
 

 

TPx Customer Portal 

UCx User Settings/Administration 
 
 
 
 
 
 
 
 
 
 

  



  
 

TPx Customer Portal - UCx User Settings Guide Page 2 

 

TABLE OF CONTENTS 
How to Access UCx settings ......................................................................................................................................... 3 

Update a User’s UCx Password .................................................................................................................................... 4 

Update a User’s Voicemail Password ........................................................................................................................... 5 

View a User’s Devices ................................................................................................................................................... 7 

Modify User Settings...................................................................................................................................................... 9 

Dashboard ................................................................................................................................................................. 9 
All Other Settings ..................................................................................................................................................... 11 

Add an Alternate Number to a User ............................................................................................................................ 15 

How to Reset a User.................................................................................................................................................... 16 

References .................................................................................................................................................................. 19 

 

  



  
 

TPx Customer Portal - UCx User Settings Guide Page 3 

 

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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UPDATE A USER’S UCX PASSWORD 
 

Follow the steps below to update a user’s phone number while using the Customer Portal interface.  

1. From Menu, select Users. 

 

2. From the User Id list, select the User ID to update. 

 

3. From Management, select UCx Password. 
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4. Select the black lock icon at the upper right: 

 

 

5. Enter the new password twice, then click Save. 

 

 

UPDATE A USER’S VOICEMAIL PASSWORD 

Follow the steps below to update a user’s voicemail passcode.  

 

1. From Menu, select Users. 
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2. From the User Id list, select the User Id to update. 

 

3. From Management, select Voicemail Passcode. 

 

4. Click the settings icon. 

 

5. Enter the new password twice, then click Save. 

 

NOTE: VM passwords must be a numeric string. 
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VIEW A USER’S DEVICES 

1. Select Users from the main menu as shown below. 

 

 

2. From the Users list, select the User Id to display a list of associated devices. 
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3. From Provisioning, select Devices. 

 

 A list of devices assigned to the user displays, along with the status. 
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MODIFY USER SETTINGS 

There are two areas for managing user level settings as described below. 

 

DASHBOARD 

 

1. Select Users from the main menu as shown below. 

 

2. From the User Id list, select the User Id to modify. 
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3. The Calling Features screen displays with options to enable the following: 

Call Forwarding, Do not Disturb, and Music on Hold. 

 

 

 

4. If Call Forwarding is enabled, enter the desired number in the Forward To field, then click Save. 
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ALL OTHER SETTINGS 

 

For all other settings that can’t be set at the dashboard use the following steps. 

1. From Menu, select Groups. 

2. Select the group and modify as necessary. 
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3. From Menu, select Users. 

4. Select the user.  

 

5. From Management, select User Service Settings.
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6. From here, all additional user settings can be accessed. In this case, let’s select Selective Call Rejection. 

 

7. Select Selective Call Rejection.  

 

 
 

8. Select the + icon in the right-hand corner to display the Add New Selective Call Rejection screen. 
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9. From General Settings, select Is Active. 

10. Enter a Description. 

11. From the Calls From drop-down menu, select Specified Only. 

 

12. Scroll down to enter the number(s) to block, then click Save. 
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ADD AN ALTERNATE NUMBER TO A USER 
 

Use the following steps to add an alternate number.

1. From Management, select User Service Settings. 

2. Select Alternate Numbers.  

 

 
 

3. Click the Phone Number field to add an alternate number. 

 

 
4. Select an available phone number, then select an option from the Ring Pattern drop-down menu, if 

appropriate.  

 

5. Click Save. 
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HOW TO RESET A USER 
 

This section proceeds through the steps to reset a user. It is Critical that you read the below warnings before 

proceeding or you may end up with a non-working phone. 

 

 

WARNING:  

• If a user has more than 1 Physical Device you must open a request to 
have them reset. Resetting users with more than one Physical device 
is not currently supported. 

 

• On reset, Device Credentials are updated. Once user details are 
updated for the new employee the phone must be rebooted to get the 
updated configuration otherwise you will have a non-working phone. 

 

Primary Device Safety Check: 

It’s highly recommended to perform an “Update Config” on the physical phone before doing a User Reset. This can 

be done on a Polycom by going to Menu – Settings – Basic – Update Configuration. 

• If the update completes it means the phone can communicate with TPx. 

• If the update fails you should open a request with TPx instead of resetting the user, it’s possible there is a firewall or 

other issue preventing the phone from getting updates. 
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1. Search for and select the user you want to reset.  

 

CAUTION: Do not update User Details (Such as name, email, etc). User Reset 

will automatically update First and Last name to “UNASSIGNED”.  

Only update User Details after the initial reset has been completed and you are 
ready to re-purpose the seat. 

 

 

2. Click User Profile, then select Reset User in the upper right corner. 
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3. Select Reset. The following takes place after a reset: 

a. User is removed from any existing Hunt Groups or Auto Attendants. 
b. The Webex Person is deleted and re-Created as “UNASSIGNED.” 
c. User Features/Preferences are reset to their defaults. (Call Forwarding, etc.) 

d. Password, Passcode, and Credentials are reset for Users and Device Registration. 
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4. When you are ready to reuse the account simply update the name and E-Mail address.  

a. If the user has Webex they will receive a Webex introduction e-mail. 

 

 

REFERENCES 
TPx Portal - UCx Auto Attendant Guide - Discover how to view, modify, and update Auto Attendant settings, 

greetings, and menus. 

TPx Portal – UCx Announcements Guide - Discover how to add an announcement for specific groups or users. 

TPx Portal – UCx Hunt Groups Guide - Discover how to view, modify, and update existing hunt group settings and 

users. 

TPx Portal – UCx Schedules Guide - Discover how to view, add, and modify time schedules. 

 

https://www.tpx.com/wp-content/uploads/2024/09/TPx-Customer-Portal-UCx-Auto-Attendants-Guide.pdf
https://www.tpx.com/wp-content/uploads/2024/09/TPx-Customer-Portal-UCx-Announcements-Guide.pdf
https://www.tpx.com/wp-content/uploads/2024/09/TPx-Customer-Portal-UCx-Host-Groups-Guide.pdf
https://www.tpx.com/wp-content/uploads/2024/09/TPx-Customer-Portal-UCx-Schedules-Guide.pdf

