CISCO PHONES

Purpose and Scope

This document outlines:
e Using CISCO Call Manager
e Forwarding your Desk Work Phone Calls

e Setup your CISCO Voicemail Message
e Accessing Voice Mail

Call Center (Finesse) users should work with their Team Manager regarding phone procedures.
Avaya phone users, please contact your Agency Help Desk.

Using CISCO Call Manager

Use CISCO Call Manager to update your password and establish your PIN.

Important: Call Manager URL is not accessible outside the state network. If you have remote access
established from home, you may remote into your work computer and access call manager in that
method.

Setting Up for the First Time in Call Manager
Cisco Unified Communications

1. Navigate to Self Care Portal

https://callmanager.state.de.us/ucmuser/
2. Enter your State Username Yeemane
(first.lastname) e
3. Enter your password (If you are signing
in for the first time or do not recall your
password contact the DTI Service Desk

WARNING:, , This system is for the use of authorized clients
30 2 7 39 9 60 only. Individuals using the computer network system without
at - - 5 .) authorization, or in excess of their authorization, are
subject to having all their activity on this computer network
4 CI k S‘ I system monitored and recorded by system personnel. To
. IC |gn n protect the computer network system from unauthorized use and

to ensure the computer network systems is functioning
ane =m agmin i 2to Zonito ni =

Update your Password
sthaalt Unified Communications Self Care Portal
1. After signing in to Call Manager Phones IM & Avallabilty

2. Select the General Settings tab

3. In the Client/Portal Password section:
a. Enter a New Password:
b. Confirm New Password: * ClientiPortal Password

The new password must be between 1 and 256 characters in length and cannot contain any spaces. To
submit the new password, both fields must match exactly

General Settings

New Password: |

Confirm New Password



https://callmanager.state.de.us/ucmuser/
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Update your PIN #

alal | nifisd Communications Self Care Portal

cisco
General Settings

IM & Availability

1. After signing in to Call Manager
2. Select the General Settings tab

Phones

3. In the Phone Services PIN section: General Settings
a. Enter a New Phone PIN:
b. Confirm New Phone PIN: + Phone Services PIN

This PIN s used for Extension Mobility, Seff-Provisioning and other IP phone services The new PIN
must be between 1 and 128 numbers long. The PIN can only contain numbers, it cannot contain spaces,
letiers, or special characters

New Phone PIN

Confirm New Phone PIN:

v Display Name

Procedure for Forwarding your Desk Work Phone

When forwarding your Desk Work Phone to another phone, voice messaging will not be available in your
Outlook email account.

Using CISCO Call Manager

Cau Forwar dlng ;'I'sgl‘; Unified Communications Self Care Portal
Phones IM & Availability General Settings
1. Click the Phones tab
2. Click Call Forwarding Call Forwarding
. Phone Settings

3. Click the phone number dropdown v 7399640

arrow (Administrative support may 8 Foverd i cais o etcomat =

have multiple phone numbers) cancer | | Veicomai

Add a new number

4. Check the box to Forward all calls to:

5. Highlight Voicemail using the drop-
down arrow

6. Or highlight Add a new number to

send calls to an alternate extension or | NOTE:
a new number and you will receive a | Voice Messages will be recorded on the Forwarded
prompt to type the phone number. Phones messaging service. Messages will not be available

7. External destination number must in your Outlook email.

begin with the asterisk and should

. . NOTE:

include 1- area code. Example: h i q heck th d all

13026741212 To"removet e Call Forward, uncheck the Forward a
8. Click Save calls to box and Save.

From your 79xx CISCO Desk Phone
Call Forwarding

1. Select CFwdAll button (you may
need to select “more” to see CFwdAll)
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2. Enter *1Area Code, and the number
you want the calls forwarded to

3. The Forwarded to # will display at
the bottom of the CISCO phone
screen

NOTE:

To remove Call Forwarding select the
CFwdAll button again (you may need to
select "more” to see CFwdAll button).

capture

Refresh

orwa:rdedt )24 __ =
Redial | New Call | MeetMe more

From your 88xx CISCO Desk Phone

Call Forwarding

1. Select .. soft key

2. Select the Forward All softkey

3. You will hear two beeps

4. Enter *1Area Code, and the number

you want the calls forwarded to

5. Once forwarding is enabled you will
see indicators on the phone display of
the forwarding.

NOTE: o &
To cancel Call Forwarding select the .. soft X Bovon Bande 17219056
key, select Forward off soft key.
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Procedure to Setup your CISCO Voicemail Greeting

From your 79xx or 88xx CISCO Desk Phone
Setup Voicemail Greeting

Dial 1001 or press Messages button
Enter your PIN

Press #

Select Setup Options (press 4)

Select Record your Greeting (press 1)
Follow the instruction of the voicemail
attendant

S e

From another 79xx or 88xx CISCO Desk Phone
Setup Voicemail Greeting

1. Press Messages or Dial 1001

2. Immediately Press *

Enter your ID (your seven digit phone
number)

Enter your PIN

Press #

Select Setup Options (press 4)

Select Record your Greeting (press 1)
Follow the instruction of the voicemail
attendant

© N Uk

From an outside Phone line
Setup Voicemail Greeting

Dial 1-302-739-9706

Enter PIN

Press #

Select Setup Options (press 4)

Select Record your Greeting (press 1)
Follow the instruction of the voicemail
attendant

SOk wn =

NOTE: If you have forwarded your phone calls to a cell
or home phone the voicemail greeting on that cell or
home phone will be heard by the caller.

Procedure for Accessing Voice Mail

From your 79xx or 88xx CISCO Desk Phone
Access Voicemail

1. Press Messages button or Dial 1001
2. Enter PIN
3. Press #

From another 79xx or 88xx CISCO Desk Phone
Access Voicemail

Press Messages or Dial 1001

Immediately Press *

Enter your ID (your seven digit phone number)
Enter your PIN

Press #

uhwn =
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From an outside Phone line
Access Voicemail

1. Dial 1-302-739-9706
2. Enter PIN

3. Press #

4.

Follow the instruction of the voicemail
attendant

NOTE: If you have forwarded your phone calls to a cell or
home phone you will access voice mail from that phones
voicemail system.
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