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Using the NextOS Technology Platform 
 
Nextiva is transforming the way small businesses communicate with the 
NextOS platform. This new technology is designed to keep you one step 
ahead of the competition through the most robust, reliable communications 
platform yet. Your new Nextiva IP phone system is designed to incorporate 
the NextOS tool to make running your business easier, less costly and 
more profitable. 
 
Let’s Get Started! 
If you haven’t already, download the NextOS toolbar to your desktop. The 
NextOS toolbar allows you to control and configure your phone directly 
from your web browser. 

1. In your web browser, go to www.nextiva.com/support/ 
2. Click “Download NextOS Toolbar” under the Useful Resources 

section. 
3. Once it downloads, you can close your web browser. Locate the 

downloaded file and click to open it. 
4. Follow the instructions to navigate through the Nextiva Assistant 

Setup. 
5. Open your web browser; the phone toolbar now appears on the 

toolbar section of your web browser. 
6. Click the “Login” button on the toolbar and enter your Username and 

Password in the dialog box that pops up. Click “OK.” You are now 
logged in. 
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Anonymous Call Rejection 

What is it? 
It allows you reject calls that don’t have caller ID attached.  In other words, if the caller doesn’t 
want to introduce himself, you may choose not to receive the call. 
 
How does it work? 
When activated, all anonymous 
calls are instantly rejected, 
preventing the caller from even 
leaving a message. 
 
How do I activate it? 
This is controlled from the 
Services Toolbar.  Click the 
Services button to open the 
Services Menu Page.  
Anonymous Call Rejection should 
be selected.  If not, click 
Anonymous Call Rejection from 
the left navigation.  Click the On 
radio button, and then click the 
OK button.   
 
In addition to the Toolbar, 
Anonymous Call Rejection may also be activated from the Personal Web Portal.  First, access 
your Personal Web Portal.  For instructions on how to access it, see Personal Web Portal.   

  
 
From the Options Menu on the left hand side, select Incoming Calls, then select Anonymous 
Rejection in the upper left-hand side.   Click the On radio button to turn on the feature.  Click the 
OK button when you’re done. 
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Answer Confirmation 
 
What is it? 
If it’s important for you to separate all of your “business” voice mails messages from your 
personal voice mail messages on your mobile phone, Answer Confirmation is a feature you 
might use.  Answer Confirmation prevents your phone from sending calls to your mobile phone’s 
voice mail. 
 
If you place a mobile phone in the Simultaneous Ringing list, you may want to select Answer 
Confirmation for that phone.  This feature ensures that the mobile phone continues to behave as 
an extension, should you travel out of range of you network, your battery dies, or you shut your 
phone off intentionally.   
 
How does it work? 
Let us suppose you have set up your 
Simultaneous Ringing list to include several 
phones and your mobile phone is among them.  
You would like to give out only one number (your 
office phone) and you only want to have to check 
only one voice mail too.   
 
How do I activate it?  
To prevent your phone from sending calls to your 
mobile phone’s voice mail, check the Answer 
Confirmation box to the right of any mobile numbers within the Simultaneous Ringing list.  
Now, any time you answer a call with this feature enabled, the system will play this message: 
“Please press a digit to complete this call”.  This is how the system verifies that you are a 
person (and not a mobile phone network).  If a digit is not pressed (0 – 9), the call will not 
complete, and the caller will go to your office voice mail instead.   
 
Note: for more information on this topic, see Simultaneous Ringing. 
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Nextiva Anywhere 
 
What is it? 
Nextiva Anywhere allows you to make and receive calls from any device, at any location, with 
only one phone number, one dial plan, one voice mailbox, and a unified set of features. 

 
How does it work? 
Nextiva Anywhere is a 
means to make the 
connection between your 
mobile phone and your 
desk phone work better.  
For example, you can call 
colleagues from your 
mobile phone using your 
four-digit extension, move 
calls seamlessly from a 
desk phone to a mobile 
phone when an important 
call needs to travel with 
the user, and move a call 
from a mobile phone to a 
land-line phone so others 
can listen in on the 
speaker phone. 
 

How do I activate it? 
First, make sure that your account is set up for Nextiva Anywhere functionality by contacting 
your system administrator.   
 
Anywhere is controlled from the Features Toolbar.  Click the Nextiva Anywhere button, then 
the Configure… button to open the Menu Page.  Alternatively, you may click the Services 
button to open the Services Menu Page.  Click Nextiva Anywhere from the left navigation.   
 
To add a mobile telephone to the list, click the Add button.  Type the 10-digit telephone number 
(no spaces or dashes) and, if you choose, a description (like “Personal Cell Phone”, etc.).  
Select any other options you wish, and then click the OK button.   
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Automatic Callback 
 
What is it? 
This feature allows you to monitor a busy caller in your group and automatically establish a call 
to that person when he/she is no longer busy.   
 
How does it work? 
Imagine there is a person you’ve been trying to reach all day, but they’ve been on the phone.  
When Automatic Callback is active, the moment they hang up, a call is established. 
 
How do I activate it? 
This is controlled from the Features Toolbar.  Click the Services button to open the Services 
Menu Page.  Select Automatic Callback from the left navigation.  Click the On radio button, 

then click the OK button. 
 
Call the party you are 
trying to reach.  If you 
hear a busy signal, hang 
up.  A distinctive ring will 
be used to notify you 
when the caller is 
available. 
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Automatic Hold/Retrieve 
 
What is it? 
Automatic Hold/Retrieve (AHR) is an alternate method to Call Park.  In this scenario, there is a 
telephone extension dedicated to AHR.  When the recipient of an incoming call isn’t at their 
desk, the call may be automatically held and retrieved without having to use feature access 
codes or the Park button. 
 
How does it work? 
A receptionist might use AHR to reach users who are not at a dedicated workspace.  When a 
call needs to be transferred to one of these users, the receptionist transfers the call to one of a 
group of extensions dedicated to this purpose, and do not have telephones assigned to them.  
Then using overhead paging or text messaging, the receptionist might alert the user that a call 
was waiting.   
 
For example, let’s say Jane Jones calls XYZ Corp. looking for Sam Smith.  The Receptionist 
answers and speaks with Jane.  Jane tells the receptionist that she would like to speak with 
Sam.  The call is then placed on hold.  Jane may listen to Music On Hold while waiting. The 
Receptionist knows that Sam works in a part of the office where workers don’t have access to 
individual telephones.   
 
Since the Receptionist cannot transfer the call to Sam’s extension, he instead transfers Jane’s 
call to extension 7001, part of a group used specifically for this purpose.  The Receptionist then 
uses the overhead paging system and makes an announcement, “Sam Smith, please pick up 
line 7001”.   
 
Sam then goes to the nearest phone and dials 7001, and the call is complete.   
 
NOTE: Only one call can be automatically held at one time. 
 
How do I activate it? 
First, access your Personal Web Portal.  For instructions on how to access it, see Personal Web 
Portal.  Click Incoming Calls from the Options menu in the upper left side of the Portal.  In the 
Incoming Calls menu, click Automatic Hold/Retrieve in the top right column.  The Automatic 
Hold/Retrieve menu is displayed.   
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Click the appropriate radio button to turn the service On or Off.  You may also decide to set the 
timer for when the call will be automatically retrieved (the default is 120 seconds).   
 
When you are done, press the OK button. 
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Barge In Exempt 
 
What is it? 
This feature directly relates to Directed Call Pickup with Barge-in, a feature that allows someone 
to “barge in” to someone else’s conversation.  These features are typically used in call centers 
or in places where supervisors may need to intervene.   
 
How does it work? 
Let’s say that you managed a group that handles customer inquiries. Part of your responsibility 
might be to “listen in” to customer calls.  Directed Call Pickup with Barge-In allows you to dial a 
feature access code (usually *33) followed by the telephone extension of the call you wish to be 
included in.  When you “barge-in”, a three-way call (like a conference call) is established 
between the parties. 
 
If you wish to prevent yourself from being barged in upon, be sure your system administrator 
enables Barge-in Exempt for your extension.  If you have the Barge-in Exempt service enabled, 
another person who is using the Directed Call Pick-up with barge-in service cannot barge in on 
your calls.  
 
If a person attempts to barge-in on your call, the barge-in will be rejected and they will get a 
special tone called a “reorder tone”.  If Barge-in Exempt is disabled, then barge-in attempts are 
allowed.   
 
When Barge-in Exempt is enabled, another user cannot barge in on your calls.  The default for 
this feature is On.   
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Busy Lamp Field 
 
What is it? 
Busy Lamp Field (or BLF) allows one user to 
see/monitor the phone use of another. It is typically 
used by Administrative Assistants for ease of call 
transfer.  It is also used by call center managers to 
assist in monitoring their employees. 
 
How does it work? 
The BLF appears as a person’s name or extension 
on your phone.  When they place a call, an amber 
light illuminates by that person’s name/extension, 
letting you know that their line is busy.   
 
How do I activate it? 
First, access your Personal Web Portal.  For 
instructions on how to access it, see Personal Web 
Portal.  Click Client Applications from the Options 
menu in the upper left side of the Portal.  Under 
Client Applications, click Busy Lamp Field.  The Busy Lamp Field Menu is displayed.   
 

 
 
Select people you want to monitor by typing their name (or a portion of their name) in the search 
box.  You may create additional search criteria by clicking the plus (+) button.  You can also use 
the drop down boxes to specify the search criteria.  To make it easier, simply leave the search 
box blank, and then click Search.  All users are then displayed.   
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Select which people you’d like to monitor by clicking on them in the “Available Users” box, then 
clicking the Add> button.  They will immediately appear in the “Monitored Users” box.  You can 
change the order of how they appear by clicking the Move Up or Move Down buttons. 
 
When you are done, press the OK button.  The people you monitor will now appear on your 
telephone.   
 
To reverse the process, simply go back to your Personal Web Portal, and go back to Busy 
Lamp Field using the previous instructions.  Select those you no longer wish to monitor by 
clicking their names in the “Monitored Users” box and then click the Remove< button.  When 
you are done, press OK.    
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Call Forwarding 
 
What is it? 
This feature automatically forwards your incoming calls to a different phone number.  There are 
several versions of this service: 

• Call Forwarding Always – Always on service 
• Call Forwarding No Answer – Forwards the call after a certain set number of rings 
• Call Forwarding Busy – Forwards only when busy 
• Call Forwarding Not Reachable – Forwards calls to a different number when yours is 

unreachable  
• Call Forwarding Selective – Forwards certain calls to specific telephone numbers  
• Do Not disturb – Forwards all incoming calls to your Voice Mail.   

 
How does it work?  
Depending on which call 
forwarding service is you 
select, incoming telephone 
calls are sent somewhere 
other than your landline 
phone. 
 
How do I activate it? 
While you may activate some 
of these services on the 
phone by pressing a soft key 
(for Call Forward Always) or 
a hard button (for Do Not 
Disturb), all of them may be 
activated from the toolbar.   
  
Click the Services button to 
open the Services Menu 
Page.  Select any of the call 
forwarding selections from 
the left navigation.  Click the On radio button, and enter the 10-digit phone number (no spaces 
or dashes) if requested, then click the OK button. 
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Call Forwarding Busy 
 
What is it? 
This feature automatically forwards all of your incoming calls to a different phone number, only 
when your phone is busy. 

 
How does it work? 
When the system detects that you 
are receiving an incoming call, it will 
be delivered to your telephone, 
unless your phone is busy.  If it is, 
the call will be delivered to an 
alternate location that you have pre-
chosen. 
  
How do I activate it? 
Click the Services button to open 
the Services Menu Page.  Select 
Call forwarding Busy from the left 
navigation.  Click the On radio 
button, and enter the 10-digit phone 
number (no spaces or dashes) of 
where incoming calls should be 

forwarded to. Then click the OK button. 
 
 Once this is set up, it is not necessary to return to the 
Services menu to activate this feature.  To turn the feature on, 
click the Call Forwarding Busy icon in the toolbar.  When it is 
on, the icon will light with an orange highlight. 
 
In addition to the Toolbar, Call Forwarding Busy may also be activated from the Personal Web 
Portal.  First, access your Personal Web Portal.  For instructions on how to access it, see 
Personal Web Portal.   



	  
16	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

  
 
From the Options Menu on the left hand side, select Incoming Calls, then select Call Forwarding 
usyB in the left column.   Click the On radio button to turn on the feature.  Enter the telephone 
number you wish to forward telephone calls to when your line is busy.  Click the OK button 
when you’re done. 
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Call Forwarding Always 
 
What is it? 
This feature automatically forwards all of your incoming calls to a different phone number that 
you pre-select. 

 
How does it work? 
When the system detects that you are 
receiving an incoming call, it sends 
that call to another phone that you 
have pre-selected. 
 
How do I activate it? 
Click the Services button to open the 
Services Menu Page.  Select Call 
forwarding Always from the left 
navigation.  Click the On radio button, 
and enter the 10-digit phone number 
(no spaces or dashes) of where 
incoming calls should be forwarded 
to. Then click the OK button. 

 
 
Once this is set up, it is not necessary to return to the 
Services menu to activate this feature.  To turn the feature on, click the Call Forwarding Always 
icon in the toolbar.  When it is on, the icon will light with an orange highlight. 
 
In addition to the Toolbar, Call Forwarding Always may also be activated from the Personal Web 
Portal.  First, access your Personal Web Portal.  For instructions on how to access it, see 
Personal Web Portal.   
 
TIP: If you will have Call Forwarding on for a while, you may also want to use the Ring 
Reminder to remind you that this feature is active.   
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From the Options Menu on the left hand side, select Incoming Calls, then select Call Forwarding 
Always in the left column.   Click the On radio button to turn on the feature.  Enter the telephone 
number you wish to forward telephone calls to.  Click the OK button when you’re done. 
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Call Forwarding No Answer 
 
What is it? 
This feature automatically 
forwards all of your incoming calls 
to a different phone number if you 
have not answered it after a 
certain number of rings. 
 
How does it work? 
When the system detects that you 
are receiving an incoming call, it is 
delivered as usual unless a certain 
number of rings have expired.  If 
the call is not answered within that 
time, the call is then delivered to 
an different telephone that you 
have pre-selcted. 
 
How do I activate it? 
Click the Services button to open the Services Menu Page.  Select Call forwarding No 
Answer from the left navigation.  Click the On radio button, and enter the 10-digit phone 

number (no spaces or dashes) of where incoming calls should 
be forwarded to. Select the number of rings that should occur 
before forwarding.  Then click the OK button. 
 

Once this is set up, it is not necessary to return to the Services menu to activate this feature.  To 
turn the feature on, click the Call Forwarding No Answer icon in the toolbar.  When it is on, the 
icon will light with an orange highlight. 
 
In addition to the Toolbar, Call Forwarding No Answer may also be activated from the Personal 
Web Portal.  First, access your Personal Web Portal.  For instructions on how to access it, see 
Personal Web Portal.   
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From the Options Menu on the left hand side, select Incoming Calls, then select Call Forwarding 
No Answer in the left column.   Click the On radio button to turn on the feature.  Enter the 
telephone number you wish to forward telephone calls to, if there’s no answer.  Select the 
number of rings you want the caller to hear before forwarding, from the drop down box.  Click 
the OK button when you’re done. 
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Call Forwarding Not Reachable 
 
What is it? 
This feature forwards an incoming call to another number when the system can’t find you. 
 
How does it work? 
If your telephone gets physically disconnected, or the telephone system does not have your 
information entered correctly, the call won’t be lost; it will get forwarded to a different numbert 
hat you specify. 
 
How do I set it up? 
From your personal web portal, click Incoming Calls on the left navigation, and then click Call 
Forwarding Not Reachable. Click the On radio button, and the forwarding number to add.   
 

 
 
When you are done, click the OK button. 
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Call Forwarding Selective 
 
What is it? 
This feature forwards your certain incoming calls (that you specify) to specific phone numbers 
when certain conditions are met.  These conditions include: 

• Phone number 
• Time of day 
• Day of week  
• Caller ID is Private or Unavailable 
• Holiday 

 
When would I use it? 
Since you can be really specific as to which call goes where and when, you may want to think 
about when it’s a good time to speak with certain people and the reasons for doing so.  For 
example, you may want a call from a certain family member to only reach your home phone, 
calls from a spouse to be redirected to your mobile during lunch hours, or calls from your 
manager to go to your mobile while on your commute.  You can specify the handling of up to 12 
telephone numbers this way. 
 
NOTE:  If the incoming call does not match any of the criteria, normal call handling applies. 
 
How do I set it up? 
From your personal web portal, click Incoming Calls on the left navigation, and then click Call 
Forwarding Selective. Click the On radio button, and the forwarding number to add.  You then 
define criteria based on the incoming caller’s identity, ranges of digits, or time schedule.  
 

 
 
When you are done, click the OK button. 
 
TIP: If you will have any version of Call Forwarding on for a while, you may also want to use the 
Ring Reminder to remind you that this feature is active.   
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Call History 
 
What is it? 
A list of your last 20 missed, received, and dialed calls. 
 
How does it work? 
If you want to redial a number, find an old number, find the person who just called, etc., you can 
easily access this information.  Dialing involves a single click or press of a button. 
   
How do I activate it? 
There are two methods:  

1. Toolbar – Click the Call History icon on the toolbar. 
This opens a list of all calls missed, received, and 
dialed, plus additional data, such as the time and 
whether the call was transferred or direct dialed. To 
call any of the names on the list, simply click on the corresponding telephone number. 

 
2. Phone – On the Polycom phone, pressing the down, left, or right arrows on the 

navigation will bring up missed, received, or placed calls.  You simply need to select the 
call by highlighting it, then pressing the Dial soft key.  For more data on an individual 
call, the you can press 
the select button (the 
“check-mark” button in 
the center of the 
navigation arrows).  
This will report date, 
time and duration of 
the call.   
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Calling Line ID Delivery 
 
What is it? 
Calling Line ID (or CLID), is another name for Caller ID, a caller’s information sent to a phone.  
So when your phone rings, the CLID of the person who is trying to reach you is displayed.  For 
example, if Joe Jones tries to call you, his name and phone number is displayed on your phone.  
If Joe is someone you need to speak with, you may choose to answer it.  If Joe is a coworker, 
this is an example of Internal CLID.  If Joe doesn’t work for your company and is on a different 
telephone system, this would be an example of External CLID.     
 
Calling Line ID Delivery provides the CLID of an external or an internal caller to the user’s 
phone.   
 
How does it work? 
The delivery of Calling Line ID information to your phone is controlled by the caller’s phone 
system.  For example, if you receive a call from a mobile phone from a wireless caller, that 
caller’s wireless service provider controls what CLID information is delivered to you.  When you 
make a call, your phone system controls what your caller will see on their phone screen. 
 
How do I make changes to my Calling Line ID Delivery? 
By default, Internal Calling Line ID Delivery and External Calling Line ID Delivery are active.  

This may be changed from 
the Features Toolbar.  Click 
the Services button to 
open the Services Menu 
Page.  Select External 
Calling Line ID Delivery 
(for outside callers) or 
Internal Calling Line ID 
Delivery (for internal 
callers) from the left 
navigation.  Click the 
appropriate radio button, 
and then click the OK 
button. 
 
How do I make changes to 
my Calling Line ID? 
Within a limited scope, your 
telephone administrator 
may make changes to your 

outgoing Calling Line ID.   
 
In addition to the Toolbar, Calling Name Delivery may also be activated from the Personal Web 
Portal.  First, access your Personal Web Portal.  For instructions on how to access it, see 
Personal Web Portal.   
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From the Options Menu on the left hand side, select Incoming Calls, then select Calling Name 
Delivery in the upper left-hand side.   Click the On or Off radio buttons to enable or disable the 
features for External and Internal Calling Name Delivery.  Click the OK button when you’re 
done. 
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Calling Line ID Delivery Blocking 
 
What is it? 
Calling Line ID (or CLID), is another name for Caller ID, a caller’s information sent to a phone.  
In order to prevent others from seeing your CLID when you call them, Calling Line ID Delivery 
Blocking may be used. 
 
How does it work? 
This service blocks the user’s outgoing telephone number (and any other information) from 
being shown when calling other numbers.  NOTE: members of the user’s group can still the 
user’s number when they are called. 
 
How do I activate it? 
Click the Services button to open the Services Menu Page.  Select Calling Line ID Delivery 
Blocking from the left navigation.  Click the On radio button, and then click the OK button. 
 

 
 
TIP: Unless you want to block Calling Line ID Delivery for a long period of time, you might want 
to try the “*67” method instead.  Before you make a call where you want to block your outgoing 
CLID, type “*67” before the telephone number (for example: *67 240 555 1212).  This method 
blocks the outgoing CLID for the one call only.   
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Calling Line ID Blocking Override 
 
What is it? 
A feature that allows you to see a caller’s Calling Line ID (CLID or “Caller ID”) information when 
they call you, even if they have attempted to block you from seeing it.   
 
How does it work? 
Many telephone systems, including yours, let you block your outgoing CLID (see Calling Line ID 
Delivery Blocking).  In many cases, this is very useful.  However, there are many people who 
will not take this type of telephone call.   
 
Despite the efforts of those that attempt to block this data, it is sometimes possible to recover it 
for incoming calls.  Many feel that it is advantageous to know who is calling you, to help decide 
whether or not you want to accept the call.   
 
How do I activate it? 
First, access your Personal Web Portal.  For instructions on how to access it, see Personal Web 
Portal.  Click Incoming Calls from the Options menu in the upper left side of the Portal.  Under 
Incoming Calls, click Calling Line ID Blocking Override.  The Calling Line ID Blocking 
Override menu is displayed.   
 
 

 
 
Click the On radio button to switch the service on.  When you are done, click the OK button.  



	  
28	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

Calling Name Retrieval 
 
What is it? 
A way to have more information from your Calling Line ID.  This feature instructs your phone 
system to find the caller’s name from a database, if it’s not provided by the caller’s system.   
 
How does it work? 
Let’s say someone calls you and their telephone system does not send the caller’s name along 
with the phone number.  If Calling Name Retrieval is on, your phone system will access a 
database looking for the missing data.  If it’s there, that information will be displayed on your 
phone (and/or your computer). 
 
How do I activate it? 
First, access your Personal Web Portal.  For instructions on how to access it, see Personal Web 
Portal.  Click Incoming Calls from the Options menu in the upper left side of the Portal.  Under 
Incoming Calls, click Calling Name Retrieval.  The Calling Name Retrieval menu is displayed.   
 

 
 
Click the On radio button to switch the service on.  When you are done, click the OK button. 
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Call Notify 
 
What is it?	   
Call Notify allows you to send an email when you receive a call.  The email will contain the 
name and number of the caller (if available), when the caller matches a pre-defined criteria that 
you set. 
 
How does it work? 
Let’s suppose you receive lots of calls, but you want to send an alert to your smart phone when 
a specific person calls or, you want to create an archive of callers to later determine if you 
missed any important calls.     
 
How do I use it? 
From within the Personal Web Portal, click the Options Menu on the left hand side, select 
Incoming Calls, then select Call Notify in the left column.   In the box labeled: “Send e-mail to:” 
enter your email address.  Then click the Add button.   
. 

 
 
That opens the Call Notify Add Menu.   
 
NOTE: The criteria for each Call Notify entry can be a list of up to 12 phone numbers, a 
specified time schedule, and a specified holiday schedule. All criteria for an entry must be true 
for an e-mail to be sent (phone number, day of week, and time of day). 
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Now you will enter each criterion, one at a time.  Give your criterion a name in the “description” 
box.  Select the time that applies to when the call is received and/or the holiday using the drop 
down box.  If this criterion is for any phone number, click the OK button.  If it is for specific 
phone number(s), click the radio button in  the “Calls from” box labeled “Following phone 
numbers”.  Click any additional criteria, then enter the phone numbers in one of the 12 box(es) 
on the bottom.    
 
When you are done, click the OK button  
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Calling Number Delivery 
 
What is it?	   
Calling Number Delivery provides a caller’s phone number of an external or an internal caller to 
your phone.  
  
Calling Number is part of the Calling Line ID (or CLID), another name for Caller ID, or a caller’s 
information sent to a phone.  So when your phone rings, the CLID of the person who is trying to 
reach you is displayed.  For example, if Joe Jones tries to call you, his name and phone number 
is displayed on your phone.  If Joe is someone you need to speak with, you may choose to 
answer it.  If Joe is a coworker, this is an example of Internal CLID.  If Joe doesn’t work for your 
company and is on a different telephone system, this would be an example of External CLID.   
 
There are two parts to the CLID: the Calling Name and the Calling Number.  For more 
information, see Calling Line ID Delivery.   
 
How does it work? 
The delivery of Calling Line ID information to your phone is controlled by the caller’s phone 
system.  For example, if you receive a call from a mobile phone from a wireless caller, that 
caller’s wireless service provider controls what CLID information is delivered to you.  When you 
make a call, your phone system controls what your caller will see on their phone screen. 
 
How do I make changes to my Calling Number Delivery? 
By default, Internal Calling Number Delivery and External Calling Number Delivery are active.  
To change this, you must access the Personal Web Portal.  For instructions on how to access it, 
see Personal Web Portal.   
 

 
 
From the Options Menu on the left hand side, select Incoming Calls, then select Calling Number 
Delivery on the left-hand side.   Click the On or Off radio buttons to enable or disable the 
features for External and Internal Calling Number Delivery.  Click the OK button when you’re 
done. 



	  
32	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

Call Park 

What is it?  
Call Park is a way to place a call on hold that can be picked up anywhere in the office.  A call 
can be parked by anyone, at any extension, and then the call can be picked up from any 
extension. 
 
A similar service is Automatic Hold/Retrieve (AHR) 
 
How does it work? 
A transfer is typically used when a person answers the phone, but the call is intended for 
someone else.  Transfers are fine when the person who answers knows where the intended 
recipient is.  If they don’t, they may park the call and the intended recipient can receive their call 
from any telephone extension.    
 
NOTE: Once a call has been parked your phone is free to make and receive other calls. 
 
TIP: To use Call Park in the most effective manner possible, consider using overhead paging or 
text messaging to find the intended party. 
 
How do I use it? 
If you have a call that you need to transfer but don’t know where the recipient is, you may 
decide to park the call rather than transferring it.   

1. Press the Park soft key.  You may need to press the More soft key first to find it. 
2. Dial the extension used for parking 
3. Press the Enter soft key 

 
If the parked call is for you, do the following: 

1. Press the ParkPck soft key.  You may need to press the More soft key first to find it. 
2. Enter the extension number 
3. Press the Enter soft key 

 
NOTE: Only one call can be parked at an extension at a time.  
 
NOTE: If the parked call has not been picked up after a certain amount of time, the call will ring 
back to the phone from where it was originally parked from. 
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Call Pickup 
 
What is it? 
This feature allows you to answer someone else’s phone when it’s ringing nearby.   
 
How does it work? 
Let’s suppose a colleague's telephone is ringing, but they’ve stepped away from their desk.  
You can answer the call by picking up your own phone and then using one of the call pickup 
features, instead of walking over to the colleague’s desk. 
 
This feature is typically used in departments or workgroups, where many people may do similar 
tasks, or could answer questions for each other’s customers.    
 
How do I use it? 
To pick up a call using Call Pickup, press the designated soft key.  You may need to first press 
the More soft key to find it.   
 
NOTE: A telephone set can only pick up one call at one time.  If there are many incoming calls 
at the same time, Call Pickup will pick up the call that rang first. 
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Call Pickup and Directed Call Pickup  
 
What are they? 
All versions of Call Pickup allow you to answer someone else’s phone when it’s ringing nearby.   
 
What’s the Difference? 
Regular Call Pickup allows you to answer a ringing phone within a pre-defined zone.  For 
example, you might be able to answer any phone within your department, but you could likely 
not answer a ringing phone on a different floor.  Directed Call Pickup does the same, but you 
would specify which phone you were answering. 
 
How do they work? 
Let’s suppose a colleague's telephone is ringing, but they’ve stepped away from their desk.  
You can answer the call by picking up your own phone and then using one of the call pickup 
features, instead of walking over to the colleague’s desk. 
 
These features are typically used in departments or workgroups, where many people may do 
similar tasks, or could answer questions for each other’s customers.    
 
How do I use it? 
To pick up a call using Call Pickup, press the designated soft key.  You may need to first press 
the More soft key to find it.   
 
To pick up a call using the Directed Call Pickup, dial the Directed Call Pickup feature access 
code, (typically *97) followed by the extension of the ringing phone.  
 
NOTE: A telephone set can only pick up one call at one time.  If there are many incoming calls 
at the same time, Call Pickup will pick up the call that rang first, unless Directed Call Pickup is 
used. 
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Call Transfer 
  
What is it? 
If you have answered a call, and the caller really should be speaking with someone else, there 
are several ways to transfer the call to the correct party. 
 
How does it work? 
This feature lets you move a call to another telephone by using the transfer button and dialing 
the other phone. The transferred call is either announced (consultative) or unannounced (blind).  
Calls may also be transferred using The Toolbar. 
 
How do I activate it? 
There are two methods, transferring on the phone, and on The Toolbar: 
 
Phone method -  

1. During a call, press the Transfer button, or the Trnsfer soft key (they do the same thing) 
2. Dial the desired number (could be an extension, or an outside line) 
3. Press the Send soft key (if you dial a 10 digit number, the call continues without having 

to press the Send soft key) 
4. Announce the call (If the called party is not available, press the Cancel soft key to return 

to the original caller) 
5. Press the Transfer button, or the Trnsfer soft key 
6. The parties are now connected 

 
Toolbar method –  
When a call comes in and you answer, you may place on hold by clicking the Hold icon on the 
toolbar (The Hold icon will appear in grey).   
 

 
You then enter the second number in the Dial Number field or from Drop-down list on the 
toolbar, and then press Enter.   

 
Once the called party accepts the call, you press the Transfer icon to connect the parties. 
 

 
If the called party does not want to accept your call or they are not available, then the call may 
be ended by pressing the End icon.  To resume the original call, the user presses the Answer 
icon. 
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Call Waiting  
 
What is it? 
It is a feature that allows you to get notified of a new incoming call, even if you are already on an 
existing call – and give you the opportunity to answer the new incoming call. 
 
How does it work? 
Even though you may only have a single line assigned, you don’t want to miss a call.  Call 
Waiting provides multiple instances of the same line so while you are on the phone, it will still 
ring for the next incoming 
caller, and you can put the 
first caller on hold to answer 
it.  It’s like having many lines 
on a single line phone! 
 
How do I activate it? 
For most users, having Call 
Waiting active is the 
standard, or “default” setting.  
If it’s not active, Call Waiting 
may be toggled On or Off 
using the following method 
from the Features Toolbar.  
Click the Services button to 
open the Services Menu 
Page.  Select Call Waiting 
from the left navigation.  
Click the On radio button, 
and then click the OK button.  
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CommPilot Express 
 
What is it? 
An easy way to manage all of the features from the Services Menu, based on the way you work.  
Even when you are off-site, you can still manage these features on the web or over the phone. 
With CommPilot Express, you can manage your calls based on your schedule. This allows you 
to work efficiently without unnecessary interruption. 
 
How does it work? 
There are four different work modes or “profiles” that you configure to control your inbound calls 
automatically.   
 

• Available – In Office • Busy 
• Available – Out of Office • Unavailable 

 
Once these profiles are configured, you only need to select the one that reflects which best suits 
your status, and CommPilot does the rest. 
 

Select Available – In Office when you are at your 
desk and in normal work mode.  Available – Out of 
Office is useful for when you step out or are 
traveling on business.  Busy is useful when you 

cannot be disturbed, but don’t want to miss an important call.  Finally, select Unavailable during 
holidays or outside business hours. 
 
Although these profiles were designed for specific purposes, feel free to set them up any way 
that suites your individual 
style and way that you 
work.   
 
How do I access it? 
To get to the CommPilot 
Express menu, click the 
Services button to open 
the Services Menu Page.  
Select CommPilot 
Express from the left 
navigation.  From here, 
you can select your current 
profile (see illustration), 
and then click the OK 
button.  You can also edit 
any of the four profiles. 
 
Let’s look at each profile 
individually, so you can set 
them up the way you want. 
 
 
Available - In Office 
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The Available – In Office profile determines how incoming calls are handled when you are 
working at your desk. 

 
The first box, Also ring this phone number specifies an additional number to ring for each 
incoming call.  Calls may be answered from either this number or your main number. 
 
What should happen if you are on another call and busy?  Select one: 

• If you select If Busy: Have Voice Messaging take the call, then all of your incoming calls 
will be forwarded to your voice mail 

• If you select If Busy: Forward to this Phone Number, then all of your incoming calls will 
be forwarded to the phone number you’ve specified 

 
What should happen if you are unable to answer the phone?  Select one: 

• If you select Have Voice Messaging take the call, then all incoming calls will be sent to 
your voice mail (if you don’t answer after a set number of rings) 

• If you select Forward to this phone number, then all incoming calls are sent to the 
specific phone number (if you do not answer after a set of rings) 
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Available – Out of Office 
The Available – Out of Office profile determines how incoming calls are handled when you are 
not working at your desk, but are still able to receive calls. 

 
What should happen when a call comes in?  Select one: 

• If you select Have Voice Messaging take the call, all incoming calls will be forwarded to 
your voice mail 

• If you select Forward to this Phone Number, then all incoming calls are sent to a phone 
number you’ve specified 

 
If you’d like to get an email letting you know that a call has come in, do the following: 

1. Select Also e-mail me when a call comes in  
2. Type your email address in the correct box 
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Busy 
The busy profile determines how incoming calls are handled when you are busy. 

 
 
If you select Send all calls to Voice Messaging except calls from these Phone Numbers then all 
of your incoming calls will be forwarded to your voice mail. You can enter up to three numbers 
that will be excluded.  These numbers may be forwarded to a phone number you specify. 
 
If you’d like to get an email letting you know that a call has come in, do the following: 

1. Select Also e-mail me a notification when a Voice Message is received  
2. Type your email address in the correct box 

 
 
  



	  
41	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

Unavailable 
The Unavailable profile determines how incoming calls are handled when you are not free to 
take calls, such as during outside business hours or when on holidays  
 

 
 
If you select Send all calls to Voice Messaging except calls from these Phone Numbers, all 
incoming calls are forwarded to your voice mail. You can enter up to three numbers to be 
excluded.  Calls to these numbers are forwarded to a phone number you specify instead.  
 
To select which outgoing message callers will hear, select one: 

• No answer Greeting. This is your standard greeting you typically use daily 
• Unavailable Greeting.  This is the greeting you use when you are busy or away for 

extended period of time 
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Simultaneous Ringing 
 
What is it? 
In a typical home telephone system, many extensions may ring simultaneously when a number 
is called.  Once one extension is answered, the others stop ringing.  In the modern world, we 
may have multiple devices (with their own numbers) that ring separately.  What if they behaved 

more like your home phone 
system?  Simultaneous Ringing 
will do that for you. 
 
How does it work? 
This feature allows you to set up 
a list of up to ten (10) additional 
phone numbers that will ring 
simultaneously each time you 
receive a call.  When you answer 
any one of your devices, desk 
phone, mobile phone, home 
phone, etc., the others will stop 
ringing.  Now when you are 
traveling or away from your desk, 
you won’t have to miss an 
important call.   
 
How do I activate it? 
Like many of the services, The 

Simultaneous Ringing Dialog page may be found by pressing the Services button on the 
toolbar.  If it’s not already highlighted, click Simultaneous Ringing on the left navigation.   
 
Add the telephone numbers you wish to include 
by clicking the Add button.  You will see the 
words, “Enter a Phone Number Here” highlighted 
in blue.  Type the number (no spaces or dashes) 
and click the Add button again to complete.  
Continue to use this procedure to add additional 
phone numbers.  You may also use the Delete 
button if you make a mistake.   
 
If you’re busy on one call and you don’t want to be bothered with another call, select Don’t ring 
my Simultaneous Ring Numbers if I’m already on a call.  The Simultaneous Ringing service will 
be temporarily deactivated while you are on 
the call. 
 
If you select Ring all my Simultaneous Ring 
Numbers for all incoming calls option instead, 
the Simultaneous Ringing service will ring all the numbers in your list, regardless of whether you 
are already on a call. 
 
You may turn the service on or off by clicking the appropriate radio 
button, or by pressing the Simultaneous Ringing icon on the 
toolbar.   
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Answer Confirmation 

If you place a mobile phone in the Simultaneous Ringing list, you may want to select Answer 
Confirmation for that phone.  This feature ensures that the mobile phone behaves as an 
extension should you travel out of range of you network, your battery dies, or you shut your 
phone off intentionally.   
 
Let us suppose you have set up your 
Simultaneous Ringing list to include several 
phones and your mobile phone among them.  
You would like to give out only one number (your 
office phone) and you only want to have to check 
only one voice mail too.   
 
If your mobile phone should shut down, any call 
it receives will automatically go to your mobile’s 
voice mail.  To prevent this, check the Answer 
Confirmation box to the right of any mobile 
numbers.  Now any time you answer a call with this feature enabled, the system will play this 
message: “Please press a digit to complete this call”.  This is how the system verifies that you 
are a person (and not a mobile phone network).  If a digit is not pressed (0 – 9), the call will not 
complete, and the caller will go to your office voice mail instead.   
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Connected Line Identification Restriction 
 
What is it? 
A feature that gives you the ability to block your number from being shown to the person calling 
you.   
 
How does it work? 
Typically when someone calls you, you can see their Calling Line ID information (see Calling 
Line ID Delivery).  While not the standard, there are times when you may want outside callers to 
see your name and/or number when they call you.  A person who performs individualized 
customer service, for example.   
 
How do I change settings? 
By default, the service is on.  To change it, you must access the Personal Web Portal.  For 
instructions on how to access it, see Personal Web Portal.   
 
 

 
 
 
From the Options Menu on the left hand side, select Incoming Calls, then Connected Line 
Identification Restriction on the left-hand side.   Click the On or Off radio buttons to enable or 
disable the feature.  Click the OK button when you’re done. 
 
NOTE: Whether or not the service is on or off, members of your group can still see your number 
when they call you. You have the choice of turning it on or off for all calls and then selectively 
turning it right back on or off using the feature access codes as well. 
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Conference Calling  
 
What is it? 
Conference Calling allows you to have multiple people on a call at the same time.   
 
How does it work? 
If you need to have multiple people on a call, additional people may easily be added.  The 
number of users is only limited by what your Service provider assigns.   
 
How do I activate it? 
There are two ways to activate Conference calling: on the phone, or on the toolbar.   
 

• Phone method: Press the Conference hard button, or Conference soft key.  The 
display will read: “Conference with:”, allowing you to enter the telephone number of the 
party you wish to add to the conference.  Enter an extension, or an outside telephone 
number.  Then press the Send soft key.  To add the called party to the conference, 
press the Conference hard button, or Conference soft key, a second time.  

 
A conference call may also be “split” – that is, the parties may be spoken to individually and 
then “rejoined”.  To do this, press the Split soft key.  This places both calls separately on hold.  
To speak to one of the parties, select it with the up or down arrow keys (on the upper right), then 
press the Resume soft key.  To speak with the other party, place the caller on hold, then select 
the other party using the same method.  To drop one of the parties, select it, then press the End 
Call soft key 

 

• Toolbar method:  Place the caller on hold by pressing the Hold button.  Dial the party 
to be added from the Toolbar (you may use Dial Number, Dial Contact, Call History, or 
any of the other methods to do this).  Once they have connected, press the Conference 
button on the toolbar.    
 

 
Note:  The conference stays active until the person who originated it hangs up. If you are the 
originator, you may invite new participants to that call even if all the original participants have 
left the conference.  
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Custom Ringback User  
 
What is a “Ringback”? 
These are the tones caller hear while waiting for you to pick up the phone.  In the past, this has 
always been a “ring-like” sound, allowing callers to count the number of rings they would have to 
wait before an answer.  Eventually, someone got the bright idea to be able to change this 
sound. 
 
What are custom ringbacks? 
If the sound callers hear is changeable, why not have them customizable too?  With your new 
phone service, you can not only customize the ringbacks but you may also play specific 
ringbacks to be played to your callers, for specific calls matching your pre-defined criteria.  
 
How does it work? 
You may use this service to play a different ringback to your manager, a family member, or a 
customer.  The criteria for each entry can be a list of up to 12 phone numbers, a specified time 
schedule, and a specified holiday schedule.   
 
NOTE: All criteria for an entry must be satisfied for the ringback to be played (like phone 
number, day of week and time of day). Otherwise, the regular ringback is played to the caller, as 
if this service was not used. 
 
How do I set it up? 
Click on Incoming Calls, and then Custom Ringback User.  Click the On radio button, and 
then click OK.   
 
Once the service is on, go back to Custom Ringback User, and click Add to begin.  This 
brings up a panel with three tabs: General Setting, Initial Ringback, and Waiting Ringback.   
 
From the General Setting tab, enter a description for your first entry.  Using the dropdown 
boxes, select when you want the ringback to be played.  In the Calls from area, decide which 
phone numbers will hear your ringback. 
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From the Initial Ringback tab, click the Personal Ringback file radio button, and then find the 
sound file (or video file, for video phones) you wish to use as your ringback.  Click the Browse 
button to search your computer for the file.  When you are done, click OK.   
   

 
 
You can add additional custom ringbacks for specific callers: just go back to the Custom 
Ringback User section, and click Add again. You can do this up to 12 times.  
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Dialing from your Contacts in Microsoft Outlook 
 
What is it? 
A way to easily dial a contact within Microsoft Outlook, a personal Information management 
(PIM) program that is part of the Microsoft Office Suite.  
 
How does it work? 
Microsoft Outlook is a popular program that allows users to save contacts, much like a 
computerized version of a Rolodex.  Users can click on Contacts and view a list of contact 
names and their telephone numbers.  While it is not difficult for some to look up numbers this 
way, a growing list with many numbers for each contact can become difficult to use and hamper 
productivity.  Fortunately, your phone system provides a simple method for dialing contacts from 
within the Outlook program.   
 
How do I use it? 
Once in Microsoft Outlook, Click Contacts in the lower left hand side, 
to get to the contacts section.  Once there, highlight a contact you 
wish to call by clicking in the name in the contact.  From the Call 
Control Toolbar, Click Dial Contact, then select the number you wish 
to dial.  Your phone will now dial the number for you.   
 
NOTE: Only phone numbers you have for a contact will appear in the 
drop down field.  For example, if you don’t have a contact’s home 
number, “home” will be grayed-out in the drop-down field and not accessible. 
 

 
 
  



	  
49	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

Dialing from Search  
 
What is it? 
Group Directory is an easily accessible list of the users in your group, and other pertinent 
information about them, including their phone numbers.  The list may be viewed alphabetically, 
numerically, etc.  There is also a search function that allows you to find a contact more quickly.  
For more information, please see Group Directory.   
 
How does Search work? 
To search for a name in a long list, click the “Search” box 
to the right of the Group Directory icon in the toolbar.  
Enter the name (or part of the name) in the box, then 
press “Enter”. 
 
Clicking on the phone number of any user in the group causes your telephone to instantly dial 
that person.   
 
If you want to change the viewing order, click the column header.  For example, to view the list 
in alphabetical order, click on the word, “Name” in the column header.  For reverse-alphabetical 
order, click the column header a second time.   
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Dialing from the Toolbar 
 
What is it? 
A way to dial a telephone number by typing it in the computer rather than entering the digits on 
the phone itself. 
 
How do I use it? 
Once the toolbars have been installed on your computer, find the Dial Number box on the Call 
Control Toolbar.  Type the digits of the phone number you wish to dial, then press Enter on your 
keyboard.   
 
TIP: This process may be used for an extension, local, or long distance number.   
 
 
Step 1: Find the Dial Number box on the Toolbar  
 

 
 
Step 2: Enter the digits of the phone number you wish to dial, then press Enter 
 

 
 
 
TIP: To redial or find a previously called number, click the down arrow and select a number to 
dial from the drop down box.   
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Dialing from a vCard 
 
What is it? 
vCard is a file format standard for transferring electronic business cards. vCards are often 
attached to e-mail messages, but can also be exchanged in other ways.  
 
How does it work? 
Sometimes a business contact may send you a vCard file with their business card information 
on it.  These files have the file extension “.vcf”.  When the file is opened, Microsoft Outlook (or 
the PIM program in use) will attempt to place this information in your contacts list.   
 
How do I use this information to make telephone calls? 
There are several ways: 

1. Copy the phone number (highlight the text, click Ctrl and “C” on your keyboard).  Paste 
the number in the Dial Number box in the Toolbar (click Ctrl and “V” on your keyboard). 
Click Enter.  For more information, please see Dialing from the Toolbar. 

2. Allow the program to create a contact from the vCard, then dial from your contact using 
the following procedure: Once in Microsoft Outlook, Click Contacts in the lower left hand 
side, to get to the contacts section.  Once there, highlight a contact you wish to call by 
clicking in the name in the contact.  From the Call Control Toolbar, Click Dial Contact, 
then select the number you wish to dial.  Your phone will now dial the number for you.  
For more information, please see: Dialing from your Contacts in Microsoft Office. 
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Dialing from a Web Page 
 
What is it? 
Once the Toolbars are installed, a telephone number that appears on a web page may be 
selected and dialed directly. 
 
How does it work? 
Let’s say you’ve found a telephone number of a business you’d like to call whilst doing a web 
search.  You could type the number in your telephone keypad or copy the number and paste it 
into the toolbar.  There is a faster, easier way. 
 
How do I use it? 
Once you have found a telephone number displayed on a web page, do the following:  

1. Highlight it 
2. Right-click 
3. From the menu, select Dial. 

 

 
 

NOTE: Highlighting a telephone number that includes punctuation (such as parenthesis and 
dashes) does not effect this operation. 
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Directed Call Pickup  
 
What is it? 
This feature allows you to answer a specific coworker’s telephone when it’s ringing nearby.   
For standard Call Pickup, see: Call Pickup 
For the difference between Standard and Directed Call Pickup, see: Call Pickup and Directed 
Call Pickup 
 
How does it work? 
Let’s suppose a colleague's telephone is ringing, but they’ve stepped away from their desk.  
You can answer the call by picking up your own phone and then dial a feature access code plus 
the extension you wish to answer, instead of walking over to their desk. 
 
This feature is typically used in departments or workgroups, where many people may do similar 
tasks, or could answer questions for each other’s customers.    
 
How do I use it? 
To pick up a call using the Directed Call Pickup, dial the Directed Call Pickup feature access 
code, (typically *97) followed by the extension of the ringing phone.  
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Directed Call Pickup with Barge-in 
 
What is it? 
This feature allows you to “Barge in” to someone else’s conversation.  It is typically used in call 
centers or in places where supervisors may need to intervene. 
 
How does it work? 
Let’s say you managed a group that handles customer inquiries. Part of your responsibility 
might be to “listen in” to customer calls.  Directed Call Pickup with Barge-In allows you to dial a 
feature access code (usually *33) followed by the telephone extension of the call you wish to be 
included in.  When you “barge-in”, a three-way call (like a conference call) is established 
between the parties. 
 
How do I do it? 
First, be sure your system administrator has provisioned you for this service.  When you are 
ready to barge in, pick up your receiver or press the New Call soft key.  Dial the correct feature 
access code, provided by your system administrator (typically *33), followed by the extension 
who’s conversation you wish to be a part of.  The internal caller will hear a warning tone, telling 
them you are barging in (their caller will not hear the tone).     
 
TIP: You may wish to press the Mute button on your phone before you are connected to the 
call, so the outside caller will not know they are being listened to. 
 

How do I prevent being barged in upon? 
Be sure your system administrator enables Barge-in Exempt for your extension.  When this is 
enabled, another user cannot barge in on their calls.  The default for this feature is On.   
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Do Not Disturb 
 
What is it? 
This feature automatically forwards all of your incoming calls to your voice mail (if no voice mail 
service is configured, the caller will hear a busy tone instead). 

 
How does it work? 
If you don’t want to be disturbed, you 
can send all of your incoming calls to 
your voice mail.  The caller hears no 
rings, just your voice mail message.   
 
How do I activate it? 
There are three ways:  
 

1. Services Menu – Click the 
Services button to open the 
Services Menu Page.  Select Do Not 
Disturb from the left navigation.  
Click the On radio button, then click 
the OK button. 
 

2. Toolbar – Once this is set up, it is not necessary to 
return to the Services menu to activate this feature.  
To turn the feature on, click the Do Not disturb icon in 
the toolbar.  When it is on, the icon will light with an 
orange highlight. 

 
3. Phone – This feature may also be activated simply by pressing the Do Not Disturb 

Button on the Polycom phone 
	  
TIP: If you’ve had Do Not Disturb on for a while, you may also want to use the Ring Reminder to 
remind you that this feature is active.   
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Greeting Only Mailbox 
 
What is it? 
There are situations where callers are directed to a number to get information from a recorded 
message.  Greeting Only Mailbox is the Voice Messaging feature that allows callers to only 
receive a greeting, but disable their ability to leave a message.  
	  
How does it work? 
Greeting Only Mailbox gives you additional specific tools to control what happens to callers in 
your Voice Messaging System.  
 

 
 
How do I activate it? 
From The Toolbar, click the Services button.  Select Greeting Only Mailbox from the left 
navigation.   
 
To turn off your phone’s ability to record a message, click the check box to the left of Disable 
Message Deposit.  Using the radio buttons, select either Disconnect Call After Greeting or 
Forward Call After Greeting to: and enter a phone number in the box provided (remember, no 
spaces or dashes).              



	  
57	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

Group Directory 
 
What is it? 
An easily accessible list of the users in your group, and other pertinent information about them, 
including their phone numbers.  The list may be viewed alphabetically, numerically, etc.   
 
How does it work? 
Clicking on the phone number of any user in the group causes your telephone to instantly dial 
that person.   
 
How do I activate it? 
Click the Group Directory icon on the toolbar to open the list 
(it’s the one that looks like a person wearing a blue shirt, with 
another person behind in an orange shirt).  That will bring up 
the Group Directory: 
 

 
Simply click any telephone number or extension to dial.   
 
If you want to change the viewing order, click the column header.  For example, to view the list 
in alphabetical order, click on the word, “Name” in the column header.  For reverse-alphabetical 
order, click the column header a second time.   
 
To search for a name in a long list, click the “Search” box to 
the right of the Group Directory icon in the toolbar.  Enter 
the name (or part of the name) in the box, then press 
“Enter”.  To learn more, please see Dialing from Search. 
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Hunt Groups 
 
What are they? 
Hunt groups allow a caller to automatically find an available (i.e. “not busy”) agent from amongst 
a group of extensions. Each extension will be tried in order until a “free” extension is reached. 
Extensions will be skipped if the person is currently on the phone or has marked their extension 
as “blocked” from hunting. 
 
How does it work? 
Depending on how the hunt group is set up, the incoming call will “hunt” for an available agent.  
There are several ways to set these up: 
 

• Regular – rings each user in the order they appear on the user list 

 
 

• Circular – notes the last user to answer a call, and then rings the next user on the user 
list 

 
 

• Simultaneous – Rings all users at once 
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• Uniform – Rings the user that has been idle the longest 

 
 
 
How do I set them up? 
In most cases, they will need to be set up by your administrator. 
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Music on Hold 
 
What is it? 
A feature that plays audio when a caller has been placed on hold. 
 
How does it work? 
Once a caller has been placed on hold (either by pressing the Hold button, Hold soft key, or is 
in the process of being transferred), the selected audio will be heard by the caller.   
 
How do I activate it? 
Whether or not you have Music on Hold is determined by your administrator.  They can turn 
this feature on or off (music or silence) but will likely not be able to choose individual selections.  
In other words, you may elect to have Music on Hold or not, but only your administrator will be 
able to choose what is played. 
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Passwords 
 
What are they? 
Just as you would set a password for any secure website, you need a password for your 
Personal Web Portal.   
 
How does it work? 
Depending on your system, you may be required to change passwords periodically.  
Regardless, you may change your password any time you wish.   
 
How do I use it? 
First, access your Personal Web Portal.  For instructions on how to access, see Personal Web 
Portal.  Profile will be the default page.  Click on Password on the left hand side.  That will bring 
up the Password Menu. 
 

 
 
Select which type of password you wish to reset.  Enter your current password, then the new 
password.  Re-type the new password in the 3rd box to confirm.  When you are done, click the 
OK button.    
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Personal Directory 
 
What is it? 
A list of your personal contacts and their telephone numbers 
 
How does it work?  
Clicking on the phone number of any user in the directory causes your telephone to instantly 
dial that person.   
 
How do I activate it? 
Click the Personal Directory icon on th e toolbar to open the list (it’s 
the one that looks like a person wearing a green shirt).  That will 
bring up the Personal Directory: 
 

 
Simply click any telephone number or extension to dial.   
 
If you want to change the viewing order, click the column header.  For example, to view the list 
in alphabetical order, click on the word, “Name” in the column header.  For reverse-alphabetical 
order, click the column header a second time. 
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Personal Web Portal 
 
What is it? 
The Personal Web Portal is a website that provides you access to all of your telephone system’s 
features and services in one convenient place.  For each service that you have access to, you 
may view, configure, activate and deactivate them.   
 
How does it work? 
Each user on the telephone system is provided with a secure Personal Web Portal.  The Portal 
is accessible from any web browser, and provides users with: 

• A view of all the services they have access to, both on an individual and a group level 
• A listing of all relevant Feature Access Codes 
• Help for each service 

 
Some features are accessible through other means, like the Toolbar or the Call Manager.  Many 
are only accessible through the Web Portal.   
 
How do I use It? 
There are several ways to access the Web Portal: One of the more common ways includes a 
custom URL provided by your Service provider.  Once you open your browser and direct it to 
the appropriate URL, you will be asked for your username and password.   
 

Another way to access to Web Portal is by clicking the 
Web Portal icon from the Toolbar.  If you are already 
logged into the Toolbar, you will not be asked for a user 
name and password. 

 
NOTE: The Personal Web Portal Icon only appears in the toolbars associated with web 
browsers.  It does not appear in the Outlook version of the Toolbar.   
 
Once you are logged into the Toolbar, you are greeted with the profile page, along with a 
clickable list of options on the left hand side.  With each option you may select, a page listing all 
available options (with a description of each) is presented.   
 
The first column provides “basic” tools, while the second column allows more “advanced” 
applications.  This is true throughout the all the options you may select on the left hand side.   
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Pre-alerting Announcement 
 
What is it? 
A feature that allows you to play an announcement to an incoming caller before their call is put 
through to you.   
 
How does it work? 
Once certain types of calls are identified, an pre-recorded announcement is played to the caller.  
When it has finished playing, the system allows your telephone to ring.   
 
Why would I use it? 
Let’s suppose you dealt with customers and wanted to give attention as quickly as possible.  
Certain times of the day may be much busier, where you could not provide the level of service 
you would normally want to.  You could play a greeting stating that it was a particularly busy 
time of day and suggesting a later call back time.  Or perhaps it’s a holiday and you want to give 
a special holiday greeting before sending the call through. Maybe your job is to give information 
to callers and a large majority ask similar questions, so you could provide the answer before 
they speak to you.      
 
Which types of calls hear the message? 
Specific telephone numbers (up to 12), or calls that meet a criteria (like a time of day, or day of 
the week), or everyone.  
 
How do I activate the service? 
First, access your Personal Web Portal.  For instructions on how to access it, see Personal Web 
Portal.  Click Incoming Calls from the Options menu in the upper left side of the Portal.  In the 
Incoming Calls menu, click Pre-alerting Announcement in the right column.  The Pre-alerting 
Announcement menu is displayed.   
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First, click the On radio button to turn the service on.  Then decide where the announcement is 
coming from.  It may be a system greeting, a greeting from a website (URL), or your own 
greeting.  If it is your own, click the Browse button and search for it.   
 
If you are playing a video greeting for a video telephone system, you would use the same 
instructions, but under Video Settings.    
 
Either before or after turning the service on, you must create a set of criteria for when the 
announcement will be played.  To do this, click the Add button.  The following menu is 
displayed: 
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Since you can create multiple criteria, you need to name each one.  This information goes in the 
“Description” field.  Using the drop down boxes, select the time schedule and holiday schedule 
for the criteria.   
 
It the criteria is for all callers, click the OK button. If it is for specific callers, Click the radio button 
next to “Following phone numbers:” Select if it is for private numbers, unavailable numbers, or 
specific phone numbers.  If it’s for individual phone numbers, enter each one in the provided 
fields (up to 12).   Click OK when you are done.  
 
To enter another set of criteria, press the Add button again in the Pre-alerting Announcement 
menu and repeat the above steps. 
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Priority Alert 
 
What is it? 
Priority Alert is a service that can make your phone ring differently depending on specific callers, 
time of day and/ or holiday schedules.  
 
Why would I use it? 
Let’s say you wanted to know when a specific person calls, such as your manager or spouse.  
Perhaps you would like to easily tell when a call is from inside your group or outside your group. 
The criteria for each Priority Alert entry can be a list of up to 12 phone numbers or digit patterns, 
a specified time schedule, and a specified holiday schedule.  
 
How do I use it? 
First, access your Personal Web Portal.  For instructions on how to access, see Personal Web 
Portal.  Click Incoming Calls in the left hand navigation.  Click on Priority Alert on the right 
hand side. 
 

 
 
First, click the Add button to open Priority Alert Add.  From here you can create a priority alert 
entry.  In the Description box, give your alert a name.  Select a time schedule and/or a holiday 
schedule from the appropriate drop down boxes.   
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In the Calls from section, select whether this alert will be for any calls or not. If not, select if the 
alert is from any private number and/or any available number by clicking the appropriate boxes.  
If it is for specific phone numbers, type them in the provided boxes (you may select up to 12 
numbers).  When you are done, click OK.     
 
To add additional alerts, click the Add button and follow the instructions above.   
 
To activate the alert(s), select the alert by clicking the box(s) beneath Active. Then click OK.     
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Privacy Settings 
 
What is it? 
This is a way to keep certain users from seeing your personal information.  For example, if you 
were a company executive, you may not want your phone number accessible by a caller using 
the Auto Attendant. 
 
How do I use it? 
First, access your Personal Web Portal.  For instructions on how to access, see Personal Web 
Portal.  Profile will be the default page.  Click on Privacy on the right hand side. 
 

 
  
Select which privacy choices suit you (i.e. where you want your personal information blocked 
from).   There are four options: 
Enable Directory Privacy – removes your information from the online directory 
Enable Auto Attendant Extension Dialing 
Privacy – removes your extension from the 
Auto Attendant, but still allows your name 
Enable Auto Attendant Name Dialing 
Privacy – removes your name from the Auto 
Attendant, but still allows callers to dial your 
extension 
Enable Phone Status Privacy – prevents 
other users to see your status if they create a 
Busy Lamp Field for you 
You may select any combination of these choices.  You may also create a list of users that are 
exempt from these settings.   
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To do this, enter a user’s name in the Search Criteria box.  To make this task easier, you may 
use the drop-down boxes to narrow your search.  You may also search with multiple criteria or 
none. 
 
TIP: If you’d rather search from the entire list of users, leave the field blank and then click the 
Search button.  All users will be displayed.	  
 
Select which people you’d like to monitor by clicking on them in the “Available Users” box, then 
clicking the Add> button.  They will immediately appear in the “Assigned Users” box.  You can 
change the order of how they appear by clicking the Move Up or Move Down buttons.  When 
you are done, press the OK button.   
 
To reverse the process, simply go back to your Personal Web Portal, and go back to Privacy 
using the previous instructions.  Select those you no longer wish to exempt by clicking their 
names in the “Assigned Users” box and then click the Remove< button.  When you are done, 
press OK.    
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Profile 
 
What is it? 
An area within your Personal Web Portal that allows you to display and configure your profile 
information such as your name, address, department, etc. 
 
How do I use it? 
First, access your Personal Web Portal.  For instructions on how to access, see Personal Web 
Portal.  Profile will be the default page.  Click on Profile in the upper left hand side. 
 

 
Once in the Profile area, you can view and maintain your profile information.  The information 
displayed indicates your primary phone number, extension, and device(s) that you use for 
handling calls.  By filling in additional information in the correct sections allows your mobile 
phone, pager, and other information to be visible to other group members in the group phone 
list.  
 
NOTE: Some of this information can only be modified by your administrator. 
 
  



	  
73	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

Push to Talk 
 
What is it? 
A service that allows you to set up intercom-like functionality between you and others you speak 
with regularly on your phone system.   
 
How does it work? 
Once it is set up, Push to Talk (PTT) allows you to create a call between you and a person you 
speak with regularly, simply by pressing a soft key.   
	  
To use PTT: 

1. Press the PTT soft key 
2. On the PTT menu, enter the extension you wish to speak with 
3. Press the Enter soft key 
4. Start Talking 

 
To send a PTT Broadcast: 

1. Press the Talk soft key and select a channel to broadcast on 
2. From the list of people to message, select the Boss 
3. Press and hold the Talk soft key (you need to press the Talk soft key throughout the 

entire broadcast).  You’ll hear a ‘transmitting’ beep, and then the phone displays the 
“channel” you are using 

4. Start talking 
 
How do I activate it? 
First, access your Personal Web Portal.  For instructions on how to access it, see Personal Web 
Portal.  Click Call Control from the Options menu in the upper left side of the Portal.  Under Call 
Control, click Push to Talk.  The Push to Talk Menu is displayed.   
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Select the appropriate controls in the radio buttons:  
Auto Answer – allows you to begin speaking, without having to press any buttons, when called 
via PTT 
Outgoing Connection Type – If One-Way, the recipient of the call can only listen and not 
speak with you.  Otherwise, select Two-Way. 
Access List – This is the list of users you wish to either include or exclude.   Select which type 
of list you’d prefer, and then build the list: 
 
Select people by typing their name (or a portion of their name) in the search box.  You may 
create additional search criteria by clicking the plus (+) button.  You can also use the drop down 
boxes to specify the search criteria.  To make it easier, simply leave the search box blank, and 
then click Search.  All users are then displayed.   
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Select which people you’d like to add to your list by clicking on them in the “Available Users” 
box, then clicking the Add> button.  They will immediately appear in the “Selected Users” box.  
You can change the order of how they appear by clicking the Move Up or Move Down buttons. 
 
When you are done, press the OK button.   
 
To reverse the process, simply go back to your Personal Web Portal, and go back to Push to 
Talk using the previous instructions.  Select those you no longer wish to monitor by clicking their 
names in the “Selected Users” box and then click the Remove< button.  When you are done, 
press OK.    
  



	  
76	  (800)	  983-‐4289	   Nextiva.com	   	  	  	  	  	  	  support@nextiva.com	  

	  

Ring Reminder 
 
What is it? 
This reminds you that another feature is still on, so you don’t forget to reset things when you are 
done using them.    
 
How does it work?  
If you use a feature like Call Forwarding or Do Not Disturb, sometimes it’s easy to forget that 
you turned these features on.  For example, let’s say you forwarded your calls to a different 
office for a few days, and now you’ve returned to your own desk.  You may have forgotten that 
you turned on Call Forwarding.  If you had turned on Ring Reminder when you first activated the 
Call Forwarding feature, a small “chirp” sound would play every few minutes to remind you that 
a major feature is still active.    
 

 
	  
How do I activate it? 
Click the Services button to open the Services Menu Page.  Select Call Forwarding Always or 
Do Not Disturb from the left navigation.  When either of these features are active, Click the box 
next to “Play Ring Reminder when a call is Forwarded”, and then click the OK button. 
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Remote Office 
 
What is it? 
When you are working from another location (ex: traveling, home, etc.) you may want your 
phone service to work the way you do.  Remote Office gives you that flexibility. 
 
How does it work? 
The Remote Office service allows you to substitute a different phone number, such as mobile, 
home, or hotel phone, as your office phone number.  Think of Remote Office as two way call 
forwarding; not only can you receive calls as if you were in the office, but you can make calls as 

well.  All the calls you make 
will display your office 
caller ID to the people who 
receive your calls.   
 
How do I activate it? 
Click the Services button 
to open the Services Menu 
Page.  Select Remote 
Office from the left 
navigation.  Click the On 
radio button, and enter the 
phone number of where 
you are working from 
(remember, no spaces or 
dashes).  Then click the 
OK button. 
   
Once you have set this up, 
simply press the Remote 

Office icon on the toolbar to activate this feature in the future.  The button is highlighted when its 
turned on. 
 
If Remote Office is not configured when you use this icon, the toolbar 
opens the Services dialog to the Remote Office page so you can 
configure the service.  
 
Once you have the service set correctly, office calls will now be forwarded to the number you’ve 
entered.  To make a call with Remote Office, dial using The Toolbar, Call History, Personal 
Directory, Group Directory, contact list, etc.   
 
Note:  Voicemail will be left on the device that answers the call first.  Also, your desk phone will 
not ring while Remote Office is turned on. 
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Shared Call Appearance 
 
What is it?  
Shared call Appearance (SCA) provides the ability to show a person’s extension on one or more 
phones.  It is typically used by administrative assistants to monitor and even answer their boss’ 
line.   
 
How does it work? 
An executive secretary may have one or more SCAs enabled 
to see where one or many “boss” lines are in use.  It gives 
the user the ability to monitor and even answer another 
person’s line.   
 
It may also be used to show the main incoming line on more 
than one phone so that it can be answered from multiple 
locations. 
 
As mentioned, the SCA allows more than one handset to 
share a line.  While a user can answer another’s line, the call 
cannot be transferred back to the line owner’s phone.  A 
phone line cannot be transferred to itself.  In other words, you 
can’t transfer a call to the same line; you must transfer to a 
different line.   
 
If the ability to transfer is more important than the other benefits of the SCA, consider using a 
Busy Lamp Field instead.   
 
How do I activate it? 
This feature must be activated by your system administrator. 
 
 
 
 
. 
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Simultaneous Ringing 
 
What is it? 
In a typical home telephone system, many extensions may ring simultaneously when a number 
is called.  Once one extension is answered, the others stop ringing.  In the modern world, we 
may have multiple devices (with their own numbers) that ring separately.  What if they behaved 

more like your home phone 
system?  Simultaneous 
Ringing will do that for you. 
 
How does it work? 
This feature allows you to set 
up a list of up to ten (10) 
additional phone numbers that 
will ring simultaneously each 
time you receive a call.  When 
you answer any one of your 
devices, desk phone, mobile 
phone, home phone, etc., the 
others will stop ringing.  Now 
when you are traveling or away 
from your desk, you won’t have 
to miss an important call.   
 
How do I activate it? 

Like many of the services, The Simultaneous Ringing Dialog page may be found by pressing 
the Services button on the toolbar.  If it’s not already highlighted, click Simultaneous Ringing 
on the left navigation.   
 
Add the telephone numbers you wish to include 
by clicking the Add button.  You will see the 
words, “Enter a Phone Number Here” highlighted 
in blue.  Type the number (no spaces or dashes) 
and click the Add button again to complete.  
Continue to use this procedure to add additional 
phone numbers.  You may also use the Delete 
button if you make a mistake.   
 
If you’re busy on one call and you don’t want to be bothered with another call, select Don’t ring 
my Simultaneous Ring Numbers if I’m already on a call.  The Simultaneous Ringing service will 
be temporarily deactivated while you are on 
the call. 
 
If you select Ring all my Simultaneous Ring 
Numbers for all incoming calls option instead, 
the Simultaneous Ringing service will ring all the numbers in your list, regardless of whether you 
are already on a call. 
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You may turn the service on or off by clicking the appropriate radio 
button, or by pressing the Simultaneous Ringing icon on the 
toolbar.   
 
Answer Confirmation 
If you place a mobile phone in the Simultaneous Ringing list, you may want to select Answer 
Confirmation for that phone.  This feature ensures that the mobile phone behaves as an 
extension should you travel out of range of you network, your battery dies, or you shut your 
phone off intentionally.  For more information, see Answer Confirmation 
 
Let us suppose you have set up your 
Simultaneous Ringing list to include several 
phones and your mobile phone among them.  
You would like to give out only one number (your 
office phone) and you only want to have to check 
only one voice mail too.   
 
If your mobile phone should shut down, any call 
it receives will automatically go to your mobile’s 
voice mail.  To prevent this, check the Answer 
Confirmation box to the right of any mobile 
numbers.  Now any time you answer a call with this feature enabled, the system will play this 
message: “Please press a digit to complete this call”.  This is how the system verifies that you 
are a person (and not a mobile phone network).  If a digit is not pressed (0 – 9), the call will not 
complete, and the caller will go to your office voice mail instead.   
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Speed Dialing 
 
What is it? 
It is a function or a set of functions available on many telephone systems, allowing you to place 
a call by pressing a reduced number of keys, instead of the entire phone number.  This function 
is particularly useful for people who dial certain numbers on a regular basis.   
 
On your phone system, there are several methods of programming and using speed dial: 

• Speed Dial 8 
• Speed Dial 100 
• Speed dialing on the phone 
• Speed Dial Directory 
• Dial From Outlook  
• Dial from Business Communicator 

 
Any one or a combination of these services may be used.   
 
What’s the difference? 
Each one of the Speed Dial services performs a specific function: 
 
Speed Dial 8 – Makes eight different speed dialed numbers available with the push of a single 
number key.  This can be programmed on the phone or on line, using the Web Portal. 
Speed Dial 100 – For those users that need more than eight speed dials, Speed Dial 100 
allows up to 100 numbers the user may program, either online using the Web Portal or the 
telephone.  The user accesses these by pressing the pound key (#) and then the Two-number 
assignment. 
Speed dialing on the phone – The Polycom phone set 
allows any unused line button to double as a speed dial 
key.  This is very useful as it displays a name that you 
choose that is associated with the telephone number 
Speed Dial Directory – An online directory of clickable 
telephone numbers, available from your tool bar. 
Dial from Outlook – The toolbar makes it easy to use 
Outlook contacts as a speed dial.  Simply click on the name 
of the person you want to call, and then click Dial Contact 
from the Toolbar.   
Dial from Business Communicator – If you have 
Business Communicator installed, all of your contacts that 
you text message are also dial-able with a single click. 
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Speed Dial 8 
 
What is it? 
Speed Dial 8 allows you to set up to eight frequently dialed phone numbers that can be called 
with a single button press. You can then use the single digit instead of the full numbers to place 
calls.  
 
TIP: In addition to phone numbers, Speed Dial 8 may be used to dial long strings of digits that 
are used as part of phone numbers (such as country codes, feature access codes, area codes, 
etc.). 
 
How does it work? 
This single-digit code is referred to as a Speed Code. Speed Codes can dial from 2 to 30 digits 
or special characters (like “,” and “*”) with a single number press.  
 
How do I use it? 
There are two methods to program speed codes: through the Personal Web Portal or by dialing 
a feature access code. 
 

Web Portal: 
Log into the Web Portal, click on Outgoing Calls and then Speed Dial 8. Enter the telephone 
numbers and names in the corresponding boxes, and then click Apply. 
 
TIP: You may wish to print a copy for your reference. 
 
Feature Access Code: 
From the phone, dial *74, then dial a single digit from 2-9 that will represent the "speed dial 
assignment", then dial your number to be saved, then press #.  So if you wanted speed dial 2 to 
be your home number (203 555 2222), the whole thing should look like this: *74 2 203 555 2222 
#.  If you did it correctly, you will hear three short beeps and then a regular dial tone. 
 
Once you have programmed the number(s), dialing is simply a matter of pressing the correct 
digit (The "speed dial assigned number" between 2-9) then pressing the Send or Dial soft key. 
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Speed Dial 100 
 
What is it? 
Speed Dial 100 lets you assign speed dial to the 100 numbers you call most.  
 
How does it work? 
Once you set up the service, simply dial the pound sign (#) plus two digits.  
 
How do I use it? 
There are two methods to program the service: through the Personal Web Portal or through the 
telephone key pad. 
 
Web Portal method: 
Log into the Web Portal, click on Outgoing Calls and then Speed Dial 100.  Then click Add. 
 

 
 

Select the two digit Speed Code 100 you wish to use from the drop-down box (00 – 99).  Enter a 
Description and Phone Number in the appropriate boxes.  
  

 
 
When you are done, click OK.  Continue this process until you’ve added all the phone numbers 
you want on Speed Dial 100. 
 
TIP: You may wish to print a copy for your reference.  
 
Phone Method: 
From your phone, dial *75, then dial a two digit Speed Dial 100 code (00 – 99) that you want to 
set up for speed dialing, then dial the telephone number you want to save.  When you are done, 
press the Pound Sign (#).  So if you wanted speed dial 02 to be your home number (203 555 
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2222), the whole thing should look like this: *75 02 203 555 2222 #.  If you did it correctly, you 
will hear three short beeps and then a regular dial tone. 
 
Once you have programmed the number(s), dialing is simply a matter of pressing the pound key 
(#) plus the two-digit Speed Dial 100 code 
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Speed Dial (phone) 
 
What is it? 
An easy way to dial the numbers you call most often. 
 
How does it work? 
Once you know the numbers you call most often, you can assign them a button on your 
Polycom phone.  Pressing the button eliminates the need to do anything else.  Just press, and 
you are dialing. 
 
How do I activate it? 
On the phone, there are up to six (6) line buttons.  Select any of the unused buttons.  Press and 
hold to open the Add To Directory (A/Ascii) menu.  
 
NOTE: This can only be accomplished if there are unused line buttons the phone.  If additional 
buttons are needed, an expansion module (a.k.a. side car) may be available for your phone 
 
Using the Keypad, Enter the First Name of the contact for the Speed Dial. Each number on the 
keypad (2 – 0) corresponds to letters.  For example, to type the letter “A”, the user would press 
the “2” key.  To type the letter “B”, the user would press the 2 key twice, and so on. To toggle 
between a capital and lower-case letter, you would press the 2nd soft key, labeled 1/A/a.   

 

 
 

Once the first name is entered, press the down arrow ( ) navigation key and repeat the 
process to enter a last name. 

 
Once the last name is entered, press the down arrow key and repeat the process again, this 
time for the contact’s telephone number. Enter the number without spaces or dashes 
The number may be an extension or a 10 digit external number.   

 
When complete, press the Save soft key or Select ( ) navigation button. 
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Deleting a Speed Dial entry 
You may at some point, choose to remove speed dials from your phone.  Here’s how: Press the 
Directories button (on the left-hand side of the phone) to open the Directories menu.  
Directories will appear at the top of the screen with two choices, 1. Contact Directory.... and 2. 
Call Lists....  Select Contact Directory (or press 1 on the number pad).  A list of your directory 
items will be displayed.  Navigate to the desired entry by using the up or down arrows at the top 
right of the phone.  As the cursor moves, the selected item will be highlighted 

 
Once you’ve highlighted the correct item, press the Delete soft key. 
 
NOTE: Depending on the way your phone was programmed, the Delete soft key may not be in 
the viewable soft key menu.  If you don’t see it, press the More soft key until you do. 
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Speed Dial Directory 
 
What is it? 
In addition to any speed dial functionality available on your phone, your phone system also 
gives you the ability to access a group of phone numbers that are easily available to you. 
 
How does it work? 
First, you must provide a list of names and numbers you wish to appear on your speed dial 
directory to your administrator.  
 

 
 
Once accessed, the list is “clickable”.  Simply click any of the telephone numbers and the 
system causes your phone to dial. 
 
How do I activate it? 
Click on the Speed Dial icon (the one that looks like a clock) in the 
toolbar.  That opens the Speed Dial Directory.  From here, click on 
any of your speed dials, and your system automatically rings the 
party. 
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Third-Party Voice Mail Support 
 
What is it? 
Third-Party Voice Mail Support lets you to specify how to handle your voice messages.  
 
How does it work? 
You can choose to send busy and/or unanswered calls directly to your voice mail, as well as the 
number of rings you want your callers to hear before their call is considered unanswered. 
 
How is it activated? 

1. Check with your system administrator to be sure Voice Messaging is enabled, and that 
you have the default password.  

 
Setting up Voice Messaging: 
To access Voice Messaging for the first time, press the Messages button on your 
phone.  Once in the Message Center, press the Connect soft key.   
 
The system will ask you for your initial pass code, followed by the pound key (#) (This 
code should be supplied by your administrator).  Once you enter it, the system will ask 
you for a new pass code, again followed by the pound key.  It will ask you to enter your 
pass code a second time to confirm.   
 
The system will then ask you to record your first and last names, followed by the pound 
key.  Before you exit the Voice Messaging system, you have the option of recording a 
personalized away greeting and/or busy greeting.  If you prefer the system greeting, you 
are done.   
 
NOTE: for more information on this topic, please see Voice Messaging. 

  
2. Log in to the web portal. Under the Options Tab, Click Messaging. Click the “On” radio 

button next to Third-Party Voice Mail Support. 
3. You may select up to three options including Send All Calls to Voice Mail, Send Busy 

Calls to Voice Mail, and Send Unanswered Calls to Voice Mail.  You can also change 
the number of rings that your callers will hear before your voice mail picks up. 

4. When you are done, click OK. 
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Toolbars 
	  
What are they? 
The toolbars are a set of controls that are available for Microsoft Outlook, Microsoft Internet 
Explorer, and Firefox browser, among others.   
 

 
 
They allow you to operate your telephone without having to take your attention from your 
computer.  You may dial, answer, place callers on hold, transfer calls and even host a 
conference call without having to touch your phone.  You may also control many of your phone’s 
features, like call forwarding, call waiting, remote office, etc.   
 
TIP: Remember, the toolbars operate the phone, like a remote control.  Making a call from your 
computer is another matter. 
 
 
The Toolbars typically appear at the top of the page: 
 

 
 
There are two toolbars: The Call Control Toolbar and the Services Toolbar: 

• Call Control Toolbar – Allows you to dial, answer, place callers on hold, transfer calls 
and host a conference call  

• Services Toolbar – Controls all the features associated with your number, as well as 
providing access to phone lists and call history 
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How do I activate them? 
If you don’t already have them installed, consult your guide or speak with your administrator to 
obtain the correct hotlink to download the toolbars.  You will also need to know the correct 
username and password that was assigned to your individual account.  For assistance on 
logging in, consult your guide or speak with your administrator. 
 
How do I use them? 
Once activated, the toolbars provide extensive functionality and productivity.  It is recommended 
that you consult your instruction guide, but here is a number of things to improve your 
experience: 

• Once the services are set up to your liking, clicking on a button in the Services Toolbar 
will turn a service on or off 

• Moving your mouse over each icon will display what the button is for 
• Clicking on the name of the service in the Services Menu will display what the service 

does 
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Transfer Types: Consultative and Blind Transfers 
 
What are they? 
Because not everyone does their work the same, several different ways are provided to do 
everyday tasks.  In order to match your work style with the type of call transfer, is important to 
understand the difference.   
 
How does it work? 
The first type is the Consultative transfer.  This is where the person who answers the phone 
speaks to the person they are transferring the call to, usually to introduce the caller.  The 
opposite of the Consultative is the Blind transfer.  That is where the person who answers the 
phone does not speak to the person they are transferring the call to, and simply sends it 
through.   
 
 
Making a Consultative transfer: 
 

1. During a call, press the Transfer button, or the Trnsfer soft key (they do the same thing) 
2. Dial the desired number (could be an extension, or an outside line) 
3. Press the Send soft key (if you dial a 10 digit number, the call continues without having 

to press the Send soft key) 
4. Announce the call (If the called party is not available, press the Cancel soft key to return 

to the original caller) 
5. Press the Transfer button, or the Trnsfer soft key 
6. The parties are now connected 

	  
Making a Blind transfer: 

1. During a call, press the Transfer button, or the Trnsfer soft key (again, they do the 
same thing) 

2. Press the Blind soft key 
3. Dial the desired extension (or outside line) 
4. Press the Send soft key (if you dial a 10 digit number, the call continues without having 

to press the Send soft key 
5. The parties are now connected 

 
At anytime when you are dialing a number, you can press the backspace button to make 
corrections, or press the Cancel soft key to return to the caller. 
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Voice Mail to Email 
 
What is it? 
It is the ability to receive voice mail messages on your email system, in addition to your 
telephone system.   
 
How does it work? 
When callers leave messages on your voice messaging (or voice mail) system, a copy of the 
message is delivered to your email in box.  You may choose to listen to the message in the 
normal course (i.e. dialing your message system and logging in), or opening a file delivered to 
your email, or both.   
 

 
Now when a caller leaves a message, simply open the email that is delivered to your in box.  A 
wave file (.wav) will be attached.  Opening this wave file will open your media player and allow 
you to listen to the message.  
 

 
 
This is convenient for many reasons.  Forwarding a voice mail is now simply a matter of 
forwarding an email.  The wave file can be part of an attachment in another email.  If your email 
is accessible on you mobile phone, you can receive your voice mails without having to keep 
dialing into your voice mail – so you won’t miss an important message.   
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NOTE: Voice Mail to Email and your voice mail are separate systems.  Therefore, if you delete 
a message in one, it doesn’t delete the message in the other. 
 
How do I activate it? 
First, be sure your voice mail is active.  Ask your system administrator to be sure it is enabled.  
Then be sure you have set up your voice mail 
properly (see: Voice Messaging).  Last, go into 
the Options menu on the toolbar on your 
Outlook email program (it’s the icon that looks 
like the little orange flower).  Select Outlook 
Integration from the left menu, then check to 
see if Enable Outlook Integration is selected.  
If not, select it, then click OK.   
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Voice Messaging 
 
What is it? 
Sometimes known as Voice Mail, it allows users to specify how to handle their voice messages, 
gives them the ability to transfer messages, and do it all with just an ordinary telephone.  More 
advanced systems also permit users to access Voice Messaging on their computers as well. 
  
How does it work?  
When calling a party that is unavailable, callers are frequently directed to the Voice Messaging 
System.  Here, they are directed to leave a message.  A modern system will also include 
commands allowing the caller to listen to the message, re-record, and so on.   
 
To retrieve messages, users must access the Voice Messaging System, usually with a secure 
password.  There they can listen to the message, delete it, forward it, store it, etc.   
 
How do I activate it? 
Voice Messages may be accessed on the Toolbar or on your Polycom phone.   
 

• Phone 
To access Voice Messaging for the first time, press the Messages button on your 
phone.  Once in the Message Center, press the Connect soft key.   

 
The system will ask you for your initial pass code, followed by the pound key (#) (This 
code should be supplied by your administrator).  Once you enter it, the system will ask 
you for a new pass code, again followed by the pound key.  It will ask you to enter your 
pass code a second time to confirm.   

 
The system will then ask you to record your first and last names, followed by the pound 
key.  Before you exit the Voice Messaging system, you have the option of recording a 
personalized away greeting and/or busy greeting.  If you prefer the system greeting, you 
are done.   

 
• Toolbar 

To access The Voice Messaging Service, click the Voice 
Messaging icon in The Toolbar.  This will cause your 
phone to ring.  Answer it by clicking the Answer icon (the 
one that looks like a green telephone handset).   

 
When your phone rings and you would rather send the caller 
to voice messaging instead of answering it, click the Voice 
Messaging icon.   

 
TIP: If the Voice messaging icon is highlighted, you have a message waiting. 
 
Voice Messaging controls are also available on the toolbar.  To access the Voice Messaging 
page, click the Services button, then click Voice Messaging in the left navigation.     
 
You can select how you want the calls to be treated by selecting from a combination of the 
following: 

• Send All Calls to Voice Mail (same as Do Not Disturb) 
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• Send Busy Calls to Voice Mail 
• Send Unanswered Calls to Voice Mail 

 

 
 
When Use unified messaging is selected, you can access your voice messages by both e-mail 
and phone. Messages are sent as mail attachments to the email address configured for your 
account. 
 
If you want the message indicator light to flash on your phone when there is a message waiting, 
select Use Phone Message Waiting Indicator.  This also provides a “stuttering” dial tone on 
some phone models.  If you don’t want these alerts, be sure to un-check this box. 
 
If you select Forward it to this e-mail address, you will only be able to access your voice 
messages by email.  Messages are sent as attachments to emails in your email inbox, and are 
not accessible by phone (be sure to enter your email address in the box provided). 
 
If you want to simply be made aware that you have a voice mail waiting, select Notify me by e-
mail of the new voice message at this address and enter your email address in the box 
provided.  This notification will contain the date and time the voice message was recorded, but 
does not contain a copy of the voice message itself.  If you need a copy of the message, select 
the next box, E-mail a carbon copy of the voice message to: and enter your email address in the 
box provided.   
 
If you want to provide your callers with a way to get to an assistant or a main telephone line, 
rather than leaving a message, select Transfer on “0” to Phone Number: and enter that phone 
number.  In your Voice Mail message, be sure to instruct your callers to dial “0” to reach the 
operator, your assistant, the main line, etc.    
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Glossary 

 
3G – 3rd generation mobile communications.   
3-way calling – (a.k.a. Conference Calling, 3WC) a telephone call in which the calling party wishes to 
have additional people participate in to the audio portion of the call.  Unlike “N-Way Calling”, 3-Way 
Calling is restricted to three people involved in the call.  
4G – 4th generation mobile communications.   
Answer Confirmation – a feature of Simultaneous Ringing that prevents office voice mail from being 
recorded on a mobile device.  Also see Answer Confirmation. 
Audio ConferenceCalling – see Conference Calling 
Auto Attendant – (a.k.a. AA) a dial-by-name directory frequently used by some companies to answer 
calls when a receptionist is not present. 
Automatic Caller Identification – (a.k.a. ANI).  See: Caller ID 
Automatic Hold/Retrieve (AHR) - This service is assigned to an extension so that their incoming calls 
are automatically held and retrieved without having to use feature access codes or the Park button.  
Similar to Call Park 
Barge In Attempt – the ability to barge in on the calls of others in the organization, making a “forced” 3-
way call 
Barge In Exempt – a feature setting that prevents barge in attempts on a user’s telephone  
Blind Transfer - transferring a call to another specified number without providing an introduction to the 
destination party. 
Busy Lamp Field, or BLF –Sometimes known as user status, Busy Lamp Field graphically displays 
another user’s available/ringing/engaged status. 
Caller ID – (a.k.a. inbound ANI, Calling Line ID, CLID) A system where the caller’s phone number is 
displayed on the recipient’s equipment  
Call History – a listing of all calls made, received, and missed from a user’s telephone. Phone numbers 
appearing on this list may be dialed directly by clicking on them. See: Call History     
Call Park – a feature that allows a person to put a call on hold at one telephone set and continues the 
conversation from any other telephone set. Similar to Automatic Hold/Retrieve 
Call Pickup – a feature that allows a user to pick up a nearby ringing telephone 
Calling Name – see Caller ID 
Calling Number Delivery – a component of Calling Line ID Delivery.  See Calling Number Delivery 
Cell Phone – see Mobile  
Chrome – a computer program known as a “browser” allowing a user to access the Internet. See also 
Internet Explorer and Firefox. 
Conference Bridge – (a.k.a. Audio Conference Bridge, ACB) a means of having a conference call where 
a separate telephone line is used specifically for that purpose.  Typically, participants are asked to dial 
into a conference bridge number, then asked to input a “participant code” to register. Conference bridges 
are typically used when a larger number of participants than the phone system can handle will be 
meeting.  See: Conference Calling    
Conference Calling – (a.k.a. 3-Way Calling, 3WC, N-Way Calling, Audio Conference Calling) a 
telephone call in which the calling party wishes to have additional people participate in to the audio 
portion of the call.    
Direct Inward Dialing – (a.k.a. DID) a system by which callers may dial a user directly, without having to 
first go through an operator or receptionist, and be transferred to the user.     
Directed Call Pickup – Like regular Call Pickup, (the ability to pick up a nearby ringing telephone), but 
with the added ability to specify which device using a code. See Directed Call Pickup 
Directed Call Pickup with Barge In – This feature allows you to “Barge in” to someone else’s 
conversation.  It is typically used in call centers or in places where supervisors may need to intervene. 
Do Not Disturb – (a.k.a. DND) prevents incoming calls from ringing on the phone. These calls are moved 
to the user’s voice mailbox. Do Not Disturb does not affect outgoing calls. 
E911 – The general emergency service telephone system in the United States. Callers requiring 
emergency services dial “9-1-1” from any telephone in order to reach local emergency personnel.    
Feature Buttons – Any of the “hard” keys on a business telephone. 
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Firefox – a computer program known as a “browser” allowing a user to access the Internet. See also 
Internet Explorer and Chrome. 
Group Call Pickup – see: Call Pickup 
Group Directory – A listing of everyone (with their phone numbers) within the group.  This list may be 
searched and re-ordered.  Members may be dialed directly by clicking on their telephone numbers. 
Hunt Groups – allows a caller to automatically find an available (i.e. “not busy”) agent from amongst a 
group of extensions. Each extension will be tried in order until a “free” extension is reached. Extensions 
will be skipped if the person is currently on the phone or has marked their extension as “blocked” from 
hunting. 
Hold - a condition where the call is not terminated, but no speech is taking place. 
Internet Explorer – a computer program known as a “browser” allowing a user to access the Internet.  
This particular browser is part of the Microsoft suite of applications.  See also Firefox and Chrome 
IM&P – Instant Messaging and Presence.  This refers to any text-based communications over the 
telephone system.     
ISDN – Integrated Services Digital Network.  One type of digital telephone circuit connecting phone 
systems to a network.   
LAN – Local Area Network.  It is a system of interconnected computers and peripherals within an office or 
home, allowing them to work together.   
LD – Long Distance.  A service available from a telephone company or service provider that allows users 
to make telephone calls outside of a local area.   
LNP – Local Number Portability.  The system (within the U.S.) that allows users to transfer their telephone 
numbers between different carriers and devices.   
LTE – Long Term Evolution.  A technology that allows data to travel to and from wireless devices at 
exceptionally high rates of speed.  This technology is part of the strategy of many wireless carriers as a 
current and future solution  for data delivery.  See: 4G 
Microsoft Outlook – see: Outlook 
Mobile – Shorthand for mobile telephone. Sometimes referred to as “cell” or cell phone.   
N-Way Calling – (a.k.a. Conference Calling) a telephone call in which the calling party wishes to have 
additional people participate in to the audio portion of the call.  Unlike in 3-Way Calling, the “N” refers to 
any number of people involved in the call.    
NextOS– a telephone platform that provides a series of features and functionality that go beyond 
traditional telephony 
Nextiva Assistant – Nextiva’s brand name for the toolbar (see Toolbars) 
Outlook (a.k.a. Microsoft Outlook) – a Personal Information Manager program.  Although often used 
mainly as an e-mail application, it also includes a calendar, task manager, contact manager, note taking, 
a journal, and web browser.  See: Dialing from your Contacts in Microsoft Outlook 
Park Orbits – see Automatic Hold/Retreive 
PBX – Private Branch Exchange.  A hardware-based telephone system that allows handsets that are 
connected to it the ability to call each other, make outbound calls, receive inbound calls, transfer calls, 
etc. The PBX is one of several ways to implement an office telephone system. 
Personal Directory – A directory of personal contacts that may be accessed using the toolbar. 
Pre-alerting Announcement – an audio or video announcement made to an incoming caller before the 
call is put through.   
Priority Alert – Allows a user to make their phone ring with a different tone for certain types of calls 
based on pre-defined criteria.  See: Priority Alerts 
Protocol – a standard or “rule” that software and hardware manufacturers must follow so that their 
products can work with one another.  An example of this is Session Initialization Protocol or SIP.   
Push-to-talk (PTT) – a telephone mode where you can transmit messages and listen to replies, similar to 
an intercom system..   
Redial - a service feature that allows the user to dial, by depressing a single key or a few keys, the most 
recent telephone number dialed at that instrument. 
Ringback tones – the ringing tone a caller hears while waiting for the person they’re calling to pick up.  
To set up, see Custom Ringback User Modify. 
Rolodex – a means to save contact information using paper cards. This was a popular method before the 
advent of computers and the personal Information management (PIM) programs such as Microsoft 
Outlook.     
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Shared Call Appearance (SCA) – the ability to show a person’s “line” on one or more phones.  For 
example, an executive secretary may have this feature enabled to see where one or many “boss” lines 
are in use.  It can also be used to show the main incoming line on more than one phone so that it can be 
answered from multiple locations. 
Simultaneous Ringing – (A.K.A. Sim Ring) - The Simultaneous Ringing service rings multiple phone 
numbers in addition to your business phone for each incoming call.  Any of the phone numbers specified 
for this service may be used to answer those calls.  
SIP – An acronym for Session Initialization Protocol.  It is the digital “language” that equipment uses to 
communicate across a network (home, corporate, or the Internet).  This language is an agreed-upon 
standard, so equipment from different manufacturers can work with each other. 
Smart Phone – a mobile phone with capabilities that go beyond making and receiving calls.  These 
capabilities typically include the ability to run “apps” (computer applications) to perform tasks usually 
associated with those a computer might do.  
Soft Keys – Similar to an ATM, these keys change their function depending on what mode the phone is 
in.  The purpose of each key is indicated by a message appearing above it within the graphical display. 
SP – Service Provider.  The company that provides the telephone service. 
Speed Dial - a function available on many telephone systems allowing the user to place a call by 
pressing a reduced number of keys.  This function is particularly useful for phone users who dial certain 
numbers on a regular basis. See Speed Dialing, Speed Dial 8, Speed Dial 100, Speed Dial (phone), 
Speed Dial Directory. 
Splitting a call – a means to “break apart” a conference call and speak with the parties individually.  See 
Conference Calling 
Tablet – Shorthand for Tablet Computer.  This device is typically rectangular and relatively flat and uses 
a “touch-screen” rather than a keyboard or mouse for interaction.   
TDD – Telecommunications Device for the Deaf.   
Toolbars – an add-on to Internet Explorer, Mozilla Firefox or Outlook, it allows users to operate many of 
the their telephone’s features and functionality without having to use the telephone’s buttons or keys.  The 
combined toolbars are known as Nextiva Assistant or simply, “The Assistant”  

Call Control Toolbar – Controls telephone functionality (such as hold, transfer, redial, etc.) on a 
user’s PC or laptop.   
Services Toolbar – Controls telephone and telephone network features on the user’s PC or 
laptop.  These include call forwarding, caller ID, remote office, etc.  

Transfer - enables a user to relocate an existing call to another telephone or attendant console by using 
the transfer button and dialing the required location. The transferred call is either announced 
(consultative) or unannounced (blind). 
vCard - a file format standard for transferring electronic business cards. vCards are often attached to e-
mail messages, but can also be exchanged in other ways. See: Dialing from a vCard. 
VM2EM – (A.K.A. Voice Mail to Email or VM to EM).   
Voice mail – see Voice Messaging 
WAN – Wide Area Network.  An interconnected network of multiple LANs (Local Area Networks).   
Web Portal – an Internet or intranet based site giving a user access to system tools.  See Personal Web 
Portal. 
 


