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Ipitomy Web Programming Instructions 
 
Use This Address From a Computer Inside the Office:  ______________________/ippbx 
 
Use This Address From a Computer Outside the Office:  _______________________/ippbx 
 

Logging Into the Ipitomy 
1. Open your Web Browser.  (Internet Explorer is recommended for this) 
2. Type in the address in the web browser that is listed above.  
3. You will see a page come up like this.   

 
4. For sake of this example, we are going to use extension 103.   
5. On the right side, under User Login, enter your extension number in the User Name field. 
6. Enter your voicemail password in the Password Field.   
7. Press Login button. 
8. This will bring up the Home Screen. 

 

 
Click an Item Below for More Detailed Instructions 
 
My Account Screen 
Setting Up Email Addresses, Forwarding, Password 
 
Voicemail Screen  
Checking messages, setting up folders, managing greetings 
 
Programming Call Forward to an Outside Number 
Set up Call Forwarding 
 
Programming Keys on Your Phone 
Programming soft keys 
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The My Account Screen 
From the home screen, click on the My Account.   

 
This will bring up various settings you may modify. 

 Change the email address you get your voicemail messages sent.   

 Change your password. 

 Change the Forwarding of your phone.   
i. Unconditional is any call that comes into your phone. 
ii. Busy is when you’re on the phone. 
iii. No Answer obviously is when the phone is not answered. 
iv. Unavailable is when you have your IP phone unplugged. 

 

The Voicemail Screen 
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From this screen, you may see your messages, manage your folders, listen to and save your messages on to your 
computer hard drive, and much more.  This means, if you have the IP address of the phone system, you can listen to 
your messages from your laptop halfway around the world, provided you have internet.   

 
To Forward Your Calls to an Outside Number 

1. Click on the My Account.   
2. This is what will appear.   

 
3. The only thing you have to worry about is highlighted in yellow below under the Forwarding section.    
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4. To forward the calls, select the pull down menu under Unconditional.   
5. Select Enabled. 
6. Select Phone Number as shown below.  (You could also select Destination if you wanted to forward it to 

another internal extension).   
7. After you do this, a field for the phone number will appear as shown below.      

 
8. Enter the phone number.  The system remembers the last number you entered.  So, if this is the number 

you want, then don’t change it.  If it is not, then type in the new number. 
9. Click Save Settings at the bottom of the screen. 
10. Your phone is now forwarding all of its calls to the phone number you entered. 
11. To unforward your phone, just select Disabled as shown below.   

 
12. Don’t forget to Save Settings after you make a change to any of these screens.   

 
 

Programming the Programmable Keys on your Phone 
1.  Login to the system, as described above.  
2.  From the home screen, click on the My Account button 
3.  From the My Account Screen, if allowed, you will notice a My Phone Settings link like shown below. 
 

 
4.  Click on the My Phone Settings to bring up a screen like this. 
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5. Take note at the top right corner.  The Save & Restart button at the top will be what you click when you are 

finished modifying your buttons.  You must do this or it will not be saved. 
6. For this example, we will program a Page/BLF button for extension 150.  This Page/BLF button will enable 

you to call that extension and be able to see when extension 150 is on the phone.  Ipitomy refers to these as 
BLF buttons.  

7. Key 4 is open.  Select the pull down menu for key 4 under the Type column.  

 
8. Select Page/BLF. 
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9. Under label, type in the name for this extensions.  (This does not have to match what is in the system).    
10. Next, select the Value from the pull down menu.  In this case, it should be 150:Extension 150. 
11. The next columns are for when the label and button should appear on your phone.  Almost always, you’ll 

want all of them checked.   
a. Idle is when the phone is on-hook. 
b. Connected is when you are connected to a phone call. 
c. Incoming is when there is an incoming call ringing on your phone. 
d. Outgoing is when you are dialing an outgoing call but not yet connected to the call. 

12. When it is all completed, the row should look like this. 

 
 

13. There are many other type of buttons that you can program, such as a speed dial, do not disturb, etc.   
14. Once you are finished, be sure and click the Save & Restart phone.  Be aware, this will restart your phone. 

 

 
 
Things to Note About Programming Buttons 

 If you have more than 5 buttons programmed, a More button will appear on your phone on the sixth button.  
This will enable you to have more layers of keys underneath the main layer.  So the sixth programmed 
button will appear on your phone if you hit the More key. 

 Although you can program more than 5 BLF/DSS keys, they will only light up on the first level of buttons.  
Meaning, if you programming a sixth button as extension 105, you will be able to call 105 but not see if 105 
is on the phone.  You will need to use Call Manager software if you need to see more extensions.   
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