The University of Hong Kong
Cisco Unified IP Phone 7841 User Quick Reference
	Service Features
	   Access

	Internal Call
· Calls within HKU (Tel: 391-XXXXX only)
	
	Dial Ext No. (5 digits)

	External Call

· Local calls within Hong Kong
· International calls
· Nrenum.net international service

Calls to participating institutions overseas, details at : 
http://www.its.hku.hk/documentation/guide/telephony/ip/international-call
	
	Dial 9 + Tel. No.

[Please apply for an IDD calling card for international calls]
Dial ‘64’+’country code’ + ’area code’ + ’Tel. No.’


	Redial
	
	Press { Redial }

	Speakerphone (Hand-Free)
· On
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	( Green Light is on )

	· Off
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	Mute 

· On
	
	During a call, press [image: image3.jpg]


   ( Red Light is on)

	· Off
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	Call Hold

· Put a line on hold
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	(the 1st line button flashes green)

	· To reconnect the call
	
	{ Cancel } + { Resume }

	Call Waiting
	
	

	· To response
	
	Press the 2nd line (line button flashes red)

	Transfer   

· Transfer
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 + Ext. No. / 9 + Telephone No. + [image: image7.jpg]




	· reconnect (if the line is no answer / busy)
	
	{ Cancel} +
	{ Resume }
	

	Conference 

· set up
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 + Ext. No. / 9 + Telephone No. + [image: image9.jpg]




	· reconnect (if the line is no answer / busy)
	
	{ Cancel } +
	{ Resume }
	

	· remove a party from conference
	
	Press Details +
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	+ select a party + { Remove }

	Call Pickup

· group
	
	{ More } { PickUp } 

	Call Forward
	
	

	· set up (all calls)
	
	{Fwd All } + Ext. No. 

	
	
	(Screen shows
	[image: image11.emf]
	  & “Call forwarded to XXXXX”)

	· cancel
	
	{ Fwd OFF}

	Access Voicemail System (if entitled voicemail account)
	
	When have voicemail, message waiting lamp
 is on Red. 
	

	· Internal access
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  / Dial  7 8500
	

	· External access
	
	Dial  3917 8500
Enter Ext. No. + #
	


	Buttons / Keys
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	Service Features
	   Access

	Call Log (total stores up to 150 records)
	
	

	· dial from call log
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	Applications

	
	
	+ (1.  Call History) + select a call log record
+ { EditDial } to edit the displayed number if necessary 
+ { Dial } / lift the handset to start calling

	Abbreviated Dialing
(This feature can set up in the phone web page only)
	
	Dial the Abbreviated Dialing Code + { AbbrDial }


	Contrast
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	+  (2. User Preferences ) 

	
	
	+ {2.  Contrast } + { Up } / { Down } to adjust < 15 levels>  + { Save } to confirm

	Ring Tone
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	+   (2. User Preferences ) 

	
	
	+ (1.  Ring Tone )   +   { Up } / { Down } to change   +
+ select Ring Tone + { Play } to listen / { Set} + { Apply} to use

	Volume
	
	

	· adjust the listen volume
	
	When Handset / Speaker is in use, press 
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User guide on Cisco Unified CM user options and personal directory account (separately applied) can be found at http://www.its.hku.hk/documentation/guide/telephony/ip
For enquiry, please contact the ITS helpdesk at 3917 0123 or email to ithelp@hku.hk.
	Buttons / Keys
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Remarks: It may take longer time for the phone to startup when it is connected to the network for the first time. DO NOT disconnect the phone before the startup completes as it may damage the phone set.
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