G LCD Screen Fixed Function Keys

(2] contacts Goodbye
Soft Keys CallHistory [ © | Redial
Navigation Keys/Select Voicemail |10 JHold

g Programmable Keys

Button _— —

Dial Pad L@ | Settings [ ¢ ] mute

. : r v Speaker /
Fixed Function Keys | Volume [,ll Hre)z adset

Handset (optional cordless
handset shown)

Speaker

O000606

6 programmable, multi-function, self-labeling keys allowing up
to 18 specific functions
4 intuitive state sensitive softkeys

HOTDESK ENDING CALLS

________ Han or press | ] (Goodbye
+ Tap the | weust | softkey INTERNAL CALLS + Hang up orp ( ye)
+ Tapthei ogn | SOftkey + Pick up the handset (optional) TRANSFER A CALL
+ Enter your extension number + Dial the extension number While connected to a live call
+ Press # (pound) + Called party’s phone will ring + Tapthe | Tanster | softkey
+ Enter PIN (default is 1111 + Dial the desired number
+ Press # (p(()und) ) MAKlNG A CALL + Hang up OR wait for the called party to
+ Lift the Handset OR answer, announce the transfer, then hang
Please Note: + Press([2/2) (Speaker/Headset) up
_ . + Dial 9 for an outside line TRANSFER TO VOICEMAIL
Your voice mailbox PIN # and Hotdesk PIN + Dial the 10 digit telephone number While connected to the caller
# are the same. Once you setup your + Press
mailoox and reset your voicemail PIN; your ANSHIERING A AL + Dial the extension number
otdes will be changed as well. — Hang up to complete transfer
+ Press([2/¢] (Speaker/Headset) + hang up fo comp'e
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HOLD

To place a call on Hold

+ Press (Hold)

+ Hang up or place another call

To return to a call on Hold

Tap the applicable Line Key with the
flashing """ (Hold) Icon.

REDIAL

To redial the most recently dialed number
displayed on the Home screen

+ Press the[_s_] hard key twice OR

+ Tap the| redia |softkey

Pressing the{Z&_] hard key once
accesses the Call History application

MUTE

To Mute the microphone during a call

+ Press[[_# ] (Mute), the Mute light turns on
To turn Mute off during a call

+ Press[[_# ] (Mute), the Mute light turns off

CONFERENCE
While connected to a 2-party call

————————n

To leave a Conference

+ Hang up or press (Goodbye)

ACD KEY

These features are only applicable to Agents in and ACD
Call Group. When you hit the ACD key additional
features will appear in your soft key display.

Logout
Makes you unavailable to take an ACD call.

Make Busy

Makes you unavailable to take an ACD call.
Enter your Make Busy code

» Hit Clear Busy to turn off

Help
Sends a help request to the supervisor, who
can then listen in, or join the call.

RECORD-A-CALL (If programmed on your
system)

This feature uses your voicemail system to
record your phone conversations.

You may be required by law to inform the
caller(s) you are recording the conversation

To start a recording while on a 2-party call
+ Press the Rec Call feature key

CONTROLS WHILE RECORDING

+ To Pause, tap the :_ Pause _i_§oftkey
+ To resume, tap the | _resume | softkey

________

+ To stop recording without saving, tap the | _Erase

softkey S 1
+ To stop and save a recording, tap the | sae |
softkey, or simply hang up

CUSTOMIZE YOUR NEW PHONE!
Simply program the buttons on your phone

Speed Call programmable key configuration

A Speed Call key allows you to dial a specified number with one key
press. Speed Call keys can be useful as they can be programmed to

dial directly to an internal or external number or quickly access

features that use feature access codes.
Note: Configuring a programmable key using the press-and-hold
method is only available if enabled by your System Administrator.

Programming a Speed Call key

1. Press and hold the applicable
programmable key (for 4-5 seconds) until
the Label Name field is displayed.

2. Inthe Label Name field, enter a label to
apply to the key using the on-screen
keyboard.

3. Tap the Number field and enter a number
using the dialpad keys.

4. (Optional) Tap the Private check box to
make the key a Private Speed Call key.
When a Private Speed Call key is tapped,
the call is considered private and caller ID
information is not displayed in the
phone’s call history.

5. Tap the Save softkey to save the
information to the key you selected.
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HOME SCREEN
The Home Screen displays the date and time along with the last dialed
number. Itis the default screen displayed when the phone is in an idle

state.

¥Your Humber

Pnme LineKey
Solid - Available —__|

v, | Blinking - Ringing

Programmable -
Keys T
Last Hurmber
Dialed T

Programmable K ey —_|
Page Indic ator

Dotz indicate

the num ket of
programmakle key

| Mary Taylor
—

YT
:__vi{l_lllcm‘j-amgg.__ﬁ

| Jessica Woods—_| 3712
=

.

=
'
'
'
'
'
'
]
'
!
]
!
H
1

"pages" and its

11:31 AM.

22 Jun 2016

relative position.

CALL SCREEN
During an incoming, outgoing or when on an active call, all the essential
information regarding the call is displayed on screen, including the caller’s
avatar, name, number, and call duration timer. The context-sensitive
softkeys also change allowing you access to more call handling features.

Prime Line Key.

Busy A487
On Hold
o s 1145 AM
Robert Jackson 22 Jun 2016
. 00:19-
David Williams  |" s If = =i
Conferenc e \ '
Softkey ‘MarthaGold___
Mary Taylor :315231 !
Jliam James  |*-------------!
Jessica
Transfer Softkey — | - j
Transfer Add User End Call

Status Indicators
. Metwork Connected

Aftempting Connection
. Dizconnected

ECallFom-ard Alnays
L5l Mis=ed Calls

=Dn M ot Disturk

Headset Conneded
EHotdeskUser

EVDioemailF‘ending

Date and Time

1 State-Sensitive

Softkeys

- Auvatar

- Call Timer

" Caller ID

— End Call Softkey

CONTACTS SCREEN
The Contacts application is your personal phone book and directory,
conveniently stored within your phone. The Mitel MiVoice 6920 IP phone
supports a localized Personal contact folder as well as enhanced
functionality allowing for interoperability with LDAP (corporate) directories.

Contact .
Folders T

Humbesof —
Contacts
in Folder

Delete Contact —

Softkey

Dial Softkey —_____

CALL HISTORY
The Call History application is a stored log of your missed, outgoing and
received calls. You can view details of all your outgoing, received, or
missed calls. Your telephone logs the type of call, information regarding
the remote party (name, number and avatar), and the time of the call.

Call Higtory
Filters Ry

Iy

Copy to
Contacts

Dial Softkey

Contacts

, Personal I

|

L

' o '

S

Lo I
'
I

—— Tial

Delete

qQ

Anderson, Colin
457327

Caole, David
Gaha, Annie

Johnson, James

Tenner, Danny

— |

Add New ——€ose |

_— Search Field

[~ Contact Details
M ame and Mum bet)

™ scrolbar

|-— Add Hew
Contact S oftkey

Call History

Call Type Indic ator

__________ == % Mizsad Call
' il ' | Robert Jackson | " -
VA . | B o Outgaing Call
1 1 L '
| | ! | Received Call
|5 Misseg 1| 6128190 ') £
| ' | David Williams ! ‘1 Entry Details
:i Outgoing X X i: Mamemum ber,
| 1 T ! Time, Date)
Esther Crawford '
'« Receivad . X i: -
__________ f i ! 1| ™ Scrollbar
Juanita Velasquez o
| o
————*==«|_ Delete Entry
[—— Dial AddContsct  Delete ™ Close Softkey
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SETTING UP YOUR MAILBOX WHILE LISTENING TO A MESSAGE
+ Press the voicemail key Press Flto pause for 30 seconds

VOICemaII FIOWChart + Enter temporary passcode 1111 Press Eto move back 5 seconds

i . . . Press Eito move forward 5 seconds
The voicemail S)_/stem tutorial vv_|II Walk PressH to skip to the next message
you through setting up your mailbox, i.e.:

+ + + +

Listen to Mew Message While listening to o messoge: Change Greeting + Record personal greeting FORWARD A COPY OF A

[ Make 3 New Massage FI Pause for 30 seconds [ Concitional Greeting + Record name MESSAGE TO ANOTHER MAILBOX

[ Change User Options B Move Back 5 seconds [l Perzanal Gresting ACCESSING YOUR MAILBOX After listening to a message

E] Exit to the Main Menu ﬂ Mlowe Farwsard 5 seconds ﬂm*d Abzence When the message Waltlng Ilght IS on + PreSS mtO glve the message

[ Return tothe Attendznt [ Skip to Mext Message El Activate Greeting + Lift the handset or press L] + Enter mailbox number to give the
Return to beginning of [ Change Name + Press the voicemail key message to ) .
previous message Change Passcode + Enter passcode + Press[ito record a greeting that will

B Distribution Lists When th iting liaht is off be sent with the message
At the end of the message: B Tutorial en the message wailing [, 0 + PressElto send the recording and exit
Flay the messzge again El Exitto Main Menu + Lift th hanset or _preSS = g to the main menu.
: EEI tl'l;e mailbox numl:lte': H Answer the message + Press the voicemail key
ecord your message, then
pressEd E3 Give it to anather user + Enter passcode SAMPLE GREETING

* Chaose a recarding option: Bl Keep the message Outside of office Hello, you have reached the voice

Review El Discard the message F Record Name + Dial your direct line or main number mailbox for . I'm not available to

El Discard Add Members + When voicemail answers, press take your call, please leave your name,

E Append El Drop Members + Enter passcode number and a brief message. I'll return

} . MESSAGE ADDRESSING OPTION .

El Send/Exit ta Main Menu El PlayBackListof Members | | Erom another desk your call as soon as possible.

[A Meszzge Address Optian Confidential El  Exitto Main Menu ; i
fecenpt request + Lift the handset or press [2/2]

Al prsonal distribution lists must + Press the voicemail key SHORTCUTS

EDEEE

:Ej: . Fain Wil e umcer @ + PressEwhen prompted for a passcode | While listening to a message
e R + Enter mailbox number then press El - Rewinds in 5 sec increments
Exit Options + When greeting starts, press B I - Fast forward in 5 sec increments
+ Enter passcode - Pause
- Resume
RECORD PERSONAL GREETING EI - Skip to the next message
+ Access your mailbox EIE - Skip back to the previous message
You can undelete a message by pressing [l immediately after deleting the message. | + PressE for User Options EI - Replay the time stamp
You will be unable to recover the deleted message after you disconnect the call + PressEito change your greeting I - Skips personal greeting to begin
+ Presslto record your greeting recording immediately
+ Record your greeting then pressEi El - Send the recording
+ PressElto save your greeting

.
(¢) CADY
- When you hear “Greeting Saved” your active
greeting is confirmed.




