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Add an Announcement



HOW TO ACCESS UCX SETTINGS

1. Log into the TPx Customer Portal and select Manage My UCx from the main menu as shown below.

Tp)( TPx search... Q
overview How can we help you?
PB  Technical Support £ Account & Billing Support
Support 22 ’P ‘. o P
Request assistance from our Technical 3 General questions about your account >
Support team or any billing needs
o

System Status

Add New Service Change Existing Service
1 G Q:

& Add additional services to your account 3 Make changes to your existing services 3

Quick Links

W
Manage My
ucx Updates

NOTE: Register to the TPx Customer Portal here. The Manage My UCx feature is being
released in phases. If you do not see the Manage My UCx link, please select Change Existing
Service to submit your change request. Access to the legacy voice portal is still available
here.


https://tpxcommunications.service-now.com/tpx
https://www.tpx.com/support/open-case/?request=Portal%20Access
https://xsp-web1.dsci-net.com/Login/

ANNOUNCEMENT REPOSITORY MANAGEMENT

Announcement Repositories can be managed across two main areas. The specific Location (Group) or at the User
level. The repository stores audio files used by various areas of the platform.

LOCATION REPOSITORY

1. From the Dashboard, go to Menu.
2. Select Announcement Repository.

Resources Search My lds My Account

Menu Announcement Repository  §

Announcement Repository - ype Size
Open.wav WAV 233

1 total items

USER REPOSITORY

1. From the Dashboard, go to Management.
2. Select User Announcements.

Resources Search My Ids My Account
Dashboard G 999990 5 523@r I 1l er
Menu User Announcements  §
@ D
Management Mo Data Found
%9 User Announcements
# UCx Password
P asscode




ADD AN ANNOUNCEMENT

1. Goto Menu.
2. Select Announcement Repository.
3. Click the + button.

Resources My Account

Menu Announcement Repository ~ §

Announcement Repository
Open.wav WAV 233

1 total items

4. Select the audio file to upload and click Save. The portal automatically converts the file into the right format.

New Announcement

2 Choose a File




