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Basic Calling and Call Control

All calling (both inbound and outbound) takes place on one of the
Line buttons located at the top-left of the display.

Inbound Calls

When a call rings to your phone, an available Line button will begin to flash green and the caller
ID of the caller will be shown in the display. Calls from other internal users will show the name
and extension number of the caller.
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To answer the call, you may:

1) Lift the handset
2) Press the Speaker or Headset button
3) Press the Answer softkey

Placing Outbound Calls
To place an outbound call, first select an available Line button. Lines that are in use will be lit
either red or green and available buttons will be unlit.

In Use
Sline 1 !
Available @4

1) Go off-hook on an available Line button
2) Dial the destination (do not dial a 9 first)

a. Internal extension number

b. External phone number (7-digit local, 10-digit or 11-digit local and long distance)
3) Press the # key or Send softkey



Hold

To place a call on hold, start with an active call. The softkeys at the bottom of the screen will
then change.
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Press the Hold softkey. The Line button will begin to flash red and the caller will hear the Music
on Hold message.

I
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Transfer I

To pick up the call from Hold, press the Resume softkey
iy [+ R 2] 18]

I
B




Transfer

Transfers can be either Blind or Supervised. A Blind Transfer will ring the destination and
connect the call immediately. A Supervised Transfer will allow you to remain on the line and
announce the call to the destination before connecting the call.

To transfer a call, start with an active call. The softkeys at the bottom of the screen will then
change.

0020 - 3 (2] (3]

Press the Transfer softkey and the caller will be placed on hold, listening to the Message on
Hold.

You will hear a new dial tone and you will dial the transfer destination. The destination can be:

- Internal extension numbers
- Direct telephone numbers
- External telephone number

To perform a Blind Transfer, press the BTransfer softkey. The call will be connected and ring to
the destination and your phone will return to an idle state.
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To perform a Supervised Transfer, press # or the Send softkey. The call will begin to ring to the
destination. When the destination answers, announce the call and hang up. When you hang
up, the transferred call will be connected to the destination.

To cancel a transfer and return to the original call, press the Cancel softkey then the Resume
softkey and you will be connected to the original call.
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Conference Calls
You have the ability to join up to 2 outside parties together into a single Conference Call.

To join 2 calls together on a Conference Call, start with a live call. Press the Conference
softkey.
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Transfer Conference End Cal

You will hear a new dial tone and you can dial the second participant.

When the second caller is on the line, press the Conference softkey a second time. Both calls
will be joined together and all 3 participants can talk.

Once joined together, the softkeys will change allowing you to manage the Conference Call.

2 Members
00:19 [ 1 NEARE]

Pressing the End Call softkey will disconnect you from the call and the 2 other participants will
stay connected, allowing them to continue the call.

Pressing the Hold softkey will place the 2 other participants on Hold and they will hear the
Message on Hold. The 2 participants will not be able to talk with each other while on Hold.

Pressing the Split softkey will remove the participants from the Conference. The last call joined
to the Conference will become the active call and the other call will be placed on Hold.

Pressing the Manage softkey will give additional control options. Use the Navigation Buttons to
highlight one of the participants in the call. The softkeys will change and allow you to Mute, Hold, or
Remove only the selected participant.




Call Park

Normally, if a call is placed on Hold using the softkey, only the phone that placed the call on hold will be
able to pick up the held call at that phone. If a call needs to be placed on hold and picked up at a
different phone, the Park buttons will be used instead.

Placing a Call On Park
To use the Park feature, start with a live call. Press an available Park button found at the top-right of
your display. An available Park button will be lit green.

Bnez | 7534243

When the call is parked, the caller is hearing the Message on Hold and the selected Park button will
begin flashing red.

8:48 am

Thu, Jul 02

If the call is being parked so that another person can answer the call, that person will need to be notified
that the call is parked. You can call them at their extension, use the MaxUC instant messaging service,
or other method to notify the other person of the parked call.

Retrieving a Parked Call
To pick up a call that has been placed on Park, simply press the flashing red Park button associated with
your call. Pressing the button will move the call to a live state on your phone.

Thu, Jul 02




Call Forwarding

You have the ability to forward your phone to an alternate destination. This destination can be another
internal phone extension, internal direct phone number, or external phone number such as a cell phone.
When entering a phone number, be sure to include the full 10-digit phone number including the area
code.

To enable call forwarding:
1) Dial *72 + <destination number> (i.e. - ¥722253425055)
2) Press # or the Send softkey
3) You will hear a confirmation tone indicating forwarding is active

To disable call forwarding:
1) Dial *73
2) Press # or the Send softkey
3) You will hear a confirmation tone indicating forwarding is disabled




Other Phone Features

Volume Control

The Volume Control key, &= 2 adjusts the level of several different volumes.
Whatever is actively being used is what is controlled by the keys.

- When the phone is idle, the ringer volume is adjusted

- When on speaker, the speaker volume is adjusted

- When on the handset, the earpiece volume is adjusted

Mute

While on an active call, the Mute button will prevent your voice from being transmitted to the
other caller. When active, the button will be lit RED.

To disable mute, simply press the Mute button again.

Do Not Disturb
Do Not Disturb, or DND, will disable your phone from receiving incoming calls. All calls will forward to
your voicemail. You may still use the phone for outbound calls.

To active Do Not Disturb, press the DND softkey. The display will indicate DND is active.

To disable Do Not Disturb, press the DND softkey again.



Call Directory (History)
The phones will store the latest 10 records of Outbound, Inbound Answered, and Inbound Missed calls.

To access the Call History, press the History softkey or the Up Navigation Button.

Wed, Jul 01
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You will be shown a list of All Calls showing all inbound and outbound calls along with the date and time
of the call.

g.' 7534243 Today 9:26 AM
R 8063985 Thu 10:07 AM

K 7558555 Thu 10:07 AM
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You can use the Left and Right Navigation Buttons to scroll between Missed Inbound Calls, Placed
Outbound Calls, and Received (Answered) Inbound Calls.

You can use the Up and Down Navigation Buttons to scroll through the call records in each list.

When a call record is higlighted, you may press the Send softkey and a call will be placed to that
number. This will work on any number in any call list.
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Voicemail

Your phone has a voicemail that will answer calls and take messages should you not be available. Your

voicemail will need to be set up initially to personalize it to you.

Setting up your voicemail for the first time

1. Press the Message button or dial *98

2. Complete the walkthrough

The first time you access your voicemail box, you will be asked to create a PIN, record your name, and
record a greeting. Following the prompts from the tutorial, you will hear:

Change your PIN

First, you will be prompted to create your voicemail PIN. It can be between 4 and 6 digits long, not
sequential numbers or repeating numbers. After entering your new PIN, you will be asked to confirm the
PIN by re-entering it.

Record a Name

You will then be prompted to record your name. Once you have recorded your name, it is played back to
you and you are provided with options to keep it or re-record it.

- Press 1 to change your recorded name.

- Press # to keep your recorded name.

Record a Greeting

Lastly, you will be prompted to record a personal greeting. Once you have recorded your greeting, it will
be played back to you and you are provided with options to keep it or re-record it.

- Press 1 to record a personal greeting.

- Press 1 to change your greeting.

- Press # to keep your greeting

11



Accessing Your Mailbox

From your phone:
1. Press the Messages button or dial *98.

From another phone:

1.
2.
3.

Dial your extension
When your greeting answers, press the * key
Enter your PIN when prompted

Re-recording Your Greeting

PwNPE

Access your voicemail box.
Press 3 to Work With Your Greetings.
Press 1 to set up a personal greeting.
You will hear your current greeting.
a. Press1to re-record your personal greeting.
Press 3 to save your new greeting.

Changing Your PIN

ok wN e

Access your voicemail box.
Press 4 to Change Your Settings.
Press 3 for Security Options.
Press 1 to Change Your PIN
Enter and confirm your new PIN

12



Extended Absence Greeting (out-of-office)

The Extended Absence Greeting allows you to record a temporary greeting without affecting your
normal personal greeting. You also have the ability to turn this temporary greeting on and off as
needed.

Recording the Extended Absence Greeting

Access your voicemail box.
Press 3 to Work With Your Greetings.
Press 2 to Work With Your Extended Absence Greeting.
Press 2 to Review or Re-record It.
a. Press1to Record a New Extended Absence Greeting.
5. When finished, press * to Exit.

el o

Enabling the Extended Absence Greeting

Access your voicemail box.

Press 3 to Work With Your Greetings.

Press 2 to Work With Your Extended Absence Greeting.
Press 1 to Turn On Your Extended Absence Greeting

PwNPE

Callers will now begin to hear the Extended Absence Greeting

Disabling the Extended Absence Greeting

Access your voicemail box.

Press 3 to Work With Your Greetings.

Press 2 to Work With Your Extended Absence Greeting.
Press 1 to Turn Off Your Extended Absence Greeting

PwnNPR

Callers will now begin to hear the normal Personal Greeting
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MaxUC Desktop Client

The MaxUC desktop client is an application that will expand the capabilities of your desk phone and give
you additional features that will benefit your daily work.

Your Status
Indicator

™M MaX UC

File Tools Help

Avatar Picture

Favorite Contacts

'ﬁ' Karla Feigley ¥

~ Online

Phone Dialer

\ g

e
! E.‘ | #= Enter name or number
L

Voicemail Indicator

./- -\.
\ (oo 0 A
A A

L= Favorites // Contacts

Contact List /
Directory

A\

User Statuses

#€1a lohnzon

a Online

Alyssa Richard
Q Cfffine

Army Welch
Q Orffline

Ana Fontenot

Cfffine

Andrea James

Orffline

Anthony D,
Q Cfffine
April Lowens

Orffline

Ashlee Cole
Q Cfffine

n Ashlie Treuil
Fa. 20N

Recent

Call/Chat History

Open Chat
Window

Place Call
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Personal Settings

Changing Your Avatar Picture

Click the face icon next to your name and choose, Change Avatar.

M MaX UC

File Tools Help

0 —

Select avatar \j } i
her (oo 0 |
Change avatar 2 AN D_x
Remove current avatar Recent

In the window that opens, click either the Choose or Take a Photo buttons to create a picture. Adjust
the photo to fit in the frame and finish by clicking Save.

™ Picture

La Capitol

FEDERAL CREDIT UNIGH

™

Take a photo Cancel Save

File Tools Help

La Capitol a Karla Feigley ¥
7 onine
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Updating Your Status and Availability

Clicking your name at the top will give you options to change your status and availability that will display

on other MaxUC clients.

You can update your presence by choosing either Online or Busy from the Presence section of the

pulldown. Selecting either of these options will only change your presence information on other MaxUC
clients and does not affect calling availability.

"M Max UC

Eile Tools Help

La Capitol ﬁ Karla Feigley ¥

Presence

" ¥ Online

M S
Busy
Favori
Call Manager
Al
ﬁ Available

¢ "
W' ao 0 )
A ~

Recent

~

The Call Manager section will give you additional options that will affect how you receive calls. You can
enable and disable Do Not Disturb and Call Forwarding.

You can also add additional information to your status using the field immediately below your name.
Things such as “In a Meeting” or “Conference Call” will provide additional status information to other

MaxUC clients.

¥ Max uC
File Tools Help

La Capital 'ﬂ' Karla Feigley ¥

Presence

S 7 ¥ online

Busy

Call Manager

\ -’o_o 0 )
AN’

Recent

Ali
qa Auailable v
Alyssa Richard
Q...
Amy Welch v
Q.
Ana Fontenot
Q...
Andrea James
Q¢

Available

&= Do Not Disturb

Allow calls from the Priority Callers list
‘. Ring account phone

=2 Ring your phones in order

= Ring your phones together

“¥ Forward calls immediately

View all settings

™ Max UC

Eile Tools Help

La Capitol O Karla Feigley

Busy - Ina Meeting
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Placing Calls

Calls can be initiated through the MaxUC client which will connect to your desk phone and allow you to
talk there.

To manually place a call, enter the phone number in the Phone Dialer field. When finished entering the
number, click the phone icon to the right.

™M MaX uUcC

File Tools Help

La Capitol '@' Karla Feigley *

Online
| | \V
£ - ™
IZI 2253425035 (. ] }IH 0 )
Favorites Contacts Recent

A window will pop up having you confirm where to take the call. Leave the selection as Account Phone

and click Call. Your desk phone will begin to ring and when you answer, the call will begin to ring to the
destination entered.

Make call from:

Account Phone (2254245025) v

{ Call ) Cancel

You may also use the Phone Dialer to search the Contact List.

Begin typing the name of the person in the Contact list and the list will automatically filter. When you
find the contact you wish to call, click the phone icon to the right of the name.

M MaX UC

Eile Tocls Help

La Capitol 'ﬁ' Karla Feigley
. online

Yl ”~
{ [,/I[\ H Bert

Favorites Contacts

Bert Callender -
q Orffiine ] t""
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Internal Chat / Instant Messaging

The MaxUC client allows you to open an internal chat with an individual or a group of people.

To open a chat with an individual, search for their name in the Contact List. When you find the contact,
click the Chat button to open the Chat Window.

" Max UC

Eile Tools Help

La Capitol 'ﬁ' Karla Feigley ¥

m Onfine

Onling
'\Z}".\=E= Alicia 0 0 )
Favorites Contacts
Alicia Jehnson 4
=)

™ Alicia Johnson

'Q' Online 2)D) (Y 5&
Hi there. Can you help me with snmething?l @

In the Chat Window, begin typing and your conversation will be displayed in the middle window. You
may also send files, call the person, or add additional users to the chat.

™ Alicia Johnson

Online 7 | 1L ilE-3
ﬁ / 2 ‘:)/.\ L 4
[ / \
Send File Call Person Add People

To initiate a Group Chat, go to File > New Group Chat. You will be shown a new window allowing you to
select all the people you wish to add to the chat. Use the Search Bar to filter the list and click the
checkbox next to everyone you wish to bring into the chat. You may also change the subject of the chat
to make it easier to distinguish between other group chats. Click Create Group Chat when finished.

File

MaX UC

Tools Help

Change Password

Mute Motification Sounds
lzin a Meeting...

Add Contact

MNew Group Chat
Sign Out of Chat

Log Out

Quit

™ New Group Chat

Add a subject:

|ProJect Discussion

(O, alicig )
\

Alicia lohnson

& oniine

Create Group Chat Cancel
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Contacts and Favorites

The Contacts tab will list all of the configured users within the system along with any manually added
Contacts. Only internal Contacts will display avatar pictures and updated presence information
depending on their status. Internal contacts are updated within the server and should not need to be

modified by you.

Adding Contacts

You may add additional Contacts to your list manually. You can do this by going to File > Add Contact.

Fill out the Contact form that displays. Not all information is required so you may only enter whatever

information you have. Note that if no phone numbers are added, the system will not be able to place a

call to the Contact.

™ Add Contact

Display Name:
Nickname:
Job Title:
Organization:
Address:

Phone Number:

Gage

Telephone

Mickname

Title

Organization

Work

Home

Work
Home
Mobile
Other

Fax

11815 Sun Belt Ct.

Baton Rouge

LA

70809
Country

Street

City

State

Zip Code
Country
2257334243
Enter Number
Enter Number
8009600032
2257518782

Email: |service@gagetelephone.com

Enter email address

£.g. phonenumber@xmpp.sipvoice.com

Add

Cancel

When the Contact information is entered, the Contact will then be shown in the list of Contact on the

main window.
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Favorites

Any Contact may be added to the Favorites tab allowing you to quickly and easily see the Contacts you

interact with the most.

To add a Contact to your Favorites, find the Contact in the list. Use the search bar if needed. Right-click
on the Contact and choose Add to Favorites.

The Contact will now be shown in the Favorites tab along with the other selected Favorite Contacts.

Favorites Contacts Recent
Belinda George
q Offfine
Bentia Robinson
q Offiine

Bert Callender =
Qoo =\

q Betty Freeman Gall
Cffiine Send Chat
q Betty Freeman Send Ermail
Offline

Brasia Davis View Contact
q Offiine Edit Contact

Brazia Davis Delete Contact
q Offfine

Add to Favorites

q Break Room
D Send File

n Break Room View Chat History

™ Max UC

File Tools Help

La Capitol Q Karla Feigley ¥

Online - add a custom message

',\Z},' '.\ ¥ Enter name or number )[ ao 0 )

Favorites Contacts Recent

Andrea James -
Offfine L ’\"

Bert Callender =+
Q Offfing

Knesha Morgan

Offiine

Sharmaine Berguin 77
Q Orffline
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Call / Chat History

The Recent tab will display all history with your account. This includes both calling and chat history.

You may also choose to filter out just Calls or just Chats. Details of the record are included in the list.

" MaX UC

Eile Tools Help

La Capitol QK,arIa Feigley ¥
" Online

(=) '.\ i Enter name or number pL ao 0 )

Favorites Contacts

All Calls

—. 4tn Floor Conf. b
fo
I'\'-\:-"I 1140

L (480) 302-6991
o

I'\._/'I 10:35

., (B00) 444-4444
o

I'\._/'I 05:56

—. (223) 753-4243
o

I'\E./'I 0526

- (223) 806-3985
I'\._./'I Jul 02 10007
— [225) 755-8355
£

I'\-_-"I Jul 02 10007
— [225) 80&-3985
fo

I'\-_/'I Jul 02 0956
—, (223) 755-8355
(K8

Ay Jul 02 0955

=) (S

(225) 424-7545 Wa
2842 Other
2254247545 @xmpp.s
Dioled - 4dsecs

On any record, you can use the icons to the right to open a chat window with an internal user or place a

call to the phone number.

Chat w/ User

Call Number

I S«\ Chats 7
. 4th Floor Conf. B /
87)

Ny 1140
. (480 302-6991
D

I'\-_-" 1035

o, (800) 444-2444

=)

(225) 424-7345 Wo
2842 Other
22534247545 @xmpp.s
Nialed - ddcers
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Voicemail Access

When you have voicemails, the indicator to the right of the Phone Dialer will update.

File Tools Help

La Capitol a Karla Feigley ¥
7 COnline

o e
! E." i Enter name or number
L N

D

Favarites Contacts

Recent

Click this button to bring up your list of messages along with the details of the call. From this window,

you may Play, Delete, or Manage the message.

Messzages (1 New)

Wwesse X

Deleted L

AT
\\DGAGE'I'E_EPHONE Mon 7/6. 3:08 pm. 4 secs Actions ¥ i/
Additional

Manage Options

Delete Message

7

You will also notice a Deleted tab at the top of the window. Deleted messages are held in the system for
7 days allowing you to Restore them or permanently delete them.
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Other Voicemail Settings

You may also make other changes to your voicemail services by going into Tools > View Account. A new
window will open and there you will find a tab along the top for Message Settings.

Voicemail-to-email

™ View Account

Account Call Settings Notifications ~

General

[ Forward messages as emails

Mailbox Access

Voicemail Greeting

Use the greeting: | System with nu'nber

more options LY

You have the option to send any voicemail messages you receive to your email account. Messages will

be sent with the details of the call along with a wav file attachment of the message. To enable this
feature, check the Forward messages as emails box. Then, click the Add and email address link to add
your email address (you may add up to 5 emails). Finish by clicking the BLUE button to

commit your changes.

™ View Account

Account Call Settings Notifications
Genera

Forward messages as emails

Forward to: oicemails
info@lacapfcu.org =dit | remove
add an email address

O Leave original in Inbax

[ Include action links in emails

Mailbox Access

Voicemail Greeting
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Voicemail Greeting
Expand the Voicemail Greeting section to find options for the greeting callers hear when they reach your
voicemail.

Choose from the list of available greetings. This is handy for enabling and disabling your Extended
Absence Greeting.

M View Account

Account Call Settings Notifications ~
Genera

Forward messages as emails

Forward to: Voicemails
info@lacapfcu org =dit | remove
add an email address

O Leave original in Inbox

[ Include action links in emails

Mailbox Acce

Extended Absence
i X Forward all calls
Voicemail G|personal
Sycen i e <:I

Use the greeting: SRR GIITT
System

If a Greeting has not been recorded, a Record link will be shown to the right of the pull-down.

Voicemail Greeting

Use the grecting: record <:| .

Clicking this link will open a dialog box where you can record your greeting using the microphone on
your computer or upload a file if you already have it recorded.

Personal

Record/Listen Greeting
00:00/ 00:00

* > 9) ¢ o
Upload Greeting

Cancel

Note — If you are uploading a previously recorded file, make sure that the file is in the correct format.
Hover over the ? next to the Browse button for file format information. MP3 files are not supported.

Personal

Record/Listen Greeting
Upload Gresting

You are respeonsible for ensuring that you have all necessary rights to the files that you
upload.

New e _Browse. | @

Current file: No file currently uploaded

Cancel
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