Help desk information @ Rigby

· The help-desk number is 7588.

· Email: techsupport@rigby.com
· Please refer to the employee handbook regarding Rigby’s acceptable use of phones, equipment, email and the Internet.

Phone Tips and Tricks for first-time users @ Rigby

· To dial an outside number you need to press 9 first.

· To place a call on hold, press that button. To retrieve the call press TAP.

· The volume adjustment button on the phone can set the ringer to silent.

· The MUTE button prevents listeners on the phone from hearing your conversation.

· Pressing the leftmost button under the LCD display enters voice mail for a phone’s mailbox. 

· You will be asked for your password, that is the same as your extension. You will be able to change this. 

· Upon first entering your mailbox the system will play a tutorial, simply listen to the instructions and follow along. 

· To end the tutorial and not have it play again press *.

· The voicemail brochure explains all of the different menu options.

· You can access your voicemail from another phone by dialing 800-822-8661 and at anytime during the greeting press #. Follow the prompts from there.

Email:

· Outlook is the email program used by Rigby.

· Your email address is firstname.lastname@rigby.com.

· You can also access your email when on a different computer by going to http://mail.rigby.com/exchange.

· Please contact the help desk with any questions regarding Outlook.

