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HOW TO ACCESS UCX SETTINGS 

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

 

 
 

 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/
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AUTO ATTENDANT MANAGEMENT 
 

Auto Attendants are managed per location and can be accessed by following the steps below. 

 

1. From Menu, select Groups, then select the location for managing Auto Attendants. 

 

 

2. From Group Services, select Auto Attendant, then select the Auto Attendant to modify. 

NOTE: Be careful not to toggle the Active button as that enables or disables the service. 
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MODIFY AUTO ATTENDANT SETTINGS 

 

You can update Auto Attendant settings using the steps below. This is where you specify schedules and other 

settings that control what the menus play and when. 

1. From Group Services, select Auto Attendant, then choose the Auto Attendant to configure. 

 

2. From Auto Attendant, select Settings, then click the gear icon. 
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3. Modify as necessary, then click Save. 
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UPDATE AUTO ATTENDANT GREETINGS 
 

To update the greetings used by the Auto Attendant menus, follow the steps below. 

1. From Group Services, select Auto Attendant, then select the Auto Attendant to configure. 

 

2. From Auto Attendant, select After Hour Menu. Select the menu to update, then click the gear icon for the 

After Hours Menu Audio. 
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3. Select Personal from the Announcement Type drop-down menu, then click Select Announcements. 

 

4. Select the announcement, then click Save. Repeat these steps to update any other menus. 
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UPDATE AUTO ATTENDANT MENUS 
 

To update Auto Attendant menus, follow the steps below. 

1. From Group Services, select Auto Attendant, then select the Auto Attendant to configure. 

 

2. Select the menu to update, then click the + button or select an existing configured option. 
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3. Enter the Key, Action, Number and Description as needed, then click Save. Repeat for any additional options or 

menus. 
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ADD A SUBMENU 
 

If you have a standard Auto Attendant from TPx you can add submenus which allows for nested menus. 

 

1. From Group Services, select Auto Attendant, then select the Auto Attendant to configure. 

 

2. From Auto Attendant, select Submenus, then click the + button. 
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3. Optionally, select the Enable Level Extension Dialing checkbox to enable Extension Dialing for this menu, 

then name the menu accordingly. 

 

 

4. Update the menu options and audio as necessary. 
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5. Once the menu is configured it can be used as an option with other menus. 

 

 


