1.

2.

How to log in to your

web phone portal extension

Open a browser and go to: https://voip.sussex.edu

Enter your credentials in the following format: Your Extension@sussex.edu, example:
2099 @sussex.edu and your password for the phone portal.

Note: if this is your first time logging in, click on “Forgot Password” and in the next window enter
your Login Name in the format of your extension@sussex.edu, example: 2099 @sussex.edu and
click “Send”. You will then receive an email with password reset instructions to set your
password.

Follow instruction for password reset. Once set you will be brought up to the login screen
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3. Once you log in, you will see a pop-up message regarding the “Update your emergency address,”
click on “Do Not Show Again.”
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Update your emergency address

Your emergency address is set to the domain default. To change, please edit your profile or
contact your administrator

Your current public IP address does not match the one on record for your emergency address. You
may need 10 update your emergency address. Current address.

Set address

$ Do Not Show Again Close

4. Below is a User Phone Portal window where you will be able to manage your extension,
voicemails, change your voice mail greeting/PIN, and open a soft phone to initiate and receive

calls to your extension from virtually anywhere.
£ O = usrPoral-Home x |+
<« C @ &) https/Avoipsussexedu/portal/nome A B G Mt @ &

Sussex‘

County

COMMUNITY COLLEGE

B Ape~ | & Your name (extension)

From Date Duration Default v

Simultaneously ring:

No new messages

233 Yealink SIP-T54W 96 86.0.144

Number Name Date Duration

@2 Yesterday, 2119 pm 317



