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1. PURPOSE  
The purpose of this procedure is to define the process and uses of Avaya IX Workplace Soft Phone at Fayetteville 
Technical Community College (FTCC).  With Avaya IX Workplace Client, you can use the soft phone to make audio calls, 
listen to voice mail messaging, answer calls and send all calls to voice mail, view your call history that is stored locally on 
the device, access your contacts by using the campus directory and local contacts, log in to your extension, and answer and 
transfer calls. 
 
This document will assist you with the uses of your soft phone.  If after using this document you still have issues, please 
contact the FTCC Help Desk at 910-678-8502.   

2. SCOPE  
This procedure applies to all College staff members of the College community. This procedure applies to all information 
collected, stored or used by or on behalf of any operational unit, department and person within the community in 
connection with College operations. In the event that any particular information at FTCC is governed by more specific 
requirements under other College policies or procedures the more specific requirements shall take precedence over this 
procedure to the extent there is any conflict.  

3. ACRONYMS / DEFINITIONS  
 

Avaya IX Workplace Client.  Is a soft phone application that provides users with access to unified communications (UC) 
services associated with their Avaya infrastructure. 

MIS.  Management Information Services.  

VPN.  A virtual private network, or VPN, is an encrypted connection over the Internet from a device to a network. It is 

useful for corporate traffic over the Internet.  

4. PROCEDURES  
This document will provide the basic uses of Avaya IX Workplace Soft Phone. 

* NOTE – For this application to function like your physical office phone you must connect to VPN first, 
then launch the application. 

* NOTE – To access this tutorial, see screen shot below. 
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4.1 WELCOME TO AVAYA IX WORKPLACE!  
 

 

4.2 PRESENCE AND CALL OPTIONS 
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4.3 TOP OF MIND 

 

 
 

4.4 CUSTOMIZE YOUR TOP OF MIND 
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4.5 CONTACTS 

 
 

4.6 MESSAGING 
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5. EXCLUSIONS / EXCEPTIONS  
No approved exceptions exist at this time.  

6. RELATED COLLEGE DOCUMENTS, FORMS, AND TOOLS  

7. DOCUMENT ADMINISTRATION  

7.1. DOCUMENT OWNER  
This document is owned by Management Information Services Office which is responsible for its content and 
maintenance. For questions or comments, please email help@faytechcc.edu.   

7.2. DOCUMENT REVIEW  
This document is subject to periodic review to validate the content remains relevant and up-to-date.  Significant 
or material changes to this document must be submitted to the AVP for MIS and ISE for review and comment 
prior to adoption.   

7.3. CHANGE HISTORY  

Version  Description  Author  Date  
1.0  Initial publication  PLS  3/17/2020  

  

7.4. APPROVAL HISTORY  

Version  Name  Title  Date  
1.0  Pamela Scully  AVP for MIS  3/17/2020  

  

8. APPENDIX  
N/A  
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