
Introduction to Webex Calling 

ASSIGNING FAVORITES

 In the Webex app, you can assign any contact to your favorites group to keep them at the top of the list. 
     1.  Search the directory for the person you would like to “Add to favorites”.
     2. Right click on their contact.
     3. Select “Add to favorites”.

ADD A SPEED DIAL BUTTON

 If you have a desk phone and would like to add a speed dial button, perform the following steps: 
     1.  Press any idle line key on your phone for at least two seconds.
     2. Select the “Speed Dial” feature.
     3. Enter the desired label and number.
     4. Press the save key and return to the home screen.
     5. Follow the above steps for any additional buttons or to edit a previously configured button.

Note: If you would like a monitored line assigned to a button, which allows you to see when another line is
ringing and answer that line, you may request this by sending an email to helpdesk@prcc.edu and let us
know you would like to add a monitored line to your Webex Calling account. Please include the name and
extension of the line you would like to monitor, and which button on your phone you would like it assigned to
if you have a preference, otherwise the next available button will be used.

Additional things to know:
1. You are no longer required to dial 8 to access an outside line. You can dial a 10-digit number as you would
     on any other phone. If you forget and dial an 8 anyway, the call will still go through.
2. Voicemail messages expire after 180 days and are subject to deletion.
3. To request a pickup group, hunt group, or other advanced call routing, you can submit your request to:
     helpdesk@prcc.edu
4. Much more information can be found at http://help.webex.com

Congratulations! Your phone extension has been migrated to PRCC’s new phone system, Webex Calling. 
You can access your phone extension in 3 ways: Using the Webex app on your computer, using the Webex
app on your mobile phone, or with a desk phone if one has been provided. To finish setting up your phone,
there are a few things you need to complete. 



Please note that your voicemail

PIN must be 6 to 30 digits and 

must NOT contain:

Repeated patterns

Last 10 voicemail PINS

Your phone number or extension
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1. Click the voicemail tab on the left menu.
2. Click the phone icon        on the voicemail screen.
3. When prompted on the call, enter the default PIN 112233 and press #.
4. The system will prompt you to change your PIN and record your name.
5. Optionally, you may customize your busy and no-answer greetings by pressing option 1 to access
    the voice mailbox and then choosing the desired menu option for that mailbox.

1. Click the calling button on the bottom row of options.
2. Click the + at the top right and choose “Call Voicemail”.
3. When prompted on the call, enter the default PIN 112233 and press #.
4. The system will prompt you to change your PIN and record your name.
5. Optionally, you may customize your busy and no-answer greetings by pressing option 1 to access
     the voice mailbox and then choosing the desired menu option for that mailbox.

  OPTION 1 - Use the Webex App on your computer

  OPTION 2 - Use the Webex App on your mobile phone

  OPTION 3 - Use a web browser: http://user.webex.com
1. After logging into the Webex User Hub, click “Settings” on the left menu.
2. Click the “Calling” button, and then “Voicemail”.
3. Use the appropriate options on this page to set your PIN and record greetings.
4. Make sure to click “Save” after any changes and log out if using a public computer.

  OPTION 4 - Use a desk phone
1. Press the voicemail button on the phone. It looks like a cassette tape.
2. When prompted on the call, enter the default PIN 112233 and press #.
3. The system will prompt you to change your PIN and record your name.
4. Optionally, you may customize your busy and no-answer greetings by pressing  option 1 to access
     the voice mailbox and then choosing the desired menu option for that mailbox.

The same digit 3 times in a row

3 ascending or descending digits 

The reverse of your phone number
 OR extension OR old PIN

SETTING UP YOUR VOICEMAIL
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