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Welcome to CenturyLink Hosted VoIP Training

Polycom VVX 50x/60x series phones
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What you will learn today .....

N ke
-~ CenturyLink
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Getting Started

A <.
<« centuryLink
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Phone Navigation

Message Waiting
Indicator

Color Touchscreen

Display Home Button

Headset
Speakerphone
Mute

Volume

) ﬁ CenturyLink:

© 2019 CenturyLink. All Rights Reserved.




Dial Plan

Phones In Your Office* 4-Digit Extension (2-7 digits) *When dialing extensions or numbers
less than 10-digits, press # after the

Phones In Other Offices | 10-Digit Phone Number number to make the call process faster

Local 10-Digit Phone Number

Long Distance 10-Digit Phone Number

. **Information may be restricted on

Toll-Free 10-Digit Phone Number some phones, charges may apply

International 011 + Country Code + City Code + Number

Operator* 0

I =L =*Emergency Services are tied to the

TTY 711 service address of your phone

Emergency Services*** 911

N .~ CenturyLink-
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Phone and Calling Features

A <.
<« centuryLink
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Soft Key Default Layout

—[ On-Hook

]
)

* Forward
* Directory
* DND

* Callers

* More

Forward Directory DND Callers Maore

—[ Off-Hook

——

(T) 2624431918

* Dialpad
* Directory
* Recent
* Favorites

(T) *978882

(T) 8882

Dialpad Directory Recent  Favorites

—[ During a Call

——

* Forward
* Hold
* End Call
* Transfer
* More

Forward Hold End Call Transfer

Note: This is an example of available features. Softkey options vary based on features
selected by your administratorand may not be positioned exactly as shown here.

More

N é CenturyLink:



Home View

—[ Home Button }
* Press the Home button to access various
features

—[ Recents }

» Missed Call Log
* Received Call Log
* Placed Call Log

—[ Home View |

° Change ring toneS Mew Call Messages J Directories  Forward
» Date and Time settings

« Enable/Disable call forwarding
* Enable/Disable DND

N é CenturyLink:



Caller ID

* Extension and Name

* Your 10-digit number and company name

» Enter *67 followed by the phone number
you wish to dial

* Press the Redial soft key or dial *66 on
the key pad

NI .
-~ CenturyLink-
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Placing a Call on Hold

1 | | 12223 PM
_[Hold J |

* To place a call on hold, tap the Hold soft
key

* To retrieve the held call, tap the Resume
soft key

1
_[ Auto-Hold J

* While on a call, if a second line is ringing,

tap the Answer soft key on the color touch @ Line:7033

screen -  Hold:cCStd Sup1
* This automatically places your existing call 9195698177

on hold

* Toggle between active calls by tapping the
held line key, then tap the Resume soft

key Callers Transfer Confrnc More

N ﬁ CenturyLink:

10 © 2019 CenturyLink. All Rights Reserved.



Consultative Transfer

12223 PM

Line:7033 0:04
=

* While on a call, tap the Transfer soft key

* When you hear dial tone, enter the
extension+# or the 10-digit number you
wish to transfer to

* When the party answers, announce the Hold  End Calll Transferl Confrnc |
call

 Tap the Transfer soft key or hang up to
complete the transfer

From:CC5Std Sup1

wa (7
Line:7033
Ho
« If the party does not answer or does not
wish to take the call, tap the Cancel soft To:8882
key

* This returns you to the caller

Forward Hold Cancel | Transfer More

QA .
[ S |
Caller ID: The party receiving the transfer sees caller ID of the N Centu "YI_lrlk®

11 © 2019 CenturyLink. All Rights Reserved. calling party once the transfer is released.



Blind Transfer

—[ Blind Transfer }

» While on a call, tap the Transfer soft key

» Tap the Blind button in the upper right
corner of the display

* When you hear dial tone, enter the
extension+# or the 10-digit number you
wish to transfer to

* Your blind transfer is complete

—[ Cancel Transfer }

* If you miss dial, tap the “X” button in the
upper right corner of your display and re-
enter the correct digits

« To cancel, tap the Back Arrow button in
the upper left corner (this must be done
before the # is pressed or the 10" digit is
entered

* This returns you to the caller

Forward

Hold

(T) +*888882

Dialpad

Directory

12 © 2019 CenturyLink. All Rights Reserved.

Note: The party receiving the transfer sees caller ID of the calling
party, not the caller ID of the transferring device.

10:48 AM

Recent

Favorites

8 ﬁ CenturyLink:



Transferring a Call to Voicemail

12248 PM

o g

* While on a call, tap the To Vmail soft key

» Enter the extension then tap the Enter soft
key

* The call is released from your phone and
goes directly to voicemail

< C(Calls
To Vmanl (7er)

f

« If you make a mistake or change your Extension: Ll
mind, tap the Cancel soft key
* This returns you to the caller

Mode Enter Cancel

é s CenturyLink-

13 © 2019 CenturyLink. All Rights Reserved Note: You may have to press More to access the To Vmail soft key.



Making a Conference Call

12:23 PM
« You can conference up to 15 individuals ETTE:7°33 0:04
« With a call in progress, tap the Confrnc Mo 2
soft key

* When you hear dial tone, enter the
extension or number for the party you wish
to add to your call

« After you announce the call, tap the
Confrnc soft key

From:CCStd Sup1

Hold End Call Transfer] Confrnc | More

wy (7]

Line:7033
Ho 2

« If the party does not wish to join your call
or you receive their voicemail, tap the
Cancel soft key

* This returns you to the caller(s)

Forward Hold Cancel |Transfer More

\[/> i
s 2 CenturyLink:

\
Note: You may have to press More to access v
k has Confrnc and Cancel N
14 © 2019 CenturyLink. All Rights Reserved. Some Keys such as Lonirnc an ancei.



Forwarding Your Calls

—[ Enable }

» Tap the Forward soft key

» Choose by tapping your desired
forwarding option: Always, No Answer,

Busy :
» On the keypad, enter the number or ,
extension you wish to forward to Forward pirectory  DND

» Tap the Enable soft key
* All incoming calls ring to that destination

—[ Disable ]
J all Forward Always (7el)
« Tap the Forward soft key Contact

* Tap the option you wish to disable
 Tap the Disable soft key
« Calls ring to your phone

N é CenturyLink:



Do Not Disturb (DND)

—[ Enable }

 Tap the DND soft key
» Callers go directly to voicemail

« If you monitor other individuals on your
phone, tap the line(s) you want to place in
DND mode, then tap the Enable soft key

—[ Disable }

» The icon next to and above your extension
provides a visual that your phone is in DND
mode

» Tap the DND soft key
* Callers resume ringing to your phone

* If you enabled DND on lines you monitor,
tap the lines you want to disable, then tap
the Disable soft key

16

oy 7032

Forward Directory

11:45 AM

e

Callers

e

More

N ﬁ CenturyLink®



Call Park

_[ Park ]

» With a call in progress, tap the Park soft
key

 To park against your extension, simply
press the # key

* To park against another extension, enter
the extension+#

» The call is parked on that extension until
it's retrieved at another device

\
_[ Retrieve J

* From any handset, tap the Retrieve soft
key

 Enter the extension+# the call was
parked on

» Continue your call

From:Main 7694

20284076594

N é CenturyLink:

Note: If a parked call is not retrieved, it will recall to the device that it was parked from.
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Push To Talk

—[ Description }

* Push To Talk allows you to initiate a user-
to-user talk path

* Similar to an intercom feature

—[Push To Talk }

* Tap your PTT (or Intercom) soft key

* At the tone, enter the extension of the
party you wish to speak to

* Make your announcement

* If you don’t have a PTT or Intercom soft
key, dial *50 followed by the extension

7"
[ S | s

Note: If the party you’re intercommingis on a call, you will not interrupt or barge- v - CentUFYLlnk@’

in, they must answer your incoming intercom in order to speak to you. b



Call Join

10:04 AM

* Allows you to join two separate calls into .

one call 9195¢

& Line:7033
Hold:Main 7694

Confrnc| Join |ToVmail Park More

 With a call in progress, and a call on
hold, tap the Join soft key

* This brings the caller on hold into your

active call
A\ .
-~ CenturyLink-
19 © 2019 CenturyLink. All Rights Reserved. Note: You may need to press the More soft key to access the Join soft key. d
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Using Call Logs

1
_[ Missed Calls J

* Incoming calls to your phone you did not answer

—[ Received Calls }

* Incoming calls to your phone you did answer

—[ Placed Calls }

» Outbound calls you made
* Internal or external
 The call may or may not have been answered

—[ Additional Detall }

 Access call logs from your phone, toolbar or
Hosted VolP End User Portal

* Access from the Home key = Directories, OR
 Tap the Clock icon or Callers soft key

9195698866
CENTURYLINK WAK 1009 A
CENTURYLINK WAK 1009 A

CENTURYLINK WAK

Dialpad  Directory Recent Favorites

Note: If your phone reboots or loses power, your call logs will clear.

N ﬁ CenturyLink®
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Speed Dial 8

» Program up to 8 contacts using a 1-digit code 2-9

» With dial tone, dial *74 and wait for interrupted dial
tone — enter a 1-digit code

» On the keypad, enter the 10-digit phone number
you wish to program

* The number is now programmed on that code

* While the phone is On-Hook (no dial tone)

* On the keypad, press the 1-digit Speed Dial Code
you wish to dial

« Lift the Handset or press the Speakerphone button
to continue

* Your call is sent to the number programmed on that
code

© 2019 CenturyLink. All Rights Reserved. Note: Speed Dial 8 entries can be added and managed within your end user portal.

é s CenturyLink:
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Speed Dial 100

99

you wish to program

* Program up to 100 contacts using a 2-digit code 00-

» With dial tone, dial *75 and wait for interrupted dial
tone — enter a 2-digit code

» On the keypad, enter the 10-digit phone number

* The number is now programmed on that code

wish to dial

to continue

code

* While the phone is On-Hook (no dial tone)
» On the keypad, enter #+2-digit Speed Dial Code you

« Lift the Handset or press the Speakerphone button

* Your call is sent to the number programmed on that

© 2019 CenturyLink. All Rights Reserved.

Note: Speed Dial 100 entries can be added and managed within your end user portal.

é s CenturyLink:
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Phone Features/Functions

Questions?

é s CenturyLink-
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Unified Communications

A - L.
w~ centurylink
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Setting up Your Unified Communication Voicemail

+ Dial your Voicemail Retrieval
number (provided in your
Welcome email)

* Instructions are provided in your

Setup UcC VOicema” Quick Reference Guide

* Note: If you do not setup your
voicemail greeting, your
callers will not be able to leave
you a message.

* Record your name

You will be instructedto  * Set your open and closed
. schedule
do the following

* Record your “Open” greeting and
“Closed” greeting

®
N
K71\

© 2019 CenturyLink. All Rights Reserved.
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Ways to Access Voicemalil

 Tap the Clock icon

* When prompted, enter your Voicemail Passcode followed by #

* From any phone, dial your Voicemail Retrieval number (reference your Welcome Email)
* When prompted, enter your 10-digit phone number followed by #
* When prompted, enter your Voicemail Passcode followed by #

« Call your 10-digit phone number
* When you hear your greeting, press * on your key pad
* When prompted, enter your Voicemail Passcode followed by #

AVA - e
-~ CenturyLink

© 2019 CenturyLink. All Rights Reserved.



Unified Communications

URL: http://centurylink.com/voip Sam P le welcome email:

* User ID: refer to your welcome email

° Password refer to your Welcome ema” *Do Not Reply To This Email. It Was Sent From An Automated Service.®
. . . Welcome to CenturvLink Hosted VoIP service! You can now use vour IP phone to place and receive calls. The information below
M ake th IS ||n k a Favonte for easy access will allow vou to manage the features of vour phone online. Print this email for your records. If you have any questions, email vour
Administrator.

Phone Number: 503-736-2707
Extension: 2707

8XX Voice Mail Retrieval Number: 855-539-6243
WVoice Mail PIN: 270799

' Portal User ID: loginname(@ company.com
Temporarv Portal Password: Passcode

You will be required to change vour Temporary Portal Password at first log in.

You have been assigned a Seat with the Enteprise Assistant with Outlook Integration Toolbar feature and can be accessed via the
Help Tab in vour Hosted VoIP Portal.

Learn more about vour CenturvLink Hosted VoIP service, customize vour features, view vour call logs, and much more at
centurylink.com/voip

QA .
-~ CenturyLink-

27 © 2019 CenturyLink. All Rights Reserved.


http://centurylink.com/voip

Unified Communications

* Enter your User ID and Password in the appropriate fields

* Refer to your welcome email for user ID and password
details

* Click the Log in button

28 © 2019 CenturyLink. All Rights Reserved.

AL P
-~ CenturyLink
Business

Home Products & Solutions Industries Resources

Manage My VolIP Service

CENTURYLINK CUSTOMERS - HELP DESK
CenturyLink has a Help Desk for your Hosted VolP, IQ SIP and Integrated Access (Core Connect Enterprise and Fiber Plus)
Moves, Adds or Changes (MAC) as well as reguests for additional training.

Please call 344.CTL VoIP (244.285.8647) or email MACDesk@CenturyLink.com for assistance to:

1. Addidisconnect Seat Inventory

2. Add Features ( i i ionist console, voice mail for group features)

3. Add/Delete Telephone Numbers (does not include ported numbers)

4. Enable/Dizable end user features to specific seat types (busy lamp fields, shared call appearances, cal pick up groups,
etc.)

5. Assist customers with all training needs after initial installation of services.

§. Order addtional telephone sets (VWX series, DB0 wireless, conference phones).

CENTURYLINK EMPLOYEES
CenturyLink employees can visit WSS to make changes to their service, and OHD to ask for assistance troubleshooting
any issues.

For further information, CenturyLink employees can type "W OIP” into their internet browser.

*** TRAINING VIDEOS**
Training videos for your handset and Business Communicator (R21.6) are now available. Access by clicking the links
below, or from within your portal under Help:

. Search CenturyLink Busine| ¥

VolP Login

User ID:

Password:

| forgot my Password

For further assistance with
the Business VolP Portal

Please contact the Portal support
team at 877-725-6875 option 3 or
Email

Manage your other
CenturyLink Account

Residential Customers

Small Business Customers
Large Business Customers
Federal Government Customers

AV

-~ CenturyLink-




Unified Communications

QA .
-~ CenturyLink-
29 © 2019 CenturyLink. All Rights Reserved.



Unified Communications

Home  CallLogs  CallFeatures  Virual Deskl Voice Mail ICDntacts Profile & Settings  Help
.

* Click on Voice Mail from the main menu | inbox_[betings  Name an Grestings  Notfations  Work Scheule
* Click on Inbox from the sub menu

* Your Inbox displays all messages, played/unplayed, that
are in your voicemail box

* Play messages, Delete messages o | withield

* If you Delete a message from your portal, it will be deleted _ e
from your voicemail box

* If you Play a message from your portal, your message
waiting light goes out, but the message will still be S —
considered new

Inbox Escape to Operator Group: Mone

.Deie":e *))Mammi ‘xmam Voice Mail Count 2:2 g,

Tuesday, September 29, 2015 08:57 AMCDT 0 minutes 3
seconds

09/29/2015 3:57 AM

@® CCStd Sup1 919-569-8177  09/29/2015 8:57 AM 00:02 ' e ‘)) s @ S e

A .
-~ CenturyLink-
30 © 2019 CenturyLink. All Rights Reserved.



Unified Communications

Home  Call Logs  Call Features  Virtual Desk  Woice Mail Contacts Profile & Settings  Help

r .
w“w NOUNCENORS  WOTk Schedule
Voice Mail

Voicemail Messages, Preferences, Mail Forwarding Settings

* Click Settings from the sub menu
» Change preferences

Change your mailbox PIN

Q‘} haalioox PING

° AUtO Play ) Verity i PN ]
* PIN Skip (not recommended) [ — -
° EtC & Aufomatically Play Emelope Infrmatio: () Enzble (@) Disadie
* Set up/edit Forwarding of All Voicemails e gm Z“’*
A Pl [Enzniz Diszle
@ PIN S0 () Eradle (@) Disadie
@ \aloa Mzl Farwanding: ‘Disstie -

Faorward fio Emall Addresses
(eomnia segarated, LimRed 1o 5 Sl Addresses):

[ == JETN)

AVA - e
-~ CenturyLink

31 © 2019 CenturyLink. All Rights Reserved. Note: Voicemail options will be discussed during portal training.
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Unified Communications

Questions?

é s CenturyLink-
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Need Help?

Dial 611 from your IP Phone (Hosted VolIP only)
For admin and end-user portal help, press 2.
For repair, press 3.
You will be connected to a CenturyLink advanced support representative

Getting help is as easy as 7-2-3 (MO only)
Dial 123 from your IP phone
You will be connected to a CenturyLink advanced support representative

Access reference materials from your Hosted VolIP portal:
http://centurylink.com/voip

Click on Help from the main menu

[/ i
-~ CenturyLink-


http://centurylink.com/voip

34

Thank you for attending!

Questions?

é s CenturyLink:



