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Cloud UC
Your User Profile and Passwords

I WOULD LIKE TO...

Users have the ability to make changes to their account.  Manage your passwords, call routing 
details, even program the buttons on your telephone from the Self Administration portal.

ACCESSING YOUR USER PROFILE

• Launch Web Manager and login using your Self Administration credentials.

• Your personal account details are available from here.
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CHANGE PASSWORD

It is advisable, for security reasons, to change your password regularly.  This is the password you 
use to login to Web Manager.

• From your account profile page, click Change Password.

• Enter your Old Password, then put in a New Password, then Confirm it.  When ready, click 
Change Password.

• You will be logged out of the program, and must login again using you new credentials.

Note:  Passwords must be at least 8 characters in length, and must contain at least 2 of the 
following: Uppercase, Lowercase, Numbers and/or Special Characters (#, *, etc.).
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CHANGING YOUR TELEPHONE PASSWORD

If you move to another desk and telephone (Hot Desking), you can login to the new phone using 
your Telephone Password.  This will enable all of you personal settings and programming at the 
new location.

• From your account profile page, enter a new password in the Telephone Login Code field.

CHANGING YOUR VOICEMAIL CODE

When you access the system to check your email, you will be prompted to enter your Voicemail 
Code to prove that its you.

• From your account profile page, enter a new password in the Voicemail Code f ield.

This password will be entered through a telephone keypad, so it must contain only 0-9, #, and *.

Note: This password will be entered through a telephone keypad, so it must contain only 
0-9, # , and *.
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CHANGE YOUR NAME

You can change your full name simply by retyping it in the space provided.  

Your login username can only be changed by the site administrator.


