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Music
To turn Music on and off on a 5212 IP Phone when the phone is idle:
e Press the Music feature key.

To turn Music on and off on a 5224 IP Phone when the phone is idle:

1. Pressthe 2% (SUPERKEY ).
2. Press the No softkey until "Music?" appears.
3. Do one of the following:
e To turn the music on, press the TurnOn softkey.

e To turn the music off, press the TurnOff softkey.

4. Press 2% (SUPERKEY ).

Group Paging / Meet Me Answer

Group Paging allows you to page a group of telephones through their built—in speakers. You can
belong to to as many as three paging groups with one group designated as your "prime" group.
When you need to respond to a Group Page but don't know the identity or extension number of
the paging party, use the Meet Me Answer feature. You have up to 15 minutes after receiving the
page to use Meet Me Answer.

To make a Group Page:
1. Lift the handset.
2. Press Direct Page or dial *37.
3. Do one of the following:
e To page your prime page group, press #.
e To page a specific page group, dial the page group directory number.
4. Speak to the dialed party after the tone.
To respond to a Group Page by using Meet Me Answer:
1. Lift handset.
2. Dial *88.

3. Do one of the following:

35



e Torespond to a page from your prime page group, press #.

e Torespond to a page from a specific page group, dial the page group directory
number.

Trunk Flash

The Trunk Flash feature allows you to access Centrex features (if available) while you are
talking on an outside call.

To flash a trunk while talking on an outside call:
1. Press ~»|% ( TRANS/CONF).
2. Dial *57 for a single flash or *56 for a double flash.
3. Wait for dial tone.
4. Dial the Centrex feature access code.
Record a Call

This feature uses your voice mail system to record your telephone conversations. Note: You may
be required by law to inform the other party that you are recording the conversation. For specific
instructions, consult your system administrator.

To start recording while on a 2—party call:

e Press the Record Call key. (See Feature Keys elsewhere in this guide for instructions on
programming a Record Call key to your phone.)

Note: Your system may be programmed to automatically begin recording external calls when
you or the other answers.

To control recording on a 5212 IP Phone, do one or all of the following:
e To stop and save a recording, press the Record Call feature key.
e To stop and erase a recording, press ® (CANCEL).
To control recording on a 5224 IP Phone, do one or all of the following:
e To pause recording, press the Pause softkey.
e To resume recording after pausing, press the Resume softkey.
e To stop a recording without saving it, press the Erase softkey or ® (CANCEL).

e To stop and save a recording, press the Save softkey.
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Putting the call on hold saves the recording; taking the call off hold starts a new recording.
Depending on system programming, hanging up, or pressing ¥ (TRANS/CONF) or a DSS
key, may also save the recording.

To listen to a recording:
1. Lift the handset.
2. Access your voice mailbox.

3. Follow the prompts to retrieve the recording.

Hot Desking

Hot Desking allows you to log into the telephone system from any phone designated as a Hot
Desk phone. Simply log in at the phone using your assigned Hot Desk User Extension Number
and the phone immediately assumes all your speed dials, features keys, call forwarding setup,
and line appearances — even your language preference for the display. Any changes you make to
the phone while you are logged in—for example, adding a speed dial—are saved to your
personal profile. Logging in activates your profile on any phone that supports Hot Desking.

Note: All Hot Desking profiles have 13 programmable keys. If you log into a phone that has a
fewer number of keys, the extra ones are "hidden". Only the use of the extra keys is lost, not the
features assigned to them.

To log into a Hot Desking 5212 IP Phone (the phone must be idle):
1. Dial 222.
2. Press*.
3. Enter your Hot Desk User Extension Number
4. Press*.

To log out of Hot Desking 5212 IP Phone (the phone must be idle):
1. Dial 333.
2. Press#.
3. Press the *.

To log into a Hot Desking 5224 IP Phone (the phone must be idle):
1. Press the HotDesk softkey.
2. Press the Login softkey.

3. Enter your Hot Desk User Extension Number.
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4. Press the Okay softkey.
To log out of Hot Desking 5224 IP Phone (the phone must be idle):
1. Press the HotDesk softkey.
2. Press the Logout softkey.
3. Press the Confirm softkey.

Note: Your profile can only be active on one phone at a time. If you log in from another phone
without logging out from the first one, the system will automatically deactivate your profile on
the first phone.

Hot Desk Remote Logout

A user who has forgotten to log out of a Hot Desking phone can be logged out using any phone
that supports Hot Desk Remote Logout.

To remotely log out a Hot Desking phone:
1. Dial 111.

2. Dial the Hot Desk User Extension Number that you want to log out.
Tag Call

Tag Call allows you to signal that you are the victim of a threatening or malicious call. Using the
tag, your system administrator or telephone company can identify the source of the call and
provide this information to appropriate personnel or authorities. CAUTION: Tagging a non—
malicious call may result in fines or other penalties.

To tag a malicious call:

e Press the Tag Call feature key while the call is in progress. See "Feature Keys"
elsewhere in this guide for information on programming a Tag Call feature key to your
phone. -OR-

e Press % ( TRANS/CONF ) and dial *55.

If the call was successfully tagged "Thank You" is shown on the display; otherwise, "Not
Allowed" is displayed. Note: Tag Call can be used on active two—party calls only. Calls on hold
and conference calls cannot be tagged.
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Call History

Call History keeps track of the names (if available) and telephone numbers of missed calls,
answered incoming external calls, and outgoing external calls. Once enabled on your phone by
your system administrator, it functions automatically.

To display the call history, and view call detail:

1. Press the Call History feature key. The total number of missed calls is displayed in
brackets (), the number of new missed calls is indicated with a *.

2. To browse though the list of missed calls, press * or the Yes softkey, followed by the
[~ (UP)and o ( DOWN ) keys to scroll through the list.

To view answered or outgoing calls, press # or the No softkey (once for Answered, twice

for Outgoing), followed by the [~ (UP) and o ( DOWN ) keys to scroll through the
list.

3. To view the number of the call, press the # or Options softkey. When the Options screen
is displayed, press the * or Details softkey to display the number. Press the # or Next
softkey to display the call time and date.

To return a call:
1. Display the call you want to return.
2. Do one of the following:

e If the call is internal, and the caller name is known, press * or the Call sofkkey.
For unknown numbers, the Call option is not displayed.

e If the call is external, and you normally need to precede external calls with a digit
such as 9, it is likely that your system administrator has programmed your system
to insert the 9 for you. In this case, pressing * or the Call softkey initiates the call
immediately. Sometimes the system will be unable to complete the dialing
automatically. When this happens, you can edit the dialed digits manually by
pressing # or the <— ( Clear ) softkey. Use the # or <— ( Clear ) softkey to
delete the left-most digit, and then type the digits to insert them. When you have
the dial string edited to suit your needs, press the * or Call softkey to dial the
number.

To delete all missed, answered, or outgoing call logs:
1. After selecting the type of logs you wish to delete, press # or the Delete All softkey.

2. Confirm that you do want to delete all items by pressing * or the # softkey.
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To delete a particular call from the call log:

e With the call log that you want to delete displayed, press # twice or press the Delete
softkey.

Night Answer

Office telephone systems are often placed into Night Answer after regular hours. Calls then ring
alternate answer points—either designated extensions or a night bell. You can dial the Trunk
Answer From Any Station (TAFAS) code to answer calls ringing the night bell. If permitted by
system programming, you can put your phone into one of two night answer modes, Night1 or
Night2.

To switch your 5212 IP Phone to Night Answer or back to Day service:
1. Lift the handset.

2. Press the Night Answer feature key. (See "Feature Key" for instructions on programming
a feature key.)

3. Do one of the following:
e Press 0 for Day Service.
e Press 1 for Nightl.
e Press 2 for Night2.

4. Hang up.

The Night Answer feature key light flashes slowly for Night1, and rapidly for Night2.
The Night Answer feature key light is off for when your phone is in Day service.

To switch your 5224 IP Phone to Night Answer or Day service, or to view which service your
5224 1P Phone is currently in:

1. Press #% (SUPERKEY).
2. Press the No softkey until *quot;Night Answer?" appears.
3. Press the Yes softkey.
4. Do one of the following:
e To exit without making any changes, press [h’ (SUPERKEY).

e To change the mode of service, press the Change softkey, followed by No until
the desired alternative appears, and then press Yes.
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Release

Release lets you disconnect from an attempted Call Transfer or Conference Call without hanging
up the handset. Release is useful when you encounter a busy or unavailable party.

To release from an attempted transfer or conference call:

e Press the Release feature key or the Release softkey.

Mobile Extension

Mitel Mobile Extension is a software solution that enables you to twin your desk phone with an
external PSTN-connected phone (your cell phone, for example). Calls arriving at the desk phone
ring the cell phone simultaneously, until one or the other is answered, or if unanswered, are
forwarded to voice mail. For information about configuring Mobile Extension on your Mitel IP
device, refer to the Mobile Extension Quick Reference Guide available at www. mitel.com or
contact your Administrator.
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USING THE LINE INTERFACE MODULE (5224 IP
PHONE ONLY)

5224 1P Phones support the Mitel Line Interface Module. The Line Interface Module allows you
to make and receive calls over an analog line (referred to as the Line Interface Module line)
connected to your phone, and operates in either of the following two modes (as determined by
your System Administrator):

e Line Interface Module mode: your phone allows you to use the Line Interface Module
line at any time.

e Failover Mode: you can use the Line Interface Module line only when the IP connection
has failed.

Note: Handsfree and on-hook dialing are not supported on the Line Interface Module line.
LINE INTERFACE MODULE MODE
Make A Call
To make a call using the Line Interface Module line:
1. Lift the handset.
2. Press the Line Interface Module key. ANALOG CALL appears on the display.

3. Dial the number to make the call.

e When making external calls over the Line Interface Module line, a prefix (e.g. 9) is not
required.

e If your phone's Line Interface Module key has the Privacy option enabled and another
phone is on a call using the Line Interface Module line (that is, the Line Interface Module
key is solid orange), you cannot access the Line Interface Module line. The user of the
other phone must first hang up before you can access the Line Interface Module line.

e To determine whether the Privacy option is enabled, contact your System Administrator.
Answer A Call
To answer a call using the Line Interface Module line:

1. Lift the handset.

2. Press the flashing Line Interface Module key. ANALOG CALL appears on the display.
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Answer a Waiting Call on the Line Interface Module Line

If you have subscribed to an analog call waiting service, you may use the hookswitch or press
® (CANCEL) to answer a waiting Line Interface Module call. When you are on a Line
Interface Module call and a waiting Line Interface Module call arrives, you will hear a beep.

Note: This feature may not be supported in all regions.

To answer a waiting Line Interface Module call, or to return to the original Line Interface
Module call, do one of the following:

e Press and release the hookswitch.
e Press @(CANCEL).
e Press the Line Interface Module key.
Hold a Call
To put a current call on hold to answer an incoming Line Interface Module call:
e Press the flashing Line Interface Module key. The current call is put on hold.

To switch between the current call and the held call when one of the calls is using the Line
Interface Module line, do one of the following:

e If your current call is using the Line Interface Module line, press the flashing Line key of
the held call. The Line Interface Module call is automatically put on hold.

e If your current call is using an IP line, press the flashing Line Interface Module key. The
IP line is automatically put on hold.

End a Call
To end a current call when an incoming Line Interface Module call arrives:

e Press ® (CANCEL), and then press the flashing Line Interface Module key. The
current call ends, and you are connected to the caller on the Line Interface Module line.

To end the current Line Interface Module call when an incoming call arrives:

e Press ® (CANCEL). The current Line Interface Module call ends, and you are
connected to the new caller.
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FAILOVER MODE

Make A Call

To make a call using the Line Interface Module line during an IP connection failure:
1. Lift the handset. IP FAIL: ANALOG CALL appears on the display.
2. Dial the number to make the call.

Answer A Call

To answer a call using the Line Interface Module line during an IP connection failure:

e Lift the handset. IP FAIL: ANALOG CALL appears on the display, and the call is
answered.

EMERGENCY CALLS

WARNING FOR EMERGENCY NUMBER DIALING: Consult your local authorities for
Emergency Numbers and 911 or equivalent service availability in your area. Emergency Number
dialing should only be performed by picking up the handset and selecting the Line Interface
Module key. If Privacy Mode is enabled and the Line Interface Module key local line is busy,
dialing will not occur on the Line Interface Module line. Emergency dialing using an IP
connection may not be supported due to ICP system configuration and country location. For
more information, contact your System Administrator. You can make an Emergency Call to your
Local Emergency Service using the Line Interface Module line when the IP connection has
failed.

To make an Emergency Call using the Line Interface Module line:
1. Lift the handset.
2. Press the Line Interface Module key.

3. Dial your Local Emergency Number. ANALOG CALL appears on the display.
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