
USER INSTRUCTIONS 

You no longer have to dial a 9 to get an outside line. To make a call, pick up the handset and dial the 
number, if it is local no area code is needed. Long distance, you dial 1-area-code-number.

Long distance is included in the phone package, no codes needed.

Your phone extension can not be dialed directly from outside the school. 

VOICEMAIL 

You press the envelope button on your phone and it will step you through the set up, this is where you 
will change your PIN, for the default password, please email Mrs. Clark. 

Once you record your name , you do not have to record a greeting (this would be acceptable if you were 
going on vacation and needed to make the caller aware). When it asks you if you would like to use the 
system greeting, press the button for that greeting, the caller will hear the name you recorded and the 
system will say “your name you recorded” can not take your call at the moment please leave a message” 

When you have a message, the red light on your phone will be blinking. You press the envelope button, 
and it will ask for your PIN and the message will play. 

INTERCOM 

Each phone is capable of intercom to any other extension. Press the home button on your phone, scroll 
to the intercom key, select, dial the extension and hit send (or wait for it to connect) and speak to the 
person you intercom. You can do this hands-free without having to pick up the handset to send an 
intercom call or receive an intercom call. 

USER PORTAL 

All phone users have an online user portal at this link--- https://my.ena.com/smartvoice-user/index.html

This is your phone online. The number to sign in, is your direct dial number. For the default password, 
please email Mrs. Clark. 

Once you log in, please go to the settings tab, and on the line that shows Account password, please change 
the default to a new password. Your voice mail and online password can be the same.  

In your user portal you can also listen to your voice mails, delete voice mails, see your missed calls, 
dialed calls, received calls. You can set up contacts, speed dials, short cuts. You can also email voice 
mails if you received voice mails for someone else, harassing voice mails, etc. It will email as a .wav file, 
it does not convert to text.  Under the contacts tab, you can also search for other extensions at your 
school, or other schools in the district. You can do a search by first name, or by school, just type into the 
search bar and it will bring them up. 

While you are in the user portal, if you scroll to the bottom of the page you will see a link that shows 
ENA Support, if you click on the link under this that is titled ENA Help Center, on that page look to the 
left and click the link smartvoice user. This area is everything you need to know or want to know to do 
with your phone and portal. It also have video tutorial for step by step instructions. 

Not all items are activated on your phones or included in the package. If it is grayed out, or doesn’t show 
in your portal, it is not available. 
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