QUICK REFERENCE GUIDE TO YOUR NEW PHONE 

· Activating Voicemail

· Press the Messages button

· You will now be prompted to login to your voicemail

· Enter your password followed by # 

· Your default password  is 3636 
· Listen to the instructions carefully. 

· When prompted to change your password, follow the instructions, and change your password to at least 6 digits.

· It is important to stay on the line and follow the instructions until you hear ‘congratulations you have completed the setup’.
· If you desire to change your password on a frequent basis, proceed with the following:

· Access your voicemail & enter your current password

· Select Option 4 (setup options)

· Select Option 3 (personal settings)

· Accessing Voicemail from Off-Campus

· Dial your campus phone number
· At the greeting, press the “*” key
· When prompted for your PIN #, type in the last 5-digits of your phone number
· Then proceed to enter your Voicemail password
· To set up additional features for your phone, such as Address Books, Speed Dials, etc, open a Web Browser (Internet Explorer, Firefox, Safari) and type the following into the address field:

· https://ccm-pub.ece.utexas.edu/CCMuser  
· You will now be prompted for your username and password
· Username: UT EID
· Password: password 
· You will now be presented with the main menu, and the following is a list of features that may be most important to you.
· Change your Password – this is the password to Log on to the webpage

· Enter your old password – password
· Enter your new password twice to confirm – There is no security password requirements, so any password should do, but making this password the same as your UT EID will probably be easier to remember.

· Click Update

· Select Return to the Menu

*******The following services are OPTIONAL*******

· Speed Dials

· Click on the Add/Update  your Speed Dials
· Enter Phone Number

· UT line only last 5 digits are needed

· Outside Lines: 9 – then number

· Display Text

· [image: image1.emf]Enter Name/Description

· For Cisco 7912 phones:

· To view Phone Numbers, use the Navigation button 

· Navigate to appropriate name/number, & press Dial
· Note: For Cisco 7960/7970 phones, speed dial soft keys are located to the right of the phone’s LCD. 
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· There is a limited amount of “viewable” speed dial numbers on the LCD, but there is a maximum of 99 numbers that can be stored in your Speed Dials. To access these numbers, the initial number must be pressed, then use the AbbrDial softkey (either memorize speed dials, or use the My Address Book & My Fast Dials services below).

· From the Main Menu Page:

· Click on Configure your Cisco IP Phone Services

· Click on the downward arrow to select an available service – there should be 2 listed

· Select the service My Address Book and press Continue

· Enter the User Identification (UT EID)

·  Enter PIN # (last 5 digits of your phone number).

· Click Subscribe
· Click  Return to Main Menu

· Click the Services on your phone to view this service.

· Click on the New Subscription

· Click on the downward arrow to select an available service.

· Select the service My Fast Dials and press Continue

· Enter the User Udentification (UT EID)

·  Enter PIN # (last 5 digits of your phone number).

· Click Subscribe

· Click the Services on your phone to view this service.

· At the bottom of the page, Return to the Menu
· Click on Configure your Cisco Personal Address Book
· Click Add a New Entry

· Insert contact information

· Click on Insert
· Click Fast Dials

· Click on Unassigned number

· Select desired Personal Address Book Entry
· Select phone number associated with Address Book Entry.
· Click Insert

· Close window

· Use the Services button on your phone:

· Select My Personal Address Book to search for a contact, or

· Select My Fast Dials, scroll down to contact, then Press Dial on your phone.

· Forward Calls

· Check the box: Forward all incoming calls on line 1(phone number) to:

· VoiceMail or

· This phone number (any phone number)
· Click Update

