conference and:
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rough the list of

« To drop a caller from the conference, highlight the call and press Drap.
« To mute a caller, highlight the call and press Mute. Repeat this to unmute,
« To return to the call display, press the Exit soft key.

Transferring calls

To transfer a call, your telephong must have an available call appearance button. If &l the call appearance buttons are in
use, end or park one of the exlsting calls,

1.Press the TRANSFER key. The tel system

ically places the current call on hold.

2,Dial the number to which you want to transfer the call, Alternatively, press DIr to select a destination from the
directory. .

.ﬂoooiv_m-.wgmnqm:u__m_.._v_.mmmn:m4§2mmmﬂxm<ownammm:.mna.:-:mnomom key while the call Is still
ringing or. after jtis answered. .

« If the transfer destination does not answer or does not want to accept the call, press Cancel.
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to another user or to the valcemall mailbox of a group.

1.When connected to a call, press the Message key. You can still continue talking.
2.Dial the extension number of the user or group and press Select.
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o voicemal

use the Message key to transfer a
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Redirecting calls
|Do Not Distur :

When you select Do Not Emzy.__.? the calls are rdire o:ﬁ.i_.mm.“ you ?,Emlm busy tone, Calls
to any group of which you are a member are not presented to you. You can still use the telephone to make outgoing
calls. When you go off-hook, you hear a broken dlal tone.

1.Press Features. Use the & up and down '¥ arrow keys to highlight Call Settings. Press Select.

2, Use the 4 laft and Pright arrow keys to chanoe the setting or use the Indicated uaw._mﬂ.. i
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[Ferward Unconaitional i 2l e s b e
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1. Press the Status soft key, if shown. To access the status menu durlng a call, press the PHONE key and then press
the Status soft key, if shown.

2.Use the Up and Down arrow keys to scroll the menu to Fwd Uncon.
= Ta switch off forward unconditional, press the Off soft key.
» To change the forwarding settings, press the Edit soft key. Use the & Up and Down'¥® arrow keys to scroll through
the-editing options.

= Use the d left and Pright arrow keys ta switch the forwarding on or off,
= Use the “d left and Pright arrow to select which calls shoulkd be forwarded. The options are External Only
. External and Group, Non Group Calls and All Calls, B
* Select Edit to ge the number to which calls are forwarded,
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You can redirect your calls temporarlly to another extens
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on.
1.Press Features, Use the & up and down P arrow keys to highlight Forward, Press Select.
2.Use the 4 up and down ¥ arrow keys to highlight Follow me To. Press Select.

3. Dial the number of another user. When the number matches the user, the name appears. Alternatively, use the
DIr soft key to select a user from the directory.
s« Save
Save the selected number as the follow me to destination. All calls to your extension number will be
redlirected to that destination.
» Clear
Clear the currently selected or set number.
« Back
Go back to the previous menu.

A
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You can add up to 100 personal directory contacts,

1.Press the . CONTACTS key. Use the 4 left and right B arrow keys to select your Personal directory.
2.To add a contact, press New. To edit a contact, highlight the contact and press Edit.

+ Use the & up and down ¥ arrow keys to switch between number and name entries.

= After you enter the required name and number, press Save.

1.Press the ﬁ CALL LOG button. Use the 4 left and right B arrow keys to select the call types: All, Missed,
Answered or Outgoing.

2.Use the & up and down ¥ arrow keys to scroll n_,:‘ocmr the records.
4.Press Details and then press +Contact.

5.Use the & up and down ¥ arrow keys to switch between the name and number detalls for the new contact.
6.When the name and number are set as required, press Save.

The MESSAGE butten indicates new messages In the volcemail maifbox. The button remalns lit until you play each new
message.

pr
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he MESSAGE button, Enter your vol P d if d and press Done.
2.The numbers shown next to Listen Indlcate the number of new, old and saved messages.
3. Highlight Listen and press Select.

4.Use the & Up and Down ¥ arrow keys to highlight the messages that Is New, Old o mnmi. that you want to
Wisten to and press Select. The detalls of the first message of that-type are displayed. .

5.You can use the & up and down ¥ arrow keys to scroll through the messages.
6.Use the soft keys to control the playback actlons for the current message,
By default, messages are automatically deleted at a set time after being played. The delay depends on the particular
server, far ple, 24 hours for embedded volcemal! and 30 days for Voicemall Pro.

Tyes = e

1.Press
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e volcemall for your E.!.w!!mn cails. This does not switch off your mallbox; you can
stlll play existing messages and use other functions.
1.Press the MESSAGE button, Enter your v I d If req d and press Done,

2.Usa the A up and down ¥ arrow keys to highlight Volcemail.
3.Press the Select soft key, -
4.Press the On or Off soft key to change the setting,

To setup and use voicemail, use *17 forthe first few times.

You will get verbal prompts to guide you nﬁHOﬁmr initial
setup. The default UmeSOHQ is 1234 and you Bm% change it
using *17. You cannot use repeating QHanm. consecutive
digits or your extension number. Do not use Message button
(envelope) to change password.

After the password prompts, you will be prompted to record
the name for your mailbox. Press 1 and listen for
instructions. Press # to end the recording; it will play
back and you may change the recording if you liké. You
i%HH press 1 Wb Hmuﬂmnowm or # to accept.

To transfer a call to vmail:

Press HNMmemw. #, dial 4-digit extension number, press DROP
ke bmmwwwmme;WdQ.bmbm up.

To leave a &mmuwmm in a mailbox without ringing phone:

Lift handset, vmmmm #, dial 4-digit extension number.
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