
For more detailed tutorials, visit: http://www.pearlandisd.org/Page/13382  
**If you have any issues or problems, please submit a work order in eduphoria so a tech aide can 

assist you. 

 

Welcome to Avaya Equinox 

Phase one of the Avaya Equinox application is the soft client phone on your desktop. It will be used to 

send and receive calls on a secure work line from inside Pearland I.S.D.  There are features that you will 

see in the tutorial that will be rolled out in different phases, but all of which show how Avaya is a 

powerful tool for the school environment. 

Your phone extension is:  

To begin Phase One to send and receive calls from the soft client on your computer desktop, follow the 

instructions below.  

Initial Setup: 

1. Launch the Avaya application  on 

your desktop computer. 

2. Enter your full work email  

3. Click Next 

4. Enter your phone extension # provided 

by technology 

5. Enter the password: 1234 and click 

Next 

6. Enter your full work email as your 

username 

7. Enter your computer password for 

authentication to the system and click 

Next 

8. Click Skip Tutorial 

Forwarding All Calls: 

1. Select your profile picture in the top 

left corner  

2. Under Incoming Call Features, select 

Send All Calls 

3. Once selected, you should see the call 

forward icon on your picture  

Buttons and Features: 

  

Send and receive phone calls 
with the dialpad 

 

Customize your Home screen 
(Top of Mind) 

 

Mark contacts as favorites to 
create a favorites list 

 

See and search all contacts 

 

View recent calls 

 

Connect your calendar to see 
meetings 
 

 

Check or listen to messages 

 

Settings  *If you need to update 
your password or settings 

http://www.pearlandisd.org/Page/13382
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For more detailed tutorials, visit: http://www.pearlandisd.org/Page/13382  
**If you have any issues or problems, please submit a work order in eduphoria so a tech aide can 

assist you. 

Making a Call: 
To make a phone call, you have three options. 

Option 1: Click on the dialpad   and enter 

the extension or phone number. 

Option 2: Simply enter a name or number in the 

search box at the top and select the option to 

call them. 

Option 3: If you have called them before, you 

can locate the contact under your recent history 

icon or if a favorite, under the favorites 

icon . 

End a Call: 
1. To end a call, click on the end call 

button. 

2. It will hang up the call.  

 Setting Up Your Calendar: 

1. Select the calendar icon  on the 

main menu. *You must have Outlook 

open on your desktop) 

2. From the My Meetings dropdown 

, select your calendars 

by checking the corresponding box 

 

3. Now your calendar events from Outlook 

will appear in Avaya Equinox  

Your Favorite Contacts: 

1. When you are in your contacts , 

you will see that if you highlight the 

contact, it becomes an orange color.

 

2. Scroll over and select the star to add 

them to your Favorites.

  

3. When you go to your Favorites , 

you will see them listed there. 

4. To 'unfavorite' them, simply click on the 

star again 

Retrieving Messages: 

1. To access your 

messages, simply click on 

the message icon  on the 

top right. 

2. It will dial your messages and you will 

need to enter your password (1234, if 

not previously set).   

3. If you have a message the icon will be 

red . 

4. To save, delete, or forward the 

message, listen for the prompts in the 

system. 

Setting Up Voicemail 

1. To set up voicemail, click on icon 

in the top right. 

2. Enter the default password 25802 by 

using your keyboard keys or the dialpad 

. 

3. Follow the instructions as prompted. 
**You can also use the dialpad and enter 10000 to get 

to your voicemail setup. 
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