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(1) Go to ringbyname.com 

(2) Click on “My Account.”  

 
 

 
(3) Log in using your email address and password. 

 
If unknown, contact Ultrex. 

 
 
(4) Click here on the top right of the screen. 
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(5) Click ‘Go to system administration.’ 

 
 
 
 
 
(6) From here, click ‘Main setup.’ 
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Users 

 
 

To adjust settings for a given user, click on their extension. 

 
 
User-friendly settings:  

- First & Last name 
- E-mail 
- Password 
- Outbound Caller ID  
- Password 
- Voicemail Greeting 
- Administrative Rights* 
 
Note: Do NOT remove Ext. 100 as an administrator. This will reset 
the user.  
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Departments 

 
 

Click on the department that is to be adjusted. 

 
 
User-friendly settings:  

- Department name 
- ‘Who should receive calls from this department:’ 
- ‘How should we distribute calls for this department?’ 
- ‘Voicemail Greeting.’  
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Menu 

 
 

Select the menu that is to be changed. 

 
 
 
User-friendly settings:  

- Menu Name  
- Routing operator calls 
- ‘Caller Presses:’ & ‘Send Calls to:’  
- Caller greeting 
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Phone Numbers 

 
 

Select the phone number that is to be adjusted.  

 
 

User-friendly settings:  
- ‘Send calls to:’  
- Caller ID  
- ‘The system should also:’ 
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