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Changing Name for Auto Attendant- 

Dial by Name 
Accessing the System  

• From your computer browser navigate to https://ctiuccloud.uccommportal.com/bg  

• At CommPortal Web window enter your Admin Direct Phone Number with no dashes or 

spaces (example: 2484561234) 

• Enter your password – (Password is case sensitive) 

• Select “Log in” 

• You have opened your Admin Portal as shown below 

o Please note – it takes up to 24 hours for these changes to update. 
 

 
 
Navigate 

1. Click on Users in left column or under the orange circle Users 

2. In the Users screen, click the Actions menu of the user. Choose Edit Personal Details.  

3. Edit personal details screen. Enter new name in Name field. Then click SAVE. 

https://ctscloud.uccommportal.com/bg
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4. Select Home to go to the Phones menu. Click on Phones in left column or under the 

orange circle Phones 

 
 

5. In the Phones screen, click Actions menu of that user. Choose Change phone in the 

drop down menu.  

 
6. Enter new name in the Description field. Then click APPLY. 
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o Please note – it takes up to 24 hours for these changes to update. 


