
 
 
Log into your IPX VOICErouter portal using the link provided by the administrator. 

Click on Settings: 

 

Click on Voice Prompts: 

 

Click on Custom Prompts: 

 

Click on Record New or upload if you have the prompt stored on you computer: 

 

Name the new prompt DO NOT USE SPACES OR SPECIAL CHARACTERS: 

 

Click record.  The phone will ring.  The system will prompt you to record.  When finished press #. 

Refresh your screen the new prompt will appear: 



 
 

 

Click on Call Features: 

 

Click the edit button of the IVR you want to change the greeting for: 

 

Click on the down arrow for the Prompt drop-down box and select the new greeting: 

 



 
 
Click save at the bottom of the screen: 

 

Click Apply at the top of the screen.  You all done! 

 


