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Avaya 462xIP Telephones
User Guide


INTERNAL CALLING

· Dial the 7-digit extension number.

Note: All Local Telephone numbers that begin with 707 are internal numbers. Some local telephone numbers that begin with 754 are also internal numbers.  If the number begins with 707 or 754 try dialing it as an internal call FIRST!
EXTERNAL CALLING
· Local:  
Dial 9 + Number

· Long Distance: Dial 9 + 1 + Area Code + Number

· Emergency:
Dial 9 + 911 

AUDIO & DISPLAY FEATURES

CHANGING A RINGER TYPE

· Press the Options button to display the Options screen (button with check mark).

· Press the Personal Ringing soft key to display the different ring patterns.

· Press the soft key by a certain ring pattern to hear its ring tone.

· To select a certain ring pattern for your incoming calls, press the pattern of your choice then press the Save soft key at the left hand bottom of the screen (after completing this you will return back to the Options screen).

· To return to the main screen press the Phone/Exit button.

ADJUSTING THE RINGER VOLUME

· While the phone is not in use, press either the [image: image1.png]


 Up or Down arrow keys located at the left hand bottom of your keypad to adjust the ringer volume.

ADJUSTING THE HANDSET, SPEAKERPHONE AND HEADSET VOLUME

· During a call, press the [image: image2.png]


 Up or Down arrow keys to increase or decrease the volume of your Handset, Speakerphone or Headset.

CHANGING THE LCD CONTRAST

· Press the Options button.

· Press the Contrast Control soft key.

· Press the ( or ( to change the contrast to your desired setting.

· Press the Save soft key to save your changes or the Cancel soft key to return to the Options screen.

· To return to the main screen press the Phone/Exit button.

ADJUSTING HEIGHT OF FOOTSTAND

· Firmly press in the footstand adjustment knob located at the back top of the phone (directly behind the Avaya name).

· With the button depressed, adjust the footstand to the desired height.

· Release the footstand adjustment knob.

BASIC FEATURES

PLACING A CALL

There are several options for placing a call:

Begin dialing the number from the keypad. OR

Lift the Handset and dial the number.   OR
Press the Speaker button and dial the number. OR
Press a Line button and dial the number. OR
Press the Headset button and dial the number. OR
Press the Speed Dial soft key and the speed dial entry you wish to dial. OR

Press the Line button beside the number you wish to dial if it is stored as an auto dial.

ANSWERING A CALL

There are four options for answering a call:

Lift the Handset OR
Press the Speaker button OR
Press the Line button OR

Press the Headset button.

ENDING A CALL

There are three options for ending a call:

Hang up the Handset OR
Press the Speaker button OR

Press the Headset button.

LAST NUMBER REDIAL

· Lift the Handset and press the Redial button located at the right hand bottom of your keypad (the last six telephone numbers you dialed will be displayed).

· Press the button beside the telephone number that you wish to call.

Note: You can press the Redial button without lifting the handset and select the number that you wish to call, but the call will come out over the speakerphone.
MUTE

While on an active call:

· Press the Mute button.

· Press Mute again to disengage.

Note: If you are using mute along with the speakerphone, lifting the handset will disengage mute.

CALL HOLD

While on an active call:

· Press the red Hold button.

· Press the Line soft key where the call is on Hold to retrieve the caller.

FORWARD

This feature allows calls to your primary extension to be redirected to another extension number (i.e. another phone).    

To forward incoming calls:

· Press the CFrwd soft key.

· Dial the 7-digit extension number to where you want your calls directed.

To cancel call forward:

· Press CFrwd soft key.

CONFERENCE

This feature allows you to add up to five people (either internal or external) on the same call. While on an active call:

· Press the Conference button. This opens a new line while placing the other party (parties) on hold and initiates a conference bridge.

· Dial the number of the party to be added to the conference call (if it is an external number you must dial 9 before the number).

· When the call connects, press the Conference button again to add this party to the call.

· Repeat the first three steps to add more callers.

Note:

· To keep the conference call active at least one of the attendees must be an internal caller. Once all internal callers hang up from the conference the call will end. 

· To abandon the addition of the last conferee that you attempted to add from the call, press the Drop button.

TRANSFER

While on an active call:

· Press the Transfer button.

· Dial the number to where you want to transfer the call.

· Wait to hear ringing, then press Transfer again OR 

· Wait for the party to answer, announce the call, and then press Transfer again.

· Hang up to end your participation in the call.

Note: To get the caller back, simply press the Line button where the person is holding.

CALL LOG

The Call Log gives you a list of missed calls, received calls or placed calls at your phone.

· Press the Log soft key located at the bottom of your display (the four soft keys at the bottom of the display will change to Missed, InAns, Outgo, and Delete All).

· Press the soft key of your choice for Call Log details.

· Press the Line button beside the number to call it.

· Press the Call soft key.

To Add Call Log Entries to Speed Dial List:

· Locate the telephone number from the Call Log that you wish to add to Speed Dial.

· Press the Line button beside the telephone number.

· Press the AddToSD soft key.

· Use the dial pad to edit the Name or Number field.

· Press the Save soft key.

To clear the Call Log list or entry:

· Press the Log soft key.

· Press the Delete All soft key to clear all Call Log lists. OR
· To delete a single call entry, press the Line button beside the number you wish to delete.

· Press the Delete soft key.

MAKING CALLS FROM THE DIRECTORY

· Press the Directory soft key. 

· Use the dial pad to enter the last name of the person.

· Press the Make Call soft key to dial the person’s telephone number from the Directory.

Note: Names will appear with the first keypad entry, keep pressing the letters of the person’s last name until their name appears or the last name you are spelling appears. For multiple last names press the Next soft key to reach the person you are trying to locate.
CONFIGURING SPEED DIAL BUTTONS

To add Speed Dials:

· Press the SpDial soft key located at the left hand bottom of your display.

· Press the Add soft key.

· Use the dial pad to enter the name of the person. 
·  Press the Line button to the left of the Number field.
· Use the dial pad to enter the telephone number of the person (be sure to add 9 before the number if it is an external call).
· Press the Save soft key.
Note: Use the options listed on the display (such as Apostrophe, Hyphen, Comma, Space, Backspace, etc.) by pressing the Line button beside the option you want.

To Delete Speed Dials:

· Press the SpDial soft key.
· Press the Delete soft key.
· Press the Line button that corresponds to the speed dial you want to delete
· Press Delete again.
To Update Speed Dials:

· Press the SpDial soft key.
· Press the Edit soft key.
· Press the Line button that corresponds to the speed dial you want to edit.
· Press the Line button beside the Name or Number field that you want to edit.
· Press the Line button beside the Backspace option to erase the Name or Number.
· Enter the new name or number.
· Press the Save soft key
CONFIGURING AUTO DIAL BUTTONS

· Press the ( ( button to scroll to the next page on the display.
· Press the Abr Program soft key.
· Press the Line button where you want to store the telephone number.
· Enter the number you wish to store.
· Press the # sign to save.
· You will hear dial tone; press the Speaker button to release the phone.
To update Auto Dial Buttons:

· Follow the configuring auto dial buttons to make updates.
LOGGING IN/OUT OF YOUR TELEPHONE

This feature allows you to log into another telephone with your extension number. The telephone will assume your telephone number and programming.

· Press the Options button.
· Press the Log off soft key.
· Press the Line button beside Yes if you want to log out of your telephone.
· Enter your 7-digit extension number followed by the # sign.
· Enter your 7-digit extension number for the password followed by the # sign.
· Press the # sign to continue.
· Press the # sign again to continue.
ACCESSING VOICEMAIL

The red light above your display indicates that you have a voice mail message.

· Press the Voice Mail soft key on your display and follow the voice instructions to access your voice mail.

NOTES

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________









Page 1 of 3

[image: image3.png]