21 January 2015

AUP Telephone System

YOUR INFORMATION New telephones have been installed across the AUP campus.

Your default password is: 0000. To change your password, dial
X555, listen to the options and follow the instructions.

To record your name for callers to hear when they leave a
YOUR NAME message, dial x555, listen to the options and follow the
instructions.

To record your personalized greeting, dial x555, listen to the
options and follow the instructions.

YOUR PASSWORD

YOUR GREETING

YOUR VOICEMAIL To access your voicemail, dial x555.
Your default password is: 0000 From outside AUP, dial: 01-4062 0555.
*25 then use the
Navigation Key and

Press P> to Composer

To forward all calls to your Voicemail q ’

*26 then use the
Navigation Key and
Press P> to Composer

To forward calls to your Voicemail when you cannot answer q ’

*27 then use the
Navigation Key and
Press P> to Composer

To forward calls to your Voicemail when your line is busy

Recommendation: Use both *26 and * 27 by default.

To cancel all forwarding #20
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TO LEAVE A VOICEMAIL WITHOUT LISTENING TO THE RECORDED INSTRUCTIONS
To leave a Voicemail with listening to the Press the # key, leave your message,
recorded instructions then hang up.

To Forward Calls from your telephone to a colleague

*21 Enter the number of your colleague
then use the Navigation Key and
Press P> to Composer

To forward all calls to another telephone,

for example, a colleague "

*22  Enter the number of your colleague
Then use the Navigation Key and
Press P> to Composer

To forward calls to a colleague when you
cannot answer your telephone "

*23  Enter the number of your colleague
Then use the Navigation Key and
Press P> to Composer

To forward calls to a colleague when you are

already on your line. Q’

To cancel all forwarding #20
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Conference Calls with 3 or more parties.

To begin a conference call

When you begin a conference, you are the first
party in the conference (Party 1).

£ /3

A

Pick up the handset or press
to start the conference call.

Call Party 2 by dialing their number (or
answer an incoming call of a Party).

Call Party 2 and wait for Party 2 to answer.
(Or answer an incoming call of a Party).

When Party 2 answers, you can consult with them
before adding them to the conference.

Press to start the conference call

Enter the phone number of Party 3.

Call Party 3 and wait for Party 3 to answer (or
answer an incoming call of a Party).

When Party 3 answers, you can consult with them
before adding them to the conference.

Press again to add Party 3 to the
conference.

Your Conference Call

Party 1 (which is yourself), Party 2, and Party 3 are
all now connected to a single conference.

Repeat the previous step for each additional Party
that needs to join the Conference Call.

To drop a party from the conference

Use the arrow navigation keys to select the party

pDrop
and press the key.

See below for a summary of additional features.
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Other Commands

P
Press

Dial the number of your colleague.
Then press ‘Composer’

To transfer a call from your telephone to a
colleague’s phone

@]

Press

To change options, language, settings, ring tone Select the options you wish to modify

(%]

To redial a previously dialed number Press
_ | = I

To see a list of most recent callers Press

Press

To end a communication operation
P Or hang up the handset

Press

To mute your telephone )
To unmute, press again.

(]

Press

To put a call on hold
P To take back call, press again.

Adjusting the volume of your telephone I
Press
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Telephone Layout and Summary of Features

Key Panel

The following sections describe the various 68651 phone key functions and how they help you make and manage yo
calls and caller information, iImages of the symbol keys and the symbol hardware platform are used throughout this

document.
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IP Phone Keys

Key Description
The following table identifies the keys on the key panel of your 6865i IP phone that you can use for handling calls.
Koy Description

Goodbyes Key - Ends an active call, The Goodbye key also exits an open fist, such 24 the Options Lat, withcut saving changes.

-

‘n Hold Koy - Places an active call on hold. To retrieve a hald call, press the call sppesrance button besde the ight that s flashing,
ﬂm&wmﬁ”&dsmmmmmhpxwm‘?mw q:m.n:hul
mmmmmqg«wumw« Whdde in the Options izt these keys dliow
YOu to exit oc entes the cument you are editing entries on

option. di png the LEFT key erases the
o&hﬂmh”ﬁmhm%mh‘mmhmd&'muﬁww
cific xreens,

Transfor Koy - Transfers the active call to another number.

‘-
Conference Kay - Begns a conference call with the active call
e
Options Key - Accesses services and options to customize your phone. Your System Administrator may have already custom-
— Voluma Controls - Adjusts the volume for the handset, ringet and handsfree speaier.
“
bl
,..i.. M}M-Mtkmwumd«mmmmwhéawbdmw&n&eukwmbon
muste
Callors List Koy - Accesses a list of the Last 200 calls recaived.
«
: Redial Koy - Accesses 3 Istof the kst 100 previously dialed numbers. Pressing the Redial key twice sedials the kst dialed
Mwm-mmn.n«mmmmsmmummhmmmm
L2 indicator
8

THE AM[RchN !rLZe,;:lri\z:?can University of Paris
UNIVERSH'Y 50 147, rue de Grenelle 75007 Paris France

QfPARIS YEARS Email: helpdesk@aup.edu x696

For any questions, please contact IT Services at helpdesk@aup.edu, x696.
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