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Setting Up Avaya Equinox 

Phase One: To send and receive phone calls on your desktop 

computer using the headset provided by Pearland I.S.D.  

KOSS CS95 USB headset 

 

 

Launch the Avaya 
application on your 
desktop computer. 

 

 

Enter your full work 
email address  

(ex. smithm@pearlandisd.org) 

 

 

 

 

 

 

 

Click Next 
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Enter your phone 
extension # provided by 
technology 

 

 

 

 

Enter the password: 
1234 

 

Click Next 

 

 

 

Enter your full work 
email as your username 

 

Enter your computer 
password for 
authentication to the 
system 

 

Click Next 
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The Avaya Equinox Tutorial 
will appear upon launching 
the program. 

 

Click Skip Tutorial. 

 

*Some of the features will be 
coming in future phases. 
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Home Screen – Top of 
Mind 

 

This controls the display of 
what you see open in 
Avaya. 

 

 
 

Setting Do Not Disturb 
 

1. Select your profile 
picture 
 

2. From the Incoming 
Calls menu, select 
Send All Calls 
 

Send All Calls forwards 
all calls to Voicemail. 

 
*This is also where you can 
Sign Out of Avaya. 
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Key Pad for Calls 
 You may use your 
keyboard keys or the 
dialpad to the left of the 
search window, to make 
calls. 
 
    
Making Calls Using 
Search 
 
You can also search for a 
user by entering their last 
name or extension from 
the district directory. 
 

 

 
 

 
Favorite Contacts 
 
To favor a contact, 
highlight their name and 
scroll over to the plus. 
 
Click the plus icon to add 
them to your favorites. 
 
Select the Star icon to 
add them to your 
favorites. 
 
The first time, it will 
prompt you to add to the 
Equinox contacts.   
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Once it is filled in you will 
see it under your 
favorites. 
 

    
 
 
 
 
 
 
 
 
 

  

 

My Contacts 
 
These show all your 
contacts from calls you 
have made using Avaya. 
 
Favorites will be placed 
on your Equinox favorite 
list for quick reference. 
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Call History 
 
 
This displays any 
outgoing or incoming 
calls made or missed. 
 
 
 
 
 
 
 
 
 
 
You can redial from this 
screen by selecting the 
phone icon. 

 
 

 

 
Meetings/ Calendars 

 
To set up your calendar, 
you must have Outlook 
open on your desktop. 
 
Then you can select your 
calendar to display. 
 
Only you will be able to 
see your calendar events. 
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Settings 
 
Avaya will automatically 
remember your 
password. 
 
If you are prompted to 
change your computer 
password, you will need 
to sign out and at the 
new login, select the 
Settings icon/ 
Accounts/ change your 
password. 
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