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Overview

Typically, everyone in your organization has been assigned an extension associated
with a Digium Phone and the Switchvox system. These extensions are the numbers
Switchvox uses to send calls to various destinations.

This guide gives owners of these extensions basic how-to information so they can
quickly get acquainted with and effectively use their Digium Phones and the Switch-
voX system to communicate in a business environment.

It steps you through the following features of the web-based Switchvox Extension
Tool Suite (the Extension Suite) as well as Digium Phone apps and features of
Switchboard, the Switchvox graphical interface.

Setup, page 8

Call Rules & Status, page 29
Calling & Contacts, page 50
Voicemail & FAX, page 63
Faxing, page 71

Reporting, page 73
Switchboard, page 75

The Switchvox Extension Tool Suite is the primary means of managing your exten-
sion and your Digium Phone. You can access it from any computer on your network
via a web browser. The URL can be found on the Welcome to the Digium IP Phone

sheet that came with your phone.

For additional documentation and other technical support information, refer to the
Support page of the Digium website (http://www.digium.com/en/supportcenter/).
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1 Setup

The Extension Suite lets you customize your extension’s features, logging into
directly to the Extension Suite using your extension number and a numeric password.
(See your Welcome to Digium IP Phone card for the URL to use to access the
Extension Suite.)

The following setup operations are described in this section:

My Account 8
Voicemail and Extension Suite Password 9
Language/Locale 10
Sound Prompt Language 10
Profile Picture 10

Additional Numbers 11

Phone Features 12
Phone Settings Tab 12
Ringtones Tab 15
Ring Rules Tab 17

Converged Phones 22
Managing a Converged Phone 23
InCall Menu 27

My Account

My Account lists the Profile Information associated with your Switchvox extension.
After logging into the Extension Suite with your extension, go to

Features > Account > My Account
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My Account

This displays the My Account page for your extension.

My Account @

Profile Information

First Name | Chuck

Last Name | Bemy
Email Address
For nottications
Locstion
Title [
Langusge / Locale S5 |pjted States L4

Numeric Password
For wolcemzll & wen 100 2008EE

Retype Mumeric Password
Sound Prompt Language System Default (]

Minimalist Mode | 1o

Profile Picture

A Profile Picture must be a JPG image, *
&t lzast TEx100 poeslz. =

s

FIGURE 1. My Account Profile Information page

If your administrator has given you permission to change your profile information,
you can change it from this page. This includes editing your voicemail/web suite pass-
word, name, email address, title, language setting, uploading a profile picture, and
other things.

When finished making changes, click Save Account Information, and the system

displays:

Successfully modified your account

Voicemail and Extension Suite Password

¢ To make a new password, enter a minimum of three numbers in the Numeric
Password text box. The strength of the password is indicated as you enter it to
help you create the most secure password.

e For verification, enter it again in the Retype Numeric Password text box.
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My Account

¢ C(Click Save Account Information to save the new password. You are logged out,

and you must use the new password go log back in.

IMPORTANT: This changes the password for both your voicemail and
Extension Suite access.

Language/Locale
The Extension Suite is available in several languages. If you wish to change the lan-
guage/locale, select one of the following from the Language/Locale dropdown:
¢ English / United States
¢ English / United Kingdom
¢ Espafiol / Espaia
¢ Espafiol for México
e Jtaliano for Italia
NOTE: All Language/Locale settings except English / United States use the
following format for dates:
dd/mm/yyyy
This means 30/11/2011 denotes November 30, 2011.
Sound Prompt Language
If there are one or more sound packs available, you can select a language from the
Sound Prompt Language dropdown.The language selected will be what your exten-
sion hears. For example, if you select Italian, when you call your voicemail access
extension, all prompts will be in Italian.
Profile Picture

To add a picture to your profile, click the Upload Picture icon and follow these steps:

Click inside the Choose Image text box to find the image file on your computer.
Then click Upload Image (clicking Cancel ends the operation).

The image is uploaded and displayed with the crop area that will be used to make
a 75x100 pixel image. You can move the crop area around to choose the best por-
tion of the picture. The Preview shows you what the picture will look like after it is
cropped.

NOTE: The Images must be JPG files of at least 75x100 pixels.
When ready, click Upload Image.
If you want to re-crop a picture, click ReCrop (pencil icon).

If you want to delete a picture, click Delete (X).
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Additional Numbers

¢ If you want to upload a different image, delete the already uploaded image, then
click Upload Image to start again. Confirm your changes.

Your picture is displayed in your coworker's profile panel in Switchboard.

Additional Numbers

The Additional Numbers option associates other phone numbers and extensions to
your profile and account. This is useful to help others in your organization find you
when you are away from your desk. For example, you can add your mobile phone
number, your home phone number, or even another extension that you use frequently.

IMPORTANT: If you have other phone numbers you use often, you may want to
add those numbers to your Converged Phones, rather than making them
Additional Numbers. (See Converged Phones, page 22.)

To create an additional number, go to Features > Account >Additional Numbers.

d1g'5um' Switchvox

Features Voicemail / Fax Reporting

Additional Numbers' @'

&

} Create Additional Number

‘ Move Icon Title Number Actions

£ o Alternate 916199880650 s (X

FIGURE 2. Account Additional Numbers page

This displays the Additional Numbers page, which lists any existing numbers you
may have created and allows you to create more numbers.

¢ C(lick Create Additional Number to display its popup.

Create Additional Number (@
Title [ |
MNumber

lean

()
-

"Save Additional Humber

FIGURE 3. Additional Number popup
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Phone Features

Enter a Title (name) for the number.
Enter the phone or extension Number.

IMPORTANT: Enter the number as you would dial it from your phone. For exam-
ple, begin the number with a 9 or an area code if that is how you normally dial that
number from your phone.

Select an icon from the dropdown to associate with the additional number (for
example, mobile phone, home, etc.).

Click Save Additional Number, which redisplays the screen that now includes the
addition number.

NOTE: The number, icon, and title are also displayed in the Phonebook entries of
your coworkers.

Click the pencil icon for an Additional Number to modify it.
Click its red X to delete it.

Use the green arrows to change the order in which the additional numbers are
displayed.

Phone Features

Phone Settings Tab

The Phone Features option allows you to customize the way your Digium Phone works.
Its main page has three tabs: Phone Settings, Ringtones, and Ring Rules.

IMPORTANT: If you make changes to any of these features, your phone will be
reconfigured.

To make changes to your Digium Phone Settings, go to

Features > Phone Features > Phone Settings

This displays the Phone Features page for Phone Settings for Digium Phones.
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General Settings

Phone Features

NOTE: The settings under the Other Manufacturers Tab are disabled if you have a
Digium Phone.

Phone Feah.‘lﬂ'!-:a’- E

E Dighamn Phones 5 Oher Marfischorers

General B2TNgE

Line Lane -H,E-!"E,'hig-m-“

Actusl Display: 111

Sl diyrmilc line isibel wih varisbles
Srmams [ -
hisgs Bumion
ksgs Bumon Astion ey Wiz Wolomema »
Woloamall Edansion
dle Sonesn
YT e ————_ @ :
image. The. opiimimum crmansons e =
s o Ve i e digium
P
Switchwox

Divniy Mimsed Calls Neetncmnon [l

Displary
Ergimess | 2 |5
L=}
Corrast i | 2 |5
T
Bacclight Damming [ )
o =
Soands

Dt Riinghone i »

Rasal Viokame Syery Cal

Answering Calls

Hemdset Answer

FIGURE 4. Phone Settings for Digium Phones page

The following paragraphs describes the Digium Phone Settings options.

After making any changes, click Save Phone Settings.

Line Label sets the label displayed on the phone's Line Key for this extension.

¢ Enter a specific label in the Line Label text box. The Actual Display is shown
under the text box.
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Msgs Button

Idle Screen

Display

Sounds

Phone Features

Or you can build a dynamic line label with variables to describe the label. Select
the variable from the dropdown, then click Append. The variable is entered in the
Line Label text box, and the actual display is shown under the text box.

Variables are most useful for Switchvox Administrators when creating multiple
extensions, but are less useful to individual users.

Msgs Button Action sets what the phone does when its Msgs button is pressed:

To use the phone Voicemail application to navigate via the phone display, select
Open Visual Voicemail from the dropdown.

Or to call the voicemail system extension and navigate via sound prompts, select
Dial Voicemail Extension from the dropdown.

If you select Dial Voicemail Extension, you can either enter an Extension or
search for and select an Extension. The system informs you if no extensions are
available. The default Voicemail extension number is 899. See Voicemail & FAX,
page 63 for more about Voicemail.

Idle Screen Image. This changes the image that displays on the phone's idle screen.

To change the image, click the Upload Picture icon. This displays a popup from
which you can search for an image on your computer and upload it or cancel the
operation.

To display a notification in the top-left corner of your phone’s idle screen, click
YES for Display Missed Calls Notification.

Brightness and Contrast. Use the sliding control to adjust the brightness and contrast in
your phone’s display.

Backlight Dimming.

Click YES to dim the backlight after the phone is not in use.

Enter the number of seconds before dimming in the Seconds until Backlight Dim
text box.

Use the sliding control to select the Backlight Dim Level. Level must be less than
the brightness.

Default Ringtone. Select the default ring tone used for incoming calls from the drop-
down. (unless you have set up one or more Ring Rules Tab).

Reset Volume Every Call. The volume can be changed during a call by moving the vol-
ume control bar on the phone. Select YES, to reset the volume to the default after
each call.
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Phone Features

Answering Calls Headset Answer. Select YES to use the headset, not the speaker, when you press the
Answer softkey on your phone during an incoming call.

Auto-answer Switchboard initiated calls. Select YES to set your phone to automatically
answer Switchboard-initiated calls. If set to NO, when you click on a Switchboard
Phonebook entry, your phone rings and you have to pick it up, then Switchvox dials
the number for that entry.

Ringtones Tab
Switchvox can store and play ringtones that can be used on your Digium phone.
Although there are limitations for the total number of ringtones and the total amount
of disk space that can be used, you should have plenty of room to add the ringtones
you like.

To view or make changes to the existing ringtones, go to
Features > Phone Features

Then click the Ringtones tab.

Switchvox Extension Owner User Guide 15



Phone Features

This displays the Ringtones page, which lists both preloaded and uploaded ringtones.
If you have added ringtones directly to your phone, they are not included in this list.

Features Voicemail / Fax Reporting Switchboard B

Phone Features o

{7 Phone y Ringiones | .. ' Ring Rules

j‘ Settings. =

o

Creste Ringtone

Distinctive Ringtones

Showing: Alarm to Xylophone (1% total)

[ Ringtone Name - File Size Date Created Actions
Alarm 487 KB 1/6/2010 6:51 PM 4
Chimes 107.0 KB 1/6/2010 6:51 PM L4
Digium 827 KB 1/11/2012 8:08 PM 4
Guitar Strum 108.2 KB 1/6/2010 6:51 PM L4
Jingle 50.2 KB 1/6/2010 6:51 PM 4
Loud Ring 124.9 KB 1/6/2010 6:51 PM L4
News Flash 208.7 KB 1/6/2010 6:51 PM 4
Office 2 48.4 KB 1/11/2012 8:08 PM L4
Office 58.9 KB 1/11/2012 8:08 PM 4
queue call radical 174.4 KB 1/6/2010 7:05 PM L4
Rotary Phone 522 KB 1/6/2010 6:51 PM 4
Spooky B22 KB 1/6/2010 6:51 PM L4
Steel Drum 55.0 KB 1/11/2012 8:08 PM 4
Techno 117.3 KB 1/6/2010 6:51 PM L4
Theme 9328 KB 1/11/2012 8:08 PM 4
Tweedle T44 KB 1/11/2012 8:08 PM L4
Twinkle 50.4 KB 1/11/2012 8:08 PM 4
Vibe 83.1 KB 1/11/2012 8:08 PM L4
Kyloephone 107.1 KB 1/6/2010 6:51 PM 4

FIGURE 5. Phone Features - Ringtones page
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Create Ringtone

Distinctive Ringtones
List

Ring Rules Tab

Phone Features

Click Create Ringtone to display the Upload Ringtone popup.
P .

Upload Ringtone (2

Choose a .wav sound file fream your computer to upload and name it.
Choose a File

MName

FIGURE 6. Upload Ringtone popup

¢ On the popup, click in the Choose a File box to browse your computer files to find
a WAV sound file.

¢ Enter a name for the ringtone in the Name field.
¢ Click Save Ringtone to upload the file (or Cancel to end the operation).

The Ringtones list is refreshed, showing your new ringtone.

Depending on the permissions you have for each ringtone, you can do the following to
a ringtone displayed in this list:

¢ Play the ringtone. The audio file is downloaded to your computer, then played
using your default audio player for WAV files.

¢ Modify the ringtone if it is not a preloaded file. You can upload a new file, or
change its name.

¢ Delete the ringtone if it is not a preloaded file. You must verify that you want the
ringtone deleted.

NOTE: If you delete a ringtone, all Ring Rules using that ringtone are also
deleted.

Ring Rules define conditions for callers or kinds of calls and what the phone does
when those calls come in.

To create a Ring Rule, go to
Features > Phone Features

Then click the Ring Rules tab.

After you have created the rules and conditions, click Save and Restart your phone.
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Phone Features

This displays the Ring Rules page.

Phone Features &'

(/77) Phone e Ringtones 2 ' Ring Rules
i“é} Settings 3’/ ﬁ ‘

| Q Using 0% of available space for ringtones (0 kb of 1024 kb)
Create Ring Rule W Used (0 kb) | Free (1024 kb)
‘ Move Rule Name Ring&Conditions Actions |

Ring Type: Standard Ring e
@1 oot Ringtone: Alarm (0.0 KB) |6/ lx
— There are no conditions.

Ring Type: Standard Rin
@2 test? Ringtone: Chimes (0.0 Ké)
- There are no conditions.

FIGURE 7. Phone Features - Ring Rules page

After you have set up Ring Rules and restarted your phone, your ringtone disk space
usage is displayed. This is specific to your phone and can help you decide which ring-
tones to use for your Ring Rules.

Create Ring Rule Click Create Ring Rule to display its popup.

Ringing Settings 2

Rule Mame
Ring Type Standard Ring 4
Ringtone Alarm ’

TR -

FIGURE 8. Ringing Settings popup

e Enter a Rule Name.

¢ Sclect the Ring Type (that is, the action your phone should take) from the
dropdown. Options are

-Standard Ring rings with the specified ringtone
—-Auto Answer answers in Intercom mode
-Ring, then Auto Answer does both ring and answer in intercom mode

-Visual Indication mutes the ring but the line still blinks
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Phone Features

e Ifyou have chosen a Ring action, select a Ringtone to associate with it from the
dropdown.

¢ Click Save Ringtone Rule.

Create Ring Rule This displays the Conditions tab from which you must create the Ring Rule Condi-
Condition tions for the rule.

Modify Ring Rule @

g&‘ /| Setlings 2" Conditions
| h &

4 Backio Phone Features

)

Create Ring Rule Condition

0 ARule is only applied if all of its conditions are met

| Condition Type and Details

Call Type: Direct Calls

|

FIGURE 9. Ring Rule Conditions tab

Click Create Ring Rule Condition to display a list of types: CallType, Extensions,
Caller ID, Ring Hints..

()]
Plaase choose a type
|;2 Call Type |
| calter D |
I;‘g Ring Hints |
g|

FIGURE 10. Types to apply to a condition
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Queue

CRM

Google Maps

Custom

Popup URLs

Switchboard Panels

Each Call Queue panel in your Switchboard contains views into that queue’s activity
and statistics for the day.

For queue members, you can log into or out of each queue with one click. Or, you can
pause your status and add a comment, letting your co-workers know why you’re
unavailable and when you’ll be back.

NOTE: You must have permission to use this.

CRM panels integrate with your CRM application. When a call rings your phone, all
of the information for this customer is displayed immediately, before you even answer
the phone!

NOTE: You must have permission to use this.

Google Maps shows you where your caller is on a map based on area code and prefix.
A popup window lets you scroll through previous callers’ locations.

NOTE: You must have permission to use this.

Your Switchvox administrator may have set up custom panels that integrate with Web
applications. Ask your administrator for more information.

Your Switchvox administrator can write external applications that set a display URL

for each incoming call. If this value is set, then the URL button lights up and clicking
it opens a new window with the specified URL. If you want that window to automati-
cally open when a call comes in, click the green plus sign at the top-right of the panel.
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