8x8 88 Second Guide

Editing Users

— 8x8 Admin Console
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Phone numbers
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Create a new User

1.

Select Users on the 8x8 Admin
Console Home Page

Select +Create User near the top
right corner of the Users page

Generate users repof

Call Forwarding

1. On the Users page, select the pencil
icon #* on the right side of the
User's row entry

2. Select Call forwarding rules from the
menu on the left

3. Select the appropriate checkboxes
to enable Call forwarding rules

4. Select +Add new rule to add an
additional Call Forward

5. Select the pencil icon on the right to
change the forward target of a rule

— 8x8 Admin Console

Home / Users / Edit

Reset a User Password

1. Onthe Users page, select the ellipsis
icon on the right side of the User's
row entry

2. From the Pop-up menu, select Reset

user password

Reset to default settings (i)

— Reset user password

Send welcome ema

Deactivate user

Delete user

Reset a Voicemail PIN

1. On the Users page, select the pencil

icon #° on the right side of the User's
row entry

2. Select Voicemail Settings from the

menu on the left

3. Select Reset access PIN on the

Voicemail settings panel
®

Call forwarding rules

Showing 5 call forwarding rules

‘When user is busy

s to Voicemail

+ Add new rule
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Voicemail settings
External voicemail greeting

ill be used Chande

Default audio file v

Voicemail name and last name

ill be used Chande

Default audio file v

Internal voicemail greeting

ill be used Change

Default audio file v

Notification

Disable notification -

Voicemail access PIN  Reset access PIN

Custom 0 Dial out

For more support, visit the 8x8 University Free Online Training website: https://www.8x8.com/university/free-online-training
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