
Utility Telecom
CommPortal 9.4 Guide

This guide is intended to help you understand CommPortal 9.4. This 
web portal is used to configure your call services. If  you have any 
questions, give us a call at 877-965-7800 or email service@uyt.co.

http://www.uyt.co
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Homepage
CommPortal 9.4 Homepage: 

The homepage offers easy accessibility to all your features. 

Access the Call Manager: 

This tab can be found on the homepage under Phone Status. Here you can customize 
your voice settings, choose which phone you would like to ring from, list availability or 
set up call forwarding. 

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Do Not Disturb Mode: 

This option can be found under Phone Status on the homepage. If  you set your 
calls to “Do Not Disturb” you will not receive any calls until you set your calls to 
“Available.” 

How to Make a Call: 

You can Make a Call in the upper right hand corner. When you select “Make Call,” a 
Dialer pop up will appear which will allow you to select a contact from in your contact 
list or enter a number manually.

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Start a Meeting or Conference Call: 

If  you have upgraded your account to start meetings and conference calls you will be 
able to start a meeting from any device. 

At the top right corner, click “Start” which opens the options in the drop down menu. 

Once you select “Start Meeting” the Accession Meeting launcher will open in a 
new tab. If  you have this application on your desktop, you can get a more in-depth 
instruction guide by clicking here. 

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co
http://www.uyt.co/wp-content/uploads/2018/06/Accession-Communicator-for-Desktop.pdf


Messages and Calls

Access Message and Calls

The Messages and Calls section is where you can access messages, faxes, missed 
calls, and much more. Here you have the ability to export your calls with one click. 

You can also record new voicemail greetings by clicking new voicemail in the upper 
left hand corner.

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


My Mobile

Access Mobile Settings

The My Mobile tab can be found under Your Services. This can be accessed from 
the bottom of  your homepage. 

Additional features include adding or removing your personal mobile number to 
automatically recognize your mobile when retrieving messages or use your mailbox 
through your mobile phone’s voicemail. 

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Contacts

Access Your Contacts 

Click on the Contacts tab at the top of  the page to access your contact list, speed 
dials, extensions, and short codes directly.

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Apps

Access Apps for Download 

You can find your Apps by clicking Downloads, which is located under Support on 
the bottom right hand side on your homepage. Here you can view how easy it is to 
integrate your CommPortal Apps with your desktop, mobile phone and tablet.

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Settings
Access Account Settings 

All of  your settings can be found under Your Services from the homepage. Here 
you can access the settings for My Mobile, Call Settings, Message Settings, and 
Notifications. 

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Business Group Admin Portal
Accessing the Business Group Admin Portal: 

The Business Group Admin Portal can only be accessed by administrators who have 
the ability to change and edit user settings. Here you can view all users, phones, search 
call logs, edit music on hold, and much more. 

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Accessing “Users in Department”

Accessing “Phones in Department”

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


Accessing Call Logs 

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://www.uyt.co


We’re Here To Help

If you don’t find what you need, please 
contact our friendly Customer Care staff. They 
are ready to assist you, 24/7. For any network 
or technical issues with your service, please 

contact us at 877.965.7800 or info@uyt.co.

Visit uyt.co Today 
For Information!

https://www.linkedin.com/company/utility-telephone/
https://www.facebook.com/UtilityTel/
http://uyt.co



