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What does the website do and what is the | User Options: Device Configuration DS

URL for the website? —Status & Device o
Cisco’s Unified CM (Call Manager) User Options website 1. From the User Options drop-down list, select Device.
allows the user to define and/or change some of options 2. You are now at the Device Configuration Page. From here,
on his or her phone, such as passwords, Speed Dials, Fast the available options are: Save, Reset, Apply Config, Line
Dials, forwarding, etc. Additions or changes to the Personal Settings and Speed Dials.

Directory can also be made from this site. 3. You can also see the status of your phone, the name of your
Click http://www.xavier.edu/myphone to enter the website. device, the model and your own name and extension.
NOTE: If you are off-campus or accessing the Call Manager .

from another Xavier computer, you must first log in to the ‘

VPN (https://accessto.xavier.edu). Device
Name SEPO023339D5C53 v
Madel Cisco 7945

Logging in to the Website

| alul Cisco Unified CM User Optians -

B8O o Ciso Unified Communications Soluions

Description Anne Davies - 4803

=l | User Options: Device Configuration
Cisco Unified CM User Options i : —Do Not Disturb

Do Not Disturb
[ Do Mot Disturb
DND Option* |Ringer Off vl

Copyight © 1933 - 2008 Cisco Systzms, inc.
Alrihts reserved.

This precuct contains cryptog-aphic features and i sukjaz to United Stetss and local o vry aws goveming imp, expart, tancfer and use. Delivery of Cisco eryptographic products das ot imaly thir2aty authoriy
toimpor, expart cstribute or Lse enaryatian. Imporers, expertes, disributors and Jszrs are responsiale for compiance wh US. 204 local courty lams. By using this prad.c: oL agrez to comply with adoicase aws .
&nd rzqulations. [f you are urztlz to comply with U5, and lecal lans, retun ths 2roduz immad ately, DND Incoming Call Alert | < Noneg > b |

A summary of U.S. [ans goverang Ciszo cryptagrapnc 27oducts may ke found at .- Export Compliance Product Repot web stz

Fer informrat on abevt C sco Jnified Commuricatios Manager please visit 0.~ Unified Ccmmunicaticrs Syster Cocmentarion web ste.

= [Save] [Reset] [ Apply Config ] [ Line Settings ] [ Speed Dials ] —

Fer Cisce Technical Su020r: please visi our Tzconical Supaort eb site.
1. Enter your Xavier There is a DND (Do Not Disturb) soft key option on your
hone. When you select this, the audible ringer will not sound
username and MNavwvigation p- . . y & .
password. — with incoming phone calls. You can choose here what kind of
2. Click on Login. davies About Logout DND notifications you want when you have an incoming call.

— Do Not Disturb
[JDa Nat Disturb
DND Option* [ Ringer Off ]
DND Incoming Call Alert [< Mone >

3.You will now see

top right hand side

of the webpage. AR
— | Save Reset ,_ISI?C%%?TEOH Pholl_-:ﬁepggil:!‘fng:m?g[ Speed Dials | ——
User Options—Menu

@ *_ indicates required item.
To access the User Options, click on the button on the left-

hand side of the page. 1. The Do Not Disturb options within the User Options/Device
Configuration settings allow you to select three different
wlmln  Cisco Unified CM User Options options: The Ringer Off, Call Reject, or Use Common Phone
CISCO k41 Cisco Unified Communications Solutions Profile Setting The default is Ringer Off.
User Options v | e 2. DND Incoming Call Alert allows you to choose between:

- None, Disable, Flash only, Beep only. The default is None.

User Settings
Directory
Personal Address Book

Fast Dials Jser Options
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User Options: Device Configuration
—Line Settings

1.Under User Options, select Device and then select Line
Settings.

User Optionz «

Device Configuration

2. Line Settings give a telephone extension number for each
line that is programmed into the phone. If you have a 6-
button phone, it will show up to six different lines with their
extensions.

User Options »

Line Settings Configuration

B Save Device % Speed Diale

— Line Information
Line 4803 - Line 1 v

Log Missed Calls

— Incoming Call Forwarding

[JForward all calls to

O voice Mail

Othistumber ]

= ISave] ’ Device ] [ Speed Dials ]

3. By checking the Log Missed Calls box, your missed calls will
be displayed on your phone display.

4. You can forward all calls by pressing CFwdALL on your
phone or by using the Incoming Call Forwarding option
under the Line Settings Configuration.

5. Click on the checkbox if you want to forward all calls, and
then select either the Voice Mail radio button or type in a
phone number in the This Number text box.

6. Click on the Save button to save your Line Settings changes.

User Options: Device Configuration DS ';
—Speed Dials =z

User Options «

Device Configuration

LE Save % Reset . Apply Config {%Line'&eﬂi s

You can create as many as 99 Speed Dials to be used to quickly
dial the phone numbers that you frequently call. To set up your
Speed Dials....

1. Under User Options, select Device and then select Speed
Dials.

2. Under the Abbreviated Dial Settings, enter the phone num-
ber and then give the number a label. Be sure to entera 9
before you enter an external number.

3. The system automatically applies the same label to the
ASCII Label field.

User Options =

Speed Dial and Abbreviated Dial Configuration

G Save % Reset NZ Apply Config @ Device: % Line Settings

Status
’7 Status: Ready

Dial Settings
Number Label ASCII Label
1 [s15138840379 |[anne cell |[anne cell |

4. When you are finished entering the desired abbreviated dial
settings, click on the Save icon to save your changes.

5. Click the Apply Config button in the Speed Dial and Abbre-
viated Dial Configuration toolbar to apply the changes to
your phone.

6. An Apply Configuration dialog box will be displayed con-
firming the device you are configuring. Click the OK button
to confirm the changes, or the Cancel button to cancel.

7. If you clicked OK to confirm he changes, the text on your
LCD screen will briefly disappear. Then the word
“Registering” will flash very quickly in the bottom left-hand
corner of your screen will change briefly to before your LCD
screen returns to its previous state. This indicates that your
changes have been made.

8. To make a call using the speed dials, press the desired speed
dial number on the keypad, then click on the AbbrDial soft-
key that will appear on your phone. The telephone number
that you have programmed in for that speed dial will show
on the phone display and the phone will immediately start
calling that number using the speaker.

9. If you leave your handset on hook, your speaker will be
automatically activated when you hit the AbbrDial softtkey.
To turn off the speaker, you can just pick up the handset to
and talk to the person you just called.

NOTE: The AbbrDial softkey does not appear if you lift up
the handset before hitting the speed dial number on the
keypad.
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User Options: User Settings

The User Settings option allows you to change the PIN number
that is needed to access the Personal Directory from your
phone. To access the User Settings....

1. Under User Options, select User Settings.

User Settings Configuration
LE Save

— Status

® Status: Ready

— Phone PIN
Current PIN |.... |

New PIN |.... |

Confirm PIN |.... |

=

2. Enter your Current PIN number, then your New PIN
number. Re-type your new pin number in the Confirm PIN
field, and then click on the Save button.

3. Your new pin number will now work on your phone when
you need to access your personal directory.

NOTE: The default pin number for everyone when they receive

their new phone should be 1397. There have been several

cases where this pin number does not work from the phone
when the user first receives it. However, we have been able to
reset the pin number by entering 1397 in the Current PIN field

(even though it doesn’t work from the phone), and typing in a

new pin number in the New PIN and Confirm PIN fields.

User Options: Directory

The Directory option in the User Options drop-down list serves
as the link to the Xavier Corporate Directory.
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. You can search the diréctory by Las;Name, First Name,
User ID, Ext, or LDAP Ext.

. If you know the extension number, search by LDAP Ext.

. To display the entire directory, leave the search field blank,
and click on the Find button. The directory will be sorted by
whichever field is currently displayed in the field drop-down
list. In the example above, the list is sorted by last name.

. The extensions for some of the secretaries show many
names for that extension, as it is the extension that is often
used for all adjunct faculty in that department.

User Options: Personal Address Book D:.!I

The Personal Address Book option in the User Options -
drop-down list allows you to add, edit, or delete entries to your
Personal Address Book on your phone.

NOTE 1: It is important to add entries to your Personal Address
Book before adding any Fast Dials.

User Options -

Find and List Personal Address Book Entries
lfl} Add New @ Select Al @ Clear Al @ Delete Selectsd

Status
’7® 1 records found

Personal Address Book (1 - 1 of 1)

| [__Clear Filter

Find Personal Address Book where | Nick Name vl begins with % |Lynn

I Nick Name *
~ Lynn Lynn
[(Add new | [ select All ][ Clear All J[ Delete Selected |

NOTE 2: Names in the Personal Address Book are displayed by

Nick Name, which is really the same as Display Name.

It is not possible to duplicate a Nick Name, so if you want to add

more than one person with the same first name, you may need

to add a last name initial to differentiate them. To add

new entries to your Personal Address Book....

1. Click on the Add New button.

2. Type in the contact’s information, and click the Save button.
NOTE: Internal Xavier phone numbers can be entered in the
Work Phone field as just the 4-digit extension. All external
numbers, including Xavier-issued cell phones, must start with
a “9” preceding the rest of the phone number.

3. Confirm that the words Add successful are displayed under
the Status heading towards the top of your screen.

Personal Address Book Configuration

B Save x Delete EDE Add New

— Status

@ Add successful

— Edit Entry
First Name

|Torr|

Last Name |Srr|ith

Nick Name* |T0m5

Email |5mithtr@xavier.edu

Home Phone |

Waork Phane |8888

Mabile Phone |95135551234

= [Save] [ Delete ] [ Add New ]

4. To return to the Personal Address Book Find/List screen,
either select the Personal Address Book option from the
User Options drop-down list, or click on the Go button next
to the Related Links field in the upper, right-hand corner of
the Personal Address Book Configuration screen.
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User Options: Fast Dials

Fast Dials will save you some steps when placing a call to someone listed in your Personal Directory. Before you set up a
new Fast Dial, make sure you have already added the desired contact to your Personal Address Book. To set up a Fast Dial for a

particular contact....
1. Under User Options, select Fast Dials.

2. Click the Add New button.
3. Under the Personal Address Book Entry Selection section towards the top of the window, either search for the contact

you would like to create the Fast Dial for, or leave the search field blank and click on the Find button to display your entire

Personal Address Book....

Fast Dials Phone Book Configuration Related Links: BEEE SNl

B Save
— Status

@ 2 records found

Personal Address Book Entry Selection (1-2of2) Rows per Pag:
Find Persanal Address Book Entry Selection where | Nick Name |+ | bagins with |+ |Tom | [Find] [ Clear Filter_| (=]

Nick Name * First Name Last Name Mobile Phone Work Phone Home Phone

TomA Tom Alexander 92224322 96874523 52224321
TomB Tom Brown 95134556789 95132618850 95134556788

— Fast Dial Entry
Fast Dial* [ |

Phone Nurnberl |

- s

4. From your Personal Address Book list, select on the phone number for which you want to set up the Fast Dial. You can either
select the Mobile Phone number, the Work Phone number, or the Home Phone number.
5. As soon as you click on the desired phone number, the next available Fast Dial number will be assigned and will appear in the

Fast Dial* field. The phone number you selected will appear in the Phone Number field.

Personal Address Book Entry Selection (1 - 2 of 2)
Find Personal Address Book Entry Selection where | Nick Name vI begins with |+ ITom | [ Clear Filter ] E]

Nick Name * First Name Last Name Mabile Phona Woark Phone

TomA Alexander 82334322 96874523

TomB Brown 95134556789 95132618350

— Fast Dial Entry
Fast Dial* |1

Phone Number|95874523

N

6. Click the Save button to save your new Fast Dial number.

Using Fast Dials on your Phone

Once you have set up a Fast Dial from the Cisco Call Manager User Options, you can use the Fast
Dials directly from your phone....
. Click on the Directories button on your phone. This is the button with the picture of an open

book.
. Scroll down until you get to the Personal Directory. Select the directory by pressing the Select

soft key.
. Scroll down to the Personal Fast Dials option by using the down arrow on your
Navigation Key.
. Press the Dial soft key displayed on your phone screen in order to dial the Fast Dial number.
NOTE: The nickname from your Personal Directory will be preceded by a “W”, “H”, or “M” to
reflect whether the fast dial number is a work, home, or mobile number.




