Log into your phone 
 
Please remember these instructions. You will have to log into your phone after power failures and network maintenance. 
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	To log into your phone, press the left hand soft button under the screen. It’s a “soft button” because its function changes depending on what you’re doing. It’s labeled Hot Desk if no one is logged into the phone. If the soft button isn't labeled "Hot Desk," look for the ITS employee coming through the building to help. 
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	It will then change to “log in” Then press it again. 
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	Enter your extension on the phone and press the enter soft key, which will be the second button. 
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	Then enter your PIN (default is 1111) and press enter again. 
Your voicemail PIN is also 1111. When you set up your voicemail, that PIN will change but your login PIN remains 1111. 
You can change your phone’s PIN in MiCollab. If you do, be sure to remember it. 




[bookmark: _GoBack]
image4.png




image1.png




image2.png




image3.png




