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1. Introduction to This Guide

This guide describes the steps needed to access the Cisco Personal
Communications Assistant (PCA) Webpage, including Web Inbox and Messaging
Assistant for voice mail users. Voice mail users can manage their own voice mails
through Web Inbox. And Messaging Assistant let users to make customization on
the voice mail box.

Generally, this guide is divided into 3 parts:

- Cisco Personal Communications Assistant (PCA)
- Web Inbox

- Messaging Assistant

ASSUMPTION FOR THIS GUIDE

® This guide is used for the basic operation only.

® The accuracy of this document may be change when the environment
changed.

® This guide is a reference only. For the detail information of Cisco Unified
Communication, please refer to the Cisco document.
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2. Cisco PCA Webpage

The following section shows you how to login to the Cisco PCA Webpage.

2.1 Login to Cisco PCA Webpage

Open a web browser on your computer and enter the following Link
https://vm-uc-pub.In.edu.hk/ciscopca enter your Username (i.e. your email
without @In.edu.hk) and Password to login.

**Remarks: If you are outside campus environment, please remember to
connect VPN to access the Cisco PCA Webpage.

ulali,  Cisco Personal Communications Assistant
fiod Communications Solutions

%€ to any security alerts that may appear a5 you use this website.

Cisco Personal Communications Assistant

There are two items to select. (1) Messaging Assistant; (2) Web Inbox.

3. Web Inbox

The Web Inbox lets you manage your voicemail and provides access to voicemail
settings.

{ Home - Cisco Personal Communications Assistant - Cisco Unity Connection - Windows Internet Explorer

Go

File  Edit  Vies avorites  Tools  Help

tos i ucpubcissonca/home o v i certicteErar || B (42| K| [ Ena |lel-

i Favarites 4isk Home - Cisca Personal Communications Assistant - Cis...

(VB Cisco PCA Home v

Extension8431 | LlogOut | About

c’!','élo" Cisco Personal Communications Assistant |

Welcome to the Cisco Personal Communications Assistant

Applications

The Cisco PCA provides access to the following Cisco web tool(s):

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

Web Inbox
The Web Inbox lets you manage your voicemail and provides access to voicemail settings.

Page. 2


https://vm-uc-pub.ln.edu.hk/ciscopca
https://voicemail.ln.edu.hk/ciscopca

3.1 Login to Web Inbox

You can either enter the Web Inbox by the links provided by Cisco PCA Webpage
(please refer to section 2.1).

Or enter the following Link: https://vm-uc-pub.in.edu.hk/inbox enter your
Username (i.e. your email without @In.edu.hk) and Password to login.

**Remarks: If you are outside campus environment, please remember to
connect VPN to access the Web Inbox.

**Remarks: you do not need to login again if you have already login using PCA.

ol ||. || 11 Cisco Unity Connection
cisco Web Inbox

Sign In

—

[Sin i | et
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https://vm-uc-pub.ln.edu.hk/inbox

3.2 Web Inbox Play Voice Message

The following screen shows the main layout of Web Inbox, you can find all the
voice mails listed at the Inbox. Click the “Play” button at the right to listen the voice
mails.

ion - Windows Internet Explorer

Tools  Help

i ction
cisco Web Inbox

Thiessages |

Inbox  Delsted  Sent New message Refresh

VA From Subject Received Duration

Extension 8432 Message from Extension 8 4 3 2 (8432) 5:28 PM 3.65

& € meermet 4

At default, the messages are play on computer. You may also select the voice
mails to be play on your own IP phone. Select your options at the right bottom
corner.

Play / record using Computer:
' !
l ) —h 1-10f1 Phone

Play / record using IP phone (enter the phone’s extension):

| 1
l ) ——F 1-10f1 B3 [UERERE | computer | |

While the voice mail is playing, click “Pause” button to pause the voice mail.
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3.3 Web Inbox Save Voice Message to Computer

Inbox  Deleted  Sent New message | Refresh

U@ Fram Subject Received Duration

message.wav | Reply | Replyall | Forward | Mark Unread = Delete

Voice mails can be saved to local computer by right click message.wav; select
“Save link as...”

&

File Edit View Favorites  Tools  Help

ictps: ucpub/inbax/

i Favorites Unity Connection ‘ |

stfusalee
cisco Web Inbox
P Messages |  settings

Inbox Deleted Sent Mew message Refresh

! E From Subject Rrecaived Duration

Faorward Mark Unread Delete

Inspect element
About Chrome Frame. ..

& € Internet 43 -

Select the local folder and click “Save”. The voice message with wave file format
will be saved to your local computer.

nity Connection - Windows Internet Explorer

cpub

v|i,:‘5| [PEng

Tooks  Help

i Favortes Unity Connection [ |

sl
cisco Web Inbox

——
Messages A

—_— Savein |[2) Deskiop
Inbox  Deletsd  Sent nNew message || Refresh
= 3 (£ Documents

"B From My Computer Received Duration

| MyRecent | %My Network Places
Documents

eply all Forward Mark Unread Delete

My Documents

My Computer
File name: [Voicelessage. wav v I[ S i]

Savessips | Wave Sound v [ cancel

My Network.

& € Internet 45~
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3.4 Web Inbox Forward

Forward Voice Mail

Click “Forward” to forward a voice mail to another party (either to another voice
mail box or to e-mail).

/2 Unity Connection - Windows Internet Explorer

Inbox  Deleted  Sent Wew message  Refresh

'@ From Subject Received Duration

message.wav | Reply Reply all Mark Unread || Delete

o —1b 1-1of1 phone  TEGMBLERT

You may enter either an extension number or an e-mail address. And then click
“Send” to complete the forward.

{Z Unity Connection - Windows Infernet Explorer

Inbox Deleted  Sent Mew message || Refresh

Forward Message Duration

To: chantaiman@amail com
L

Add Cc Add Boo “orward Mark Unread Delete
Subject:  Fw: Message from Extension 8 4 3 2 (8432)

O urgent [ private  [J Read Receipt Secure

[FREE upload

@ start Recording

Toen || cancel

** Remarks: If you enter the extension to forward the voice mail to another voice
mail box. Remember to select the whole extension details at the drop down tips.
Otherwise, your voice mail cannot be forwarded successfully.
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To: |34321 |

Subject: | |

O urgent [ private [ Read Receipt  Secure

| @ start Recording |
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3.5 Web Inbox — Mark Unread

The status of the voice mail will return to “Unread” if you click the “Mark Unread”
button. While there is at least ONE unread voice mail, your IP phone’s message
indicator will turn on with red color.

{Z Unity Connection - Windows Internet Explorer

stfta]ae Cisco
cisco Web Inbox

= —
 Messages ' Settinc

Inbox  Deleted  Sent New message Refresh

' From Subject Received Duration

message.way  Reply Reply all Forward Delete
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3.6 Web Inbox — Delete Voice Mails

You can delete the selected voice mail by clicking the “Delete” button. Once the
“‘Delete” is clicked, the selected voice mail will be disappeared from your Inbox
and moved to your Deleted folder.

- Unity Connection - Windows Internet Explorer

% - |;5‘&‘!‘n https:fiucpub/inbos V‘Zzl: 'j‘l ‘P Bing ‘}3"7

sl IV‘Vb c n 8431 Sign Out  About
cisco €

——
" Messages | e

Inbox  Deleted  Sent New message Refresh

' B From Subject Received Duration
- s

message.way  Reply Reply all Forward Mark Unread

Click on “Deleted” Tab on the top left menu, you can find the deleted voice mail is
listed here.

{Z Unity Connection - Windows Internet Explorer

G_‘g’ [ bttpssiucpobiinbos )[4 [x] [2 8na 2]

File Edit Wiew Favortes Tools  Help

5 Favorites ‘,‘,1, Urity Connection ‘ ‘

N1 18
cisco Web Inbox

 Messages

g5
Inbox | Deleted | Sent Empty deleted items Refresh

' B From Subject Received Duration
Extension 84 3 2 Message from Extension 6 4 3 2 (8432) July 31 3.65

&
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Click “Undelete” to move the voice mail back to Inbox.

{Z Unity Connection - Windows Internet Explorer

6w [ hitos:)jucpubboxd "|’i’ %] [P eng

File Edt Wiew Favortes Tools Help

i Favorites

kls nity Connection | |

i

Inbox  Deleted  Sent Empty deletsd items  Refresh

!B From Subject Received Duration

message.wa

If you want to remove all the deleted voice mails permanently, click “Empty deleted
items”.

{Z Unity Connection - Windows Internet Explorer

(S https: ffucpubfinbox/ x| [ Bing

File Edt View Favortes Tools  Help

Sir Favorites ity Connection ‘ ‘

Web Inbox
" Messages |

Inbox  Delsted  Sent Refrash

' B From Subject Received Duration

Extension 8.4 3 2 Message from Extension &4 3 2 (8432) July 31 365

&

Click “Yes” to Confirm empty all the deleted items.

Clear Al X

Permanently remove all deleted
messages?

Nc
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4. Messaging Assistant

The Messaging Assistant lets you customize how you and your callers interact
with Cisco Unity Connection by phone. You can also use it to personalize your
messaging settings, including your recorded greetings and messages delivery
options, or set up message notification devices.

4.1 Login to Messaging Assistant

You can either enter the Messaging Assistant by the links provided by Cisco PCA
Webpage (please refer to section 2.1). Or enter by clicking “Settings” at the Web
Inbox; the browser pop-up a new page for Messaging Assistant. (You do not need
to enter Username and Password again by using both methods)

**Remarks: If you are outside campus environment, please remember to
connect VPN to access the Web Inbox.

12:01 PM

hitps:/i10.0.202, 230 ciscopcafunity assistant /personaloptions.do & € meermet ol T
**Remarks: If the browser fails to load the Messaging Assistant by clicking
“Settings” at Web Inbox, please press “Enter” to the link, or open it by using PCA

Webpage.
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4.2 Messaging Assistant — Change the PIN

The function of PIN is control the access of Voice Mail Menu for IP phone’s call-
in

To change the phone’s PIN:
Select “Passwords” - “Change PIN”

= = —_—

GO~ = ucpuih [ cortfiaste Enar || |42 | | % | [

File Edt View Favortes Tools Help

up Favorites 3y Cisco PCA Password - Cisco Unity Connection

alull Cisco Personal Communications Assistant

[EVIELLIR Cisco PCA Home &

Extension8431 | LogOut | About

Messaging Assistant » Passwords » Gisco PCA Password

Preferences w | Passwords w | Grestings v  MNofification Devices v  Contacts w  Prvatelists »  Help v

[E) save Change Cisen PCA
Password

— | chancern -
Your d
External Service Accounts

Last Changed Thureday. August 1, 2013 02:05:48 PM GMT+08:00

Current Pagsword
Mew Password

Confirm New Password: |

Save

hitps:/{10.0.202. 230/ ciscopealunityassistant/pin, do g Q]ntemet fh v E00% <

Enter the new PIN; and then click “Save”. Please note that after you have

changed your PIN successfully, you cannot change your PIN again within 30
minutes.

{2 PIN - Cisco Unity Connection - Windows Internet Explorer

@_ yw [l ucpub v Cortinam o] | B |[##] (x| [2 1[2]-

File Edit Wiew Favortes Tools  Help

S Favories |4y PIM - Cisen Uniby Connection

c‘||'sé|:';' Cisco Personal Communications Assistant

Extension8431 | logOut | About

Messaging Assistant » Passwords » PIN

Preferences =  Passwords =  Gresfings v  MNoffication Devices w  Contacts =  Privatelists v  Help =

[®] zave

Last Changed Wednesday. July 31. 2013 03:23-36 PM GMT+03:00

New PIN (eseeee

Confirm New PiN|[essese

The following notification will be shown when the password was successfully
changed.

Your password was successfully changed |
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4.3 Messaging Assistant — Change Greeting

The functions of different greetings are as follows:

Alternate Greeting — Enable this greeting to play during a specific time period
when you want to indicate special circumstances, such as when you are on
vacation. (For example, "l will be out of the office until <date>.")

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

Busy Greeting — Enable this greeting to indicate when you are on the phone.
(For example, "I am currently on another line, please leave a message.")
When it is enabled, the busy greeting overrides the standard, closed, and
internal greetings when your phone is busy.

Internal Greeting — Enable this greeting to provide information that coworkers
need to know. (For example, "l will be in conference room B until noon today.")
When it is enabled, the internal greeting overrides the standard and offhours
greetings, and plays only to callers within your organization when you do not
answer your phone. (Only applicable for both users with voice mail account)
Closed Greeting — Enable this greeting if you want Connection to play a special
greeting during the nonbusiness hours that your Connection administrator
specified for your organization. (For example, "Sorry, | am not available to answer
your call. Company office hours are <times>.")

When it is enabled, the closed greeting overrides the standard greeting during
nonbusiness hours.

Standard Greeting — This greeting plays during the business hours that your
Connection administrator specified for your organization, or in other situations
when no other greeting is enabled.

By design, the standard greeting cannot be disabled.

Holiday Greeting — Enable this greeting if you want Connection to play a special
greeting during a holiday. (For example, "Happy holiday. | am not available to
answer your call. | will be out of the office from <date> to <date>.")

When it is enabled, the Holiday greeting overrides the standard greeting during
holiday.
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To change the greetings:

Select “Greetings” > “View Greetings”

{Z Personal Options - Cisco Unity Connection - Windows Internet Explorer

@.. - ucpub ~ |l Certificate Errar || (1| 42| X f) B

File Edt View Favorites Tools Help

i Favorites

rsanal Qptions - Clsco Uniky Connection

Extension8431 | Logout | About

wlutl Cisco Personal Communications Assistant

Messaging Assistant » Preferences » Personal Options

Preferences w  Passwords w | Grestings ~ | Nofification Devices »  Contacts w  Prvatelists Help v

e I Wiew Grestings I

Name

First Name Tai Man

Alternate Spelling of First Name
Last Name Chan

Alternate Spelling of Last Mame | |

Recorded Name Play/Record

Alternate Names

First Name | Last Name

No entries

Click “Standard” to change the standard greeting.

ﬁ Greetings - Cisco Unity Connection - Windows Internet Explorer

@ y ucpub <[ cortificate Enor || 3|42 | |2 [l2]-

File Edt Wiew Favortes Tools Help

5 Favarites | 4kl; Greetings - Cisco Unity Connection

[(EVEEEU Cisco PCA Home v

Extension 8431 | LogOut | About

‘aisee  Cisco Personal Communications Assistant

Messaging Assistant » Greetings

Prefersnces w  Passwords w  Grestngs v  Nofification Devices v Contacts w  Prvatelists w  Helb v

[ seve E select all rows [ Clear selected rows

[Enabled [ Gresting [End Date| Source [Flays|

] |System |4
[system

O System

O System

|System

[a]alala[a

IHore  |System

I:‘\
i

Save

Select the checkbox “My personal recording”. You can record the greeting by
computer or by phone using the Media Master.

{2 Greeting - Cisco Unity Connection - Windows Internet Explorer

@ >2] uepub © |l Certificste Eror | 3|42 || X ')_ ‘p &

Fle Edt View Favortes Tools  Help

o Favortes 4l Greeting - Cisco Uniby Connection

cisco  Cisco Personal Communications Assistant

[EVRETAE Cisco PCA Home

Extension8431 | LlogOut | About

Messaging Assistant » Greetings » Standard Greeting

Prefersnces w  Passwords w  Greefings v  MNofffication Devices w  Contacts w  Private Lists v Hebp »

] save

Status
Disabled
Enabled with no end date and time
Enabled until
Date

Time

Callers Hear

Playback | Use Computer ¥ Record | Use Phone
== o aP——— s
T T T

O System default greeting

© HNething

Save
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If you have already recorded a script for greeting, click on “Options” on the
Media Master. And then click “Open File...”

O Ny personal recording

o Record|Use Computer ¥ |
Save Recording As 0001 6 ]

Playheck & Recordng... | ™ || 0] ® |

Select the your pre-recorded greeting file with wave file format (.wav) and click
“Open” to upload the greeting to the voice mail system.

Look In: ||jMy Documents " @ @ @ ’E@

3 Access Connections [ Outlook fe%
T Downloads [ samsung
7 Dropbosx [ SmartDram
T iy Music [ Solarwinds
T iy Pictures
[ My Wideos
£ New Folder
4 Fiekome  [grecting.war |
Files of Type: ‘ WAWE (wvav) audio files - ‘

Finally, click “Save” to complete the setting.

{2 Greeting - Cisco Unity Connection - Windows Internet Explorer

@.. - [ ucpub | b certicate Emor || (5|47 [ | [ [l2]-

File Edt View Favortes Tools Help

G Favorites  |4kl; Greeting - Cisco Unity Connection

[EVIELIR Cisco PCA Home &

Extension8431 | LogOut | About

c'!',é'; Cisco Personal Communications Assistant

Messaging Assistant » Greetings » Standard Greeting

Prefersnces w  Passwords »  Greefings v  MNofification Devices v Contacts »  Privatelists »  Help v

Save

Status
Disabled
Enabled with no end date and time
Enabled until
Date
Time
Callers Hear

& My personal recording

Playback | Uss Computer ¥ Record| Use Phone -

== o Ee——= wms 5 —
Vollme \T”T"T"T‘ ..
O System default greeting

© Hothing
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4.4 Messaging Assistant — Follow Me

The function of Follow Me is as follow:

Follow me lets you to have an option to select whether your received voice mails
to be forwarded to your dedicated mailbox or not.

To enable the Follow Me feature:

Select “Notification Devices” = “View Notification Devices”

& Greeting - Cisco Unity Connection - Windows Internet Explorer

a

@., v ucpub v o ero] | B[ #2] [ % ‘r/ P~

File Edt view Favortes Tools Help

S Favorites | 4bl; Greeting - Cisco Uity Connection

aices  Cisco Personal Communications Assistant

(VR Cisco PCA Home v

Extension8431 | LogOut | About

Messaging Assistant » Gratings » Standard Grasting
Prefersnces = Passwords =  Grestings v | Nofification Devices = | Contacts =  Private Lists =  Help v
[ save |L__view: otication Devices I

Status
Disabled

Enabled with no end date and time
Enabled until
Date
Time
Callers Hear

©) My personal recarding

Playback | Use Computer ¥ Record| Use Computer ¥ |

o000 0F—————— s L}

o [ T e
© System default gresting
© Hathing

Save

hitps:/f10.0,202. 230/ ciscopea/urityassistant/notification. do (g3 € Internet fh v W00% -

Click “SMTP” to enable the Follow Me.

{Z Notification Devices - Cisco Unity Connection - Windows Internet Explorer

@.. - [ ucpub [T Corthieate Error. | | [ €2 r, o

File Edt View Favortes Tools Help

]

up Favorites il Notification Devices - Cisco Unity Connection

qisco  Cisco Personal Communications Assistant

Extension8431 | LogOut | About

Messaging Assistant » Notification Devices

Prefersnces w  Passwords »  Greefings v  MNofification Devices v Contacts »  PrivateLists Help v

Save 5 Select all rows [ Clear selected rows

Enabled MNotifies
|Home Phone
L

?mmna Phone|

Pager ‘

| ok Phone

Tick the “Notification Enabled” and enter the “To: (E-mail address)”. And then click
“‘Save”.
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ion Device - Cisco Unity Connection - Windows Internet Explorer

ucpub v [0 corticate Erar || B 44 [ % [ 2 IEE

File Edt View Favorites Tools Help

17 Favaries g8 Unity Connection 4l Nokification Dewvice - Cisc... X

Massaging Assistant » Notification Davi SMTP Notification Devica

Preferences v FPasswords w  Grestings w  Notification Devices = Contacts w  Privats Lists =  Help

B

SMTP
Notification Enah\edl .
To e Teroman cvan 71 | No need to enter @In.edu.hk for Lingnan

From: (7h. -

Vioxsandieadin University e-mail account.
Message Text
IMessage Footer

Include Message Counts in Message Text

Enter full e-mail address for personal e-mail

nclude Message Information in Message Text

Include a Link to Full Inbox in Message Text

Notify Me of account.
Event Type Urgent Only
[ All Messages
All Voice Messages El
Dispatch Messages O

[J Fax Messages
[ calendar Appointments
[ calendar Meetings

Calendar Event Advance Motification Time | | Minutes

Where Call Is From

javascriptisave(); & Internet G v Hi0% -

** Remarks: If you want to disable the Follow Me feature, empty the above fields
and click “Save”.
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