HVS: Training Packet for
68671 Business Set

With Communicator Lite

User ID=Ten-digit telephone number@Ia.gov
Example: 2252195757 @la.gov

Your User ID:

THIS GUIDE HAS BEEN EDITED TO REMOVE PRIVATE INFORMATION

OTS EUC Info and Training: 225 219-5757
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Business Set Diagram

HVS Business 6867i Device

Enterprise: SOLA Voice Mail Portal remote Access: 225-342-9000 (initial password 5-6-7-8)
Group: Capitol Park 1 Clearspan Anywhere Portal:  225-342-9002 (uses your vmail password)
Department
Phone Device Type: 6867i Dial Plan: Just Like Your Cell Phone
[No access code, 9+, 9-1+, or 1+]
Top Soft Keys: 5 each on up to 4 'pages’. Open blanks can be programmed as personal speed dial keys. Internal and Local Calls: Dial 7 digits

Long Distance Calls: Dial 10 digits

Top Soft Keys:

Do Not Disturb
Call Forward

Presence

Goodbye Key
Hold Key
Options List Key
Mute Key

Volume Control «

TRAINING - Video Tutorials, and link to documentation: Press #

Message
Waiting /

Directory Key (reserved)

Navigation/Scroll/Select
(navigate through the phone's user interface)

State-based bottom soft keys:

Transfer
fz" Wyterre Conference
E (N-way, 6+)

Caller's List: Access log of last 200 calls received
Redial: List of last 100 previously dialed numbers

<<your 2nd Line Appearance
<<your 1st Line Appearance

Speaker/Headset Key: toggles active call through
speaker/headset/handset

http://learn.mitel.com/categories/6867i-phone

https://www.mitel.com/services/mitel-training/att-end-user-training

after dialing numbers or feature access codes



https://www.mitel.com/services/mitel-training/att-end-user-training
http://learn.mitel.com/categories/6867i-phone
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Options That Can Be Set on Your Phone

68671 Customization Options via the Options List Key on the phone:

PHONE OPTIONS VIA THE IP PHONE Ul

You can customize your phone by pressing the El key and accessing the IP phane UL
These options allow you to customize the following phone settings:

ICON CPTION

Status

Select Status and scroll down one screen (to Network) to see the following
Read-only info which may be helpful during trouble-shooting:

IP Address of the phone
MAC Address of the phone
LAN Port — speed and duplex
PC Port - speed and duplex

Ed’) Audio

Select the Audio Icon, and scroll down for changeable options:

e Audio Mode: Select to see following options:
o Speaker
o Headset
o Speaker/Headset
o Headset/Speaker
e Headset: Select to get to following headset options:
o Headset Mic Volume: Select Low, Medium, or High
o DHSG: Select Off —or- On
e Ring Tones: Select and scroll through various ring tones. Press “Save”
when you hear the one you want for your phone.

.| Display

Select the Display Icon to view or change:
e Home Screen Mode (choose #2 to see name and number at top right)

e Screen Saver Timer
e Brightness level and timer
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Options That Can be Set On Your Phone (continued)

Dialing
Select the Dialpad Icon to access these options:

LLll)
Ll Ll
L1 1]

e Live Dialpad (on / off)
o On: If you dial a number while the phone is on-hook, the phone
automatically go to handsfree mode and dials the number.
o Off: If you dial a number while the phone is on-hook, lifting the
receiver or pressing the Speaker/Headset button initiates a call

to that number

e Speed Dial Edit

o Dialpad (keys 1-9)
Left Softkeys (aka “top”softkeys--buttons to left of display)

o
o Bottom Softkeys (buttons immediately beneath display)

Restart

This is the last option on the right. Select Restart to reboot your phone.

This is considered a soft reset. For a hard reset, unplug the LAN cord from

your phone for a few seconds and then reconnect.
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“Cheat Sheet” (Logins and URLs)

CONFIDENTIAL

User ID: Your ten-digit telephone number followed by @la.gov, in lower case letters.
Example: 2252195757 @la.gov
Your user id:
Voice Mail Portal and Clearspan Anywhere password:

Passwords:

The default is CONTACT YOUR Telecommunications Coordinator (TC) to change

Password Reset:

CONTACT YOUR TELECOMMUNICATIONS COORDINATOR

Clearspan Anywhere
feature:

Anywhere portal access number: 225-342-9002

Reminder: You must first set up location for Clearspan Anywhere using
Communicator LITE. When dialing the Anywhere portal, enter your voice mail
password.

TIP: Create a contact on your cell phone and name it “HVS”. For a phone number, enter 225-

342-9002 followed by a pause (comma) and your Voice Mail password. Save.

Communicator Desktop
LITE Setup:

(A Web-Based
Application)

This app allows you to store and search for contacts, click to dial, set up Call
Forwarding, Hide Your Number, Activate Do Not Disturb, set up/enable Clearspan
Anywhere *or* Simultaneous Ring

Download Clearspan Communicator Basic for Windows.exe here:
https://www.mitel.com/services/mitel-training/att-end-user-training
Contact Help Desk 225-219-6900, for activation assistance.

Initial Login: Open app, Copy and paste this server name:

Server Name/Login URL: https://pub-xs.hvs.att.com/dms/bc/dt/config.xml
User Name: SEETC

Password: SEETC

TIP: When you first log in, select Save Password, Automatically Login, and integrate with
Outlook Contacts

Training on-line

https://www.mitel.com/services/mitel-training/att-end-user-training

TIP: “Mitel Minute” videos offer quick, single-feature training.
Select Phones Tutorials, the select your phone type (6863i basic set or 6867i business set).

Voice Mail Access

On an HVS phone: Press Voice Mail button or dial *86
From a non-HVS phone, dial 225-342-9000; or dial your own number and press *
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How to Change Your Passwords

Reset Voice Mail and Communicator Passwords

Password parameters for the Communicator Client (App on PC):
o Minimum 8 characters

Mixed case; at least one Capital Letter

At least one Number

At least one Special Character (*,#,@,&...)

Expires every 90 days

O 0 OO

Sample Passwords that meet criteria: Springl6* #1Clifton Tiger*88
Password parameters for Voicemail:
o Four or more digits
o Can’t match extension number
Sample Passwords that meet criteria: 1234 2001 1000245

TO RESET PASSWORD: Enter this URL in the browser address bar::

https://pub-cfg.hvs.att.com/myaccount/

Tip: Save the above address as a “favorite”.

Following are screenshots the user will see:

Reset Password Request

Allows a user to reset their Clearspan web portal/application password or voicemail/voice portal passc

Request Password Reset

Enter 2 of the identifiers below (Userld, phone number or email address)
and press the Send Request button.
(You will receive an email with a confirmation number to enter)

Userld:
Phone Number: (numbers only - no formatting)

Email Address:

Send Request

The user only needs to enter 2 of the 3 identifiers. Once |Send Request|is pressed, the user will see a Reset Confirmation screen
(see below), and will receive an email with a confirmation number that must be entered on the Reset Confirmation screen:

08/30/2019 11
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How to Change Your Password (continued)

Reset Confirmation

Verifies the confirmation code and provides the reset options

| Confirmation email message has been sent.

Confirm Password Reset

Enter the confirmation number you received in the email message and
select the desired reset to perform.
IMPO - Wit this pag ion code will be invalid.

Confirmation Number:

RESET RESET RESET

Clearspan Applications Voice Portal Voice Portal Passcode
Password Passcode AND Clearspan
(Web Portal, Call Cen Portal Features, etc) Applications Password

(Portal, Apps, CommPortal Features)

@

Passwords that may be reset: User can choose action to reset one, or both:

“Clearspan Applications”: Communicator or Web Portal log-in password.
“Voice Portal Passcode”: Voice mail password

Example of the “Confirmation email message” that the user will receive:

Wi 2/15/2016 Gil3 PM

No-Reply@pub-um.hvs.att.com

Request for Clearspan Password or Passcode Reset

“‘ We removed extra line breaks from this message

Hello
% webportallapplication password or voicemail/voice portal passcode may now be changed.
Your j i 2184085

Enter the confirmation number on the Confirmation page and select the action you would like to perform

After entering the confirmation number on the confirmation page, the user will be able to create a new password.

08/30/2019 12



Communicator Log In and Guide

Communicator Desktop (Lite) for Windows
requires PC application download

* How to log in for the first time
e Quick Reference Guide for
e Adding Contacts
e Searching Contacts for Click-to-Dial
* Viewing Call History
e Setting Up Clearspan Anywhere
e Other Features

Note: Communicator Lite is a free, “Basic” version of the Communicator Desktop application.
The full application is an optional add-on that bills an additional monthly charge. Only the full

application allows for calls to be received and placed over your computer (without the use of a desk
phone). The full version also contains features such as Chat and Presence.

08/30/2019 13



08/30/2019

This page is intentionally blank.

14



OTS
HVS
C Lite
2019

Clearspan Communicator
Lite
Initial Login Cheat Sheet

B communicator Basic  — X

1 Use this login URL>>> —»

2 Enter your userid ——*

3 Save . ——>

File

Edit Help

>0 Mitel

Clearspan® Communicator™

Server Address

https:/[pub-xs.hvs.att.com/dms/bc/dt/config.xml

Enterprise Email

@la.gov

Save

1 Login URL/Server Address=

https://pub-xs.hvs.att.com/dms/bc/dt/config.xml

2 Your User ID=

SEE TC

Your User ID

08/30/2019
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OTS
HVS
C Lite
2019

1 Enter youruserid ———
2 Enter default password —»

SEETC

3 Select to Remember ———»
password

Select to Sign in
automatically

B communicator Basic - X

Eile

Edit

> Mitel

Help

Clearspan® Communicator™

Username:

@la.gov

Password

BT

Remember password

[

If prompted, allow Communicator Lite to search Outlook contacts

1 Your User ID=
SEETC

Your User ID

2 Default Password=
<SEE TC>

08/30/2019
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QUICK REFERENCE GUIDE

Clearspan Communicator
Desktop Basic for PC and Mac

Clearspan Communicator Deskiop Basic for PC and
MAC offers a convenient, intuitive client interface
for mulimedia services. You can place and receive
phone calls from your desk phone using the client
application. It also integrates vanous features with
the Clearspan Communicator senser platform.

1. When Clearspan Communicator staris up, the
sign-in screen displays.

2. [ you are signing in for the first ime, you must enter
the UR of the server, usemame, and password,
which are suppled by your administrator. On
subsequent logins, you
can select your usemame  Tgio—i i |

from the drop-down te i

password.

3. Click Sign in.
If you want to run s
Clearspan Communicator
of sign in autcmatically,
you can change the
Preferences by chcking
¥ on the left side of the
Communicator window.

Settings, Help,
Sign Dut

(ontacts

Comm unicatian
Histery

LT

0 Mitel

Dawdan bs o Calls

= Tl 7]

s D ambles

2 ~ MEDeta

= o 1]

v My Jartech L

a &rar aiir

Suckw Dur g

=nl —sire

Saraalgre

HETTR T S TR

Search for
Comtacts

Add {ontact
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SEARCH FOR CONTACTS TO ADD OR
CALL

‘fou can search your personal direciory and the main
direcion.

1

2,

In the Search and Dial field at the top of the screen,
Eenter a name.

Right-click an entry in the seanch resulis to
communicate with the contact or add the contact to

Note: Remove the
dharactersin the
seavrch box after

your search, Ifany
dharacters eman

in the seardh box,
your cantacts will nat
display when you dick
on the Contacts icon.

ADD A CONTACT OR CONFERENCE

1.

L b

To manually add a contact or conference to your
Contacts fist, ciick T near the top right comer of
the main screen and select Add Contact or Add
Conference Confact.

Enter the name and contact information.

Click the checkmark to add the entry to your Con-
tacts fist

CREATE A CONTACTS LIST GROUFP

1

00 Mitel | ketcom
Powering commections

To create a group of contacts, ciick T near the
top right comer of the main screen and select Add
Group

Chuusé a mame for the group. The group appears in

your Contacts list, and you can add confacts under i.

FLACE A CALL FROM YOLUR PHONE

1-
2

VIEW THE COMMUMNIC

Glici@h:'uiew the
Communicafion History.
The icons indicate status as o
follows: T
¥ Completed call. i

Chck on the contact to call
L':inkﬁ.Thena]l is placed from your desk phone.

CATION HISTORY

% Missed or diverted call. Ko

A Outbound call. .

+
L
FURRET. T rIer T e o |

CONFIGURE CALL SETTINGS

1.
.

Click ©F on the left side of the Communicator
window.
Select Incoming Calls from the drop-down menu.

The- following setiings are available:
O Mot Disturk
Anomymous Call [ ———
Call Forwarding 5 ia
Simultaneous Ring Ay
Call Waiting . R

Clearspan Amywhere s =

Pabmams 21 51 2E74.005

2017, Hrial B ta + AL B

Tha Hial word ard loge srs raderrado H.Hrﬁmhcm
By rafarerca o third parly raderrarks sew o ielernce only snd Hiisl ma ke na regmoecision of the cwnershis of tham marks.

COMFIGURE PREFERENCES

1.
2.

Click *F on the left side of the Communicator
window
Select from the drop-down menu to view or
mad'nr settings for the following:
General
Media
Incoming
Calls I tw I
Outgoing  |= '
Calls LRI et
Voicemail :
SEnices o
Extensions |
Advanced

A T
[ T
PR

Hanid

Ensure that you :-‘Hﬂﬁ!
,wﬂmuhﬂt

T
v ] 1

Wintons X7, ﬁ,ﬂﬁ“ﬂ?‘nmn
Mvhm

m#ﬂnﬁmmmsﬂ--



Clearspan Anywhere, Step-By-Step
OTS Clearspan Anwhere for HVS — 2019
Clearspan Anywhere - Lite

e You can make and receive business calls from your personal cell phone, using your business number as
the outgoing calling line ID.

e You can move (“pull”) business calls from your desk phone to your personal cell phone, and back to your
desk phone.

® You can enable or disable this application, using Communicator Lite.
To set up Clearspan Anywhere:

Log on to Communicator Lite.

Right click on Options

Bl communicator Basic - O X

File Edit Contacts Calls Conversations » Options

LI 11y Contacts v

08/30/2019 19



Clearspan Anywhere (continued)

Select Clearspan Anywhere, then Configure

B Communicator Basic - O X

File Edit Contacts Calls Conwversations

Clearspan Anywhere

Configure

Do Not Disturb

Call Forwarding
Clearspan Amywhere onfigure

Incorning Calls
Qutgoing Calls

Click Add Number. Type your mobile phone number. Press “Enter” on the keyboard to save.

B Communicator Basic - [} X

Eile Edit Contacts Calls Conversations »

¥ Incoming Calls

Da Not Disturb
Anorymous Call Rejection

9 Call Forwarding ~
OFF - Call options rot configured

Sirmultaneous Ring v
OFF - Ring number not selected

Call Waiting L ]
Clearspan Arnywhere ~

OFF - Location not enabled

Use your selected phones (TLocations”) as an
extension of your business phone number and
dial plan,

Alert 8l enabled locations for Click-to-Dial

‘ ‘# o Add Number

Check the box to use the number you entered. Then click the “+” sign to see more options.

08/30/2019 20



Clearspan Anywhere (continued)

Bl communicator Basic - O X

File Edit Contacts Calls Conversations
o Doe, lohn
¥ Incoming Calls

Do Not Disturb

Anorymous Call Rejection

Call Forwarding v
OFF - Call options not configured

Simultaneous Ring v
OFF = Ring nurmbaer mot selected

Cal Waiting L ]
Clearspan Arywhere ~
ON

Use your selected phones (“Locations™) as an
extension of your business phone number and
dial plan.

Alert all enabled locations for Chck-to-Dial

@v:m:sr +

ibar

Check Answer Confirmation

Bl communicator Basic - O X

Eile Edit Contacts Calls Conversations

¥ Incoming Calls

Do Mot Disturb

Anorymous Call Rejection

Cal Forwarding v Answer Confirmation
OFF - Call options not configured

Simultaneous Ring ~
OFF - Ring numbaer not selected

Call Waiting L]
Clearspan Arywhere

o

Use your selected phones ("Locations") as an
extension of your business phone number
dial plan,

Alert all enabled locations for

2252195757
et Descripheh
Do Divert Calls (2.g. Do not
ward)
¥ Answer Confirmation
Call Control

Requiring Answer Confirmation means you will be prompted to press a digit before accepting a
Clearspan Anywhere call on your cell phone. It will keep business callers from leaving messages in your

08/30/2019 21



Clearspan Anywhere (continued)

personal cell mailbox, as business calls will be pulled back to your HVS office voice mail. It is also
protection from callers going straight to cell phone voice mail when you battery is dead(!)

Note, if or when you want to make your business calls stop ringing on your personal device, simply turn
off Clearspan Anywhere (log into Communicator, right-click on Options, Click on Clearspan Anywhere,
click your phone number so the check mark is removed. You can also choose Configure and remove the
check beside your cell phone number, or delete your cellphone number entirely.)

**NEXT**: Create a Contact on your cell phone, and call it “HVS”.

e Putinthe number 225-342-9002 followed by a pause (comma on my phone), your voice mail password,
and #.

Now when you select this contact on your cell phone, it will dial the Clearspan Anywhere Portal, will
input your voice mail password for you, and then give you dial tone so that you can place acall. The
outgoing call will now show your business Caller ID.

How to “Pull Calls”:

Move an active call from your desk phone to your cell phone:
e While engaged in a call on your desk phone, press the HVS contact that you
created on your cell phone. When you hear dial tone, dial *11.

Move an active Clearspan call from your cell phone to your desk phone:

e While engaged in a call that you either a) received as a Clearspan Anywhere
call; or b) dialed out through the Anywhere portal: From your desk phone,
dial ¥11. The call is seamlessly moved to the new phone, and the mobile
call is dropped.

How to dial through the Clearspan Portal from another number; e.g. your home phone: As long as
you have one number set up for Clearspan Anywhere, you can dial into the portal from any phone, and
place an outgoing call that will go out with your business Caller ID.
e Just dial the Anywhere Portal: 225-342-9002.
e You will hear, “Please enter the number from which you are calling, followed by the pound sign”.
o Enter your actual Clearspan Anywhere number that you set up earlier (e.g. your cell no.) and
press #.
e You will be asked to “Enter your password”.
o Enter your HVS voice mail password.
e You will hear dial tone, and can place a call through the portal showing your business Caller ID on that
call.

08/30/2019 22



Program Speed Dial Soft Keys
6867i: Program Speed Dial Soft Keys through the IP Address.

Business sets have two sets of soft keys that the user can program as speed dial buttons. The buttons on the
Top Left of the display are called Top Soft Keys. The buttons just beneath the display are called Bottom Soft

Keys.

Message

\ Top Soft Kevs: Waiting

Voice Mail Access
Do Not Disturb
Call Forward —.
reserved

reserved
More. . . (next screen)

State-based bottom soft keys:

Presence i

Steps for programming speed dial buttons on the business set:

1. Obtain the phone’s IP Address:

Press the Options E key and select Status. Scroll down one screen and make a note of the
IP address displayed.

2. Open your web browser, and enter the phone’s IP address into the address field, and press enter.
(You don’t need to type www or http first.)

3. At the Windows Security prompt, log in with User name of <SEE TC> . Press OK.

REMOVED FOR SECURITY PURPOSES

4. Beneath “Operation” on the left side of the screen, select “Softkeys and XML”
08/30/2019 23



Program Speed Dial Soft Keys (continued)

>0 Mitel

System Information

Network Status
Attribute

Link State Up

Negotiation Auto

5. Select the “Top Keys” tab, and enter info for Type, Label, and Value, as shown:

Key types that \
are greyed out Softkeys MUration
(keys 1-10 on [ BottomKE | | Top Keys I >
this user’s Key i Vokd
phone) cannot ) T =
be changed by 2 T | R
the user... : I |
‘ E— |
s =" = [
[ [ ! | |
’ E— |
s oo & [
Blank keys 11- 0 [—3 [
20 have been 10 [Ena: = [
programmed by
. | il .Vi I’.‘h ol 2282, L
this user as ': Spese i I "_

. 12 [Seeeccal v] [Tesacen 2204572000
Speeddial 12 [Speecen V] [Marcer = =
buttons. 14 [Srescca ~] [shown [2252:3  em
Use this z ez S o
snapshot as a " o [esesa—] B
guide to 17 [Sreecea ¥ [Gom [F5aee
program your 8 [Seeedcai ™ [Kayian |22 ]
own. " [Frcss = Gam o

20 [Sreecen V1 [Feca [2=

Note: Telephone numbers are digits only, no dashes, spaces or parentheses.

6. Click “Save Settings” at bottom, and “Log Off” at top right.
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Program Speed Dial

HVS Personal Speed Dial 100

Use this sheet to record numbers you plan to store for speed dial.

100 Codes

Programming Code:
*75 followed by code to be assigned or changed, and TN

Access Speed Dial 100 by dialing #, the assigned code, and # again

Example: *75 00 2253875411#

(00-99)

oPeasS

Provisioning

W) 3

After programming, dial as follows:  #00 #

Speed Dial Code |[Phone Number Description To DIAL:
00 225-387-5411 Time & Temperature #O0 #
01 #01 #
02 #02 #
03 #0O3 #
04 #O4 #
05 #O5 #
06 #O6 #
07 #O07 #
08 #O8 #
09 #O9 #
10 #10 #
11 #11#
12 #12 #
13 #13 #
14 #H14 #
15 #15 #
16 #16 #
17 #17 #
18 #18 #
19 #19 #
20 #20 #
21 #H21 4
22 H22 #
23 H#23 #
24 #24 #
25 #25 #
26 #26 #
27 #27 #
28 #28 #
29 #29 #
30 #30 #
31 #31 #
32 #H32 #
33 #33 #
34 #34 #
35 #35#
36 #36 #

08/30/2019
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Speed Dial 100 Codes (continued)

37 H#37 #
38 #38 #
39 #39 #
40 H#40 #
41 HAL #
42 HA2 #
43 HA3 #
44 HAA #
45 HAS #
46 HA6 #
47 HAT #
48 HA8 #
49 H#A49 #
50 #50 #
51 #51 #
52 #52 #
53 #53 #
54 #54 #
55 #55 #
56 #56 #
57 #57 #
58 #58 #
59 #59 #
60 #60 #
61 #61 #
62 H62 #
63 H63 #
64 H64 #
65 H65 #
66 H66 #
67 H67 #
68 H68 #
69 H69 #
70 H#70 #
71 H71 #
72 H72 #
73 H73 #
74 H74 #
75 H75 #
76 H76 #
77 H77 #
78 H78 #
79 H#79 #
80 #80 #
81 H81 #
82 H82 #
83 H#83 #
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Speed Dial 100 Codes (continued)

84 #84 #
85 #85 #
86 #86 #
87 #87 #
88 #88 #
89 #89 #
90 #90 #
91 H#O1 #
92 #92 #
93 #93 #
94 #94 #
95 #95 #
96 #96 #
97 #O7 #
98 #98 #
99 #99 #
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Connecting Phones to Jack on the Wall and to PC

GHiDodTrrIl:gl;!:ﬂi:e-,
Connecting your phone tothe jackon

the wall, and
Connecting your PC to your Phone,

Aastra Model 6867i SIP IP Phone A grRA

A Mite| Company

Installation Guide

YVolP911 WARNING:
*09-1-1 may not be available during electrical or network outages. *
This device has been registered for 911 at a specific State of LA address,
Prior tomoving this phone, an order must be placed to update the
service location,  Call 225-342-7777 for assistance.

01312017 2
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Connceting Phones to Jack on the Wall and to PC (continued)

Installation and Setup

Connecting a Handset or Headset

Handset

Tumn the phone over and lecate the handset jack marked €9, Insert one end of handset cord into the jack until it clicks
into place. Then route the handset cord through the groove as shown in the illustration below. Attach the handset to the
other end of the handset cord.

Headset (Optional)

Turn the phone over and locate the headset jack marked s, If you have a headsat with an RI9/RJ22 4-pin connactor,
insert the headset cord into the jack until it dicks into place. Then route the headset cord through the groove as shown in
the above illustration.

If you have a DHSG/EHS headsat with an RJ45 6-pin or 8-pin connector, remove the plastic headset jack adapter and then
insert the cord into the jack until it clicks into place.

o

#__‘_F_,,Fuﬂ to remove headset jack adaptor

Alert!
Tha headset port is for headset use only. Plugging any other devices into this port may cause damage to the phone and
will void vour warranty.

01/31/3017 M.QOV 3
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Connceting Phones to Jack on the Wall and to PC (continued)

Connecting to the Network and to Power

Inline Power
If your network provides 802.3af compliant inline power, the phone is powered through the network.
1. On the back of your phone, connect an Ethernet cable into the network port marked with @

2. Plug the other end of the Ethemet cable directly into the network jack on the wall
3. ConnectanEthernet cable fromyour PChnetwork interface tothe PCporton vour phone.

3

trstall @ separate
Ethernet Cable
Fromwvour phoke’s

PO partha
- 28 vour PO
.
Thisisyourhandsetport! 7 =i =" '
3 ' «% Optional Power Supply
‘\ Connection
[pe—
/
N\ Metwork
N ToNetwork o
Ethernet Cable sz -

[ oy —

Network Jack
(ifinline power provided)
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6867i Business Set: Shortcuts

6867i Shortcuts

HVS Feature

Variation

Action(s) to Take

Send call to voice mail

Call is ringing on your set

Depress "Goodbye" key (red handset icon)

Send ALL your calls

Depress "DND" (Do Not Disturb) top soft key

Transfer a call you have answered -
to another user's voicemail

Depress "XFER" soft key, Dial *55 and the extension humber of the user receiving the voice
mail. (Example: XFER *55 3423100#)

Program speed dial numbers
against your soft keys

Against your Top (left) Soft Keys

Obtain the 1P address of your phone (press Options Key, select Status, scroll down once.)

Type your IP address in your Internet Explorer address bar (no www or http needed) and hit
"Enter".

Login name is: SEE TC  Password: SEE TC

Select "Softkeys and XML" on Left

Select tab for "Top Keys", and set up your speed dials.

When finished, press "Save Settings" at bottom. Log out.

Transfer a Call

While on a call

Press XFER soft key.

Dial the party's number, plus #. Listen for ringing.

Announce the call and hang up.

To another user's voice mail

Depress "XFER" soft key, Dial *55 and the extension number of the user receiving the voice
mail. (Example: XFER *55 3423100#)

Park a call

Press the "..." bottom right soft key

Against your own extension
number

Press the Park bottom soft key

Press # to park the call against the extension you are on.

Hang Up.

TO RETRIEVE: (From same phone) lift handset, press "Pickup" softkey, and press #.

or RETRIEVE (From another user's phone) lift handset, press "pickup" softkey, Dial your own
extension number and press #.

Against another user's extension

Pressthe". . ." bottom right soft key

number

Press the Park bottom soft key

Dial the other user's extension humber and press #.

Hang Up.

TO RETRIEVE: At the other user's phone, lift handset, press "pickup" softkey and dial #.

PULL a call *

From your desk phone to your

Locate the HVS contact that you created on your cell phone

mobile phone

Select that contact to dial, and wait to hear dial tone from the portal.

Dial *11 to pull the call from your desk phone.

From your mobile phone to your
desk phone

This only works if the call on your cell was placed from (or pulled via) the Clearspan Anywhere
Portal. Simply go of fhook and dial *11 on your desk phone.

Rings before voice mail

Change the no. of rings before

From your phone, access dial tone, dial *610#

voice mail answers

Press the digit for the number of rings desired, then press #.

* For complete instructions for setting up and using the Call Pull feature, review the "Clearspan Anywhere Lite" document.






