Using the SFB

CX700 Phone

@ Skype for Business
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The Phone Face

Your SFB phone provides the same functionality as your existing telephone and more.

Touch screen

Call controls: Status indicator
volume, headset, Scroll wheel
speakerphone, mute

The Home screen:
Main Window

Contacts
Messages
Call Logs ==p C:) Unified

S Communications
Tools —
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Calibrate Your Phone

Calibrating the touch screen ensures that the screen properly responds to your touch. The phone takes
you through the calibration procedure when it is first plugged into the network. If you feel your phone is in
need of calibrating, you can calibrate it at any time.

To calibrate your phone:

1.
2.

3.

Sign in to a CX700

On the Home Screen, press the Settings icon.
Press Calibrate Touch Screen.

Press and hold your fingertip on the center of
the target that appears.

Repeat as the target moves around.

To sign in:

1. On the phone Login screen, use the touch g .
screen to enter your sign-in name (e.g.,
cougarnetID@central.uh.edu).

2. Enter your user name (e.g., ddre cougarnetID@central.uh.edu
COUgarne”D@COUQarnet-Uh-ed U) and =M cougarnetiD@cougarnet.uh.edu
your Cougarnet password. Then touch
Sign In on the touch screen. it i

3. To keep access to your personal contacts
secure, use a fingerprint security. V|g|wle|r|tyju[ijo|p|e

4. For fingerprint security, select Use capla|s|d|f|lg|h|j|k]|!
fingerprint instead and swipe your finger = =
on the fingerprint reader until the device Shit | z | x| c|v|bn|m]|; ?
recognizes your print. 123&ii| @ | & Space o ss T = ]
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Answer a Call

To answer a call, choose one of four options:

Lift Handset.

Press Answer.

Press the Speakerphone button.
Press the Headset button.

el

Make a Call

To make a call, choose one of two options:

1. Dial a 5-digit campus extension.
2. Dial a 10-digit off-campus number.

You no longer need to use a 9 to dial off-campus.
Long distance call: a domestic number + your long-distance code.

International call: 011 + an international number + your long-distance code.
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Put a Call on Hold

To put a call on hold:

1. During a call, press Hold.

To retrieve a call from hold:

1. Press Resume.

. Rodriguez, Maricela
In acall

Elder, Scott

New Call Conference  Transfer End Call

. ' Rodriguez, Maricela
In a cal

i e

New Call Conference  Transfer End Call

TransferaCall

To transfer a call:

1. During a call, press Transfer.
2. Press a transfer option.

3. Enter anumber.

4. Press Call.

5. Hang up.

~"Rodriguez, Maricela
i +1718) 74

Transfer to Parking Lot

Transfer to Mobile Pho;e

Consult Then TransyTo

Transfer Directl
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Park a Call

Instead of putting a call on hold, you can park the call in a holding queue.

To park a call:
1. During a call, press Transfer. D s
2. Press Transfer to Parking Lot. r— Moon, Andy

PRI Call 124 to retrieve.

The call is assigned a retrieval number. A call can
be retrieved from the Parking Lot using any SFB
phone on-campus.

To retrieve a call from the Parking Lot:

New Call

1. Using any SFB phone on-campus, enter *
followed by the three-digit retrieval number
and press Call.

If you want to retrieve a call that you parked, there is no need for you to enter the retrieval number. You
can select the call on your Home screen and press Retrieve.

Escalate a Call to a Conference Call

To escalate a call to a conference call:

_ Rodriguez, Maricela T
In a call +1 (713) 743-4741

During a call, press Conference.
Press Add Someone.

Enter a number.

Press Add.

PO PE

| 3 i
L]

l  Transfer End Call

Make a Call with the Speakerphone

To make a call with the speakerphone, choose one of two options:

1. Dial the desired number, press the Speakerphone button.
2. Pressthe Speakerphone button, enter the desired number.
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Record Your Voice Mail Greeting

To record your voice mail greeting:

1. Onthe Home screen, press the Voice Mail icon. : e
2. PreSS OptlonS. M Thierry, Zachary ~ 8/17, 3:
3. Press Call Voice Mail. [ +1(832) 367-5019 8/16, 7:

M Thierry, Zachary ~ 7/31, S

‘ [] +1 (332) 367-5018 7/31

‘ EI Mautﬁner, Shari  7/25, 12:51 PM
Follow the instructions given to you over your phone | borsles, sonia 7724, 1:16PM
by the SFB assistant. '

EEEEDREE

Options

Listen to Voice Mail

If you have new voice mail messages, the number of new messages appears next to the Voice Mail icon
on your Home screen.

To listen to a voice mail message: oty o, 0672
i ] il

1. Onthe Home screen, press the Voice Mail icon. o T e B S

2. Press the voice mail message that you want to play. Sl | r11{692) 267:5019 8/16, 7:

3 Press Play 1 M Thierry, Zachary ~ 7/31, 5:
[ +1 {832) 367-5018 7/31

[] Mauthner, Shari ~ 7/25, 12:51 PM

To delete a voice mail message: [ L5 Tores izonia | 7724, 116 P

E R

Options

1. Onthe Home screen, press the Voice Mail icon.
2. Press the message that you want to delete.
3. Press Delete.

To check your voice mail from another campus phone:
1. Dial 713-743-6200.
2. Follow the prompts.

To check your voice mail from off-campus:

1. Dial 713-743-6200.
2. Follow the prompts.
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Call Log

You can view a history of incoming, outgoing, and missed calls.

To view your call log:

1. On the Home screen, press the Call Log icon. A list G Clder, 5ot 8/20, 2
of all calls (incoming, outgoing, and missed) & [ shley, Bil 8/20, 2:14 P

appears. & [ Rosanes, Mark ~ 8/20, 12:12PM

& @ ashley, Bill 8/20, 12:03 PM

& W Ashley, Bil 8/20, 11:58 AM
To sort y0ur Ca” |Og: S < Thierry, Zachary 8717, 4:41 PM

1. Press one of the Sorting buttons at the top of your
Call Log.
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