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Quick Reference Guide

Phone features continued

Forward calls Call park
Forward your calls to another extension or outside number. Call park allows you to place a call on hold then retrieve from another
To enable forwarding: phene within your office.
1. Press the forward softkey. Note: If you do not have a forward To park a call:
softkey, press the home button, navigate to and select forward. 1. Press the park softkey.
2. Navigate to and highlight the frequency you wish to forward calls 2. Enter the extension you wish to park the call against:
(always, no answer, busy) then press the select softkey. Enter an extension + #
3. On the keypad, enter the number or extension you want to forward Press the # key to park against your extension
to, then press the enable softkey. 3. The call is parked on that extension until retrieved.
4. The icon (» will display on the top of your screen when enabled. To retrieve a parked call:

: PR 1. Press the retrieve softkey (with or without dial tone).
To disable forwarding: _
1. To disable, follow steps 1 and 2 above. 2. When pro_mpted: enter the extension + # th_e call was parked on.
2. Press the disable softkey to remove forwarding. Enter # if it was parked against your extension.
3. The icon will no longer display on your screen.

Do not disturb (DND}) Using call logs
Enabling DND will send callers directly to your voicemail. Your phone retains a list of call logs. To access, either:
To enable: +  Press the recent calls softkey.
1. Press the DND softkey. Note: If you do not have a DND softkey, - Press the directories softkey, navigate to and select call lists.
press the home button, navigate to and select DND. - Press the home button, navigate to and select directories then
2. The icon €@ will display on the top of your screen when acfivated. press the select softkey.
To disable: +  Use the left, down and right navigation buttens.
1. Press the DND softkey again. Or access via the home button. You can also access call logs in your end-user portal.
2. The icon will no longer display on your screen. Call logs are shown for the last 60 days. By default, the last 20 of each
call type (missed, dialed, received) are available during that period.
Speed dial 8 Speed dial 100
Speed dial 8 allows you to program up to 8 contacts using 1-digit Speed dial 100 allows you fo program up to 100 contacts using 2-digit
codes 2 through 9. codes 00 through 99.
1. With dial fone, dial *74. When prompted, enter the 1-digit code 1. With dial tone, dial *75. When prompted, enter the 2-digit code
you'd like to program, followed by a 10-digit phone number. you’'d like to program, followed by the 10-digit phone number.
2. To use speed dial 8 while the phone is on-hook (no dial tone), dial 2. To use speed dial 100, while the phone is on-hook (no dial fone),
a 1-digit code on the keypad, then lift the handset or press the enter # + 2-digit code, then lift the handset or press the
handsfree bution. Example: Do not establish dial tone, dial “x”, handsfree button. Example: Do not establish dial tone, dial #+xx
then lift the handset; x = the 1-digit code you want to dial. and lift the handset, xx = the 2-digit code you want fo dial.
Retrieving voicemail (3 ways to access) Voicemail shortcuts
The icon QO will display on the top of your screen when you have a Main menu While a message is playing
new voicemail. 1 To get your messages 3,3,7 Delete message without
From your office phone: 3 To work with your greeting listening to it
1. Press the VMail softkey. Note: If you do not have a VMail softkey, . . 1 Rewind message (10 sec)
press the home button, navigate to and select messages, press | After listening to message | 1,4 Restart message from
the select softkey then press the connect softkey 1 Listen to message again hody
2. When prompted, enter your PIN + #. 4  Repeat message with details | 2 Pause/resume
From outside the office: 5 Hear message details again 3 Fast forward (10 sec)
1. Dial the voicemail retrieval number. 7 Delete message 3,3 Skipfo end of message
2. When prompted, enter your 10-digit phone number = #. 8 Reply to message 4 Slow the message down
3. When prompted, enter your PIN + #. 8,8 Place a call fo this person
9  Save this message

By calling your direct-dial number:
1. During your greeting, press *.
2. When prompted, enter your PIN + #.

VolP end-user portal

Qverview Login information

The end-user portal allows you fo access feature such as call URL: hitpsJivoip lumen. com (add this link to your favorites)
forwarding, DND and call logs. Username: included in the welcome email from your administrator.
Password: included in the welcome email from your administrator.

More details are available in the
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Phone navigation

1) Handset — Microban® antimicrobial protection helps your handset resist the growth of microbes such as bacteria and mold.
2) Back button — Retum to previous screen
3) Line keys — E400 & E450: 8 plus 6 on secondary display
4) LED bar
Visual indicator of calliphone status
« Incoming call — blinking green
* Active call — solid green
« All calls on hold - blinking red
« Voicemail — blinking red
« Idle mode — blinking yellow

« Bluetooth discovery mode on E450 —
blue chase animation (E400 does
not support Bluetooth)

5) Color display
6) Pagination key

To view additional line screens
7) Softkeys

Context-sensitive keys that change
depending on your phone's status

8) Home
9) Navigation and select buttons
10) Secondary screen and line keys
11) Secondary screen pagination key
12) Mute
13) Speakerphone
14) Headset
15) Volume

Handset, headset, speaker and ringer
16) Transfer
17) Hold
18) Voicemail




