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Log into your phone portal on the web

- You can manage your desk phone’s extension from the web, including voicemail and
other features like voicemail greetings and updating your voicemail PIN.
1. In Google Chrome (Chrome is required for proper functionality), go to
https://voip.sussex.edu

2. Inthe “Login Name” section, enter your extension and add @sussex.edu to the
end
i. For example, if your extension was 2009, your login name would be
2009@sussex.edu
3. If you've already set up your account you can enter your phone portal specific

password in the password field
i. If you’'ve set up your account to log in using Office365, you can also click
“Log in with Office365” and enter your Microsoft account credentials.

1. If you'd like to configure your account to log in using Office365,
please see the document titled “SCCC — How to enable SSO with
your phone portal”

4. If you’ve never set up an account, click “Forgot password” and enter your login

name in the form of extension@sussex.edu (ex. 2009 @sussex.edu) and click

“send”. This will send a password reset request to the email address on file. If you
do not receive a password reset to your email, you can contact IT to have the
email address changed on the backend. (973) 300-2333 or email

ITservice@sussex.edu
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5. After logging in, you can then access your voicemail and other features like the
web phone to make calls on the web or change your voicemail greeting and PIN.
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