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Introduction

Who this Guide is Written For

This guide contains overview information for people who are just starting to
learn about the Polycom® SoundStation® Duo Conference Phone, or who have
experience, but need a quick refresher. It is intended for beginning users, as
well as intermediate and advanced users who want to learn about the phone’s
features.

How To Use this Guide

Since the SoundStation Duo can operate in two different modes, this guide
contains separate chapters for operating your phone in Public Switched
Telephone Network (PSTN) mode and Session Initiation Protocol (SIP) mode.
Make sure you read the chapter that applies to your particular phone setup. If
you don’t know which mode your phone uses, ask your system administrator.

General information about the phone, such as how to operate the phone,
navigate menus, and enter information, is described in a common chapter,
Getting Started.

This guide includes these sections:

* Chapter 1, Getting Started This chapter contains general information
about the phone, such as how to operate the phone, navigate menus, and
enter information. This chapter applies to both PSTN and SIP modes.

*  Chapter 2, Using Your Conference Phone in PSTN Mode This chapter
contains specific information about operating your phone in PSTN mode.

*  Chapter 3, Using Your Conference Phone in SIP Mode This chapter
contains specific information about operating your phone in SIP mode.

* Safety Notices This section contains important safety and compliance
information.

* Appendix: Menu Structure This appendix provides a list of all the
menus and submenus that display in both PSTN and SIP mode.

* End-User License Agreement for Polycom® Software
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Before you read this guide, it is important to understand that certain phone features

are configurable by your system administrator or determined by your phone
environment. As a result, some features may not be available or may operate
differently on your phone. The examples and figures in this guide may not directly
reflect what displays on your phone screen.

What's New in This Guide

This user guide has been updated to include new information and features.
The following section has been added to this edition:

”Using Buddy Lists” on page 82
”Integrating with Microsoft Lync Server” on page 112

Conventions Used in this Guide

Specific terms are used throughout this guide to explain a phone state or
feature, or how to navigate phone menus, use phone features, and configure
phone settings. You'll need to know what these terms mean, and how to
perform any associated actions on the phone. These terms include:

Key This term refers to any button on the phone console.

Keypad This terms refers to all the keys (the ‘buttons’) on the phone
console.

Dialpad This term refers to the area of the keypad you use to enter
numbers and characters. The dialpad consists of all the number keys, as
well as the ( * ) and (_# ) keys, as shown next.

(I & &)
EDEDED

Press This action refers to depressing a key on the keypad.

Select This action refers to selecting any menu item to display submenus
or options, or to activate a phone setting. To select an item, scroll to the
item or setting, and then press the Select soft key or press the Select key,

.

Scroll This term describes two actions:
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— Pressing either the Up Arrow key, /4, or the Down Arrow key, |/,
to move up or down a list. When the instructions say to ‘scroll to” an
item, press /4| or v/ until you reach the item. When you reach an
item, the item will either be highlighted, or an insertion point (a
blinking line) will display next to the item. The Up and Down Arrow
keys are also referred to as the ‘Scroll keys.’

— The scrolling behavior in the phone’s status bar (the top-most area of
the screen). When your phone has multiple notifications, the
information continuously scrolls one after the other in the status bar.

Toggle This action describes pressing the same key twice to alternate
back and forth between two states. It's often used to describe how to turn
on or off a phone feature, or how to enable or disable phone settings.

Idle This term refers to the phone when it doesn’t have any active or
held calls.

Idle screen This term refers to the phone’s ‘'Home” screen. The idle
screen displays when your phone doesn’t have any active or held calls,
and you haven’t accessed any features or the Main Menu.

Call This term refers to any call (including a conference call) that is
active or held.

Active call This term refers to a call (including a conference call) you're
currently in. An active call has audio associated with it.

Held call This term describes any call (including a conference call) that
is on hold. Held calls do not have audio associated with them.

Softkey This term describes the context-sensitive functions that display
along the bottom of the screen. The soft keys update depending on the task
you are performing. When the instructions say to press a soft key, press
the key on the phone console that is directly below the function you want
to invoke. For example, to press the New Call soft key, press the key
(CD)on the phone console directly below ‘New Call.’

Press (=), and then select Submenu > Submenu > Submenu  This
annotation describes how to access a menu and submenus. The first entry
describes the key you have to press to access the Main Menu, and
subsequent entries describe submenus you have to select. Each submenu
name is separated by a ‘greater than” symbol.

Setting The name of a field for which you can define information or
choose an option.

Field This term describes the area of the screen next to a setting in which
you can enter information or select an option.

Option One of a series of items you can select for a phone setting. For
example, the Auto Reject field has two options: Enabled and Disabled.

xi
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* View/Choose an option Certain settings have a series of options. To
view all the options in a field, scroll to the field, and then press ?l
repeatedly. To cycle back through the options, press (< repeatedly To
choose an option, press P] repeatedly until the option displays.

* Enable/Disable To enable or disable a setting, scroll to the setting, and
then toggle the Right Arrow key, ), to alternate between Enabled or
Disabled.

Related Documents

For additional information about the SoundStation Duo phone, see the
following documents:

e User documents:

— Polycom SoundStation Duo Quick User Guide This two-page
document is a quick reference on how to use the phone’s most basic
features. It also briefly describes what displays on the phone screen
and how to navigate the phone and enter information.

* Setup and maintenance documents:

— Polycom SoundStation Duo Quick Start Guide This two-page
document describes the contents of your phone package, how to
assemble your phone, and how to connect your phone depending on
the mode you will use.

— Polycom UC Software Administrator’s Guide This guide provides
detailed information about setting up and configuring your phone. It
describes every phone feature and parameter, and how to configure
each feature and set each parameter.

You can access each guide from the SoundStation Duo Support Web page. You
can also find the Quick Start Guide in your phone package.

xii
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Getting Started

Introducing Your Phone

The SoundStation Duo conference phone is a dual-mode conference phone
that can operate in one of the following standard telephony modes:

* PSTN mode—In this mode, the phone is connected to a standard (analog)
phone jack so calls can be made using the Public Switched Telephone
Network (PSTN).

* SIP mode —In this mode, the phone is connected to a Session Initiation
Protocol (SIP) server so calls can be made over Internet Protocol (IP)
networks. In SIP mode, phones can use advanced features such as
messaging, forwarding, and transferring.

Your phone can be set up to operate in either mode. The mode your phone
operates in determines what features your phone will have.

Before You Use Your Phone

Generally, your phone will be deployed with multiple other phones. In this
case, your system administrator will configure the phone parameters
beforehand, so that after your phone is set up, the phone will be registered (for
SIP mode) or connected (for PSTN mode) and ready to use.

Your phone may be set up so that if it is unable to operate in SIP mode, it will
automatically switch — or ‘fail over’—to PSTN mode. When it fails over to
PSTN mode, SIP features (such as forwarding, transferring, and messaging)
will be unavailable.

During failover, all SIP calls will end. However, you will be able to place PSTN
calls immediately, without having to restart the phone. When SIP connectivity
is re-established, ongoing PSTN calls will continue. Subsequent calls you place
will use SIP mode.
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Your phone will only fail over from SIP to PSTN mode. It cannot fail over from PSTN
* to SIP mode.

Configuring Your Phone for SIP Mode

If your phone is set up to operate in SIP mode, and isn’t part of a large phone
deployment, your phone may not be registered after it’s set up. Before you use
your phone, you or your system administrator will need to register it. For
detailed information on how to register your phone after it’s set up, see Quick
Tip 44011: Register Standalone SoundPoint IP, SoundStation IP, and Polycom VVX
1500 Phones.

Configuring Your Phone for PSTN Mode

If your phone is set up to operate in PSTN mode, and no initial configuration
has been set, the first time the phone starts, you'll be prompted to enter certain
information. Your phone requires this information to operate properly.

To configure your phone for PSTN use:

1 After your phone starts for the first time, the Select Country screen
automatically displays, as shown next. Use the Down Arrow key to select
the country your phone operates in, and then press the Select soft key.

Select Country

2. 0 Arqentina
Select

2 After you select the country, the Select Language screen displays, as
shown next. Use the Down Arrow key to select the language you want
your phone to display, and then press the Select soft key.

Select



http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Register_Standalone_SoundPointIP_SoundStationIP_QT44011.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Register_Standalone_SoundPointIP_SoundStationIP_QT44011.pdf
http://supportdocs.polycom.com/PolycomService/support/global/documents/support/technical/products/voice/Register_Standalone_SoundPointIP_SoundStationIP_QT44011.pdf

Getting Started

After you enter the country and language, your phone updates its settings and
displays the idle screen, as shown next. If your phone line is connected, the
Connected icon, ‘&, displays, and you can place and answer calls. If your
phone line is unconnected, the Unconnected icon, &, displays.

FConnected icon
- 2077

About Your Phone

This section describes the phone’s features, the icons that display on the
screen, and how to navigate menus and enter data. It also provides a link to
helpful tips to use when you're in a conference call.
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Your Phone’s Hardware

Speak
pecker Indicator Light

Indicator y— Microphone

Light

Indicator

Microphone light

Microphone

2.5 mm jack to
connect mobile phone
or computer audio

Security slot to connect
a laptop cable lock




External

Microphone Jacks

Getting Started

Name

Description

Speaker

Provides ringer and hands-free audio output.

Microphones

Provide 360-degree coverage to transmit sound to other phones. Your phone has
three internal microphones.

Indicator Lights

The lights illuminate to indicate the following:

 Solidred You've muted a call. Or, a phone you share a line with has an active
or held call (SIP mode only).

* Flashing red You've placed a call on hold.

» Solid green A dial-tone is available, dialing is in-progress, or a call is active.
* Flashing green The party you're talking with has placed the call on hold.

* Fast-flashing green Your phone’s ringing.

2.5mm Jack

A connector on the left-side of the phone that allows you to attach an optional Mobile
Phone Cable (to attach a mobile phone) or an optional Computer Calling Cable (to
attach a computer) to your phone. The cables let you carry on conversations from a
mobile phone or computer calling application using your conference phone.

Security Slot

A connector on the right-side of your phone that allows you to attach a laptop cable
lock to your phone so you can secure it to a desktop. The lock connects to the slot,

and then you can secure the cable to the desktop. You can use any laptop cable lock
that fits into the slot.

External Microphone Jacks

Connectors on the back of your phone that allow you to attach two external
microphones. The microphones are available with the optional External Microphone
Kit.
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Locating Functions on the Keypad

You use the keypad on the phone to access features, handle calls, adjust the
volume, navigate screens, enter data, and select options.

—Keys to access soft keys Menu key

Access context-sensitive  Opens the Main Menu
features or refurns you fo the
idle screen

Call key ———— Navigation keys

Scroll menus and
Places, answers, o 0 0 0 @ lists, view call and

and ends calls

speed dial lists,
and enable phone

ABC DEF .
GG =3
Creates - —Select key
e || o | 6D €D @ e

Conference key —

answers calls enables/disables
BeG oo

4 8 ) L Volume Up key
Increases the

060 oo

Redial key —— |
Redials numbers

ringer and
speaker
Dialpad — Volume Down key Mute key
Enters Decreases the Mutes
characters sound of the microphone audio
and selects ringer and from being heard
menu items speaker at the far-end
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Key

Press the key to do this ...

Keys that access
soft keys on the
phone screen

Activate a soft key on the screen.

These four keys access the soft keys that display on the phone screen. Depending on the
screen you view, different soft keys display on the screen. To select a soft key, press the key
under the soft key you want. If there are more than four functions available on a screen, press
the More soft key to view additional functions.

Call Key

Place, answer, or end calls.

Conference Key

« Create a conference call with the person you’re talking with and another party, or add
another party to an existing conference call.

e Answer an incoming call if you already have a call, and switch between a held call and an
active call (PSTN mode only).

Redial Key Redial the last call you placed.
Dialpad Keys Enter numbers, letters, spaces, and special characters, and to select menu items.

Tips:

¢ Press the 1 key to enter special characters (when in uppercase or lowercase mode).

«  Press the * key to enter special characters. Tip: Press once (or twice quickly if in numerical
mode) to enter a dot. Or, press once to ‘Page Up’ when lists display on more than one
screen.

* Press the 0 key to enter special characters and spaces. Tip: Press three times quickly
(when in uppercase or lowercase mode) to enter a blank space.

«  Press the # key to enter special characters. Tip: Press once (or twice quickly if in numerical
mode) to enter @. Or, press once to ‘Page Down’ when lists display on more than one
screen.

Menu Key «  Access phone features, settings, and configuration information.

e Exit the current screen and return to the idle screen.

Select Key Select and enable/disable menu items.
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Key Press the key to do this ...
Arrow/Scroll Navigate menus and lists, view call and speed dial lists, and enable and disable phone
Keys settings.

Press the Up Arrow key/Scroll key to:

e Scroll up through lists that display on one or more screens.

¢ Scroll through calls.

¢ View the Speed Dial Information screen from the idle screen.

Press the Left Arrow key to:

¢ Return to the previous menu.

¢ View the Received Calls list from the idle screen.

¢ Toggle between the Enabled and Disabled options for a phone setting.
Press the Down Arrow key/Scroll key to:

¢ Scroll down through lists that display on one or more screens.

e Scroll through calls.

¢ View the Missed Calls list from the idle screen.

Press the Right Arrow key to:

e Select menu items.

¢ View the Placed Calls list from the idle screen.

¢ Toggle between the Enabled and Disabled options for a phone setting.

Volume Down
Key

* Decrease the sound of the speaker during a call.
e Decrease the sound of the ringer when your phone is idle.

Volume Up Key

« Increase the sound of the speaker during a call.
¢ Increa