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Avaya IP Office Essential Edition
Hot Desk Setup
Telquest Tech Support

Hot Desking allows one Extension to be re-assigned to a different Extension Number.
It also allows the extension to be restored to its original Extension Number.
Hot Desking to a Phantom allows us to gain direct access to CO Lines on any phone.

The Phantom User is a User that has no physical phone. I. Right Click here...
This will be explained more as we go along. \/
2. Click here... ﬂ User (33)

Create a Phantom User

e = I =

& Ezm 1 Mew S e |

3. You are here... ] Mew User Rights From user
ﬂ Hun
e+

4. Give it a name...

<l ser:0>: "~

Uset * | Yaicemnail | DMD || ShortCodes | Source Number gphany | Farwarding | Dial In | Yaice Recording || Butkon £
N

rarmne Phantom 777

Password

, 5. Give it an Extn Number...
Canfirm Passward

Full Mame /
Exkension 777 / 6. Click here...

/

[ DK/ H Cancel ” Help

hvaya IP Office Managen

whould pou like a new YalP extension created with thiz nunmber?

Z 7. Select None...
(%) Mone

() H323 Extension
() 5IP Extension

8. Click here...
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Assign an Extn Login code for the Phantom...

ame Extension
SrgtinUser
:RemateManager
§ Exnzo 201
§ Eutnzoz 202
§ Eanzoz 203
§ Extnzod 204
§ Exnzos 205
1. Select the Phantom... § Exrzos 206
§ Eanzo7 207
§ Eanzos 208
§ Fhantom 777 777

2. Click here...

3. Click here...

Hunt Group Mem ip | Announcements | SIP

User Yoicemail
Call Settings | Supervisor S5ettings | Multi-line Options | Call Log

Login Code Kk k

Login Idle Period (secs)

Monitor Group “MNone>=

Coverage Group <None:> 4. Assign an Extn Login code...

ShortCodes | Source Numbers | Telephony | Forwarding | Dial In | Yoice Recorc

[] Force Login

[] Force Account Code

T used 1234

Status on Mo-Answer Logged On (Mo change)

w [ ] Outgoing Call Bar
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Assign CO Lines to the Phantom....

1. Now, Click here...

Notice, we are still in the Phantom User...

Phantom 777: 777" ek - X v < |

Button Programming | Menu Prograrnming | Mobility | Phone Manager Options || Hunk Group Membership | Announ £ *

Button Mo, Label Ackion Action Data  #* Remove
1 Appearance a=
_ Edit...
z Appearance b=
3 Appearance = Copy
4
3 2. Double Click here... Paste
3]
7 3. Enter like this...
g
Q
10 7. Click here...
11
12 4. Click here...
Edit Butkaon
Buttan Mo, Z
Label o Line 1
Ackion Appearance
Dial ) .
Action Data Immediate A 5. Select this...
Group
ser

Ernulation k
Advanced 3 7
/ I g
_| Appearance m Tine Appearance |

6. Select the CO Line

This is the Ringing Control
Action Diaka L w Immediateyv

Repeat this method for each CO Line that you want to put on the Phantom....

Note: You MUST keep the Appearance a= button on the Phantom.

You can move it to a different button, but it MUST stay on the phone.
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On the IP Office Standard PBX system, CO Lines are not supposed to appear on all the phones.
You will have the a=, b= and c= Appearance (Intercom) Buttons only.
Sometimes you do need Direct Access to the CO Lines for troubleshooting and Call Forwarding.

By setting up a Phantom User/Extn with CO Lines on it, you can Hot Desk/Switch any phone in
the system to become that Phantom User/Extn.

While your phone is acting as the Phantom, you will have Direct Access to the CO Lines that are
programmed on the Phantom.

Operation:

Lets say that your phone is Extn 201.

Lets say that the Phantom is Extn 777.

The Login Code I assigned is 1234.

Short Code: Press either a=, b= or c= button first.....

From your phone you will dial * 35 * 777 * 1234 # (STAR 35 STAR 777 STAR 1234 POUND)
to switch your phone to Extn 777, the Phantom.

Remember, I used 1234 as the Login Code, yours may be different.

If you get an “INVALID” message on your LCD, then you may not have entered it correctly.
Dial the code again, slowly, and make sure the * (STAR) is entered at the right places.

You will hear two short beeps to confirm that your phone is now the Phantom Extn/User.

Depending on what type of phone that you have, you may see Phantom 777 in the LCD of your
phone.

You now have access to all of the CO Lines that you programmed on the Phantom Extn/User.

You can press CO Line 1 and dial the Call Forwarding Access Code from the Telco Provider.

To return your phone to its normal extension, press a= button first and dial * 36 (STAR 36)

You will hear two short beeps to confirm that your phone is now back to your extension.
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You can program the Short Codes on to buttons to make it easier to switch the telephone between
extension numbers.

Program this on Extension 201, the Receptionists phone:

Program *35%777*1234# on to a One Touch Button

2. Click here...

1. Click here... Then select 201

IP Offices

o x BOOTP (43)

i ;! Operator (3)
-

Oper 201: 201

HupZrbup Membership | Announcements | SP | Personal Directory |
(lser | Voicemail | DND | ShartCodes | Source Numbers | Telephony | Forwarding | Dial In | Voice Recording  Button Pfogramming |Menu Programming | Mobility | Phone Manager Options |

Button ... | Label | Action | action Data | - - - Al penove
¥ ) Essential w Lic 1 Appearance a= It will look like this -
2 Appearance b= Q Edit..,
& s - ; i ” after programming —I .
Extn206 5 ® User Extn208" o
Exn2d7 6 Night Test ofs... 551 —
Exin208 7
Exin209 .
Ext210
e o 3. Select a button...
ﬂ User (35) Extnd44 -
r Dummy = 3 3
5 % S il e 4. Set area§ ltke this...

rExtng001

OK
- 9* Short Code (€ { £ o p.t go0—d Button No. |4 / /

I Extra003 Lebel [suitch o 777 Cancel
— Service (0) —
Action Dial 3K1
DA | 7/ N

Extng113
" Action Data [ T3
- Incoming Call Extng114
Exing115 / /
- @ WanPart (0) g H ExtnB116 = - | ’ | - |
BT OK Cance| el
4| | NRE y P
Sent 100% of Essential w Lic i

This is a close up of the settings to use:

—Edit Button
Button No. I4
Label [Switch to 777
Action |Dial 3K1
Action Data [*35*777*1234%
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You can program the Short Codes on to buttons to make it easier to switch the telephone between
extension numbers.

Program this on Extension 777, the Phantom:

Program *36 on to a One Touch Button

2. Click here...

1. Click here... Then select 777

Phantom 777: 777

IP Offices
x BOOTP (45) =

‘;;1 Operator (3)
L

ershipl Announcementsl SIP | Personal Dire:bcryl

mail | DND | ShortCodes | Source Numbers | Telephony I Forwarding | Dial In | Voice Recording  Button Programming | Menu Programming | Mobility | Phone Manager Options I

i .| Label [ action [ Action Data | - Remave
El L ) Essential wLic Appearance a= =
Appearance = — Edit....
g System (1) —
_ 4 Line Appearance Lony
’T 1 Line (10) 5 Line 2 e
6
S Control 7
. 8
c@‘ Exterglon (23 0
" 3. Select a button...
@ User (35) i w
- % HuntGroup (5 b Extni3000 E . . 7 Disolay ol butians
- 4. Set areas like this... Leph st
- 9‘ shortCode (8 | & o pi an Edit Button

 ExtnB003 to _IDK
@ Service (0) b Exin 8111 puton - P
oy Label Switch to 201 Cancel
oL, res () Exma1i2 f

e Incaming Cal :E: 1 51 b3 [piat a1 Z _I
@ WarPort (0) :E:ﬁ: Acton Data [s6
— Edit Button
Button Mo, I 3
—_— [switch to 201
Action |pial 311
Action Data |‘3E




