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Introduction 

 

About the Program 

 

Welcome to the interactive Cisco IP Phone Training Program! Our training 

program allows you to learn about the phone’s features and functionality at your 

own pace, and once you’ve finished, you can continue to utilize this tutorial as a 

reference tool. You may watch the program from start to finish or you can jump to 

any topic by opening the menu and selecting a specific section. So, to get started, 

make a selection or simply sit back and enjoy the step-by-step demonstration about 

your Cisco IP telephone! 
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Phone Features 

 

Buttons and Hardware 

 

Your Cisco IP Phone 8800 Series includes a handset, with light strip, that flashes 

for an incoming call, or remains lit when you have one Phone Screen – shows 

information about your phone, displays the date/time, your phone number, line 

status with caller ID, and the soft-key options. The Cisco IP Phone 8811 model has 

a gray scale. The buttons here are Programmable Line Keys – Used to view calls 

on a line. Any buttons not being used as line keys may be used for Speed Dials or 

features. On the 8851 and 8861, if Intelligent I Session Buttons – Used to perform 

tasks such as answering a call, resuming a held call or initiating phone functions 

such as displaying missed calls. Each call on our phone is associated with a session 

button. 

 

Buttons illuminate to indicate status: 

 Flashing amber is an incoming call 

 Steady green is an active call 

 Flashing green is a call on hold 

 Steady red is a shared line in use remotely 

 And flashing red is a shared line call put on hold remotely 

Soft Keys – Perform a variety of function and calling options and change, 

depending on the state of the phone. The soft key on the far right displays more 

soft keys. Your organization has many options for presenting soft keys to you. The 

screens on your phone may show the same keys in a different arrangement than 

shown in the training module. 

4 Way Navigation Key and “Select” Button – Allows you to scroll up and down 

through linear menus, or left and right as well as up and down on grid menus.  

Use the “Select” button to select a highlighted option.  

Back Button – returns to the previous screen or menu. 

Release Button – ends a connected call or session. 
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Feature Buttons – The dedicated buttons on the left provide access to Voicemail, 

Applications and Directories. The Feature Buttons on the right are used to Hold, 

Transfer, and Conference. 

Keypad – Allows you to dial phone numbers and enter letters. 

Volume Button – Used in coordination with the sound control buttons to control 

the speaker, headset and mute. 

 

The back of the phone includes a DC adaptor power port, a network port, and an 

access port connection for a PC, an auxiliary port where you can connect an EHS 

cable, a headset and a handset port. The DC Adaptor comes separately, and is only 

required if there is no Power over Ethernet or if the power use planned for the 

phone exceeds the capacity of Power over Ethernet. 

 

The 8851 & 8861 models have Bluetooth headset support and capability for key 

expansion modules. The 8851 has a side 2.5 Watt USB charging port for cell 

phones or connecting USB headsets. The 8861 has the side port, and ports for 

external microphone and speakers, as well as a 10 Watt Fast Charging USB port in 

the back, which can be used to charged phones and tablets. The 8861 also supports 

Wi-Fi for situations where wired Ethernet is not available or convenient.  

 

 

 

 

 

Sound Control 
 

Volume Control: Press plus or minus on the Volume button to adjust the volume. 

For example, to adjust the volume ringer from the idle phone, press plus or minus 

until the desired volume is achieved. The same process can be repeated to adjust 

the volume for the handset, headset, or speaker. When changing the headset 

volume, note the headset icon in the top right. 

 

Headsets: This key is used to answer and end calls sing the headset connected to 

the phone. The button is lit and the headset icon appears in the top bar when the 

headset is activated.  
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Ringtone 
 

You can customize your phone and set your individual preferences.  

 

To change the Ringtone, press the “Applications” key. 

 

Use the Navigation Key to scroll and select Settings. 

 

Note how the selected ringtone is listed at the right. The arrowheads tell you there 

are more items below each of these menu items. 

 

Select Ringtone, and if you have more than one device connected, choose which 

one to change. You can have different ringtones for calls coming in on the desk 

phone and for calls coming in on the desk phone and for calls coming in on your 

mobile phone. Please select to view the options for your desk phone. 

 

Note: The current selected ringtone name will be highlighted and checked. 

Use the Navigation Key again to scroll through the list of ring types, and press the 

“Play” soft key to hear a sample of the selected ring type. When you find the 

desired ring, press the “Set” soft key to apply the ringtone. 

 

Press “Exit” several times to return to the main phone screen. 

 

 

Brightness 
 

You may want to customize the brightness level of the LCD Screen. By default, 

the brightness is set to 50 percent. 

 

To adjust the Brightness, press the “Applications” key. Use the Navigation Key to 

scroll and select Settings. Or if you had Settings selected the last time you were 

here, it is already highlighted. Then select Brightness. 

 

Press the Navigation key to the right to increase, or to the left to decrease the 

brightness. 

 

Press the “Save” soft key to set the level or “Cancel” to exit without saving. 
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Basic Call Handling 
 

Answer Calls 

 
When a new call rings on your phone, you will see a few indicators. A flashing 

light on the handset, a flashing light on the line button, and a ringing call icon 

displays with caller ID information.  

 

You can use the “Decline” soft key to redirect a ringing call to your voicemail or to 

a predetermined phone number.  

 

There are three ways to talk to people on your phone. You can use the handset, 

headset, or the speakerphone. When the phone rings, you can pick up the handset 

and simply start talking to the person who is calling you. If you are a headset user 

and your headset has built-in controls on it, you can answer the call from your 

headset. Make sure you have pressed the headset button to send the sound to your 

headset. You phone will stay in the headset mode for the next call as well. If your 

headset does not have built-in controls, make sure the headset button is lit, then 

press “Answer” to answer the call. Some people prefer to use the speakerphone. 

You can press the speakerphone button to answer a ringing call. Some people like 

to press the session button to answer calls. You can do that here as well. 

 

The call now shows the connected call icon, and the call timer is displayed. 

 

If a second call comes in while you are already on a call, a second session label 

displays. To answer a second incoming call, the call is not automatically selected. 

You must press the blinking session button to answer the second call. To “Decline” 

and incoming call while on another call, scroll down to it and press “Decline”. Or, 

while it is selected, you can select Answer and the first call will automatically be 

placed on hold. 

 

To switch between connected calls, press the blinking session button of the held 

call to swap between calls, and the other call will automatically be placed on hold.  

 

To end a call, press the release button or the “End Call” soft key. To end a call on 

hold, you must resume the call first. Then you can hang up the handset, or if you’re 

on a headset or speakerphone, press the selected audio path key. 
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Make Calls 

 
Use the following options to make calls: 

 

To pre-dial, enter the number you wish to dial.  

 

If you make a mistake while dialing, use the “backspace” soft key. As you begin to 

dial, the phone will search for similar numbers. Instead of dialing the full number, 

you can scroll down to a match if that is who you want to call. Next, go off hook 

by either lifting the handset, press the headset button, or press the “Call” soft key. 

 

To place a call while another call is active, press the “New-Call” soft key, and the 

first call will be placed on hold automatically. These phones won’t let you 

accidentally hang up on somebody by placing a new call. 

 

To make and outside call, hold down the star key for 2 seconds to get the plus sign 

for “plus dialing”. Then enter the full local or long distance number and press the 

“Call” soft key. 

 

The ABC soft key enables T-9 text input entry, which is useful for URI dialing. 

For example, to dial an email address in a directory, the 1 key provided the @ 

symbol for userid@domain.com.  

  

Use the “Redial” soft key, to dial the last number placed from the phone. 

 

If you have setup speed dials, press the appropriate feature button. 

 

If you try to reach someone and you get a busy signal, voicemail or the call is not 

answered, you may use the Call Back feature to let you know when that person is 

available to talk. If enabled, call back appears on your phone as a feature button or 

soft key. While listening to the busy tone or a ring sound, press “Call Back”. A 

confirmation screen displays on the phone. Press “Exit” to exit the confirmation 

screen. When the person you are trying to reach becomes available, you will 

receive and audio and a visual notification on your phone when the line is free. 

Press “Dial” to place the call again. For more information about the Callback 

feature, contact your system administrator.  

mailto:userid@domain.com
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Hold & Transfer Calls 

 

To place a call on hold, press the “Hold” key. The hold icon appears and the LED 

indicator pulses green. 

 

To resume the call, first press the “Hold” key again, or press the pulsing green 

session button. You can also use the soft key to put a call on hold, as well as 

resume a call on hold.  

To transfer a connected call, first press the “Transfer” key. The call will be placed 

on hold. Then dial the transfer recipient’s number.  

 

To complete the transfer without talking to the recipient, wait for the transfer 

recipient’s phone to ring, press the “Transfer” key again and then hang up. 

 

If your phone has on-hook transfer enabled, you can just hang up. Ask your phone 

administrator if on-hook transfer has been enabled.  

 

You can also use the soft keys to transfer connected calls.  

 

 

 

 

Forward Calls 

 

“Forward All” allows you to forward calls on your phone to another number. For 

your primary line, you can set up “Forward All” directly on your phone. For all 

other lines or to access Call Forward All remotely, go to your Self Care Portal web 

pages.  

 

To forward calls, press the “Forward All” soft key.  

 

Then enter the call forward target phone number exactly as you would dial it from 

your phone.  
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To verify that your calls are all forwarded, look for the “Forward All” icon in the 

line label, and the forwarding information in the header.  

 

To cancel call forwarding, press the “Forward Off” soft key. 

 

Conference 

 

 Use the Conference feature when you want to connect multiple callers. While on a 

call, press the “Conference” key.  

 Enter a participant’s phone number.  

 After the phone begins to ring, press the “Conference” key again to begin 

the conference call. You can also use the soft keys to initiate and connect a 

conference call.  

The conference begins and the phone displays “Conference” instead of caller ID. 

Repeat the steps to add more participants. When you want to combine existing 

calls that are already on your phone (connected or holding), use the “Conference” 

key.  

 While on an active call, verify that you have two connected calls.  

 Press the “Conference” key.  

 Press the “Active Calls” soft key. 

 A screen will appear with available active calls. Select the call you want to 

add to the conference, and press the conference key or soft key. 

 The conference begins and is established on the line with the active call. 

 

Remember, if you place a conference call on hold, all members of the conference 

call may hear hold music. Us the mute button instead. When getting ready to speak 

on the conference call, check the mute key first to make sure you’re not muted. 

To view and remove conference participants during a conference, press the “Show 

Detail” soft key. To remove a participant from the call, highlight a name and press 

“Remove”.  

The conference ends when all participants hang up. 
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Meet Me Conference 

 

A Meet Me Conference allows you to start or join a conference by dialing a 

conference number. You must first obtain a Meet me conference station number 

from your system administrator, and distribute the number to participants.  

Then, press the “Meet Me” soft key. You may need to press the “more” soft key 

first. 

Next, dial the Meet Me conference number. If you hear a busy tone, you called the 

conference before the initiator has joined. Please call back later. To end a Meet Me 

conference, all participants must hang up. The conference does not automatically 

end when the conference initiator disconnects. 
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Additional Features 

 

Contacts 

 

The Cisco IP Phone 8800 Series provides you with access to contacts using the 

Personal and Corporate directories. To view these directories, press the Contacts 

button. 

The Personal Directory will allow you to access your Personal Address Book and 

Fast Dials. You can set up and maintain your Personal Directory using your phone, 

or by using your Self Care Portal web page.  

The Corporate Directory will allow you to access employee names and phone 

numbers. You can search for a co-worker’s last or first name, and then dial that 

number from the Corporate Directory.  

 

Recent Calls 

To view missed, placed, or received calls, press the “Applications” button and 

select “Recents”.  

The last 150 calls display. To sort by missed calls, press the “Missed Calls” soft 

key. To dial from Call History, with the Navigation Key scroll to a call, and press 

the “Select” button or the “Call” soft key. Press “Edit Dial” if you need to edit the 

number to add an outside line number or long distance access code. To view details 

for a call, highlight the call and press the “Details” soft key.  

You can clear the missed call history list by selecting “Clear list” (you may need to 

press the “More” soft key first). Or if you would like to clear the entire call history, 

select “All Calls”, and then press “Clear List”. You will be asked to confirm. Press 

“Delete” to delete the Call History list, or press cancel to go back to the call history 

screen.  
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Shared Lines 

If you share a line with a co-worker or an Administrative Assistant, you share a 

phone number. 

 Either you or your co-worker can answer a ringing call on the shared line. 

 When your co-worker has a call on the shared line, your share line button is 

solid red. 

 When your co-worker puts a call on hold, the session button on your phone 

pulses red. You or your co-worker can resume the call. 

 They can also “Merge” with a call that you are handling on the shared line. 

Merging a call means joining your call by turning the call in to a conference. 

You will typically hear a beep and your phone screen will change to display 

conference details. 

 To prevent this from happening, use the “Private” feature button. To verify 

that Privacy is enabled, look for the “Private” enabled icon next to an amber 

line button. This will block others who share a line with you from being able 

to merge in on your shared line call. Press the “Private” feature button again 

to disable.  

For people who have multiple shared lines or deal with many incoming calls at a 

time, there is an optional view for an incoming call, which is very helpful. If you 

would like this view, ask your system administrator to enable “Actionable 

Incoming Call Alert”. 

 

Group Pickup 

To answer a call that is ringing another extension within your group, press an 

available session button, and the “Pick Up” soft key, you may need to press the 

“More” soft key. The call now rings on your phone. 

To answer a call that is ringing on another extension outside of your group press an 

available session button and the “Group Pick Up” soft key. Enter the call group 

pickup code number provided by your system administrator. The call now rings on 

your phone.  
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Park Calls 

The Park features allows you to store or Park a call at a specified number, and then 

use any other phone in the office to retrieve the parked call. 

While on a call, press the “Park” soft key, you may need to press the “More” soft 

key first. 

The park number will be displayed on the screen. Make note of the number and 

dial the number from any phone to retrieve the parked call.  

The call will ring back to the station that originated the call if it is not picked up. 

 

 

Voicemail 

 

Voicemail Access 

 

To log on from your extension, press the “Messages” button on your phone. Enter 

your password and then press the pound key.  

The first time you log on to voicemail, you will be asked to follow through with 

setting up your voicemail box name, greeting and password. Please follow through 

with all of the steps or you will be asked to set up your voicemail the next time you 

call in.  

To Log into your voicemail from outside of the system, dial your external 

voicemail number, and then press the star key. 

Note: If you do not know the remote voicemail number for your site, just dial your 

telephone number and press the star key when your greeting answers. 

When prompted to enter your ID, enter your full telephone number and press the 

pound key. Enter your password then press the pound key. 

 


