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View Directory/Directory Maintenance 
 

This option will allow authorized users to Self-provision Spok PageLink on an individual basis as well as update 

Wireless Directory entries individually via My Account. Depending on the individual settings for your company, 

authorized users will have the ability to View Directories or Add, Change, Remove Directories as well as Resend 

PageLink Registration and MyPaging Welcome Emails.  

View Directory 
This option will allow users to View existing Directory Information for the selected device.   

 

Select View Directory and the below page will display.  

NOTE: Depending on your account settings and the specific features programmed on the 

device, some of the information shown in the example below may not display. This 

example displays a device that has both MyPaging and PageLink. 
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Click  CANCEL to be returned to Device Detail.  

Directory Maintenance  
This option will allow authorized users to Add a new Directory or maintain an existing Directory. Your account 

settings will determine if you are able to maintain all aspects of a Directory. 

 

Add a Directory 
From Device Detail select Directory Maintenance, you will be taken to the Directory page in Add mode.   

 

Input the required fields; First/Last Name, Email Address, MyPaging User and Primary #.  In order for this 

information to display in the Wireless Directory Show In Directory should be checked. The Description field is 

utilized for your information regarding the device. Example: On Call. This field is optional.  

NOTE: At least one Primary # is required. When adding a Directory for a device with only one 

pager number, Primary # will be auto-checked.  

When adding a Directory for a device with multiple pager numbers you will need to 

select the Primary # by checking the Primary # checkbox. 
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To add MyPaging to the device click the drop-down menu beside MyPaging User and select YES. If you do not 

want to add MyPaging to the device select No in the drop-down menu.  

NOTE: MyPaging User drop down menu will only display for authorized users. If displayed a 

selection must be made from the drop-down menu.   

For the device information to display in the Wireless Directory click the checkbox for Show In Directory.  

 

To add PageLink to the device click the drop-down menu under the PageLink heading and select the PageLink 

feature that you wish to add to your device. If you do not wish to add PageLink to the device no selection is 

necessary.  

NOTE: The PageLink drop down menu will display for authorized users. 
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The Description field is utilized for your information regarding the device. Example: On Call. This field is 

optional; therefore, an entry is not required.  

Once you have entered all the information for your Directory, Click ADD to save the Directory.  

You will receive the pop-up below. Send email will be checked automatically. If you do not wish to receive one 

or both emails, uncheck the box(es).  

 

Click, CONFIRM to Add the Directory. You will receive the below pop up and your Directory will be added.  

 

You will receive the below emails at the address you entered on your Directory.  
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MyPaging Welcome Email :  

 

 

PageLink Registration Email: 

 

Maintain an Existing Directory 
Depending on your account settings and individual authority some of the fields below may not be available to 

update.  

To Maintain an existing Directory, select DIRECTORY MAINTENANCE from Device Detail. The below page will 

display.  
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NOTE: Some of the information may differ from the example below depending on your 

settings.  

 

To change the First Name, Last Name, Email Address and/or Description , CLICK the information box, input the 

new information and select UPDATE.  

 

You will receive the below pop up message. Select CONFIRM.  

 

To ADD PageLink, select a feature from the drop down menu list located below the PageLink heading, click 

UPDATE. 
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You will receive the below pop up, click CONFIRM. If you do not wish to have the PageLink Registration Email 

sent click the box to uncheck.  

 

 

To Change the PageLink feature to a different PageLink feature, select the new PageLink feature from the drop 

down menu list located below the PageLink heading, click UPDATE.   
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You will receive the below pop up, click CONFIRM. If you do not wish to have the PageLink Registration Email 

sent click the box to uncheck.  

 

 

To Remove PageLink from your device, select the drop down menu list located below the PageLink heading and 

select Not Enabled from the list, click  UPDATE.  

 

This will REMOVE the PageLink feature from your device and you will receive the below pop-up.  
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Resend Emails 
This option will allow authorized users to Resend the PageLink Registration email and/or the MyPaging 

Welcome Email.  Depending on the features for the selected device you may see one or both Resend Email 

options.  

Select the  icon, this will display the Resend  Email options available for your device.  

In the example below the device is programmed with both MyPaging and PageLink, therefore both Resend 

Email options display.  

 

If your device is programmed with only one option(MyPaging OR PageLink) you will only see the option specific 

to your device.   

To RESEND both the MyPaging Welcome Email and the PageLink Registration Email, select the RESEND links 

one at a time.  You will receive the pop ups below depending on your selection.  
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Select CONFIRM, you will receive the confirmation message below and the email will be sent to the email 

address associated with the Directory.  

 

 

 

Remove a Directory 
This option will allow authorized users to Remove a Directory from a device.  Removing the Directory will also 

remove MyPaging and PageLink.  

Select the  icon on the top right of the Directory as shown below.  
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Click on Remove Directory. You will get the below pop up if both PageLink and MyPaging are being removed, 

select CONFIRM.   

 

The Directory will be removed.  

 

Additional Resources: 

DIR Form 

 


