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RevenueWell Phone Portal
Commonly Used Features in Phone PBX

Logging into RevenueWell PBX:

Downloading RevenueWell
On The Go APP:

1.	 Sign into RevenueWell APP

2.	 Click Phone Icon

3.	 Bottom Left – Open RevenueWell 

PBX Link (Phone Portal)

1.	 Download RevenueWell on the Go APP in 

the Apple Store

2.	 Sign In with RW Username and Password

               •   Phone Icon to Make a Call

               •   Person Icon to View Patient Profiles

(Only Admin Users)
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How to Send a Fax:

How to Change Virtual Receptionist:

1.	 Click Fax

2.	 Click Send Fax

3.	 Recipient (Enter Fax number to)

4.	 Attach PDF

5.	 Click Send FAX

1.	 Click Main Number

2.	 Click Incoming Call Handling

3.	 Click Open Hours

4.	 Click Virtual Receptionist

(Log into RW Desktop APP & Click Phone Icon)

(Log into RevenueWell PBX)
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Updating Virtual Receptionist:

Text to speech Upload your own files

Record it over your phoneChoose from existing recordings
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Updating Voicemail Greeting

Change your Voicemail Greeting

with MP3 file:

using the RevenueWell Phone:

1.	 Click Voicemail Boxes

2.	 Click Wrench Icon

3.	 Click Advanced

4.	 Click Greeting Media

5.	 Upload (MP3 File)

6.	 Click Save Changes

1.	 Press Envelope Button or press *97

2.	 Enter Mailbox Number – (Note this can   

be found in the PBX)

3.	 Press 5 to Change Settings

4.	 Press 1 Change Mailbox Greeting
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1.	 Sign in Open RevenueWell PBX Link

2.	 Click Main Number

3.	 Office Hours Strategy

4.	 Example “Closing early on Monday”

               •  Click the 17:00

               •  Creates a drop down for choosing a 

                    different hour

               •  Click the hour you would like to close at

5.	 Click Save Changes

**Make sure you update your hours back the next day, if this isn’t a permanent change to your office hours**

RevenueWell Phone Portal
Commonly Used Features in Phone PBX

Best Practice on Closing your Office
& Changing Office Hours:


