MSU-Billings — Telephony
Using Cisco Unity Personal Communications Assistant To Set Up Your Voice Mail Box

Logging Into Unity Personal Communications Assistant
1) Open up your web browser and go to: http://unity.msubillings.edu/web/aa

2) It will prompt you for a login; use your msubillings login information:
3) Click Login

3l Logon - Cisco Personal Communications Assistant - Microsoft Internet Explorer \:HE|E\
o

Fle Edt Miew Favorites Tools  Hep i
»

Qe - () \ﬂ \E"‘ h /7\‘Search ‘f:(’Favnntes @ reds & (- :{ =

aciivess | ] https funity/ciscopcafiogon.do B> EREEE

Cisco SYSTEMS

’g‘i'(:isco Personal Communications Assistant

/4 * Discaver ali that's possible an the Intermet.

S Username:  YourUserName
T Password: YourDomainPassword

Passwor: | Domain: msubillings
L .

€] Done &J Local intranet

Flle Edit View Favorites Tools  Help

eﬁack i > | lﬂ lELI _h /.._\JSEarch ‘g“:(Favurites @Media 6:‘3

Address |ﬁj http:funity/ciscopcaflogonuser, do

Cisco SYSTEMS

’g‘i'Cisco Personal Communications Assistant

12 v Discover aif that's possible on the Internet

Cisco Personal Communications Assistant Cisco PCA Home + | Go [ R

Welcome to Cisco P IC ications Agst

The Cisco PCA lets you access th lowing Cisco web tool(s):

Cisco Unity Assistant
The Cisco Unity Assistant lets you customize how you and your callers interact with Cisco Unity by
phone. You can also use it to personalize your Cisco Unity settings - including your recorded
greetings and message delivery options -- or to et up message notification devices and create private
lists.

@j & Local intranet

5) The main Cisco Personal Communications Assistant (Personal Preferences) window will now open.

A Personal Options - Cisco Unity - Microsoft Internet Explorer |Z||E‘E| You can admlnISter your personal VOICemaII bOX from the
Bie Edt View Favortes Tooks Help i web using the Communications Assistant.

@Eack A | |ﬂ @ 7.lj /.ﬂl Search ‘i‘_w‘\'(Favorites wMedia {‘3 - :/’_ >

ckress | @] itpsfjunityfaiscopesfunitysssistantfpersonaloptions.do ~|&d= wk &-1 From this window you can change your recorded name
— . ) Cisco S . ; .

:,‘;}Clsc? iffi,fff!ﬁifmfQlcfit,ff,"s Assistant W or your Unity voicemail password.

Unity Assistant | Log Out

Greetings « Motification Devices v Private Lists + Preferences + Help =

Personal Preferences

™ NOTE: You can also get to this menu from clicking

on Preferences | Personal

Name

First Mame: | NMikki ‘

Last Name | Gunnels ‘
v |+ u @ ! =

Recorded Name: B 20 i

Phone Numbers

Primary Extension: | 5717 ‘

Directory Listing List in phone directory

Phone Password gast changed: Monday, July 28, 2003 10:1:00 AM MOT )
MNew Password:

Confirm New Pasaword I:l

&] Done % Local intranet
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GETTING HELP inside Communications Assistant
There are two ways to get help while you are browsing in the Communications Assistant.

Personal Preferences 1) Click the key under Personal Preferences and you will receive the

E following window:

| Changing Personal Settings. html - Microsoft Internet Explorer

Previous MNext Index

Overview: Changing Personal
Settings

Personal settings control the information about you as a subscriber on Cisco Unity
and some of the choices you make for interacting with Cisco Unity.

For more information, see the following topics:

e Changing Your Recorded Mame
e Changing Your Fax Delivery Phone Mumber

e Setting Up Alternate Devices

e Changing Your Directory Listing Status

e Changing Your Phone Password

Previous Next Index

Copyright © 2004, Cisco Systems, Inc. All nghts resernved.

2) Or, to get help click on the Help button in the upper right hand corner of the screen and browse the
listed subjects.

,‘rf'";gjaCiscn Personal Communications Assistant
..,' = Discaver aif that's possible on the nternet.

Unity Assistant

Greetings « MNofification Devices = Private Lists = Preferences = Help -

Contents
Inde:x

This page

About Cisco Unity
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Configuring Unity Assistant to work with your phone

1) Make certain that your recording device is your telephone, that your playback device is your
computer/speakers and that Unity Assistant is configured to use your work phone number. To do that,

click on the down arrow next to Recorded Name.

..%;aCiscn Personal Communications Assistant
i -

* Discover gif that's possible oh the Internet,

Unity Assistant

Lnity Assistant

Greetings = MNotification Devices = Private Lists « Preferences

Personal Preferences

=R

Phone Mumbers
Primary Extension:

Directory Listing

Mew Fassword:

Unity Assistant

Greetings «  Motification Dey

Phone Password (last of

Confirmn Mew: Passwnrd:[

Name

First Mame: | Pile ki

Last Mame: | Gunnels

Recorded Mame: - s }
Lo 0.0 Volume

Z LN

<llse Preferred Device=
Recording Devices  #| v SoundMax Digital Audio

) Phone
[ Options...

Playback Devices  #

About. ..

Unity Assistant

5 w Private Lists + Preferences

Personal Preferences

E E

Name

First Marne:

| Mikki |

Last Marne:

| Gunnels |

Recorded Marme:

Phone Numbers
Primary Extension:

Directory Listing

Phone Password (ast ¢t
Mewr Passward:

Caonfirrm Mew F'assword:[

2o 0.0 Yolume

r
Playback Devices Y

«Use Preferred Device =
SoundMay Digital Audio
v Phone
About... 1]

Recording Devices  »

Options. ..
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2) Playback Device should be set to your
sound card, make sure it has a checkmark
next to the proper device.

| 3) Recording device should be set to phone, make
sure that phone has been selected with a checkmark.
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4) Click on Options, you get the following window:

Name

First Marne:

Last Mame:

Recorded Mame:

Phone Numbers
Prirmary Extension:

Directory Listing

Phone Record and Playback Settings r>__(|

| Mileki Extensiar:
| Gunnels |EII:IEIEI
= — Cizza Unity server:
nin

Phone Password (last o
Mew Password:

Confirm Mew F'asswurd:[

Greetings

|unit_l,l.m$u|:|illing$.edu

k. | Cancel

Flavback Devices ¥
Recarding Devices  #

5) For extension, enter your 4 digit camps extension. Where it asks
— for Cisco Unity server: type in unity.msubillings.edu and click OK.
Option=. . (NOTE: you only have to configure your options the first time you
Abaut... use Unity Active Assistant on your computer.

Unity Assistant

Unity Assistant

bl m | Log Out

B Lists = Preferences = Help

Unity - Microsoft Internet Explorer,

File Edit View

@Back @ J \ﬂ @ _;j /:__\J Search “g/l:(Favorites eMedia @ Ej’:v .,____\',_

Favorites  Tools

Help w

-

Address @ httpe ffurity fciscopeafunity assistant fgreetings . do V| Go Links @ -

/=zwCisco Personal Communications Assistant

» Discover alf that's possible oh the Internet.

4
ol

Cisco SYSTEMS

Unity Assistant Unity Assistant v | Go || Rl
Greetings » Motification Devices «» Private Lists + Pref
Greetings
Enabled | Greeting |End Date| Source |Plays
[0 Alternate | None System |4
Busy Mane System |
[0 |Internal |Mone System k¢
[ |Closed |Maone Recording L]
Standard | MNone Recording «
Save
@ ‘j Local intranet
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2) Choose a greeting from the list shown here:

NOTE: unless these options have been selected and recorded, only your default greeting will play. You
can make your caller feel welcome by utilizing all of these recordings.

Alternative: use for vacation, time away from office, etc.

Busy: will play when you are on the phone.

Internal: will play to internal MSU-Billings callers (less formal)

Closed: will play before and after your set office hours.

Standard: this is your default greeting; it will play when no other greetings are recorded.

3) For each greeting choose enabled or disabled.

Status e You can’t disable the Standard Greeting

Disabled e Any greeting you enable must have a recorded
greeting or it will use the system greeting or standard

Enabled with no end date and time .
greeting only.

Enabled until:

4) For each greeting (other than Standard Greeting), you can have an end date/time.

Status

When wour alternate greeting is enabled, it overrides all other greetings.

(*) Dizabled

() Enabled with no end date and time 5) To change end date of a greeting, enter
O Enabled unti appropriate date and click the SAVE button.
nabled writil:

Date: | March w04 w| 2004 w
Time: |02 % 20 W Fhal

Standard Greeting
1) Click on the Standard Greeting link. You will get the following window:

A Greetings - Cisco Unity - Microsoft Internet Explorer (= [O]

Eile  Edit ‘Wew Favorites Tooks Help :u'

OEack M > d @ ‘g | -/ Search T Favorites @Media f‘: -

address | ] hktps ffunity ciscoprafunityassistant jostareeting.do v B e unks @
/Z=Cisco Personal Communications Assistant Cisco SYsTENS
.,-" * Discover alf that's possible an the internet,

Unity Assistant | Log Out

Greetings + Motification Devices »  Private Lists = Preferences v Help
Standard Greeting

B E

Status
Disabled
Enabled with no end date and time
Enabled until:
Date:
Time:
Callers Hear
(+) My personal recarding

- b ue/ =
0o 50 WVolume
) System default greeting
3 Nothing
Save
&) &2 Local intranet
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2) Remember, for help, press the key.

3) Record your greeting by clicking the red dot. Your telephone will ring. When you pick it up, you will
immediately hear a beep. State your message after the

* | > .| ' beep. To stop the recording, either press the # key on
0.0 5.0 Wolume your phone, or press the record button once again (which
Record will turn into a blue square during recording session).

TIP: If you make a mistake and want to re-record your greeting, press the red dot. Your phone will ring
and you will get a message asking if you want to overwrite the current greeting. Once you click on YES,
you will immediately hear the beep. State your message after the beep.

4) Use these instructions to record all of your greetings including alternate, closed, internal, standard and
busy.

TIP: Once you have recorded a greeting, you can copy your message to a file by clicking the black down
arrow and choosing copy and then paste. You can then use these messages for other greetings.

Callers Hear
(% My personal recarding

- - e J_
nn 5.0 Yolume
1 Mew
O
O 1 Paste Fram file. .. < paste greeting from file

Copy

Copy ko File, ..

/— copy greeting to file...

Plavback Devices  »
Recording Devices ¥

Opkions. ..

about, .

Notification Devices

Click on the Notification Devices | View Notification Devices

Unity Assistant Unity Assistant |+ | Go [ INEEReI

Greetings = Motification Devices = Private Lists = Preferences = Help -

i e Motification Devices
Greetings

B B B E
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B (& Yew fgeomss [ock el
v =h SN
Quw - © HNEAG J

s [ @) A e

Seach ¢ Favirtes Y Heda

o

Q=

“ Be

b e

\CISCO Personal Communications Assistant

3 Discover i EhaPs possibl on the Indsrnst

Unity Assistant

Hotification Devices

®E E E

Enabled| Device Notises

Sawe |

] Dore

CiscoSrsTems

| Go|

8 Local intranet

-~

Notification Devices

EHRERER

Save
Select all rows

What the icons mean:

Clear selected rows

Help

1) Select the device that you want to use by clicking on it. The settings on the rest of this section apply
to the device that you select here. Settings for each phone or pager must be created separately.

2) To configure Phone 2, enter the phone number that you would like Unity to call to notify you when you

have voicemail.

restricted).

Remember to include a 9 for external calling. (NOTE:
If you want Unity to call an internal MSU-Billings phone number, you can add just the 4 digit

extension.
File Edit W¥ew Favorites Tools Help "
B © B @ G Lot Frrweew Gross B3 B "
fddress |&] http:ffunity/ciscopeajurityassistant fdevice.do V| G0 Links @&
ZZaCisco Personal Communications Assistant biscoSystems — ©

(/5
Unity Assistant
* Notification Dey

Greetings

Phone 2 Notification Device

B E

= Discover alfi that's passible on the Mnternet.

Unity Assistant

5 » Private Lists = Pre

| Log Out

Phone
[ Matification enabled

Phone Number:

Dialing Options

Dial Extra Digits:

Try to detect connection
Dial After:

| |
D seconds
Notify Me Of

“oice Messages:
E-Mails:
Faxes:

Notification Schedule
[s[m[r]w][r]F[s]

&]

‘:g Local intranet
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long distance calling has been

Enter the phone number of the
selected device. Use digits O through
9. You can also enter: , (comma) to
insert a one-second pause. # and *
correspond to the # and * key on the
phone.

Do not use spaces, dashes, or
parentheses between digits. Begin
with any access code needed to make
an external call (for example, 9).

You can choose to be notified for voice
messages, and e-mails.
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3) You can choose your notification schedule from the Notification Devices menu.

2 Notification Device - Microsoft Internet Explorer

Eile Edit “iew Favorites Tools  Help |‘:.'
" — a »
O Back - _/I \i-l |§| f lﬁ Pl ) Search M;‘\'( Fawarites @ Media ﬁ‘:{
Address |£:| http:ffunityiciscopca/unity assistant/device, do V| Go Links @ v
Notification Schedule 25

[sImlr]w[r[r]s]

12:00 &
am i i O =
12:30 Quick Add
n_|Z S EEEEE o v v
01:00 5
e |0/0/0/000 0] | 88050 an v
21”;30 ooooooo _I%ir;nde:wmn o vl Set appropriate notification schedule and
s — click SAVE.
ar Ol O e 2 e =
B noooooone
Invert Scheduls

Copy Days Schedule: |Sunday Vl >>|AII YWeekdays Vl Copry

Contact Options

Attempt first contact after D minutes

() Contact me each time a new messages arrives

O Ifthere are still new messages, try again every D minutes

<

&] Done %J Local intranet

2} Notification Device - Microsoft Internet Explorer

File Edit ‘“ew Favorites Tools  Help

eBack - J \il-l |§| _.ﬂ /.__\J Search \;1:( Fawarites

Address @ hittp: ffunityfciscopeafunityassistant/device . do Vl Go Links '@ A

Fa3

If Phone 2 Does Not Answer: 4) Other notification settings include what to do if
Hangup after 4 | rings the phone does not answer or is busy. Select
oo [N e appropriate settings and press SAVE.

Try again aﬂer minutes

If Phone 2 Is Busy:

Try again times
Try again aﬂer minutes

If Notification Fails:

Try: |Nnne hd

Save

< |
&] cone & Local intranet

154

|
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Private Lists
You can view and create private voicemail groups.

To view your personal voicemail group, click on Private Lists | View Private List

Unity Assistant

Prefere

“Wiew Private Lists

Mew Private List

2l Private Lists - Cisco Unity - Microsoft Internet Explorer

#| What the icons mean:

File Edit Wew Favortes Tools Help

Q= - Q ¥ A ) search 5% Favories @ Media 7) - :_",

eiddress [€] httpsfunibyfciscopeajunityassistantjprivatelists.do VB s & Pri .
rivate Lists

Cisco SYSTEMS

:“-'CISCS DI?:orvic:Rhaé‘lrsCommun|cat|ons Assistant M
L possible on the internet, @ @ % ﬁ
S o

Unity Assistant Unity Assistant v | 6o || IR 61]
Greetings v Notification Devices w  Private Lists v Preferences v Help v
Private Lists
EH&BEB
Select
List ID|Private List |Member Count|Recorded Name a” ROWS
I | 1Mo Name o4
Clear all rows
& Dore % Lacal intranet
Delete selected rows

New Private List Help

To create a new voicemail group, click Private List | New Private List.

Cisco SYSTEMS

;‘7:.“* Cisco Personal Communications Assistant
..‘" = Discover alf that's possibie on the internet.

Unity Assistant [ Logout

G s « Motification Devices C
Wiew Private Lists
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22 Privale List - Cisco Unity - Microsoft Internet Explorer, |_ I

File Edit Wew Favarites Tools Help i ,'
b A, =Y Jn p - n _\ -

@ Back - </ |ﬂ @ L lj 7~ ) Search “?/‘\'( Favorites @ Media 6‘3 [-__--_-_\v & = _J ﬁ

Address @ http:ffunity ciscopcajunity assistant fchangeprivatelist.do V| Go Links @ v

Cisco SYSTEMS

’aiCisco Personal Communications Assistant
..‘»' = Discover alf that's possible on the internet,

Unity Assistant B Log out
Greetings «» hotification Devices + Private Lists + Preferences + Help -
Private List
=
. Private List Saved
Department |
. - e [—
: 0.0 0.0 olume
1
Private List Members
Add Members
Save
= 4
@ ‘j Local intranet

1) Type a name for the private list and click Save.
The name you enter for the private list is displayed
in the Cisco Unity address book.

2) Record the private list name.

3) To add or remove subscribers from the list,

Private List Members  click Add Members or Change Members (as the
&cdd Members | case may be). This setting shows the

subscribers on the list. There is no limit
imposed on the number of subscribers that can
be added to a private list. Other private lists
cannot be members of a private list; however,
a public distribution list may be the member of
a private list.
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Preferences
You can change voicemail preferences.

To view your voicemail preferences, click on Preferences

Cisco SYSTEMS

/ZaCisco Personal Communications Assistant

</
'..‘,' & Discover all that's possible oh the internet.
Unity Assistant Unity Assistant | v | Go i NEReIN:
Personal
Personal Preferences
Phone fenu

[Ilgl Message Playback

‘ Transfer and Screening ‘

From there, you have four choices: Personal, Phone Menu, Message Playback, and Transfer & Screening.
Personal

This is the main page that is displayed after you log into Active Assistant. From here you can change your
voicemail password or record your name.

Phone Menu

‘2 Phone Menu - Cisco Unity - Microsoft Internet Explorer

File Edt Vew Favorites Tools Help :,
\ A B L o ) > A »
e Back - </ \ﬂ @ ﬂ -~ ) Search . Favorites e Media 6‘1 [-.-_.-_-_\ M=
Address |@ http: ffunity/ciscopcafunityassistant fphonemenu.do V| Go Links @ -
A

Cisco SySTEMS

/==aCisco Personal Communications Assistant
..»' = Discover ali that's possible an the internet.

)

Unity Assistant Unity Assistant | Go || L1600

Greetings + Notification Devices

Phone Menu Preferences

B El

From the Phone Menu you can change the
language, the menu style, volume, time
format, and other settings.

General

Language: |Eng|ish(United States) V|

hWlenu Style:
Yalurme:

Tirme Farmat: & System Default
O 12 Hour Clack (12:00 Ab - 11:59 Ph)
(O 24 Hour Clack (00:00 - 23:59)

When Addressing A Message, Let Me Identify A Subscriber By:
) Spelling the last name then first name
) Spelling the first name then last name

(=) Entering the extension

hake sure your phone's keypad haz letters befare selecting a spelling method.

After Logging On Play
Wy recorded name

For New Messages Play 2

@l Jciscopcafunityassistant/transfer.do ‘:} Local intranet
— —
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Message Playback

The Messages Playback Preferences Menu allows you to change settings on how you want your message
play order sorted. as well as what you want each playback message to play.

<2} Playback - Cisco Unity - Microsoft Internet Explorer | Playback - Cisco Unity - Microsoft Internet Explorer 18|
File Edit View Favorites Tools Help i File Edit Wew Favorites Tools Help :,'
A =y '1|_ . . 2 2 2 L} N n "
e Back ~ () \ﬂ \g { A pi ) Search 5. Favorites @ Media e} - e Back = \_)‘ \ﬂ @ { ﬂ pe ) Search \5‘\'( Favorites @ Media Q}
Address ﬁj hitp: ffunity friscopcajunityassistant/playback. do V| Go Links @ - Address |éj http: fjunity ciscopeajurityassistant/playback.do v| Go Links n@ -
. Cisco Personal Communications Cisco SYSTEMS A a8
&?Assista nt M Saved Message Play Order 3
= Discover ai that's possible on the Internet, Sort By Message Type: [N Rr R es
3 . - - e Mormal voice messages
Unity Assistant Unity Assistant | Go | NI Urgent faxes
Greetings « MNotification De 5 » Private Lists + Preferences = Help = Mormal faxes
Urgent e-mails
Messsage Playback Preferences Mormal e-rnails

Receipts and notices
=
Mowe Up obowre Diown

Before Playing Messages, Play Then By: Mewest first

[ Message Type menu
The Message Type menu lets you select the type of messages played.

= Deleted Message Play Order

New Message Play Order Sort By: | Newest first v

Sort By Message Type: NI

Maormal voice messages

Urgent faxes Before Playing Each Message, Play

Mormal faxes Sender's information
Soentiegnalls hWessage number

Marmal e-mails

Receipts and notices Tirne the message was sent

hiove Up | hdowe Down After Playing Each Message, Play
Then B Oldest f [ Time the message was sent
Save

@j Done \ﬁ Local intranet é:l Done “-_g Local intranet

Transfer and Screening

The Transfer and Screening Preferences setting allows you to transfer calls to another phone number and
it allows callers to listen to and re-record their message as well as for callers to be able to mark their calls
as urgent.

A Transfer - Cisco Unity - Microsoft Internet Explorer.

File Edit Yew Favorites Toos  Help

eaack ) |ﬂ @ ;) /,-‘IEEar(h \;ﬂt(FavnntEs @ reda £2)

ficldress | @] http: ffunityfciscopcajunibyassistant transfer. do vBe ks & -
Cisco Personal Communications Cisto SysTEmS

=

.g_.Assmtant

= Discover alithat's passible an the Internet.

Unity Assistant | Log Out

Greetings  Notification De rivate Lists — Pref
- - -

Transfer and Screening Options

= [E

Call Transfer
Transfer Calls To: (2 Extension 5717

O 5717

O My personal greeting

Callers Leaving A Message Can
Listen to and re-record the message

Mark the message as urgent

Save

&] Done & Local intranet
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To Exit Active Assistant:

Click Log Off and close out your web browser.

Cisco SYSTEMS

Cisco Personal Communications Assistant

» Discowver gl that's possible ah the Interhet

Unity Assistant Unity Assistant I"E| Log Out ’

Greetings = Notification Devices = Private Lists = Preferences = Help =
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