Polycom IP 550 Phone Manual

TS I TSP OO
Assembling Your SoundPoint IP 550 PRONE ...t e e e e e e e e e e e eeeeeennane
Connecting Network and POWEE SOUICE .........uuuuuruiiiiei e e e e e eeeeeeeeeeeeaateasaa s s e e e eeeaaaaeeeeesssssssnsnnaaaaeaaaeaaaaeesesennes

Connecting the Handset and Optional HEAASEL .........cooeiiiiiiiiiiiiiiiiee e
F = Tod o] LT IR L TC T = T
Features of Your SoundPoiNt IP 550 PRONE .......uuuiiiiiiiiei ettt e e e e e e e e e eeeeeanees
O LS To IRt g TSI AN F= AV o F= U o g I 1= TS
CONFIGUIING BASIC SEIINGS ... eiiiieeeeieeetti e e e e ettt e e ettt ettt s e e e e e e e e e e e e et eeeetebbba s e e e e e eeeeeeeeeeeeeessnnnnnnnnnes
TIME AN DATE... .ottt e e oo oo oo oo oo bbbttt bttt ettt ettt e e e e e e e e e e e e e e e e e e e e e e b bbb bbb bt et et e e e e eees
D] 0] F= YA 00 ] 1 = L] SO
= Fo Yol ([T | A 11 =T 0 ] Y2
(= (o Yy 1Y =T 0 0 o] AN 1Y (0T [P OTT
1T R 1/ = 2
IO T il o u g T= I\ [ Tel fo] o] g o o [ O PTPTPUTRTR
AJUSTING the VOIUME ... ..ttt e s e e e e e e e e e e e e e et ee e et ta e s e eaeeeeaeeeeeeeessesnnnnnnaaaneeeeaes,
=T aE=To [ o I OF= 1| 1 PP
Y=V g =T 11 o T @o ] | = T £
Yo (o [T o [ OXo] 4 ¢= Lo £ 70T
[T 11T O 0] g1 7= Tod £
D] (=] 1] g o @0 o ¢= T PRSP TPRPPPT
g F= (o o = 0= 1| I (o Ir= T O o] | = T PRSPPI
SY=T: 10el o g To o] = W @0 o = Lo AP
Y=g F=To 11 To T T Toto] o1 T N = 11U UUUR
DIStINQUISNING CAlIS ...ttt e s e e e e e e e e e e e et e et e e et bbb e e e e e e e eeeaaaeeeeeeennes
Supporting Multiple LINe KEYS PEI LINE......ccciiii it e et s e e e e e e e e e e e e eeeeenaeannnnnnas :
SUPPOIING SNAEA LINES ... ittt a s e e e e e e e e e et e et ee ettt bb s a e e e e e eeaaaeeeeeeeesssnnnnnnnnns
YIS = L 1] o TN (o 10 T = 7] T S
Troubleshooting Your SoundPoint IP 550 PRONE............ii e
0TV = T o IS = g (| o SR PPRRPRN
(70} 011 £0] £SO P R RRPRP

Page 1 of 24



Page 2 of 24



Parts List

The following components are included in your SdRmidt IP 550 package:

* Polycom SoundPoint IP 550 phone

* power adapter

iy
._I__.—.,K’!V}l.-

®
o

Ll

® |}

Note The power adapter is not included in the Power over Ethernet (PoE) bundle package. Contact your system administrator if you
require one.

» handset & handset cord
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* Phone Base

* Network / Power Cable

Assembling Your SoundPoint IP 550 Phone

This section describes how to assemble your Sountdf®550 phone:
 Connect network and power source

» Connect handset and headset (optional)
« Attach phone base

Connecting Network and Power Source
You have two options for network and power soummenections. Your system administrator will advise yn which one to use.

You can use one of the following methods:

* AC power
» Power over Ethernet (PoE)

AC Power

To connect the AC power:
1. Connect the supplied network cable between the gk on the phone and the LAN port on the wall glo/switch device port.

2. Connect the DC plug on the power adapter to theB®€ jack marked on the phone.
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3. Connect the AC cord to the power adapter.

Fower
Adapter PC Connection
(optional)

(24V DC iy

Power over Ethernet
Using a regular CAT5 cable, the phone can be paiieoen a PoE (IEEE 802.3af) compliant switch or hub

To connect the PoE:
* Plug the supplied network cable between the LAN @t the phone and an available power and dateopdtie in-line power

switch.

PC Connection
(optional)

[ N |

IEEE 802 3af complia ntf,-»f\\ :
PoE HubvSwitch_—
(terminal or mid .
\ )
il

Connecting the Handset and Optional Headset

To connect the handset and optional headset:
1. Connect the short straight end of the phone cotbleédandset and the corresponding longer straigthof the cord to the
handset jack on the back of the phone.

2. Connect the headset (optional) to the headsetgacdke back of the phone.
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|
Headset Handsst

(optional)

For information on supported headsets, go to www.polycom.com/support and select the Support>Audio Conferencing Products  tab

and enter the word headsets in the Knowledge Base text box.

Attaching the Base

1. Place all cords in the recessed area above thelargdoks.

2. Align the two protrusions on the bracket with thedrresponding holes in the phone.
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3. Snap them together to lock the base to the phone.

The features of your SoundPoint IP 550 phone are:

1. Message Waiting Indicator—This will alert you to incoming calls, new message®l other events.

. I:’—\t\" . |ﬁv s “/{] i, and | [)_.\-
2. Display Control Keys—Use " ™ - “/ (arrow keys) to scroll through the displayed imfiation.

©
Use = to select a field of displayed data.

®
Use “=*to delete displayed data.

3. Feature Keys—Access important features using these keys.
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—Access to local directories and call lists.

Conference
—Allows setup of a local conference.

y

—Transfer of current call to third party.
—Dials most recently dialed party.

—Access local phone features.

iy

—Receive text and voice messages.

Do Not Di

:

—Cancels ringing and directs incoming calls to ydgaice Mail.

4. Microphone Mute <—>—Mutes audio transmission locally during calls.

5. Headset '@:' Allows you to place and receive calls through atiomally connected headset.

6. Hands-free Microphone —Place your phone on a hard, flat surface for bestits.

)|
7. Speakerphone. ‘ “—Allows for hands-free communication during calls.

.

8. Volume Keys -’*__:@—Use these to adjust the volume of the handsetse¢agbeaker, and ringer.

9. Dial Pad—These 12 keys provide the 10 digits, the 26 alpf@bkaracters, and special characters.

10. Soft Keys—The screen will display labels for these keysdenitify their context-sensitive functions.

|'f$

11. Hold “~— —Holds an active call or resumes a held call.
12. Speaker—For ringer and hands-free audio output.

13. Hookswitch
14. Line/Speed Dial Key—Use these keys to activate up to four lines or dpléas that can be assigned to your phone.

15. Line Indicators—Individual multi-color LEDs display the dynamic tatate and remote user status.

— Solid green—An active call is in progress.

— Fast flashing green—There is an Incoming (ringiraj). ¢
— Flashing red—The call is on hold.

— Solid red—The line is busy remotely (shared lines).

16. Line Keys —Use these keys to activate up to four lines. ®®®aated icons represent:

.
Registered lin¢ 8l

[ ]
Registered shared lir

Unregistered line &2
VoiceMaiI/Message,E

N X
Ringing
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Call progres:
Call Forward &

Do Not Disturb ﬁ
Conference ﬂi‘

17. Graphic Display—Shows information about calls, messages, soft keys, date, and other relevant data.

— Caller display information—first party, second partymber of calls
— Information display line (in order of precedencghast to lowest)

» Popup text (like network errors)

» Missed call text or second incoming caller digpla

* Do Not Disturb text

* Prompt text (like “Enter number”)

* Time and date text (if idle display is not usedtime/date display)

Using the Navigation Keys

To navigate through menus and to enter data, treseseful tips:

(&) and (o) _
* Use " - to scroll through the lists.

Note Press the * key to page up. Press the # key to page down. These shortcuts can be
used when lists appear on more than one page.

e ——
(¢ ) and ;/ [
* When menus have submenus, use -~ " to move one leveldown and one level up.

* Press to exit from any menu.
o an
* Press to exit from any directory.

* To enter text using the dial pad, press the nurkégs one or more times.

For example, for ‘A’ press ‘2" and for ‘C’ press22’. When in text entry mode, the title will shovinether keys will
generate numbers (1), upper-case (A), or lower-Gaseharacters and tl#¢A/a soft key can change this.

Configuring Basic Settings
You can configure the following basic settings thgb use of :

» Time and date

* Display contrast

« Backlight intensity

» Headset Memory Mode
* Ring type

Time and Date

The time and date appears on the graphic displayeoSoundPoint IP 550 phone. If the phone canbtatim a time and date from the
call server, the display will flash. Contact yoystem administrator if either the time or datenisoirrect.

You have control over the format of the time antedhisplay and can turn the display of time ane adt The default time and date
format appears in the following figure.
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= 6721 ]
= 6721 ] Wednesday, July 12

=6721 ] 17 07

h

r Hew Call " Foruurd]

To configure the time and date:
Menu
1. Press .

2. SelectSettings > Basic > Preferences > Time & Date

3. Select fromClock Date Clock Time Clock Order or Enable/Disable

(o ) (<o)
4. Scroll through the options under each of thesecseles using th - -~ and M

5. Press thé&electsoft key to confirm your choice.

[ :[ Clock Time ]
oaa
2. 12 AM/PM

[ Exit ][ Select |

6. Pressor theExit soft key repeatedly to return to the idle display.

Display Contrast
To adjust the contrast on the display to a comforta ble level:

1. Press @

2. SelectSettings > Basic > Contrast

3. Press théJp or Down soft keys to increase or decrease the display asmtr
Note You can also use the volume keys to increase or decrease the diplay contrast.

4. Press th@k or Cancelsoft keys to accept or cancel changes.
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{

Contrast

200 (fFELEE
] NN

[ Down "

Up " Cancel " Ok ]

e
5. Press Eu:jor theExit soft key repeatedly to return to the idle display.

Backlight Intensity

Backlight intensity on the SoundPoint IP 550 phbas three modes:

» Backlight On
 Backlight Idle
* Dim

You can modify the Backlight On intensity and thacBlight Idle intensity separately. You can setdgh, medium, low, and off

levels for both.

Dim mode intensity is determined by the Backlight idtensity and the Backlight Idle intensity togatlas follows:

Backlight On Intensity Backlight Idle Intensity | Dim Intensity
off off off

low dimmer than low low

medium dimmer than medium medium

high off medium

high low medium

high medium medium

high high high

The Backlight On mode turns on for following events

» Any key press
» Hookswitch release
* Incoming calls

 Ending a call, holding a call, resuming a call bg bther party
* A voice or instant message received

If you do not press any keys on the phone, aftesetdnds of the backlight turning on, the backlijhts (or changes) to medium in

the following cases:

» A call is in progress
* A call is on hold

* There is an incoming call (ringing)
* There is an outgoing call (ringing back)
» Any menu shows on the display

In all other cases, the mode changes to Backldjbt |
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To modify the backlight intensity:
1. Press .
2. SelectSettings > Basic > Backlight Intensity.

3. SelectBacklight On Intensity

=) Backlight On Infensity

2.0 Medium
3.0 Low
4.0 Off

[ Cancal || ok | Select |

[

or | ";
4. Use the "/ 1o select high, medium, low, or off and press$edectsoft key to modify the Backlight On Intensity.
The default level is high.

5. SelectBacklight Idle Intensity

=) Backlight Idle Intensity ]

2.0 Meadium
3.0 Low
d = Off

[ Cancel | Ok | Select |

(AN or | -_.";
6. Use thel'\-_-f'I 1o select high, medium, low, or off and pressSiedectsoft key to modify the Backlight On Intensity.
The default level is low.

Headset Memory Mode
This feature is especially useful for permanerfutistime headset users.

To permanently enable the Headset Memory Mode:

1. Press .

2. SelectSettings > Basic > Preferences > Headset Memory

() or ()
3. Use the - > or to select Enabled and press Swectsoft key to enable Headset Memory Mode.
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[ Headset Memory Mode ]

1.0 Disabled

| 2. Enabled

[ Exit ][ Select |

4. Press or theExit soft key repeatedly to return to the idle display.

Repeat steps 1 to 4 to select Disabled and turd$éeaemory Mode off.

To activate Headset Memory Mode:
R
>> Press = twice.

The flashing headset icon on the graphic display fteishing headset key indicates that the heaxsée is activated. Pressing
or Answer soft key to receive a call will now connect to tfoaur headset automatically.

Ring Type
You can select from the different ring types tdidguish between lines or to have a different firgn your neighbor’s phone. You
can set distinctive incoming ringing tones for @mts$ in your local directory.

To change the incoming ring to a desired sound:

1. Press @

2. SelectSettings > Basic > Ring Type

(A) and (&)
3. (Optional) If multiple lines are configured on yauiione, first select the line to change from theusing the “— N

@) and ()
4. Using the - I‘--?-"I, select the desired ring type. PressRlay soft key to hear the selected ring type.

) :[ Ring Type ]

1.0 Silent Ring

2. Low Trill

3.0 Low Double Trill
4.0 Medium Tril 0

[ Play |[ Exit | Select |

5. Press thé&electsoft key to change to the selected ring type.

6. Press or theExit soft key repeatedly to return to the idle display.
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Muting the Microphone
During a call, pres \.D The key lights up and a flashing microphone @angtaphic display indicates that the other party (o
parties) cannot hear you.

Microphone Mute applies to all modes: Handset, ldegdand Hands-free Speakerphone. You can stilldieather parties while
mute is enabled.

M
To turn off Microphone Mute, pre:Q%/; again.

Adjusting the Volume
=
Press Q-”' 'i:'-ﬁto adjust receiver volume during a call. Presshesé keys in the idle state adjusts the ringemaelu

Note To conform to regulatory requirements, handset and headset volume will return to a preset level after each call, but the
configuration can be changed by your system administrator. Hands-free Speakerphone volume settings will be maintained across
calls.

Managing Call Lists

Local lists of missed, received, and placed call®aintained by the phone (up to 100 for each list)

Press followed byCall Lists > Missed CallsReceived Callsor Placed Callsas desired. The Placed Call list appears in
the following figure.

Placed Calls |

1.1 6722

Greg Slowski

[ Dit | Edit || Exit ][ More |

To manage the listed calls:

« Select theedit soft key to edit the dial string if necessary.
» Select theDial soft key to return the call.
* Select theExit soft key to return to the previous menu.

For additional choices, press thi®re soft key followed by:

» Thelnfo soft key to view information about the call.

» The Savesoft key to store the contact to the Contact Dolct

» TheClear soft key to delete the call from list.

Press thévlore andExit soft keys repeatedly to return to the idle display.

Note Press the Right arrow key from the idle display to access the Placed Calls list. Press the Left arrow key from the idle display to
access the Received Calls list. Press the Down arrow from the idle display to access the Missed Calls list. These
shortcuts can be used while placing calls or performing transferring and conferencing functions.

Note You can manually clear the call lists. They are automatically cleared when you restart the phone.
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Managing Contacts

You can store a large number of contacts in yoonpls directory. You can add, edit, delete, diakearch for a contact in this
directory.

Directory ]

444

Biggs, Jerrmy
i 3233
Bourne, Grace

r Add " Seqr‘ch] More

I@

Adding Contacts

You can add a contact manually or from a call list.

Adding Contacts Manually

1. Press i =

2. SelectContact Directory
3. Press thévlore soft key.
4. Press thé\dd soft key.
5. Enter first and/or last name of the contact fromktypad.
Use thel/A/a soft key to select between numeric and upper/l@mase alphanumeric modes.

Use theEncoding soft key to access special characters in otheukages.

Add To Directory (A/Asci) |

Fire=t Name:
Last Hame:
Contact:

Speed Dial Index:49 @

[ Save " 1/R/a ]f Cancel "Encading]

6. Enter a contact number.

This is a required field and it must be unique @otady in the directory).
7. Change thé&peed Dial IndeK desired.

It is automatically assigned to the next availabéiex value.

8. Change th&ing TypeandDivert Contactf desired.
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These fields may be left blank.

9. Change thé\uto RejectAuto Diverif desired.

Use and to switch between Enabled and Disabled settings

10. Press th&aveor Cancelsoft keys to accept or cancel changes.

11. Press or theEXxit soft key repeatedly to return to the idle display.

Adding Contacts From Call Lists
1. Do one of the following steps:

a Press

SelectCall Lists >Missed CallsReceived Callsor Placed Callsas desired.

b Press to access the desired call list.
.;’}{“;. and ‘v’ ] _ i
2. Use -~ “"the and to scroll through the list to find the Gt

You can also use the * key to Page Up and the #&ké&age Down.
3. Press thévlore soft key, and then th8avesoft key to save the contact in the phone’s dimgcto

Placed Calls ]

1.1 18007659266

[ Clear ]f Save ][ Info " More ]

Directori . . .
4, Press[ I % or theExit soft key repeatedly to return to the idle display.

Editing Contacts
1. Press [mwas

2. SelectContact Directory

() and (o) _ _
3. Use “-~"10 scroll through the list to find the contact.

You can also use the * key to Page Up and the #&&age Down.
4. Press thé&dit soft key

5. Make the desired changes.
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6. Press thé&aveor Cancelsoft keys to accept or cancel changes.

7. Press or theExit soft key repeatedly to return to the idle display.

Deleting Contacts

1. Press

2. SelectContact Directory

3. Use to scroll through the list to find the contact.

You can also use the * key to Page Up and the #&&age Down.
4. Press thd/lore soft key twice, and then th2eletesoft key.

The contact is deleted from the directory.

5. Press or theExit soft key repeatedly to return to the idle display.

Placing a Call to a Contact

1. Press

2. SelectContact Directory

3. Use to scroll through the list to find the contact.
You can also use the * key to Page Up and the #&&age Down.

4. Press thd®ial soft key.

Searching For a Contact

1. Press
2. SelectContact Directory

3. Press thévlore soft key, and then thgearchsoft key.
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4. Using the dial pad, enter the first few charactérhe contacts’s first or last names.

5. Press th&earchsoft key again to search the contacts.

You can dial any successful matches from the rieguilbformation on the graphic display.

Managing Incoming Calls
You can distinguish incoming calls from contactydaur directory by setting up distinctive rings.

Distinguishing Calls
You can customize your phone so that you can djsish different parties by ring type.

To set a distinctive ring type for a particular con tact:
1. Press

2. SelectContact Directory

3. Use to scroll through the list to find the contact.
You can also use the * key to Page Up and the #&&age Down.

4. Press thédit soft key and scroll down to theing Typsdield.

5. Enter the number corresponding to one of the ipgs available.
FTO o
6. (Optional) To remove an existing value, pr } followed by k:)_(;j'lf"l.

7. Press th&aveor Cancelsoft keys to accept or cancel changes.

8. Press or theExit soft key repeatedly to return to the idle display.
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Supporting Multiple Line Keys Per Line

Each line on the phone can be configured to have th@n one Line Key associated with it. This emlearcall visualization and
simplifies call handling. If this is the case, tisplay could resemble the following figure:

Incoming calls to this line will be distributed enhg among the available Line Keys. Similarly, outggpcalls will be distributed.

Your phone can be configured to have a combinatfdimes with a single Line Key and lines with mplé Line Keys.

Supporting Shared Lines

Your SoundPoint IP 550 supports shared lines. Aeshline is indicated by a different line icon.the following figure, the line 6721
is private and the line 6723 is shared.

If two phones share a line, an incoming call ta thamber will cause both phones to ring. The catl be answered on either phone
but not both.

Calls on shared lines can be transferred, put th bo added to a conference.

Note Shared lines are an optional feature and may not be supported on your particular system. For more information, contact your
system administrator.

Note Call Forwarding is not available on shared lines.

Restarting Your Phone
Periodically, you may need to restart your phorie fleasons for this include:

» Accepting a new configuration
 Accepting new software

Note The call lists are automatically cleared when you restart the phone.

To restart the phone:
>> Do one of the following steps:
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— Simultaneously press and hold , , and

— Press , then selecBettings > Advanced > Restart Phane

You must enter your password to access this menu.

The restart process will begin and is complete wtheridle display is shown.

Troubleshooting Your SoundPoint IP 550 Phone

Power and Startup

for more than 3 seconds or until a beep is heard.
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Controls
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Access to Screens and Systems
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Calling
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Displays

Audio
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