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Phone System Conversion

Information Technology is pleased to announce that we are in the process of upgrading the
University Campus Phone System starting mid-July through late August. The current phone

system will continue to be operational until our final cutover later in August.

in the next few weeks new telephones will be installed around the campus but will not be fully
operational until a final cutover date has been announced. For now, please continue to use your

original phone. More information and training material will follow soon.

If you have any questions please contact Steve Mann via email at smann@fairfield.edu.

Thank you.

Steven Mann
ITS Director of Infrastructure Services
@ Fairfield

UNIVERSITY

Fairfield University
203-450-6559
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Avaya Voice Mail

LOGGING IN FOR THE FIRST TIME

1. Press VOICE MAIL button for voice mail or dial _*17 _5555.

From outside of the office dial 203-254-5555.
2. Dial your extension number and # sign. (If calling from your extension, just press #)

3. When prompted for your password press # only, as you do not yet have a password.
4. Next, you will be prompted to enter a new password. Your new password must be at least
digits.
a. Enter your new password and # sign.
b. You will be prompted to re-enter your new password and # sign.
5. Next you will be prompted to record your name.
Press 1 to record your name (first name & last name).
Record your name then press 1.
Press 2 3 to listen to your name.
Press 21 to re-record if necessary
Press *# to approve your name.
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YOU SHOULD RECORD YOUR GREETING RIGHT AWAY

1. Press 3 to administer your greetings.
2. Press 1 to create your greeting.
3. “Enter greeting number”, Choose the appropriate greeting number (1 — 9)
4. Press 1 to record your personal greeting.
a. Record your greeting then press 1.
b. Press #to approve your greeting. Or
c. Press 2 3to listen to your greeting. Or
d. Press 2 1 to re-record.

5. YOU MUST NEXT ACTIVATE GREETING 1 FOR ALL CALLS
a. “To make greeting 1 active for ALL CALLS, Press 1.”

NOTE:

To retrieve messages from outside of the office, dial your direct dial number or
dial your extension on the main number; when you hear your greeting, dial *7 .

1. Torecord a message Press 1
2. To get your messages, Press 2
a. To Administer Greetings, Press 3
b. To Administer Personal Options {name recording, password), Press 5
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TOLISTEN TO MESSAGES

Log in to VOICE MAIL.

Press 2 to get messages.

Press 0 to listen to messages.

Press * D to delete your messages.

Press # to skip and go to the next message.

If you wish to respond to, or forward the message, Press 1 and follow instructions.
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Other Options:
Press 3 to pause

Press 5 to back up 5 seconds OR Press 6 to advance 5 seconds

Press 0 to replay from the beginning

Press **U (**8) to undelete

Press *T (*8) to transfer out of voicemail and dial an extension on the switch
Press **9 to disengage from the voicemail system
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Login 1. Record —M #i. Addiessing
Enter mailbox and Record message - 1 Enter addiess and press-#
password. — > Cancel addiess -*3
1. Ed"“"g Name/Number addriessing- *2
Start/Stop Recording - 1 Use Mailing List - *5
K Rewind - 2 Hear all addresses - *1
Activity Menu :zsla?c; 5 : Finish addressing - #
Record - 1
Get messages - 2 — glaly':a'fiié 23 #. Approve Address
Greetings -3 Ae i # Mark as private - 1
QOutgoing - 4 PpHOve- Mark as priority - 2
Petsonal - § 2. Receive g.flzheduled dglivery -3
Outcalling - 6 7 : ile a copy -
Scan-7 gtlpph:"?:?:?irarg A Include afax -5
Transfer - *8 Restat - 2 Send #
Wait - *3 - Skip to previous - *2
Directory - **6 Pause/Resume - 3
Relogin - *7 Louder - 4 T Reply
Replay header - 23 =
General | Back - 5/Restart - *5 Call sender-0
Advance - & Reply without original - 16
Help - *4 Quister - 7 Reply with original - 19
Exit - **9 Slower - 8 Forward with comment at start - 2
Wait - "W EFaster - 9 Forward with comment at end - 3

Save and skip category - *#
Save and play next - #

Play next - =4

Erase and play next - *3
[Undelete - *8)

Print fax - *1

Send another message - 4

.

0.Listen/ 1. Edit Greetings

3. Personal Greetings

Listen to greetings - 0
Create, change or delete - 1
Scanall- 2

Activate greeting - 3
Adminster call types - 4

Replay - 0
Review status - 2
Record - 1

Delete - *3
Save- #

5. Personal Options

3/4. Graelingsll:al-l Types

Mailing fists - 1
Personal directory - 2
Fax options - 3
Password - 4

Record name - 5
Address after record - 6
Acceot call answer - 7
Media preferences - 8

6. l]utcalling_

Allcalls - 1

Intenal calls - 2
External calls - 3
Engaged calls - 4

No reply calls - 5

Out of hours calls - 6
Out of service calls - 7
Default greeting calls - 8
Temporary greeting - 9

Configure Outcalling - 1
Changetimes - 2
Change numbers - 3
Tumn off - 6

Tumnon-9

7. Scan Messages

Headers and messages - 1
Headers only - 2
Messages only - 3

Print new faxes - 4

1. Mailing Lists

Create list - 1

Scan lists - 2
Review & modify - 3
Restart - *5
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Navigation

Main Menu

The following table lists the Main Menu icons used in
Avaya J139 IP Phone:

About - To display the:phone
software version.
&

General phone icons
The following table lists the icons used in Avaya J139 IP
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To access administrator
activated features.

icons  [Name
Features

Microphone is muted.

| Missed call on your phone.

| * To.access phone
' applications'such as
Contacts, Recents,-and
activate screen saver:
+ To.sign off the phone,
and to protect your
settings.

Applications

Incoming call; indicates you have
answered this call.

Outgoing call; indicates youhave

{:made thiscall.

To change your phone
settings, customize

button labels, adjust

brightness, audio
settings, assign speed
dial entries, and more.

Settings

Network To check network
Information seftings.
Administration | To access administration

Incoming call is alerting.

| Caltis active.

Call is on hold.

| Call redirection

Conference is active.

settings.

Table continues...

| Conference s on hald.

Table continues...

Er Use the Right or Léft navigation arrdw
‘.]L‘ to see more pages/screens/options.
1 Scroll left for other options. '
e
D Scroll right for other options.
Indicates that'the phone is not
connected te the Session Manager
-and is operating in “failover" mode.

Some features might not be available
orwork correctly.

I the-appearance line displays the
icon, the icon indicates that the phone
‘has encountered a failure and has
preserved the media session untit the
near.user hangs up. lcon also
indicates non-AST-mode.

The EC500 feature is on.

Indicates that the call is using.a

-wideband codec for excellent voice

quality.

Indicates a low network performance
or presence of local network issues
that might result in lower call quality.

indicates that the SLA Mon™ agent
has taken control of the phone:

Indicates that the call is being

REC recorded for SLA Mon™,
Indicates that the end to end eali is
9 secured.
4 ‘\ﬁ_ Indicates that the ringtone is off.
(R
Getting started

Entering the file server address

Use this procedure to enter the file server address if the
phone prompts. For example, when you connect the
phone to the network for the first time.




Set the file server address from the system administrator.

1. To open the Auto Provisioning screen, press one of
the following:

+ Yes: Connects to the DES server.
« No: Connects to the DHCP server.
In case of a time out, the phone selects Yes.

2. (Optional) If the DES server does not provide the file
server address, the phone queries the DHCP server
for the file server address.

3. (Optional) If the DHCP server does not provide the

file server address, the phone displays Enter the file
server address screen.

4. Press one of the following:
« Config: To enter the file server address.
» Never: To never prompt for the file server address.
» Cancel: To cancel the prompt and display the Log
Out screen.
5. In the Address field, enter the file server address.

The address can be in the form of a numerical IP
address or an alphanumeric Fully Qualified Domain
Name (FQDN).

© Tip:
To enter the dot symbol (.) in the field, press the
alphanumeric softkey to toggle to the
alphanumeric mode.

6. Press Save.
The phone restarts.

Logging in to your phone
Ensure that your administrator assigns you with the
extension and password.
1. On the Login screen in the Username field, type your
extension.
2. Press one of the following:
« Enter
* OK
o #
* Down Arrow
3. In the Password field, type your password.
4. Press one of the following:
» Enter
* OK
o#
5. To change the extension number or the password,
press Backspace.

Logging out of your phone
1. Press Main menu.
2. Scroll to Applications, and press Select.
3. Scroll to Log Out.
4, Press one of the following:
« Select
* 0K

Locking and unlocking the phone

Use this procedure to lock your phone to prevent the use
of the phone when you are away. Locking your phone
does not log you out, so you can make emergency calls
and receive calls.

* To lock the phone, press Main Menu, and select
Applications > Lock.

» To unlock the phone, press Unlock and enter the login
password.

Operations

Making a call by using the dial mode

Use this procedure to make a call without lifting the
handset or pressing Speaker.

Set the dialing made on the phone to Auto or Manual.

« If the dial mode is set to Auto, dial the required
number of digits.
The phone initiates the call when the inter digit timer

times out.
* If the dial mode is set to Manual, dial the number and
press the Call softkey.

Making a call using speed dial
Assign speed dial numbers to your contacts.

Press and hold the dial pad key assigned to the
number you want to call.

Making an emergency call

Ensure that the Emerg softkey is assigned by your
administrator.
Do one of the following:

+ On the Phone screen, press the Emerg softkey,
and again press Emerg when the phone prompts
you for confirmation.

+ Dial the emergency number by using the dial pad.

Answering a call
Use this procedure to answer a call. When you receive a
call, the phone does the following:

« Generates audio visual alerts.

« Displays the caller’s name or number.

Do one of the following:
» Lift the handset.
* Press Speaker.
* Press OK.
* Press the Answaer softkey.
* Headset

Viewing call history details
You can view following details of each cali:
« Call type (incoming, outgoing, missed)
* Name
 Extension number
* Time
* Date
« Duration
1. Press Recents.
2. (Optional) To navigate through Main menu, scroll to
the following:
a. Applications, and press Select.
b. Recents, and press Select.
3. Select the number that you want {o view.

4. Press Detalls.
The phone displays the details of the selected call.

Contacts

Adding a new contact

Use this procedure to add a contact to the phone. You can
save up to 250 contacts.
1. Press Contacts.
2. (Optional) To navigate through Main menu, scroll to
the following:
a. Applications, and press Select.
b. Contacts, and press Select.
3. Do one of the following:
« If your Contacts list is empty, press New.
« If your Contacts list is not empty, press More >
New.



4. Use the dial pad to enter the contact’s first and last
name in the corresponding fields.
- Press the number key that corresponds to the letter
or number that you want to enter.

« If the characters are on the same key, pause before
entering the next character.

- To enter a space, press 0.

« Enter the remaining letters or numbers.

« To enter a symbol, press More > Symbol. Use the
navigation arrows to highlight the symbol that you
want to enter and press Insert.

- To delete the last character, press the Bksp softkey.

5. Enter the extension.

The contact extension can include uppercase and
lowercase letters, numbers 0-9, and special symbols,
such as comma (,), plus (+), and dot (.).

6. Press Save.

Viewing the contact details

Use this procedure to view the details of a contact. You
can call, edit, or delete a contact from the Details window.

You must have at least one contact in the Contacts list.

1. Press Contacts.
2. (Optional) To navigate through Main menu, scroll to
the following:
a. Applications, and press Select.
b. Contacts, and press Select.
3. Select the contact that you want to view.
4. Press Details.

Creating a local Contacts group
1. Press Contacts.
2. (Optional) To navigate through Main menu, scroll to
the following:
a. Applications, and press Select.
b. Contacts, and press Select.
3. Press More.
4. Press Groups.
5. Press New Group.
6. In the Enter group name field, type your group name.
7. Press Save.

Adding a contact to the local group
= Ensure that your Contacts list is not empty.

« Create minimum one local group to add your
contacts.
. Press Contacts.
2. (Optional) To navigate through Main menu, scroll to
the following:
a. Applications, and press Select.
b. Contacts, and press Select.
3. Press Groups.
4. Scroll to the group you want to add a contact to, and
press Member > +Members.
5. Scroll to the contact you want to add, and press Add.
6. (Optional) To add more contacts, repeat steps 4 and
5.

-

Advanced features

Forwarding a call to another extension

Use this procedure to forward incoming calls to a specified
number.

Ensure that the feature is activated by your administrator.

1. Press Main Menu.
2. Scroll to Features, and press Select.
3. To enable Call Forward feature, scroll to one of the
following options:
* Call Fwd
« Call Forward-Busy
» Call Forward-No Answer
4. Press one of the following:
« Select
-« OK
5. In the Destination field, enter the number where you
want to forward the incoming calls.
6. Press one of the following:
» Save
*« OK
The phone generates a confirmation tone and returns
to the Features menu.
7. To disable any of the Call Forward feature, go to the
respective screen and press one of the following:
« Select
« 0K

Call forwarding to your cell phone using
EC500

Use this procedure to receive an incoming call of your
Avaya phone on your personal phone, when you are away
from your desk.

* Ensure that the feature is activated by your
administrator.

- Ensure that you administrator sets your personal
phone number as your destination number.

1. Press Main menu, and scroll to Features.
2. Press one of the following:
» Select
- OK
3. Scroll to EC500, and press one of the following:
* Select
- OK
« Corresponding line button

Setting up Automatic Callback

Use this procedure to get a notification call when your
previously unanswered extension is available to connect.
You must use this feature only when your call is
unattended by the receiver.

Ensure that the feature is activated by your administrator.

1. Press Main menu, and scroll to Features.
2. Press one of the following:
« Select
* OK
3. Scroll to Automatic Callback, and press Select.

When you end the callback call, the phone
deactivates the feature automatically.

Making a call using URI dialing

» Ensure that you have the URI of the extension
number.

« Ensure that the Edit dialing feature is enabled in your
phone.

1. Enter the number that you want to call.

Press the ABC, abe, or 123 softkey to change
between the input methods.

€ Note:

Press the Bksp softkey to delete the characters you
have entered.

2. Enter the complete URI that you want to call.
3. Press the Call softkey to make the call.

Making an unattended transfer



Use this procedure to transfer an active call without
establishing a call with the call-transfer recipient.
1. While on a call, press Transfer.
The phone displays the Enter transfer destination
screen.
2. Do one of the following:

+ Dial the number to which you want to transfer the
call.

« If the recipient’s call is on hold, press Held call.

» Call the person from the Contacts or Recents.
The first call is put on hold, and the recipient's phone
starts ringing.

3. Press Compiete.
The phone transfers the call to the selected number.

Making a precedence call by using Main
menu

1. Press Main menu.

2. Scroll to Applications, and press Select.
3. Select Call Priority.
4

. In the Precedence Selection screen, select the priority
level.

5. Enter the extension from one of the following:
« Contacts
* Recents
- Dial extension from dialpad

Viewing the Presence status of your
contacts

« Ensure that the feature is activated by the
administrator.

« Set Track Presence option to Yes when you add or
edit a contact in the Contacts list.

1. Press Contacts.

2. (Optional) To navigate through Main menu, scroll to
the following:

a. Applications, and press Select.
b. Contacts, and press Select.
3. Scroll to the required contact.

The phone displays the corresponding presence icon
of the contact.

Customization

Assigning speed dial entries

Use this procedure to assign speed dial numbers to your
contacts.

€3 Note:
You can assign up to nine speed dial numbers to the
phone numbers from your Contacts list

. Press Main menu.

. Scroll to Settings, and press Select.

. Scroll to Phone, and press Select.

. Scroll down to Assign speed dial entries, and préss
Select.

5. Scroll down to an unassigned dial entry that you want
to use for assigning a contact.

6. Press Contact.
The phone will display the Contacts list.

7. Scroll to the suitable contact, and press Select.
The phone will update the speed dial entries.

8. To assign a contact to an assigned entry, press
Replace.

9. To remove a contact from the entry, press Clear.

10. Press Save.

Enabling the Away timer

. Press Main menu.,

. Scroll to Settings, and press Select.

. Scroll to Applications, and press Select.

. Scroll to Presence Integration, and press Select.

. Scroll to Away timer, and press Change to turn on
the timer.

6. Use the Down Arrow key to go to the Away timer

value.
7. Enter the time in seconds.
8. Press Save.

Turning button clicks on and off

. Press Main menu.

. Scroll to Settings, and press Select.

. Scroll to Audio, and press Select.

. Use the Down Arrow key to go to the Button Clicks
screen.

. Press Change to tum the audio on or off.

. Press Save.

Setting the display language

1. Press Main menu.
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. Scroll to Settings, and press Select.
. Scroll to Display, and press Select.
. Scroll to Language, and press Select.

. Scroll to the language that you want to use, and press
Select.

. Press one of the following when the phone prompts
for confirmation:

« Confirm
* Cancel

The phone returns to the Display screen and the
language changes to the selected language.

Setting the Time Format

. Press Main menu.

. Scroll to Settings, and press Select.
. Scroll to Display, and press Select.

. Use the Down Arrow key to go to the Time Format
screen.

5. Press Change to select one of the following options:
* Time Format 24 Hour
» Time Format 12 Hour

6. Press Save.

oA wWN

(]

B WN =

For more information
Go to www:avaya.comisupport for latest support

information, including the user guide, administrator guide,
installation and maintenance guide, interactive document,
and software downloads.



