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About This Guide  

Yealink T41S/T42S phone with Skype for Business firmware enables a new era in unified 

communications. It is designed to work with  Skype for Business Server. Connecting a Yealink 

T41S/T42S Skype for Business phone to Skype for Business Server allows you to place regular 

and Voice over Internet Protocol (VoIP) calls, answer calls, forward calls, conduct a Skype for 

Business conference call, and dial from your Skype for Business contacts list through integration 

with Microsoftǭs Active Directory.  

This guide provides everything you need to quickly use your new phone. First, verify with your 

system administrator that the IP network is ready for phone configuration. Also be sure to read 

the Quick Start Guide in your phone package before you set up and use the phone. As you read 

this guide, keep in mind that some features should be configured by your system administrator . 

Read the Yealink Products Regulatory Notices guide for all regulatory and safety guidance. 

In This Guide  

Topics provided in this guide include:  

 ̧ Chapter 1  Overview 

 ̧ Chapter 2  Getting Started 

 ̧ Chapter 3  Customizing Your Phone 

 ̧ Chapter 4  Basic Call Features  

 ̧ Chapter 5  Advanced Phone Features  

 ̧ Chapter 6  Using Optional Accessories with Your Phone 

 ̧ Chapter 7  Troubleshooting 

Summary of Changes  

This section describes the changes to this guide for each release and guide version. 

Changes for Release 9, Guide Version 9. 42 

The following sections are new: 

 ̧ Multi -factor Authentication  on page 17 

 ̧ Setting Your Phone as the Default Audio Playback for Your Computer on page 155 

 

http://support.yealink.com/documentFront/forwardToDocumentFrontDisplayPage?BaseInfoCateId=1313&NewsCateId=1313&CateId=1313
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Overview  

This chapter provides the overview of the Skype for Business phone. Topics include: 

 ̧ Hardware Component Instructions 

 ̧ Icons Instructions 

 ̧ LED Instructions 

 ̧ User Interfaces  

 ̧ Documentations 

For more information or assistance with your new phone, contact your system administrator. 

Hardware Component Instructions  

The main hardware components of the Skype for Business phone are the LCD screen and the 

keypad. 

The following figure displays the hardware features on the T41S/T42S Skype for Business 

phone: 
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Hardware component instructions of the Skype for Business phone are: 

 Item  Description  

 LCD Screen 

Shows information about calls, messages, soft keys, 

time, date and other relevant data: 

Ƕ Call informationǨcaller ID, call duration 

Ƕ Icons (for example,     ) 

Ƕ Missed call text or second incoming caller information 

Ƕ Prompt text (for example, "Saving config file!") 

Ƕ Time and date 

 Power LED Indicator 

Indicates whether the phone is powered up and some 

feature statuses. 

Ƕ Receives an incoming callǨFast-flashing 

Ƕ Receives a voicemailǨSlow-flashing 

 Line Keys 

Ƕ Enable you to select a phone line 

Ƕ Answer incoming calls 

Ƕ Call a favorite contact quickly 

Ƕ Use phone lock feature 

Ƕ Use Boss-Admin feature 

Ƕ Use multicast paging feature  

Ƕ Use Intercom feature 

Ƕ Use Shared Line Appearance feature 

 

 

 

(Mute Key) 
Toggles and indicates mute feature. The key LED glows 

red when the microphone is muted. 

(Headset Key) 
Toggles and indicates the headset mode. The key LED 

glows green when headset mode is activated. 

(Message Key) Accesses and manages voice mails. 

(Redial Key) Redials the most recently dialed number. 

 Speakerphone Key 
Toggles and indicates the hands-free (speakerphone) 

mode. 

 
 

Volume Key 

Adjusts the volume of the handset, headset, speaker or 

ringer. 

 Dialpad 

Allows you to enter numbers, letters and special 

characters as well as select menu items which are with 

index numbers. 

 

 
Scroll through menus, information or options displayed 

on the phoneǭs screen. 

 Confirms actions or answers incoming calls. 

 Cancels actions or rejects incoming calls. 
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 Item  Description  

 Soft Keys 
Label automatically to identity their context -sensitive 

features. 

 Speaker Provides hands-free (speakerphone) audio output. 

 Reversible Tab 

Secures the handset in the handset cradle when the 

phone is mounted vertically. For more information on 

how to adjust the reversible tab, refer to Yealink Wall 

Mount Quick Installation Guide for Yealink IP Phones. 

 Hookswitch 

Ƕ Lifts the handset from the handset cradle, then the 

hookswitch bounces and the phone connects to the line. 

ǶResets the handset on the handset cradle, then the 

phone disconnects from the line automatically.  

Icons Instructions  

Phone icons displaying on the phone LCD screen are described in the following table: 

Icons Description  

 
Network is unavailable 

 Local Favorites 

 
Call Mute 

 
Call Hold 

 Received Calls 

 Placed Calls 

 Missed Calls 

 Forwarded Calls 

 
Hands-free speakerphone mode 

 Auto Answer 

 
Voicemail 

 
Unread voicemail 

 
Read voicemail 

http://support.yealink.com/documentFront/forwardToDocumentFrontDisplayPage
http://support.yealink.com/documentFront/forwardToDocumentFrontDisplayPage
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Icons Description  

 
Conference organizer 

 
Conference presenter 

 
Conference attendee 

 
Conference lock 

 
Shared Line Appearance 

 Ringer volume is 0 

 
Phone Lock 

 B/A key 

 Paging key 

 Intercom key 

 Recording in progress  

 Recording paused 

 
Set your phone as primary audio device for PC 
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LED Instructions  

Power LED Indicators  

Power LED Indicator  

LED Status Description  

Red The phone is initializing. 

Fast-flashing red (300ms) The phone is ringing. 

Slow-flashing red (1s) The phone receives a voicemail. 

Off 

The phone is powered off . 

The phone is idle. 

The phone is busy. 

The call is placed on hold. 

The call is muted. 

Note  

Line Key LED 

The first line key LED (phone line)  

LED Status Description  

Green 
The line is seized. 

The line is in conversation. 

Fast-flashing green The line receives an incoming call. 

Slow-flashing green The call is placed on hold. 

Off The line is inactive. 

The third line key LED ( configured as a B /A  key and the boss enables the Simultaneously 

Ring to Delegates feature ) 

LED Status Description  

Red 
As a delegate, your boss is answering a call. 

As a boss, your delegate is answering a call on behalf of you. 

Flashing red As a delegate, your boss places a call on hold. 

The above introduces the default status of power LED indicator. You can configure it via web 

user interface. For more information, refer to 

Yealink_Skype_for_Business_HD_IP_Phones_Administrator_Guide. 

http://support.yealink.com/documentFront/forwardToDocumentFrontDisplayPage
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LED Status Description  

As a boss, your delegate places the delegation call on hold.  

Off The line is inactive. 

Line key LED (configured as shared line appearances ) 

LED Status Description  

Red The shared line is active and answered by other member. 

Green The shared line is active and answered by you. 

Slow-flashing red The shared line is placed on hold by other member. 

Slow-flashing green The shared line is placed on hold by you. 

Fast-flashing green The shared line receives an incoming call. 

Off The line is inactive. 

User Interfaces  

There are two ways to configure your phone:  

 ̧ Via phone user interface 

 ̧ Via web user interface 

The phone user interface, being made up of keypad and LCD screen, allows users to perform all 

call operations and change basic configuration settings directly on the phone. But if you  want 

to access all configuration settings, you should use web user interface instead. In most cases, it 

is possible to configure your phone via both phone user interface and web user interface. While 

in some particular cases, only via phone user interface or via web user interface is available for 

you to operate or configure your phone. This guide mainly takes phone user interface as an 

example. 

Phone User Interface  

You can customize your phone by pressing the Menu soft key to access the phone user 

interface. The Setting ->Advanced Settings  option is only accessible to the administrator, and 

the default administrator  password is ǰadminǱ (case-sensitive). For more information on 

customizing your phone with the availabl e options from the phone user interface, refer to  

Customizing Your Phone on page 33. 

Menus are used to access information and configure the phone. 
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The figure below shows the phone's menus and submenus. 
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Web User Interface  

In addition to the phone user interface, you can also customize your phone via web user 

interface. In order to access the web user interface, you need to know the IP address of your 

new phone by pressing the OK key on the phone when the phone is idle. Enter the IP address 

(for example, http://192.168.0.10 or 192.168.0.10 for IPv4; http://[2005:1:1:1:215:65ff:fe64:6e0a] 

or [2005:1:1:1:215:65ff:fe64:6e0a] for IPv6) in the address bar of a web browser on your PC. The 

default administrator user name and password are both ǰadminǱ (case-sensitive). 

Navigating the Web User Interface  

When you log into the web user interface successfully, the phone status is displayed on the first 

page of the web user interface. You can click each menu to customize or click Log out  to log 

out of the web user interface. 

The following figure is an example that navigates to Settings ->Preference : 

 

Features Configurable via Phone/Web User Interface  

The main features you can customize for the phone via phone user interface and/or via web 

user interface are listed in the following table:  

Features Phone User Interface  We User Interface  

Network Settings  

--Basic Network Settings   

  --DHCP ã ã 

  -- IPv4 ã ã 

  -- IPv6 ã ã 
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Features Phone User Interface  We User Interface  

Registration  

--PIN Authentication ã ã 

--User Sign-in ã ã 

--Web Sign-in  ã ã 

--Sign in via PC ã X 

--CAP Provisioning ã X 

Basic Phone Settings  

--Remember Password X ã 

--Account Lock ã ã 

--Always Online ã ã 

--Power Saving X ã 

-- Language   

--Phone Language ã X 

--Web Language X ã 

--Time & Date   

--SNTP Settings ã ã 

--Manually Settings ã ã 

--Time & Date Format ã ã 

--Administrator Password ã ã 

--Key As Send ã ã 

--Phone Lock ã ã 

--Audio Settings   

--Phone Ring Tone ã ã 

--Key Tone ã ã 

--Contact Management   

  -- Local Directory ã ã 

--Skype for Business 

Directory 
ã X 

--Call History Management   

--History Management ã ã 
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Features Phone User Interface  We User Interface  

--History Settings ã ã 

--Dial Now X ã 

Basic Call Features 

--Hotline ã ã 

--Auto Answer ã ã 

--Call Waiting ã ã 

--Call Forward ã X 

--Call Transfer ã X 

--Calendar X ã 

--Call Park/Retrieve ã X 

--Voice mail ã X 

Advanced Phone Features  

--E911 Location Tip X ã 

--  USB Recording ã X 

-- Intercom ã ã 

--Multicast Paging   

  --Paging List ã ã 

  --Multicast Listening X ã 

--Privacy Mode ã X 

--Hot Desking ã ã 

--Common Area Phone ã ã 

--Better Together over  

Ethernet 
ã ã 

--Headset   

  --Headset Prior X ã 

  --Dual Headset X ã 

Note   The table above lists most of the  feature options. Please refer to the relevant sections for more 

information . 
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Documentations  

The following table shows documentations available for the Skype for Business phone. 

Name Contents  Where found  Language  

Quick Start Guide 

Basic call features 

and phone 

customizations  

In the package/ 

On the website 
English/Chinese 

User Guide 

Phone/Web user 

interface settings 

Basic call features 

and BToE (Better 

Together over 

Ethernet) feature 

On the website English/Chinese 

Note  

 

You can download the latest documentations online: 

http://support.yealink.com/documentFront/forwardToDocumentFrontDisplayPage . 

http://support.yealink.com/documentFront/forwardToDocumentFrontDisplayPage.
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Getting Started  

This chapter provides basic installation instructions and information for obtaining the best 

performance with the  Skype for Business phone. Topics include: 

 ̧ Phone Initialization 

 ̧ Signing into Skype for Business 

 ̧ Signing Out of Skype for Business 

 ̧ Presence Status  

 ̧ Idle Screen  

 ̧ Entering Data and Editing Fields  

 ̧ Phone Status 

 ̧ Basic Network Settings 

For more information or assistance with your new phone, contact your system administrator. 

Phone Initialization  

After your phone is powered on, the system boots up and performs the following steps:  

Automatic Phone Initialization  

The phone finishes the initialization by loading the saved configuration. The LCD screen 

displays ǰWelcome Initializing Please waitǺǱ during the initialization.  

DHCP (Dynamic Host Configuration Protocol)  

The phone attempts to contact a DHCP server in your network to obtain valid IPv4 network 

settings (e.g., IP address, subnet mask, default gateway address and DNS address) by default. 

After the phone finishes the initialization, the sign-in screen appears on the LCD screen. 

Note  

Signing into Skype for Business  

Skype for Business users are authenticated by Microsoft Active Directory Domain Service. The 

following four sign-in methods are available: 

 ̧ PIN Authentication : This method uses the userǭs phone number (or extension) and 

personal identification number (PIN) to sign into Skype for Business server. This sign-in 

method is only applicable to On-Premises account. 

 ̧ User Sign-in: This method uses the userǭs credentials (sign-in address, user name, and 

If your network does not use DHCP, proceed to Basic Network Settings on page 30. 
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password) to sign into Skype for Business server. This sign-in method is applicable to On -

Premises account and Online account. 

 ̧ Web Sign -in:  This method uses the unique website shown on the phone to sign in. This 

sign-in method is only applicable to Online account . 

 ̧ Sign in via PC : when your phone is paired to your computer using Better Together over 

Ethernet (BToE), use the Skype for Business client to sign in. This sign-in method is 

applicable to On-Premises account and Online account. 

If the Skype for Business Server is configured to forcibly lock the  phone. You need to configure 

a lock PIN at the initial sign-in. For more information, refer to  Phone Lock on page 42. 

Note  

PIN Authentication  

You can sign into Skype for Business on your phone with your PIN Authentication credentials. 

Your system administrator provides you with your PIN Authentication credentials. 

Not e 

To sign into Skype for Business Server  using PIN Authentication m ethod via phone user 

interface:  

1. Press the Sign in soft key. 

2. Press     or     to select PIN Authentication . 

 

3. Enter your phone number or extension (e.g., 2216) in the Extension  field. 

 

4. Enter your personal identification number  in the Extension  PIN field.  

5. Press the Sign in  soft key. 

  

If the phone reboots after successful login, the login credentials from the previous Sign-In will be 

cached. User can sign in successfully without reentering the credentials. 

 

The system administrator should configure network environment in advanced for PIN 

Authentication  method. If not, your phone may not display this sign-in method . Contact your 

system administrator for more information . 
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PIN Authentication method  is configurable via web user interface at the path: 

Account ->Register ->PIN Authentication . 

User Sign-in 

You can sign into Microsoft Skype for Business on your phone with your login credentials, 

which includes your address, username, and password and all of these are provided by your 

system administrator. 

To sign into Skype for Business Server  using User Sign -in method via phone user 

interface:  

1. Press the Sign In  soft key. 

2. Press     or     to select User Sign in . 

 

3. Enter your Skype for Business userǭs sign-in address (e.g., yl33@yealinksfb.com) in the 

Sign in address  field. 

 

4. Enter your Skype for Business user name (e.g., yl33@yealinksfb.com) in the User field. 

5. Enter the sign-in password in the Password field. 

6. Press the Sign in  soft key. 

User Sign-in method  is configurable via web user interface at the path: Account ->Register ->  

User Sign-in . 

Web Sign -In 

Use the Web Sign-In method to sign in to a phone with your Skype for Business Online account 

using a web browser. Your system administrator provides you with your login credentials.  

Web Sign-In feature is enabled by default. 

To sign into Skype for Business Server  using Web Sign -in method via phone user 

interface:  

1. Press the Sign in soft key. 

2. Press     or     to select Web Sign -in . 

3. Press the Sign in  soft key. 
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The pairing code and URL are shown on the screen. 

 

4. On your computer, enter the URL into your web browser. 

5. On the Skype for Business Authentication website, enter your email address (e.g., 

zhaops04@example.onmicrosoft.com) in the Email address  field. 

 

6. Click Verify email  to verify the email address. 

The sign-in screen will appear if the email address is valid. 

7. Enter your Online account and password. 

 

8. (Optional) Check the Keep me signed in checkbox, so that you don't need to enter a 

password next time. 

9. Click Sign in .  

mailto:zhangdx@studunipaacid.onmicrosoft.com
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10. Enter the pairing code generated on the phone (e.g., 466hahlfw) into the web browser. 

 

11. Click Continue . 

12. Click the account to sign in. 

A confirmation message is displayed when your phone successfully signs into Skype for 

Business.  

Web Sign-In feature is configurable via web user interface at the path: Features->General 

Information ->Web Sign in . 

Web Sign-In method is configurable via web user interface at the path: 

Account ->Register ->Web Sign in . 

Signing  in via PC 

When your phone and your computer are paired using Better Together over Ethernet (BToE), 

you can sign into your phone using the Skype for Business client on your computer. For more 

information, refer to  Better Together over Ethernet on page 147. 

Multi -factor Authentication  

To guarantee the security of account, your system administrator may enable multi -factor 

authentication  (MFA) feature for your online account. In this case, you need to pass a 2-step 

verification at the initial sign-in. It means that you should sign in with your password and a 

verification sent to your phone .  

To use MFA feature, you should bind your mobile phone with online account first. 

http://www.baidu.com/link?url=Gwca4YseiQ3wAN_WX-bi1vtBEbxQETvixAfydH7aKi47lYfnkY2ne76b8oZMpAXjJHuD-6JGX6TQvIPB0ubmf7yb5gdDOXJqFSWTWLBYd5W
http://www.baidu.com/link?url=Gwca4YseiQ3wAN_WX-bi1vtBEbxQETvixAfydH7aKi47lYfnkY2ne76b8oZMpAXjJHuD-6JGX6TQvIPB0ubmf7yb5gdDOXJqFSWTWLBYd5W
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Binding Your Mobile Phone with Online Account  

To bind your mobile phone with online account:  

1. On the Skype for Business Client, enter your online account, and then click Sign in . 

2. Enter your sign-in password, and then click Sign in . 

3. Click Set it up now . 

 

4. Enter your mobile phone number in the corresponding field and select an authentication  

method. 

 

5. Click Next . 

6. Depend on your choice: 

-  If you click Call me:  
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1) Your mobile phone will receive a call and you need to follow the voice prompt 

to authenticat e. 

2) Click Done.  

-  If you click Send me a code by text message : 

1) Enter the correct verification code received from your mob ile phone in the 

corresponding field.  

2) Click Verify . 

Your mobile phone will be bound with your online account . 

Passing MFA  

MFA applies to user Sign-in, web sign-in and sign in via PC methods. You can use Voice call 

authentication or Text verification to log  in and then use the Skype for Business phone. The 

Skype for Business phone will use the authentication mode  you set on the Skype for Business 

client by default. 

Passing MFA When Using User Sign -in or Sign in via PC Method  

To pass MFA when using User Sign-in or Sign in via PC  method via phone user interface:  

1. Using User Sign-in  or Sign in via PC  method to sign into  your phone. 

For more information, refer to  User Sign-in on page 15 or Signing in via PC on page 17. 

Your phone enters the verification screen. 

2. Depend on the authentication method  you select on the Skype for Business client: 

-  If you select Call me, your mobile phone will receive a call and the Skype for 

Business phone shows as following: 

 

Answer the call and follow the voice prompt to complete authentication.   

If you want to change to text verification method, do the following:  

1) Press the Switch  soft key on the verification screen. 

 

2) Select Text verification , and then press the OK soft key. 

3) Enter the verification code received in the corresponding field and then press 

the Verify  soft key.  
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-  If you select Send me a code by text message , your mobile phone will receive a 

verification code and the Skype for Business phone shows as following: 

 

Enter the verification code received in the corresponding field and then press the 

Verify  soft key. 

If you want to change to voice call verification method, do the following:  

1) Press the Switch  soft key on the verification screen. 

2) Select Voice call  verification , and then press the OK soft key. 

3) Answer the call and follow the voice prompt to complete authentication.  

Your phone will sign into Skype for Business Server successfully. 

Passing MFA When Using Web Sign -in  

To pass MFA when  using Web Sign -in method  via web user interface : 

1. Using Web Sign -in method  to sign into  Skype for Business. 

For more information, refer to  Web Sign-In on page 15. 

Your web browser enters the verification screen. 

2. Depend on the authentication method  you select on the Skype for Business client: 

-  If you select Call me, your mobile phone will receive a call: 

 

Answer the call and follow the voice prompt to complete authentication.  
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If you want to change to text verification method, do the following:  

1) Click Sign in another way  to switch authentication method . 

 

2) Click Text+XX XXXXXXXXX90 . 

3) Enter the correct code in the corresponding field and click Verify . 

-  If you select Send me a code by text message , your mobile phone will receive a 

verification code: 

 

Enter the correct code in the corresponding field and click Verify . 
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If you want to change to voice call verification method, do the following:  

1) Click Sign in another way  to switch authentication method . 

 

2) Click Call+XX XXXXXXXXX90. 

3) Answer the call and follow the voice prompt to complete authentication.  

Your computer prompts the following:  

 

3. You can click Yes to reduce the number of times you are asked to sign in. 

Your phone will sign into Skype for Business Server successfully. 

Signing  Out of Skype for Business  

To sign out of Skype for Business Server : 

1. Press the Status  soft key.  
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2. Press     or     to select Sign Out . 

 

The LCD screen prompts ǰAre you sure to sign out?Ǳ. 

3. Press the OK soft key. 

The phone will sign out of Skype for Business server. 

After you sign out of Skype for Business, the account-related features (call or view your 

Skype for Business contacts, etc.) are not available. However, you can still use other 

available features. 

Signing out via web user interface at the path Account ->Register ->Sign Out . 

Presence Status 

After signing in successfully, the first line key displays your account and presence status by 

default. 

Your presence information is a quick way for other people to check your status. Presence is 

automatically set based on your Outlook calendar, but you can change it manually if you want 

to. For example, when you are busy with urgencies, you can change your status to DND to 

avoid being disturbed.  

The following table describes each presence status that other people may see for you, what 

each status means, and which ones you can set by yourself. 

If your presence is  It means  How this status gets set  

Available  

You are online and 

available to be 

contacted. 

Set automatically for you based on 

your phone activity or Outlook 

calendar. You can also set this status 

when you want others to know youǭre 

in your office. 

Be  

Right Back 

You are stepping 

away from the phone 

for a few moments. 

You can set your presence to this 

anytime you want. 

Inactive 

Your phone has been 

idle for a specified 

period of time (set by 

you using the Skype 

for Business client). 

Set automatically for you when your 

phone has been idle for a specified 

time (5 minutes by default). 

Away 

Your phone has been 

idle for a specified 

period of time (set by 

Set automatically for you when your 

phone has been inactive for a specified 

time (5 minutes by default). 
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If your presence is  It means  How this status gets set  

you). You can also set your presence to this 

anytime you want. 

Off Work 

You are off duty  and 

not available to be 

contacted. 

You can set your presence to this 

anytime you want. 

Busy 

You are busy and 

donǭt want to be 

interrupted.  

Set automatically for you based on 

your Outlook calendar.  

You can also set your presence to this 

anytime you want. 

Urgent 

Interrupt  

 ions only 

You are busy and 

only the specified 

contact can all you 

(the contact should 

be configured in 

advance). 

You can see this status for a contact 

whose status is Do not Disturb, and the 

contact has configured your privacy 

relationship to be  Workgroup.  

In a call 

You are in a Skype 

for Business call (a 

two-way audio call) 

and donǭt want to be 

disturbed. 

Set automatically for you based on 

your phone activity. 

In a 

meeting 

You are in a meeting 

and donǭt want to be 

disturbed. 

Set automatically for you based on 

your Outlook calendar.  

In a conf  

call 

You are in a Skype 

for Business 

conference call (a 

Skype for Business 

meeting with audio) 

and donǭt want to be 

disturbed. 

Set automatically for you when you 

have joined a conference call or a meet 

now session. 

Do Not  

Disturb 

You donǭt want to be 

disturbed, but the 

conversation 

notifications sent by 

someone in your 

workgroup can still 

reach you. 

You can set your presence to this 

anytime you want. If you manually set 

it to Do Not D isturb, the incoming call 

will be forwarded to your voicemail 

directly. But you can still receive calls 

from the workgroup.  

Presenting 

You are giving a 

presentation and 

canǭt be disturbed. 

Set automatically for you when you are 

presenting using your Skype for 

Business client. 

Blocked 
You want to prevent 

a contact from 

You can see this status for a contact 

who has assigned by you to be a 
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If your presence is  It means  How this status gets set  

reaching you via 

Skype for Business  

blocked contact using the Skype for 

Business client. 

Out of Office 

You are out of the 

office. 

Set automatically for you based on 

your Outlook calendar.  

You have set the 

automatic reply 

feature in Outlook.  

Set automatically for you when you set 

automatic replies in Outlook . 

Offline 

You are not signed in 

or youǭll appear as 

Offline to the person 

whom youǭve 

blocked from seeing 

your presence. 

Set automatically for you when you log 

off your phone. Or youǭll appear as 

Offline to people whom youǭve blocked 

from seeing your presence. 

Unknown 
Your presence can't 

be detected. 

This status might appear to contacts 

who are not using Skype for Business. 

Changing Presence Status  

To change your presence status:  

1. Press the Status soft key. 

2. Press     or     to highlight the desired presence status.  

 

3. Press the OK soft key to accept the change.  

The presence status will be changed on the phone and be synchronized to the Skype for 

Business Server. 

Resetting Presence Status  

To reset presence  status to the default:  

1. Press the Status soft key. 

2. Press     or     to highlight Reset Status. 

 

https://support.office.com/en-us/article/Send-automatic-out-of-office-replies-from-Outlook-9742f476-5348-4f9f-997f-5e208513bd67?ui=en-US&rs=en-AU&ad=AU
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3. Press the OK soft key to accept the change. 

Your status is reset to ǰAvailableǱ. 

Idle Screen 

If the phone is successfully started up, and a Skype for Business user signs into the Skype for 

Business Server on the phone, the idle screen will be shown as below: 

 

No.  Name Description  

1 Status Bar 
Shows feature status. For more information, refer 

to Icons Instructions on page 3. 

2 Line Key Labels 

 ̧ Show the account name. 

 ̧ Show the Lock key. For more information, 

refer to Phone Lock on page 42. 

 ̧ Show the B/A  key. For more information, 

refer to Boss-Admin on page 109. 

 ̧ Show the Paging  key. For more information, 

refer to Multicast Paging on page 134. 

 ̧ Show the Intercom  key. For more 

information, refer to Intercom on page 131. 

 ̧ Show the Shared Line Appearance(SLA) key. 

For more information, refer to  Shared Line 

Appearance(SLA) on page 107.  

 ̧ Show local favorites and Skype for Business 

favorites. For more information, refer to 

Contact Management on page 47. 

3 Page Icons 
Shows three page icons. 

You can press the sixth line key to turn the page. 

4 Shortcut Keys Shows the soft key labels. The default soft key 
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No.  Name Description  

labels are ǰStatusǱ, ǰHistoryǱ, ǰDirectoryǱ and 

ǰMenuǱ. 

5 Main Window  

Shows time, date, the phone account and the static 

forward ways. 

The phone account is displayed in the bottom-

middle of the LCD screen. 

Entering Data and Editing Fields  

You can enter data and edit fields using the phone keypad.  

Phone keypad can provide different characters when using the abc, ABC or 123 input mode. 

You can change the following input modes to enter data and edit fields on your phone. When 

your phone keypad matches the input mode, you can press the keypad repeatedly to view the 

character (or number) options and stop to select. When the character (or numbers) you want to 

enter displays in the field, wait one second, and then enter the next character (or numbers). 

The following table lists the input  modes and character (or number) options for the keypad: 

Input Mode  

Keypad 
abc ABC 123 

   1 

 abc2äæåàáâãç  ABC2ÄÆÅÀÁÂÃÇ 2 

 def3èéêëð  DEF3ÈÉÊËÐ 3 

 ghi4ìíîï  GHI4ÌÍÎÏ  4 

 jkl5£ JKL5£ 5 

 mno6öøòóôõñ  MNO6ÖØÒÓÔÕÑ 6 

 pqrs7ß  ̀ PQRS7̀ 7 

 tuv8ùúûü  TUV8ÙÚÛÜ 8 

 wxyz9ýÞ WXYZ9ÝÞ 9 

 space space 0 

 
*.,'?!\-

()@/:_;+&%=<>

*.,'?!\-

()@/:_;+&%=<>

*.@+\ : 

javascript:void(0);
mailto:*.@+/
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Input Mode  

Keypad 
abc ABC 123 

Ў$¥¤[]{}~^¡¿§#"|  Ў$¥¤[]{}~^¡¿§#"|  

 # # # 

To enter or edit data:  

Do one of the following:  

If you want to  Then you can  

Enter only digits (1), uppercase 

(A) characters, or lowercase (a) 

characters. 

Press a keypad key one or more times (depending 

on what input mode youǭre in) to enter the 

characters that is displayed on the keypad key. 

You can press the abc soft key one or more times to 

switch among uppercase (ABC soft key), numeric 

(123 soft key) and lowercase (abc soft key) input 

modes. 

For example, if the input mode is ABC: 

-  To enter ǰAǱ, press      once. 

-  To enter ǰBǱ, press      twice quickly. 

-  To enter ǰCǱ, press      three times quickly. 

-  To enter ǰ2ÅÇÆÁÂÃÄÈǱ, press      more than 

three times quickly. 

Note : When you are in the uppercase (ABC soft key) 

or lowercase (abc soft key) input mode,      is not 

available. 

Enter special characters. 

Press the keypad key      or      , or long 

press     . 

For     Key:  

-  If it is the uppercase (ABC soft key) or 

lowercase (abc soft key) input mode, it will 

provide the space character. 

-  If it is the numeric (123 soft key) input mode, it 

will only provide the digit 0.  

-  Long press     on the pre-dialing screen will 

provide the special character ǰ+Ǳ. 

For      key: 

-  It only provides the pound character ǰ#Ǳ. 

For      key: 
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If you want to  Then you can  

-  If it is the uppercase (ABC soft key) or 

lowercase (abc soft key) input mode, it will 

provide the following special characters: *.,'?! \ -

()@/:_;+&%=<> ͚$¥¤[]{}~^¡¿§#"| . 

-  If it is the numeric (123 soft key) input mode, it 

will provide the following special characters: 

*.@+ \ :. 

Delete text you entered. 

Press     or     to position the cursor to the right 

of the text you want to delete, and then press the 

Delete  soft key to delete one character at a time. 

Phone Status  

You can view phone status via phone user interface or web user interface. 

Available information of phone status includes: 

 ̧ General information (IPv4 address or IPv6 address, MAC address and firmware version). 

-  IPv4 uses a 32-bit address. 

-  IPv6 uses a 128-bit address. 

 ̧ Network status (IPv4 status or IPv6 status, IP mode, and phone MAC address). 

 ̧ Phone status (product name, hardware version, firmware version, product ID, phone MAC 

address and device certificate status). 

 ̧ Location information (location is set to assist emergency responder) 

 ̧ License (device license status and validity).  

Viewing the Phone Status  

You can view phone status via phone user interface or web user interface. 

To view the phone status via phone user interface:  

1. Press     , or press Menu ->Status . 

 

2. Press     or     to scroll through the list and view the specific information.  

  

mailto:*.@+%20/
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To view the phone status via web user interface:  

1. Open the web browser on your PC. 

2. Enter the IP address in the browserǭs address bar, and then press the Enter key. 

For example, ǰhttp://192.168.0.10Ǳ for IPv4 or ǰhttp://[2005:1:1:1:215:65ff:fe64:6e0a]Ǳ for 

IPv6. 

3. Enter the user name (admin) and password (admin) in the login page . 

 

4. Click Confirm  to login.  

The phone status is displayed on the first page of the web user interface. 

 

Basic Network Settings  

In order to use your phones, you must set up basic network. You can use DHCP or configure a 

static address to connect your phone to the network. If your phone cannot contact a DHCP 

server for any reason, you need to configure network settings manually. The phone can support 

either or both IPv4 and IPv6 addresses. 

Note  The wrong network settings may result in inaccessibility of your phone and may also have an 

impact on your network performance. For more information on these parameters, contact your 

system administrator. 
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Configuring the DHCP  

You can configure DHCP for IPv4 or IPv6. The following takes IPv4 as an example: 

To configure the DHCP via phone user interface : 

1. Press Menu ->Setting ->Advanced Setting s (default password: admin) 

->Network ->WAN Port . 

2. Press     or     to select IPv4 or IPv4 & IPv6  from the IP Mode  field. 

 

3. Press     to select IPv4, and then press the Enter soft key. 

4. Select DHCP IPv4 Client . 

 

5. Press the Enter soft key. 

6. Select the desired value in the Static DNS . 

If you select Enabled, press     to enter the desired value in the IPv4 Pri.DNS  and IPv4 

Sec.DNS fields respectively. 

7. Press the Save soft key to accept the change. 

If you want to configure DHCP for IPv6, select IPv6 or IPv4 & IPv6 from the IP Mode  in the 

step 2. 

DHCP is configurable via web user interface at the path Network ->Basic. 

Configuring the Static IPv4 Address  

To configure a static IP v4 address via phone user interface:  

1. Press Menu ->Setting ->Advanced Settings  (default password: admin) 

->Network ->WAN Port . 

2. Press     to select IPv4, and then press the Enter soft key. 

3. Press     to select Static IPv4 Client , and then press the Enter soft key.  
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4. Enter the desired value in the IPv4, Subnet  Mask, Default  Gateway , IPv4 Pri.DNS and 

IPv4 Sec.DNS field respectively. 

 

5. Press the Save soft key to accept the change. 

This configuration will take effect after a reboot. 

Static IPv4 address is configurable via web user interface at the path Network ->Basic. 

Configuring the Static IPv6 Address  

To configure a static IP v6 address via phone user interface:   

1. Press Menu ->Setting ->Advanced Settings  (default password: admin) 

->Network ->WAN Port . 

2. Press     to select IPv6, and then press the Enter soft key. 

3. Press     to select Static IPv6 Client , and then press the Enter soft key. 

4. Enter the desired value in the IPv6 IP, IPv6 IP Prefix , IPv6 Default G ateway , IPv6 

Pri.DNS and IPv6 Sec.DNS field respectively. 

 

5. Press the Save soft key to accept the change. 

This configuration will take effect after a reboot. 

Static IPv6 address is configurable via web user interface at the path Network ->Basic.
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Customizing Your Phone  

You can customize your Skype for Business phone by personally configuring certain settings, 

for example, time & date, and ring tones. You can also manage the contacts and call history. 

This chapter provides basic operating instructions for customizing your phone. Topics include: 

 ̧ General Settings 

 ̧ Audio Settings 

 ̧ Contact Management 

 ̧ Call History Management 

 ̧ Dial Plan 

 ̧ Dial-now 

For more information or assistance with your new phone, contact your system administrator. 

General Settings  

Remember Password  

You can enable the remember password feature, so that a Remember Password option will 

appear on the phone login screen. Remember password feature is disabled by default, and it is 

configurable via web user interface only. 

To configure remember password feature via web user interface:  

1. Click on Features->General Information .  
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2. Select Enabled from the pull -down list of Remember Password . 

 

3. Click Confirm  to accept the change. 

A dialog box pops up to prompt  you that this  configuration will take effect after a reboot.  

4. Click OK to reboot the phone.  

The login screen will be shown as below: 

 

(User Sign-in method)  

 

(PIN Authentication method)  

Note  

Account Lock  

You can lock your account to prevent your account being signed in or signed out randomly . If 

account lock feature is enabled, users are prompted for administrator password to sign in or 

sign out.  

Remember password feature is only applicable to PIN Authentication  and User Sign-in  

method . 
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Account lock feature is disabled by default. You can configure it via phone user interface or 

web user interface. 

To configure t he account lock feature via phone user interface:  

1. Press Menu ->Setting ->Advanced Settings  (default password: admin) ->Account Lock . 

2. Press     ,     , or the Switch  soft key to select Enabled from the  Account Lock  field. 

 

3. Press the Save soft key to accept the change. 

Account lock is configurable via web user interface at the path Account ->Basic->Account 

Lock. 

Always Online  

Always online feature can keep the account to stay in available status when the phone is idle. If 

you enable the always online feature, your available status will not change to other status 

automatically until you manually change it.  

To configure  the always online via phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Always Online . 

2. Press     or     , or the Switch  soft key to select desired value from the  Always Online  

field. 

 

3. Press the Save soft key to accept the change. 

Always online is configurable via web user interface at the path Account ->Basic->Always 

Online . 

Power  Saving 

The power saving feature is used to turn off the backlight to conserve energy. The phone enters 

power-saving mode after it has been idle for a certain period of time.  In power-saving mode, 

the power LED glows red for 500ms and is in the state for 3s alternately. 

The phone will exit power -saving mode if one of the following phone events occurs:  

 ̧ Press any key. 

javascript:void(0);
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 ̧ Pick up/hang up the handset. 

 ̧ Receive an incoming call. 

 ̧ A new prompt (e.g., someone adds you as a delegate or you add someone to be your 

delegate using the Skype for Business client). 

You can configure the following power -saving settings: 

 ̧ Office Hour 

 ̧ Idle Timeout (minutes) 

Note  

Enabling the Power Saving  

To enable the power saving feature via web user interface:  

1. Click on Settings ->Power Saving . 

2. Select Enabled from the pull -down list of  Power Saving . 

 

3. Click Confirm to accept the change. 

Configuring the Office Hour  

Office Hour specifies the starting time and ending time of each working day. 

  

Power saving is configurable via web user interface only. 



Customizing Your Phone 

37 

 

To configure the office hour via web user interface:  

1. Click on Settings ->Power Saving . 

2. Enter the starting time and ending time respectively in the desired day field.  

 

3. Click Confirm to accept the change. 

Configuring the Idle Timeout  

Idle Timeout specifies the period of time before the phone enters power -saving mode. The 

following three types of idle timeout you can configure:  

 ̧ Office Hours Idle TimeOut : Configures the idle timeout for office hours.  

 ̧ Off Hours Idle TimeOut : Configures the idle timeout for non -offi ce hours. 

 ̧ User input extension Idle TimeOut : Configures idle timeout that applies after you use 

the phone (for example, press a key on the phone or pick up/hang up the handset).  You 

can choose to set a higher User Input Extension Idle TimeOut than the Office Hours Idle 

TimeOut and Off Hours Idle TimeOut so that when you're actively using the phone, 

power-saving mode doesn't initiate too frequently . 

By default, the Office Hours Idle Timeout is much longer than the Off Hours Idle TimeOut. If 

you use the phone, the idle timeout that applies (User Input Extension Idle Timeout or Office 

Hours/Off Hours Idle TimeOut) is the timeout with the highest value. If the phone has an 

incoming call or new message, the User Input Extension Idle TimeOut is ignored. 

To configure the idle timeout via web user interface:  

1. Click on Settings ->Power Saving . 

2. Enter the desired value between 1 and 960 (minutes) in the Office Hours Idle TimeOut  

field. 

3. Enter the desired value between 1 and 10 (minutes) in the Off Hours Idle TimeOut  field. 

4. Enter the desired value between 1 and 30 (minutes) in the User Input Extension Idle 
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TimeOut  field. 

 

5. Click Confirm to accept the change. 

Language 

The default language of the phone user interface is English. If the language of your web 

browser is not supported by the phone, the web user interface will use English by default. You 

can change the language for the phone user interface and the web user interface respectively. 

Changing the Language for the Phone User Interface  

To change the language for the phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Language . 

2. Press     or     to select the desired language. 

 

3. Press the Save soft key to accept the change. 

Text displayed on the phone user interface will change to the selected language. 

Changing the Language for the Web User Interface  

To change the language for the web user interface:  

1. Click on Settings ->Preference .  
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2. Select the desired language from the pull-down l ist of Language . 

 

3. Click Confirm  to accept the change. 

Text displayed on the web user interface will change to the selected language. 

Time and Date  

You can configure the phone to obtain the time and date from the SNTP server automatically, 

or configure the  time and date manually. 

Configuring the SNTP Setting  

To configure the SNTP settings via phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Time & Date ->SNTP Setting s. 

2. Press     or     , or the Switch  soft key to select the time zone that applies to your area 

from the Time Zone  field.  

The default time zone is "+8". 

 

3. Enter the domain names or IP addresses of SNTP servers in the NTP Server1 and NTP 

Server2 field respectively. 

4. Press     or     , or the Switch  soft key to select the desired value from the Daylight 

Saving  field. 

5. Press     or     , or the Switch  soft key to select the desired time zone name from the 

Location  field. 

This field appears only if Daylight Saving field is selected as Automatic . 

The default time zone name is ǰChina(Beijing)Ǳ. 

6. Press the Save soft key to accept the change.  
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SNTP Setting is configurable via web user interface at the path Settings ->Time & Date . 

Note  

Configuring the Time and Date Manually  

To configure the time and date manually via phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Time & Date ->Manual Setting s. 

2. Enter the specific date in the Date(YMD) field. 

3. Enter the specific time in the Time(HMS) field. 

 

4. Press the Save soft key to accept the change. 

The time and date displayed on the LCD screen will change accordingly. 

Configuring the Time and Date Format  

To configure t he time and date format via phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Time & Date ->Time & Date Format . 

2. Press     or     , or the Switch  soft key to select the desired time format  (12 Hour  or 

24 Hour ) from the Time Format  field. 

3. Press     or     , or the Switch  soft key to select the desired date format  from the Date 

Format  field. 

 

4. Press the Save soft key to accept the change. 

There are 7 available date formats. For example, for the date format ǰWWW DD MMMǱ, 

ǰWWWǱ represents the abbreviation of the week, ǰDDǱ represents the two-digit day, and 

ǰMMMǱ represents the first three letters of the month.  

The date formats available: 

Date Format  Example (2018-01-19) 

WWW MMM DD Fri Jan 19 

Please refer to Appendix A - Time Zones for the list of available time zones on the Skype for 

Business phone. 

If the phone cannot obtain the time and date from the Simple Network Time Protocol (SNTP) 

server, contact your system administrator for more information.  
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Date Format  Example (2018-01-19) 

DD-MMM -YY 19-Jan-18 

YYYY-MM-DD 2018-01-19 

DD/MM/YYYY 19/01/2018 

MM/DD/YY 01/19/18 

DD MMM YYYY 19 Jan 2018 

WWW DD MMM Fri 19 Jan 

Time and date format is configurable via web user interface at the path Settings ->Time & 

Date . 

Administrator Password  

The Advanced Settings  option is only accessible to the administrator . The default 

administrator password is ǰadminǱ. For security reasons, you should change the default 

administrator password as soon as possible. 

To change the administrator password via phone user interface:  

1. Press Menu ->Setting ->Advanc ed Settings (default password: admin)->Set Password. 

2. Enter the desired value in the Current  PWD, New PWD and Confirm P WD field 

respectively. 

 

3. Press the Save soft key to accept the change. 

Administrator password is configurable via web user interface at the path Security ->Password. 

Key as Send 

You can set the ǰ#Ǳ key or ǰ*Ǳ key to perform as a send key while dialing. 

To configure  key as send via phone user interface:  

1. Press Menu ->Setting ->Features->Key as Send .  
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2. Press     or     , or the Switch  soft key to select # or * from the Key as Send  field, or 

select Disabled to disable this feature. 

 

3. Press the Save soft key to accept the change. 

Key as send is configurable via web user interface at the path Features->General 

Information ->Key as Send . 

Phone Lock 

You can choose to lock your phone in following situations : 

 ̧ Prevent unauthorized outgoing calls. 

 ̧ Prevent people from viewing or modifying phone information, such as your directory and 

call history. 

When your phone is locked, you can: 

 ̧ Place calls to emergency and authorized numbers only unless your system administrator 

allows your phone to  place other outgoing calls . 

 ̧ Answer incoming calls, unless your administrator has set your phone to require a 

password to answer calls. 

Setting a  lock PIN  

If the Skype for Business server is configured to forcibly lock the phone, user can use phone 

lock feature to lock the phone to prevent it from unauthorized use. And the Skype for Business 

phone will  prompt the user to create a lock PIN at the initial sign-in. 

 

To set lock PIN:  

1. Enter the lock PIN in the New PIN field. 

2. Press the Next  soft key, and then enter the lock PIN again in the Confirm PIN  field. 

3. Press the Save soft key. 
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After you set a lock PIN, you can use it to unlock your phone. 

Note  

Locking Your Phone  

When the phone lock feature is enabled, do one of the  following to lock your phone: 

-  Press the Lock key (The second line key). 

-  Long press      for two seconds. 

-  The phone automatically locks after being idle for a set amount o f time (in seconds).  

When the phone is locked, an icon     appears on the status bar. 

Configuring the Idle Timeout for Phone Lock  

You can configure the amount of time (in minutes) the phone can be idle before it 

automatically locks. 

To configure the time of automatic locking via phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Phone Lock. 

2. Press     or     to select Lock Time Out . 

3. Enter the integer between 1 to 1440 minutes in the Lock Time Out field.  

The time is 10 minutes by default. 

 

4. Press the OK soft key. 

The phone will be locked automatically when it has been inactive for 10 minutes. 

Unlocking Your Phone  

You can unlock your phone using your unlock PIN. 

To unlock  the phone  via phone user interface:  

1. Press the Unlock soft key.  

The PIN's length is controlled by the server. For more information, contact your 

administrator. 

If you do not create a lock PIN when prompted, you will be automatically signed out of the 

phone in a set amount of time, and you must create a lock PIN when you sign in again. 
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2. Enter the PIN in the Unlock PIN field. 

 

3. Press the OK soft key or     to unlock the phone.  

Configuring the Unlock Attempts  

You can specify the maximum number of unsuccessful unlock attempts for a locked phone that 

is not during a call. You will be automatically signed out of the phone when the unsuccessful 

unlock attempts exceeds the limit. 

Note  

To configure the unlock attempts via phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Phone Lock->Unlock attempts . 

2. Press     ,     or the Switch  soft key to select the desired value from the Unlock 

attempts  field. 

 

3. Press the OK soft key. 

You will be automatically signed out of the phone after five unsuccessful unlock attempts. 

Changing Your Lock PIN  

To change the phone lock PIN via phone user interface:  

1. Press Menu ->Setting ->Basic Settings ->Phone Lock. 

2. Press     or     to select Change PIN. 

3. Press the OK soft key. 

4. Enter current PIN in the Current PIN  field. 

 

5. Enter the new lock PIN in the New PIN  field. 

6. Enter the new lock PIN again in the Confirm PIN  field. 

The maximum number of unsuccessful unlock attempts are not limited when your phone is 

during a call. 

 
















































































































































































































































































