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Your First Login

 Enter Your Phone s number
(your extension XXXX isyou Temp Password)
 Then enter your Temp password = XXXX
Pick your own new four digit password 7777
 Enter new password = ??7??
* Reenter new passwor d=7777
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Making Calls

1.For Internal Calls

Dial the 4 digit extension

2.For Outside Calls

dial 9 then the number
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Answer your phone

OPTIONS

 Pick up handset , or

 Press answer & use speaker phone, or
 Use headset
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Dialing 911

In an emergency
Dial 911 on your phone

911 operators will see the office location *
— *Where the Telephone Number was assigned.

Emergency vehicles will be dispatched to
that location.
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LCD screen, Soft Keys &Arrow




Transferring calls @

Direct Transfer

During acall, Press more (soft key)
then trnsfer (soft key),

enter extension of person,& then Hang up

Announced transfer
During a call, Press more (soft key)

then trnsfer (soft key). Walt till person answers.

oIf party accepts call, then Hang Up
oIf Party refuses call, then press resume (soft key) .
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Transferring calls directly to voice mail™

e During a call, Press more (soft key)
» then trnsfer (soft key)

e Enter 577

e enter extension of person

 Then Hang Up
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Ad hoc Conference calls

e During a call, Press more (soft key)
—then confrn (soft key)
— enter extension of person
—Then press confrn (soft key).

Announced conference.
Wait till person answers. if party accepts call.
Then press confrn (soft key) ,

If Party refuses conference, press resume.
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Forwarding all your calls

e Press forward (soft key) then
— Foran internal number enter extension

— For an external number enter 9 1 — then the number
e Screen will show Forwarded to XXXX

. Then press €nd call (soft key) or speaker phone (button) to execute

To end forwarding,
press forward (soft key)

Then press end call (soft key)
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Setting Speed Dlal
*Dial 544

* Pressthe speed dial button you
wish to program

 Enter thetelephone number for
this button

Remember to include 9 with outside numbers

 Then pressthe pound key #
when you ar e finished.
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M essages
Directories
*Services
*Help
«Settings

\Volume
eHeadset

‘Mute
« SPEAKE

Buttons on 7960 phones
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M essage Button @

e PressMessages
FIRST TIME Enter voice your extension as your password

Then you will have the following options:

play voice mail

Play saved messages

Change your voice mail password (careful it can get out of synch)
Play back your personal greetings

Record your personal greetings

Accessyour personal distribution list.

Compose a message

Change your operator assistance number
Press* to exit voice mail

©COoNOOTkWDNPE

Press5torecord your personal greetings.
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To Record your phone

Press Messages (button)
Then Press5

1. No Answer :

e Your Name | am away from my desk.

Please leave a message or press O to
reach the operator.

2. Busy

e Your Name | am on the phone. Please

leave a message or press O to reach the
operator.
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Voice Mail options @

e Whilelisteningto voice mail, press
— Voice mail options

o 2-reply by voice mail 3- to dial caller

» 4-to delete message 5- to save

* 6-toforward 7-toreplay

« 8-tocontinue O- to Fast Forward

To Skip section, press # <pound key>

e Toexit Voice mall,
— pressend call (soft key)
— Or press* (star key)
— Or hangup
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Checking Your Voice Malil
when out of office

o Call operator ask to be transferred to 555
—You will be asked to enter your extension.

o Call auto- attendant and just enter 555

—You will be asked to enter your extension.

Note: DOES NOT works if you enter 1 when the auto
attendant says you to enter 1, if you know your party's
extension.
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Directories (Button)

e 1. Missed Calls
e 2- Recelved Calls
e 3- Placed Calls
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Settings (Button)

1. Contrast

2- Ring Type

3- Network Configuration (technician)
4- Model Information (technician)

5- Status (technician)

Select Setting...
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Web Portal

http://dcadb.vdi.dca.net/webportal/
Enter your phone number and
passwor d= your extension

z » VocalData

Phone Number 2152052397

Password |sees

Click to Call

powered by t VocaiData
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Web Portal P

First Time current = extension
Change your password
to vour voice mail password

E » VocalData

Password Expired

« Password expired. Please change your password

Current Password ssess

MNewvey Password sses

Confirm MNew Password (sses

Click to Call

m Cancel

powered by E VocalDets



Directory P,

WA =
s+ VocalData "~ helo
Directory Conferencing Call Managerent Cptions
Library Patronl - (302)295-2397

Personal Call Control
| Lasthame- |  FirstName |
Bristaw Annette £ 2382 $ & i
Chichirichi Ed #RB 2387 NSk ||
ConferenceRm Ferris £ 2396 & i
Cooper Connie &8 2385 4 B i
CreditCard Museum &l 2403 =1 i
Education Museum 8 2402 S
Fax Library 8 2398 |
GiftShop Museum &H 2400 4 B i
Gomesz andrea &8 0388 4= &1 i
Green Kara £ 2391 J & i
Hoge Ioan &8 0384 4= B i
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Personal Directory P,

Y ou can enter your own outlook directory
K. ' VocalData Losut

Directory Conferencing Call Management Options

Library Patronl - {302)295-2397

Corporate Call Control

| LastName - | _FirstName | Company | _Phone Numbers | _Functions | Select _

Mo Records Found

446 por | ote

powered by E VocaiData
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OPEN Outlook by tapping on itsicon P,

Whilein Import and Export Wizard
1.Select File 3.Select EXPORT to afile

Import and Export Wizard

2 Inbogx - Microsoft Outlook

B EIIE 1 orites  Tools 2
Chanse an action b perform;
2.Select Import and Export bt v 3
Expart to The Time:: Data Link watch
Mew > Impart & YCARD file { vef) :
S S e B Impart an iCalendar or vCalendar file { ves)
Qpen ' Impart co:Mal Archive
: Close All Items Import from anather pragram of il
’,;}'i LA e SRS o e MR e i Tmpiott Inketmet Mal Account Settings ¥
A Save As... ~Diescription
' p Export Outlook information to a file For use in other
Orogras,
Folder »
Share »

Import and Export. ..

@ ¢ Back ‘ Newt » ‘ Cancel ‘
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Whilein Create afile of type

1.Select: Comma Separated Values (Windows)

Create a file of bype;

Comma Separated Yalues (D035

[ >

Comma Separated Yalues (Windows) 1
dBase

Microsoft Access
Microsoft Excel -
Microsoft FoxPro

Personal Folder File {pst)

=

@I { Back I Mest » | Cancel I
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While in Select Folder to export from Expor@

IR Nt

whilein Save exported file as;

1.Select Contacts L C\CAr

Select folder o export from;

Save exported file as: 1

| C:)Contacts.CSV 2

E @ Personal Folders A

% Calendar F
i Contarts 4 I
(7 Deleted Trems -
{1 Drafts
= @
H @ 2004 FINAMCE & HEALTH
7 Taves 2004
L Taves203
A TIAR CREF
| {1 2004 Jessica'sWedding

@J ¢ Back Next ) Cancel ‘ @] < Back | Cace |
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Per sonal Directory LiP,
Return to the Vocal Data Web Portal .

1. Select Directory

2. Select import

2. Select Append, Ignore Duplicates
3. Enter C:\Contacts.CSV

Logout

“» » VocalData Help
Directory Woice Mail Conferencing Zall Management
Don Ames - (302)295-1143

_ Call Control

Import Personal Directory I ort Type: O append
1 &= append, Ignore Duplicates
Zelect the type of import vou would like to

then choose a comma seperated file to upload ) Dverwrite
Example: directory exported from Cutl 2 ¥ File [ChlContacts. CSW |[ Browse... |

Entries must have a first name, last name, or
company name, Email addresses must be in the form
name@company.com. Rejected entries will contain
the CE% line number of the error and the error type.

powered by E VocalData



Call Agent Address DRiNet

1. Press options

2. Then pressProfile

e 3.Check Launch VA at startup
4. Enter 216.158.48.107 for C.A. Address 1
5. Enter 216.158.48.107 for C.A. 2

" * VocalData

Sihis Directc_lr--ﬁ,'r

Conferencing Call Management Options

Library Patronl - {302)295-2397

. Reassign = Passwaord Call Contro

Home Page | Fersonal Directory ;l

Fowvrs per Page |22

Change Your Web Portal Profile

Zelect the Home Page that will be displaved when you
log im.

Launch vA at startup
Select the number of Rows per Page to show on
screens that display lists, 4 ChA Address 1 |216.158N18.TU7

B CA Address 2 [216.158.48.107

ZSelect Launch ¥A at startup if vou wan
Yaoiss Assistant at the Webportal startup.

Zet the Call Agent Address 1 and 2, to be able to use
vour Yoiss Assistant. Please contact vour service
prowvider for the Call Agent Addresses,




Supplemental Commands

Tojoin aMeet Me Conference Dial 522
*To set Speed Dials Dial 544

*To check your voice mail Dial 555

To Transfer Callsto VoiceMail Dial 577
*To Reassign phone Dial 588

*Tolog out of phone Dial 589
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Support

If you have a Problem
1. Check help on our Web Portal

http://dcadb.vdi.dca.net/webportal/

2. Email us at voice@dca.net
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