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About Directories 
The directories are an excellent way to get the most out of your new phone system. Knowing where 
to look for certain information saves time and makes you more productive.   

This document will focus on the following directories: Contact Directory, Enterprise Directories, Group 
Directories and the Personal Directory. 

Supported Phones 
This document is intended for users that have the following Polycom phones:  VVX 301, VVX 311, 
VVX 401, VVX 411, VVX 501 and VVX 601. If you need support for other phone models please 
contact MegaPath support. 

Types of Directories 
• Contact Directory:  The contact directory is managed by the individual user and is only

accessible by that user. Unlike the personal directory where contacts are managed
through the voice manager portal, the contact directory is managed directly through the
phones interface.

• Enterprise Directory:  The enterprise directory displays all users provisioned in your
MegaPath voice account. This directory can only be changed by adding and deleting
users and will display the name and number associated with the hosted voice seat.

• Enterprise Common Directory:  This directory is managed by anyone that has access
to the administrator portal and is intended to display common contacts outside of the
organization and is accessible by anyone provisioned in your MegaPath voice account.

• Group Directory:  The group directory displays all users provisioned at the group level in
your MegaPath voice account. Groups are typically used by customers with multiple 
locations. This directory can only be changed by adding and deleting users, and will
display the name and number associated with the hosted voice seat.

• Group Common Directory:  This directory is managed by anyone that has access to the 
administrator portal and is intended to display common contacts outside of the
organization only associated with a group or location. It is accessible by anyone
provisioned in your group or location.

• Personal Directory:  The personal directory is managed by the individual user and is
only accessible by that user. Personal contacts are managed directly through the voice
manager portal as well as phone’s menu.
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Contact Directory Management (VVX 501 and VVX 601 Phones) 
The Contact Directory is managed directly through the phones interface. 

To access and add a new contact 

Go to the home screen on your phone and click on Directories. 

From the directory screen click on the Contact Directory. 

Click on the plus sign to add a new contact. 
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From the add contact screen click on the keyboard and add the contact information. 

Once you have filled out the contact information click on the save button. 

To access and call an existing contact 

Go to the home screen on your phone and click on Directories. 
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From the directory screen click on the Contact Directory. 

Find contact by scrolling or searching. To call, click/tap on the contact. 

The contact will appear. Once you see the contact pop up click on the green box with the phone 
number to make a call. 
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To end the call click on the end call button. 

Contact Directory Management VVX 301, 311, 401 and 411 Phones 

The Contact Directory is managed directly through the phones interface. 

To access and add a new contact 

Go to the home screen on your phone and click on Directories. 
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From the directory screen click on the Contact Directory. 

Click on the plus sign to add a new contact. 

From the add contact screen click on the keyboard and add the contact information. 
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Once you have filled out the contact information click on the save button. 

To access and call an existing contact 

Go to the home screen on your phone and click on Directories. 
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From the directory screen click on the Contact Directory. 

Find contact by scrolling or searching. To call, click on the contact. 

The contact will appear. Once you see the contact pop up push the dial button to make a call. 
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To end the call click on the end call button. 

Enterprise Directory Management 

How to add or delete an Enterprise Contact 

The enterprise directory displays all users provisioned in your MegaPath voice account. This directory 
can only be changed by adding and deleting users and will display the name and number associated 
with the hosted voice seat. 

Enterprise Common Directory Management 

This directory is managed by anyone that has access to the administrator portal and is intended to 
display common contacts outside of the organization and is accessible by anyone provisioned in your 
MegaPath voice account.

How to add or delete an Enterprise Common Contact 

Log into your MegaPath Portal located at my.megapath.com and click on the voice administrator link 
in the voice section of the portal. 
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The Enterprise Contacts are managed at the Enterprise level. To access the enterprise level select 
the main GRP account from the Group drop down. This is the account where all your group services, 
such as hunt groups and auto attendants, are managed. Once you access this section click on the 
common phone list under the directory tab. 

To add single contacts click on Add. 

Fill out the contact name and phone number and click save.
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The contact will now show up on the common phone list and automatically appear on all end users 
phones under the Enterprise Common Directory. 

To delete the contact, click on the delete button. The contact will be deleted from the portal and all the 
end users’ phones. 

How to bulk add or delete an Enterprise Common Contact list 

Administrators can upload a CSV file that contains the name and number of all the common 
enterprise contacts you want shared in the system. 

Create a CSV file with the headers of Name and Phone Number and populate the sheet with all the 
contact information. Note: Phone numbers should be added with dashes (xxx-xxx-xxxx). 
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Click on choose file from the Enterprise Directory Common screen. 

Select the file and click open.

Click Import and the contact list will be added to the contact list.
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Group Directory Management 

How to add or delete a Group Contact 

The Group Directory displays all users provisioned at the group level in your MegaPath voice 
account. Groups are typically used by customers with multiple locations. This directory can only be 
changed by adding and deleting users, and will display the name and number associated with the 
hosted voice seat.

Group Common Directory Management 

This directory is managed by anyone that has access to the administrator portal and is intended to 
display common contacts outside of the organization and is accessible by anyone provisioned in your 
MegaPath voice account at the group level. 

How to add or delete an Group Common Contact 

Log into your MegaPath Portal located at my.megapath.com and click on the voice administrator link 
in the voice section of the portal. 
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The Group Contacts are managed at the Group or Site level. To access the Group or Site level select 
the Site account from the Group drop down. Once you access this section click on the common 
phone list under the directory tab. 

To add single contacts click on Add. 

Fill out the contact name and phone number and click save.
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The contact will now show up on the common phone list and automatically appear on all end users 
phones under the Group Common Directory. 

To delete the contact, click on the delete button. The contact will be deleted from the portal and all the 
end users’ phones. 

How to bulk add or delete a Group Common Contact list 

Administrators can upload a CSV file that contains the name and number of all the common group or 
site contacts you want shared in the system. 

Create a CSV file with the headers of Name and Phone Number and populate the sheet with all the 
contact information. Note: Phone numbers should be added with dashes (xxx-xxx-xxxx). 
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Click on choose file from the Group Directory Common screen.

Select the file and click open.

Click Import and the contact list will be added to the contact list.
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Personal Directory Management 

The personal directory is managed by the individual user and is only accessible by that user. 
Personal contacts are managed directly through the voice manager portal.   

How to add or delete a Personal Contact 

The personal phone list is used to manage the contacts. To add or delete a contact click on the Edit 
button. 
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Enter the Name and Phone number of the Contact and Click Add. 

Additional Contacts can be added. Once completed, click save and contacts will be available on the 
phone in the Personal Contact section.

How to bulk add a Personal Contact list 

End users can upload a CSV file that contains the name and number of all the Personal contacts. 

Create a CSV file with the headers of Name and Phone Number and populate the sheet with all the 
contact information. Note: Phone numbers should be added with dashes (xxx-xxx-xxxx). 
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Click on choose file from the Personal Phone list screen. 

Select the file and click open.
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Click Import and save.

The contact will be added to the Personal Directory. 
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How to access and make a call using Enterprise, Enterprise Common, 
Group, Group common and Personal Directories (from a VVX 501 or 601 
Phone) 

Go to the home screen on your phone and click on Directories. 

From the directory screen click on the desired directory type. 

From the specific desired directory home screen, you can either scroll the directory or click in the 
search option. 
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Click on the desired contact and click in the dial button to make a call. 

To end the call click on the end call button. 
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How to access and make a call to Enterprise, Enterprise Common, Group, 
Group Common and Personal Directories (from a VVX 301, 311, 401 and 
411 Phones) 

Go to the home screen on your phone and click on Directories. 

From the directory screen click on the desired directory type. 
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From the specific desired directory home screen, you can either scroll the directory or click in the 
search option. 

Click on the desired contact and click in the dial button to make a call. 

To end the call click on the end call button. 


