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First Time Logging in
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First Time Logging in

1. When you first log into Jabber, you'll need to enter your
UniqgueName@med.umich.edu(Example:jdoe@med.umich.edu).

=) Cisco Jabber = — O 9=

Cisco Jabber
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mailto:UniqueName@med.umich.edu

First Time Logging in

2. Security Alert
= Click Yes.

rii:l The identity of this web site or the integrity of this connection
?. cannot be verfied.

v The securty cerificate was issued by a company you have
not chosen to trust. View the cerificate to determine whether
you want to trust the certifying authority.

@) The securty certfficate date is valid.

@) The securty certfficate has a valid name matching the name
= of the page you are trying to view.

y The securty certificate uses a strong signature.

Do you want to proceed?

Yes Mo View Certfficate
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First Time Logging in

) Cisco Jabber & — O =

3. Cisco Unified Collaboration Login Page.
u Enter Un'que Name TeiEea Cisco Unified Collaboration
= Enter your Level 2 password.

e Username

ﬁ Password

M | MIICHIGAN MEDICINE



First Time Logging in

4. E911 Message — PLEASE READ
= For the phone to complete registration to the phone system, you must click OK.

= Exiting out of the Message without clicking OK, will cause the phone to not register (You won’t be able
to make or receive calls).

IMPORTANT:

Do NOT use the Cisco Unified Communications Jabber Client

— to make Emergency Service (911, 974911, 9+911, etc) calls,

unless you are able to verbally express your current physical

location information. E911 location presence 1s NOT
supported on the Cisco Unified Communications Jabber
Client. Emergency Services will NOT be able to locate you if
vou can not verbally express your location. Please click OK to
acknowledge vour understanding of this limitation.
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First Time Logging in

5. Logged into Cisco Jabber
= At the bottom of Cisco Jabber you’ll see your Cisco Extension (Tel: XXXXX).

= When the phone is registered up to the Cisco Phone System, the monitor Icon at the bottom of
Cisco Jabber will be Green. ( If the monitor icon is red, no calls can be placed or received).

& — O x

Calls
Calls
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tel:XXXXX

Setting up Audio Devices in Cisco
Jabber
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Setting up Audio Devices in Cisco Jabber

1. Click on the gear icon in the top right corner of Cisco Jaber
2. Click on Settings. ‘

& — 0O =

TTTTTTTT

TTTTTTTT
8:28 AM
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Setting up Audio Devices in Cisco Jabber

3. Click on Audio.

General
Startup
Audio
Start Cisco Jabber when my computer starts,
ideo

Calls

Accounts

Appearance
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Setting up Audio Devices in Cisco Jabber

4. Set audio devices
= Speaker — Select the headphone or speaker that you'll be using with Cisco Jabber.
» Microphone — Select the microphone that you'll be using with Cisco Jabber

= When You connect a new microphone or speaker to your computer, Jabber will — Select Keep
using the current microphone or speaker. VERIFY THIS IS CHECKED.

.
= Click Apply =5 -
.
General
Ringer/Alerts
I Audio
All ices ~
aaaaaaa 4 ~
Calls
Speaker —
SSSSS ers (USB PnP Sound Device) ~
Accounts < 100
Appearance
Microphone —
Microphone ( (USB PnP Sound Dex vice) ~
0
When you connect a new microphone or
speaker to your computer, Jabber will
Switch to the new microphone or speaker
o Keep using the current microphone or speaker
- €D
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Setting up Audio Devices in Cisco Jabber

) Settings - X
5. Select Advanced.
I Audio Speaker
Video \
Speaker (2- Jabra Engage 65) b4
Calendar 4
Calls
Notifications Microphone
Video Device Microphone (2- Jabra Engage 65) ~
Accounts
Appearance -

x

When you connect a new microphone or
speaker to your computer, Jabber will

Switch to the new microphone or speaker

o Keep using the current microphone or speaker

Advanced > >

Arrange devices on the advanced page.
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Setting up Audio Devices in Cisco Jabber

6. Selecting Audio Devices preferences
» Speaker: Move your headphone/speaker to the top of the list
= Microphone: Move your microphone to the top of the list
= Click Apply and then OK.  seting - x

General Advanced audio options
I Audio Arrange your audio devices in order of preference.
Vid
Calendar Ringer/ Alerts:
Calls Speakers (Realtek(R) Audic)
Speakers (USB PnP Sound Device)
Notificatio
Video Devi
Accoun ts

Appearance
Speaker: —

Speakers (USB PnP Sound Device) v
Speakers (Realtek(R) Audio)

Microphone:

Microphone (USE PnP Sound Device) W
Microphone Array (Realtek(R) Audio)

«D €
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Cisco Jabber Phone Operations

M | MIICHIGAN MEDICINE



Cisco Jabber Phone Operations

Placing a Call
There are two choices when dialing out.

1. Put the phone number in the box that is labeled Search or call and hit enter (For
external calls, users need to put 971 before the 10-digit number).

@ — O x

aaaaaaaa

aaaaaaa
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Cisco Jabber Phone Operations

2. Click on the Dialpad icon * next to the Search or call box. Select the numbers on the dial
pad and then click on the Phone Icon (for external calls, the user needs to put 971 before
the 10-digit number).

Cisco Jabber
. Q search or call
I~
-
TTTTTTTT
KR ]
UH-HITS_B1257  Tuesday 28334 L)
0:04:3 :
- 1 2 =
@] ABC
4 5 6
GHI JEL L%
7 8 9
POQRS TN
* o #
. -+
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Cisco Jabber Phone Operations

Receiving a Call
When a call comes into Jabber, an Incoming call box will pop in the lower right corner of
your screen.

= When you click Answer, the call will be Answered.

= When you click Decline, the call will be sent to voicemail or hang up (Depends on
whether a voicemail box is configured for your Cisco Phone line).

) Incoming call X

AL-HITS-Optanix-Engineering
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Cisco Jabber Phone Operations

Transferring a Call
1. Click on the icon that has the three dots and then hit transfer.

) 18109316889 -0 x

18109316883

B Q Searchor call 00045 (I

18109316889 Q 5]

000000



Cisco Jabber Phone Operations

2. Inthe Transfer to box enter the number you want to transfer too and then click on the
phone button icon next to the Transfer to box.

000000
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Cisco Jabber Phone Operations

3. For a warm transfer - wait for the transfer too party to answer the call. Once you are
done giving them the information, click on the transfer button.

4. Cold Transfer, you'll click on the Transfer button before the transfer “To” party answers
the call.

£

18109316389

18102939195

00000600
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Cisco Jabber Phone Operations

Conference Call
1. Hit the Icon with the three dots and then hit Conference.

) 18100216889 -0 X
18109316889
B Q search or call 0:00:48 g
18109316889 Q &
Hold
Transf

— Conference

Park /
000000
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Cisco Jabber Phone Operations

2. In the upper right corner of Cisco Jabber there will be the Invite participant box. Inside the Invite
participant box, enter the phone number you are going to add to the conference call and then hit enter.

3. To add them to the conference you will push the icon @ to the right of their number.

-
€ Conference 0 @ Qinvite paricpants —

AB Fa\dww Qﬂ;}:dam

00000
N | MICHIGAN MEDICINE



Cisco Jabber Phone Operations

Disconnecting a Call

. . R‘J _
. Disconnect the phone call by pressing @&» °™*™ - o
B Qserchoral EE:;:ZAIBHLD"JW -
ADAMBALDWIN ~ © £

000000
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How to Access a Voicemail box from Cisco
Jabber
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How to Access a Voicemail box from Cisco Jabber

o — O 9=
1.  Accessing a Personal Voicemail box e
= Click the voicemall |
TC-Optanix Tech s
0:00:26, Unknown
TC-Optanix Tech _
:-::-c-:zf S:;:o:.: TP
51027 TC-Optanix Tech
0:00:09, Unknown FAT AM
9718105158952
0:04:24, Unknown B:38 A Today
3:17 PM Outgoing 0:00:24
sosisss
Tel: 28334 =
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How to Access a Voicemail box from Cisco Jabber

= To play the voicemail message, do a double left click on the voicemail message or press play
button on slider bar.

- While playing the message, you can pause the message by doing a double left click.
- You can un-pause the message by doing a double left click.
= To delete the voicemail message, right C|ICk on the voicemail message and click delete.
= Toreply hit reply arrow & button P8 .
" Toforward selectthe @ button [
—

To: abaldwin@alcuuc001.med.umich.edu;
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Troubleshooting Cisco Jabber
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Troubleshooting Cisco Jabber

Logging in issues
« Can’tlog in at the Collaboration Page
— Open a ticket via Michmed.org/voice.

&) Cisco Jabber & — O =

Cisco Unified Collaboration

Username

Password
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Troubleshooting Cisco Jabber

« Can’tlogin at the Cisco Jabber login page
— Confirm you’re entering your UniqueName@med.umich.edu

— Confirm that you are entering your UniqueName and Level 2 password at the Cisco Unified
Collaboration page.

— If the username and password is correct, open a ticket via Michmed.org/voice.

) Cisco Jabber @ — O = .

S

Cisco Jabber
— Passwor d

Cisco Jabber & — [mm] >

Continue
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mailto:UniqueName@med.umich.edu

Troubleshooting Cisco Jabber

 E-911 page won’t load
— If the page below doesn'’t load, please open a ticket via Michmed.org/voice.

@
X

IMPORTANT:

Do NOT use the Cisco Unified Communications Jabber Client
to make Emergency Service (911, 97+911, 9+911, etc) calls,
unless you are able to verbally express your current physical

location information. E911 location presence 1s NOT
supported on the Cisco Unified Communications Jabber
Client. Emergency Services will NOT be able to locate you if
vou can not verbally express your location. Please click OK to
acknowledge your understanding of this limitation.

oK |

M | MIICHIGAN MEDICINE



Troubleshooting Cisco Jabber

Cisco Jabber can’t receive or place calls
When the Monitor screen Icon is green but you can’t make calls or receive calls
 Verify the number that people are calling you with.
+ Verify that you are dialing 971 then the 10-digit number for External calls.
+ If you are dialing out correctly, open a ticket via Michmed.org/voice.
« If the number they are trying to reach you at is correct, open a ticket via Michmed.org/voice.

{

Tel: 28334 =
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Troubleshooting Cisco Jabber

When the Monitor screen Icon is red.
- Please open a ticket via Michmed.org/voice.

!

p—

J

d
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Troubleshooting Cisco Jabber

Cisco Audio issues

- Open a ticket via Michmed.org/voice.
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Troubleshooting Cisco Jabber

* M i Ch m ed ) O rg/vo i Ce ) mcmcnu%cmi TH:Car::IhO:gfgo}lrgaétie%]iceS O\

UNIVERSITY OF MICHIGAN

o Select report a problem S e o s e

Devices Research & Education Accounts & Access

Home » Collaboration > Communication > Telephones and Headsets

'Q Collaboration

Collaboration Telephones and Headsets

Communication
Outlook HITS supports a wide variety of phones and phone-related solutions to help keep you
Telephones & Headsets connected - including corded and cordless telephones, voicemail, Jabber (softphone),
Microsoft Teams analog and fax lines, Unified Clinical Communications (UCC), and more!
Zoom Webinar
coom et UM PLEASE NOTE: Im i '

Data & Analytics : portant Telephone-related Service Upgrades!

Files and Content = HITS is improving the way it handles many phone-related issues and requests.

Productivity « This includes partnering with a new vendor — Optanix — along with other changes that will make it easier

to report problems and request help.

Staff can expect to see Optanix team members (who will be wearing red “contractor” badges) visiting
their work areas to troubleshoot or perform phone-related work.

Michigan Medicine customers should NO LONGER call AT&T to report any issues or
make any service requests.

To receive the fastest possible service, select an item under "Telephone Issues and Requests," below.

Jump to:
— @ Report a problem with an existing service or device

(O] Request new/changes to service or device
@ Headsets

Report a problem with an existing service or device

» Report a problem with an EXISTING service or device
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Troubleshooting Cisco Jabber

Michmed.org/voice. Request new/changes to service or device

e Select Jabber.

» Cisco Finesse

v Analog/Fax Lines

» Data/Telephone Jack Installation
——) > Jabber

»  Conference Phones

» Desk Phones

»  Wall Phones

» (Cisco) Wireless Phones

» Telephone Disconnects

» Telephone Feature Changes

»  Telephone Moves

v Unified Clinical Communications (UCC)

v Voicemail

@ BACK TO TOP

M | MIICHIGAN MEDICINE



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36

