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Aastra 6757i Quick Reference Guide

Getting started

Top Programmable softkeys -6 programmabe keys that support up t 10
functions 2 pages). Defaut functions:
1:SERVICES - Enhanced feature, Services Menu
2 DIRECTORY - Displays up o 200 names
D2 9T % CALLERSLIST-Accessto st 200 cllreceived
4 INTERCOM - Inercom functionalty
5-10{Paga 2):None- program s required
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Endscalloradtsa — Default functions

meny i displayed when phone
s hook
DIAL-toimmedately
dilthe number

Options: CONF-Begins confr-

Servicas and setings ence
XFER- Transersactve

all

Contactyoursystem

administatorfor more

Hold: information

Placesacallon hold.
To ratreve heldcall, L
press thelnekey with Line/Call Appearance:
the flashing ight Connectyouto  fine
orall addiionallines
canbs locatedontop
programmable keys.

Rediak
Accass dialed numbers
st Press tvica o
ediallast number

“speakerphone:
forhands fresor
headset operation (e
audiomodesettng)

Volume: Navigation keys:

Mute:
Adiusts volume for WA oscrol through menuor messages on  Mutesthe handsat headser,
handset,headset, hescraen orspeakerphone
speakarphone and 4P toview diferentline/calappearances.
inger In ptions st keysallowyou to et or nter

the cument option.

Ifedting entres:
o orases the character;
B setsthe option,

For detailed information please checkthe phone User Guide located at wwwaastratelecom.com

Placing a Call
1. Lift the handset, press the Line key or (7757 key.
2. Dial the number from the keypad.

Answering a call
Lift the handset for handset operation or press the
Line key or (775 key for hands free operation.

Ending a call
To end the call replace the handset or press (=7 .

Redial
Press () key twice to call e last dialed recently dialed number. Press the key once
to access the st of recently dialed numbers, use WA to scroll through.

Call mute
Press (77 key to mute the handset, headset, or speakerphone.

Advanced Call Handling
Call Hold and Resume
1. To put a call on hold, press ") key when connected to the call.

2. To retrieve the call, press (__J key again or press the Line key where that call is
being held.

Call Transfer

1. Press Transfer key - this places the current call on hold.

2. Dial the number of the person you want to transfer the call to.

3. To transfer the call before the other person answers, press Transfer key before the
receiving end answers.

4. Orwait until the person has answered before completing the transfer by pressing
Transfer key again.

3-Way Conference

1. During a regular call press Conf key.

2. Dial the person you want to join your call or press the Line key where the other person
is being held.

3. Once this person has answered press Conf key again to establish the 3-way call.
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Placing a Call
1. Lift the handset, press the Line key or (7757 key.
2. Dial the number from the keypad.

Answering a call
Lift the handset for handset operation or press the
Line key or (775 key for hands free operation.

Ending a call
To end the call replace the handset or press (=7 .

Redial
Press () key twice to call e last dialed recently dialed number. Press the key once
to access the st of recently dialed numbers, use WA to scroll through.

Call mute
Press (77 key to mute the handset, headset, or speakerphone.

Advanced Call Handling
Call Hold and Resume
1. To put a call on hold, press ") key when connected to the call.

2. To retrieve the call, press (__J key again or press the Line key where that call is
being held.

Call Transfer

1. Press Transfer key - this places the current call on hold.

2. Dial the number of the person you want to transfer the call to.

3. To transfer the call before the other person answers, press Transfer key before the
receiving end answers.

4. Orwait until the person has answered before completing the transfer by pressing
Transfer key again.

3-Way Conference

1. During a regular call press Conf key.

2. Dial the person you want to join your call or press the Line key where the other person
is being held.

3. Once this person has answered press Conf key again to establish the 3-way call.




Note: Throughout this manual the permanent keys listed above are referred to in GREEN print and the softkeys on the screen are referred to in BLUE print.

Making Calls

There are two methods to begin a call from the idle state of the phone:
a) Dial with the handset resting in the cradle, or
b) Pick up the handset or press handsfree and then dial the number.  

The phone shows the current communication status in the display.

Terminate a call:
To end calls:
a) Place the handset on its cradle, or
b) Press the hook switch, or
c) Press GOODBYE.

The phone will terminate the call and return to the idle state.

Accept a call:
Pick up the handset or press HANDSFREE to accept incoming calls. The phone is now in a call.

Send an incoming call to Voicemail:
Press IGNORE the while the phone is ringing to send the call to your voicemail.
Transfer

Direct Transfer while on a call:
a) Press the XFER key to put the connected party.

b) Dial the number to which the call is to be directly transferred.
c) You have the option to wait until the other party answers.

d) Press XFER again to complete the transfer.

Transfer Call to Voicemail:
a) Press the XFER key.

b) Dial * followed by the extension number.

c) Immediately press XFER.
Conference

For your extension and two other calls:
a) Make the first call.

b) Press CONF.

c) Make the second call.

d) Press CONF again.  All three parties will be conferenced together.
Ring Tone, Contrast

Change ring tone or contrast level:

a) Press OPTIONS.
b) Select “Preferences”.
c) Select “Tones” then “Ring Tone” and choose 1 - 5, or
d) Select “Contrast Level” and adjust with the left/right arrow keys.

Adjust Volume:

In the idle state or while making a call, you can use the keys to increase or lower the volume. The audio device (speaker/handset/headset) that you are currently using will be adjusted.

Mute / Unmute:
To mute the microphone during a call, press the MUTE key. Press the MUTE key again to enable the microphone.
Handset / Handsfree / Headset:

The phone supports calls made using the handset, a headset, or the handsfree capability. During a call, it is possible to switch between modes by pressing the green HANDSFREE key.

When a headset is connected and the audio output is set to headset, the phone will treat the headset as the output device for calls, which is indicated during a call by a flashing light next to HANDSFREE. When the phone is used in a call center environment, the connected headset will usually be the default setting for speaking on the phone. The key is therefore used to accept incoming calls.

OPTIONAL FUNCTIONS

This section describes the use of optional customized features for the Aastra telephones.  These features will be shown on the softkeys beside the display.  There is usually a MORE key in the lower right which displays additional features beyond the initial screen.  You may not have all of the functions listed in this manual available on your system.
Call Forward:

To enable Call Forwarding:

a) Press CALL FWD.
b) Press ACTIVATE. 
c) Select “Enter Number” and input the destination phone number, or
d) Select one of your pre-entered Personal Numbers.

e) Press SUBMIT.  

To disable Call Forwarding follow the same steps but press DEACTIVATE instead of ACTIVATE.  

You can edit your pre-programmed Personal Numbers by pressing CALL FWD then MY NUMBERS.
Call List:

The phone maintains lists of missed, received, and dialled calls.  To access the list of incoming calls press CALLERS or press the SERVICES key then select option 2 – Callers List.  Press the down arrow to begin scrolling through the numbers from the most recent to the oldest.  The display will show an “N” beside new calls and a telephone symbol to indicate whether the call was answered or not.

For outgoing calls press REDIAL and use the arrow keys to scroll through the list.
Press DIAL to call the highlighted number.
Directory:

The phone contains an internal phone book that can be accessed from the phone’s idle state by pressing the SERVICES key then selecting option 1 – Directory.

DND Mode on/off:

DND is short for “Do Not Disturb”. If this mode is activated with the DND button incoming calls will no longer come through to the phone and you will be completely undisturbed by the phone. If there is a mailbox set up for you, the call will go there. In idle mode, “DND activated” is displayed on the screen when DND is activated.  Press it again to de-activate.

Follow-Me:

Follow me is a feature that causes incoming calls ring multiple phones simultaneously.  For example, calls to your extension could be set to ring on your cell phone and a co-workers extension at the same time they ring your desk phone.  This feature must be turned on by a system administrator before you can use it.

Enable Follow-Me:


a) Press FOLLOW-ME.

b) Press CHANGE until the screen displays “Status: Activated”.


c) Press down arrow 4 times until the arrow points to “x phone numbers”.


d) Press CHANGE.

e) Press ADD INT (internal) and select an extension from the list, or
f) Press ADD EXT (external) and enter the 10 digit phone number.

Disable Follow-Me:


a) Press FOLLOW-ME.

b) Press CHANGE until the screen displays “Status: Deactivated”.

Keys:
Add, Remove, or Change Softkeys:


a) Press KEYS.


b) Use the DOWN button to highlight the softkey you want to change.


c) Press SELECT, REMOVE, MOVE UP, or MOVE DOWN.

When adding a new key you have the option to select type “Busy Lamp Field” (displays the status of an extension) or “Speed Dial”.
Logout
Press the LOGOUT key, enter your voicemail password, select LOGOUT, then press SUBMIT to remove your extension number from the phone and prepare it for a new extension number.  To log back in enter your extension number and voicemail password then press SUBMIT.  The logout/login sequence will update the display name on the telephone if it has been changed in system programming.

Meet Me Conference (Conference Bridge)

For multiple party conferences:

A conference bridge may have been configured in your phone system, usually at extension 300.  The conference PIN will also be pre-configured – usually it is set to 5276.

From inside the office:
a) Dial the conference bridge extension number
b) Enter your PIN at the voice prompt.

From outside the office: 
a) Call in and get transferred to the conference bridge ext. number
b) Enter your PIN at the voice prompt.

The only limit to the number of attendees is the physical limit of outside trunks.

Park and Retrieve Calls

Park:
To “Park” a call is to put it on hold in a place that anyone else can retrieve it. While in a call press the button labelled PARK.  Wait for the system to tell you which extension the call is parked on (101, 102, …) then hang up.

Retrieve:
To Retrieve a parked call pick up the handset then dial the number the call is parked on (101, 102, …).  To view a list of currently parked calls press PARKING while your phone is on-hook.

Presence:

Press the PRESENCE button to let co-workers know you are out of the office when they use they call your extension. Pick your new status by pressing CHG STATUS.  Your display will show your current status. Press the button again and pick I AM BACK to turn it off.
After changing your status you have the option to press TEMP MSG which allows you to record a temporary greeting in your voicemail that is deleted when your status changes to “I am Back”.  You can also press RETURN to input the date and time you will be returning.

Press WHERE IS? to view the extension list and statuses. 

Press PREFS to change the default action for a given status.  For example, anytime your status is set to “In a Meeting” your phone can automatically go into DND mode.

Voicemail
Message Waiting Indication (MWI):
If there are messages in your mailbox the idle screen shows that a recorded message is waiting for you and the Message Light will be flashing.
To connect to your mailbox press VOICE MAIL. You will be asked for your password - the default is 9876.  NOTE: If you are on speakerphone when you press Voice Mail you will remain on speakerphone as long as you are logged into your mailbox.  You can operate Voice Mail via the handset by picking it up, pressing MORE, then VOICE MAIL.  An alternate method for accessing voicemail is to dial *97.

Change your password:
a) Press VOICE MAIL and enter your password.

b) Press OPTIONS.

c) Ensure the arrow is at “Change Password” and press SELECT.

d) Enter your new password and press SUBMIT.

Record your name:
a) Press VOICE MAIL and enter your password.

b) Press OPTIONS.

c) Point to “Record Name” or “Modify Name” and press SELECT.

d) The system will tell you to say your name.

e) Record only your name and press # to end recording.
Recording unavailable, busy or temporary greetings:
a) Press VOICE MAIL and enter your password.

b) Press OPTIONS.

c) Point to “Record” or “Modify” for the greeting you want.

d) Press SELECT.

e) The system will tell you to begin recording.

f) Say the greeting and press # to end recording.
Access Voicemail from outside the office:
a) Call your direct line and wait for your voicemail message to start.

b) When it answers, press the * key then enter your password.

c) Follow the voice prompts to listen to messages, etc.
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