Snom Phone Mini Manual – Snom 360
To initiate a call, you can:

· Start typing a number and hit the check mark
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· Pick up the handset, type a number, and hit the check mark.
· Hit the Speaker button [image: image2.png]


, and type a number
To hang up a call, you can:

· Hit the Delete button [image: image3.png]



· Hang up the handset

· Hit the Speaker button [image: image4.png]



To transfer a call, you can:

· Hit “#extension” for example “#1552”, then hang up.
· Hit the Transfer button [image: image5.png]


 followed by the extension, then hang up.
· To transfer directly to voice mail, hit “# * extension”, ex:  # * 1552
Voicemail:

When the voicemail light is blinking and/or you have an envelope icon [image: image6.png]


 next to your line appearance on the screen, then you have at least one unheard voicemail.
You can get voicemail by:

· Pressing the envelope button [image: image7.png]


 (advantage, you only have to enter passwd)

· Dialing 9999, entering your extension, and your password (default is your extension)
· Listening to it in your email.

· From any outside line, dialing the main PBX number, getting the Auto-Attendant (the operator cannot currently transfer you to voicemail), entering 9999 and then your extension, and your password.

You can change the settings in your voicemail (recording of your name, and your greetings by choosing option 3 once you are in your voice mail).
Putting calls on hold:

· Press the Hold button [image: image8.png]


 or the onscreen flash button [image: image9.png]


 to put a call on hold AND to take a call off hold

· If you have multiple calls on hold, use the left and right arrow buttons shown below to scroll through your calls on hold (press [image: image10.png]


 or [image: image11.png]


 to take them off hold)
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       or          [image: image13.png]



Volume for ringers and calls:

· The Volume buttons [image: image14.png]


 will increase or decrease your ringer or call volume.

· If you press them when there is no active call, they change the ringer volume.

· After playing with the volume, you can set it permanently by pressing [image: image15.png]


, but if you press [image: image16.png]


, then your change was just temporary.
· To Mute a call, press [image: image17.png]


. Press it again to un-Mute the call.
Do Not Disturb (DND):

· Press the DND button [image: image18.png]


 to send calls directly to your voicemail.

· You can have VIP calls still come in, if you set up phone numbers in your VIP group,

· To add VIP contacts, see Web Access below, go to [image: image19.png]Address Book



, and choose VIP as the “Contact Type” when you add a contact.
Speed Dial:
· You can set up 30 different speed dial numbers. To help you remember them, you can print out the web page where you set them up.

· They are accessed by hitting the digit(s) and then the check [image: image20.png]



· They are created by accessing your phone by web access and clicking on the “Speed Dial” link [image: image21.png]Speed Dial



 on the left.
· Enter the phone number or extension desired, then scroll down and click the Save button [image: image22.png]Save




For Example, to dial 453-9495, according to my speed dial table below, I dial “0 [image: image23.png]


”.
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To conference with another party, you can:

· Have one call on Hold (press [image: image25.png]


 to put a call on hold), and another call active, then conference both parties by pressing [image: image26.png]


, or [image: image27.png]


.
· When in a conference, pressing [image: image28.png]


, or [image: image29.png]


 will disconnect the conference and return both calls to hold.
· You can use the left and right arrow buttons (shown below) to scroll through your calls on hold. Hit the hold or flash key [image: image30.png]


 or [image: image31.png]


 to resume the call.
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       or          [image: image33.png]



To make a conference room for multi-way conference calling:

· Administrator logs onto www.worksmartcentral.com and makes you a room at “Conference > Add a Conference Room”

· It will be an extension, like 3333, and it will have a password like 1212.

· Give users your main PBX number, the extension and the password, and they can join you there at any time.

· If the operator or anyone else answers the phone, and the person says that they want to be in conference room 3333, just transfer like any other call (#3333).

Function Keys:
· A key can be set to go straight to any extension. It should be set as Destination (instead of Intercom), since it adds the ability to conference that line into a call. Choose an available Line for “Context”, and then use the following format for the “Number” 
<sip:userid1-domain@p7.wspbx.com>.
· If two people have snom phones, they can share a line appearance, and then setting a function key as a “Shared Line” will allow each person to know when the other person is on the phone, as the line will light up.

To Avoid hitting the check mark:
· You can set the phone to call automatically (no check mark needed). The setting choices are:

· After 2 Seconds

· After 5 seconds

Pros – You don’t have to hit the check mark.

Cons – If you call a partial number and pause for more than the time allotted, the phone will try and call the number. 
To turn this feature on or off, see Web Access below, and go to [image: image34.png]Preferences



 > Auto Dial.
Number Guessing:

If this feature is on, as you punch in part of a number, the phone will try and guess what you are typing from a list of previous numbers. 
Con – If you accidentally hit five 9s in a row instead of four 9s when trying to check your messages, the five 9s will be the number that is guessed.

Features – To turn the feature off as you are calling, press the “Left arrow” on the screen or the big circular button. To turn the feature off permanently, see Web Access below, go to [image: image35.png]Preferences



 > Number Guessing.
Managing more than one line appearance:

· When your phone is idle, pressing the down [image: image36.png]


 or up [image: image37.png]


 arrow on the circle will change which line appearance is active (if you make a call by picking up the headset, you would have a Caller ID that is set for that line).
Access by Web Browser:

· Press the Help button  [image: image38.png]


 to read your phone’s IP address “192.168.1.x”.
· Open a browser and type that address into the URL field, and hit ENTER.

Web Configuration Items:
For each Line appearance (ex: Line 1, Line 2, etc.), things should look roughly like the following 2 screen shots (Login tab and RTP tab):
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Note that the MWI (Message Waiting Indicator) will only work if the Mailbox is set correctly, using the “extension-domain” format, not the “userid-domain” format used in the Account and Authentication Username fields.
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 Only the first 3 codec settings matter on RTP.

Click on Advanced, or Preferences:
[image: image41.png]Advanced



:

· NTP Time Server: 192.53.103.104 or 128.105.37.11
· Time Zone: -8

· Call completion: On

· Peer to Peer Call Completion: On

· Auto Dial: After 2 sec (or After 5 sec, or Off)
· Number Guessing: On or Off

· Enable Intercom: On
· Call Waiting Indication: On

· Dialtone during Hold: On at the beginning, Off after user is experienced.

· Call Join on Xfer: On
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:

· Use Backlight: On

· MWI Notification: Reminder
· MWI Dial Tone: Stutter

· Ringer Animation: On
� To avoid hitting the check mark, you can set the phone to call a number after either 2 or 5 seconds (see the section titled“To Avoid hitting the check mark”)


� When you place people on hold, they hear the Music on Hold set up in your PBX. You will hear a dial tone or silence—depending on your settings. Initially, it will be good to hear a tone, but once you are used to it, you will like the silence better. To change the setting, web access your phone and go to “Advanced > Dialtone during hold” and choose Silence or Dialtone.





