Cisco Unified Communications Self Care Portal User Guide
To access the Self Care Portal, use the following link:

https: honeportal.govcy.intranet/ucmuser

Login to your account using your Username and Password. In case you are an Active
Directory user, login using Active Directory’s credentials (for example APetrou).

Local users should use the provided local user id (for example GUNMOFN999) and the
default password (gun123).

* Local Users should change the password once they login.
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Change Password
General Settings > Client/Portal Password
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General Settings

v Language

Use the dropdown to set the phone display language

Display Language: [ Default (English, United States) v

v Client/Portal 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.

New Password. ®

Confirm New Password ®


https://phoneportal.govcy.intranet/ucmuser/

From the Phones menu on the left, the following settings can be managed by the user:
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Call Forwarding » Speed Dial Numbers
» Services

» Ring Settings
» Voicemail Notification Settings
» Call History

» Phone Contacts
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Set Up Speed Dial Numbers

You can set up speed dials for the phone numbers that you call frequently. This allows you to
connect with people, meetings, or any other connections with the press of a button.

Procedure

Step 1 From Unified Communications Self Care Portal, choose Phones > Phone
Settings > Speed Dial Numbers.

Note To access speed dials on your phone, press the down arrow from the

navigation button ..

Step 2 Click Add New Speed Dial.

Step 3 Enter the contact's name or phone number in the Number field.
Note For external numbers, use 0 in front of the 8-digit number.
Example: 099123456

Step 4 Enter a description for the speed dial number in the Label text box. Your phone
uses the description to display the speed dial number.

Step 5 Assign a speed dial number in the Speed Dial text box.

Step 6 Click Save.



Set Up Phone Contacts

Phone contacts allow you to store phone numbers and email addresses for your phone
contacts. From your phones, you can also browse your list of contacts and place calls directly
from the contact list without having to type in the number each time.

S

Note

Each user has one phone contact list for all their phones. To access your Personal

Directory, press the Directory button n and user your UserlID and your Pin. The
default pin is 0987 and you can change it from General Settings > Phone Services
PIN

Procedure

Step 1

Step 2

Step 3

Step 4

From Unified Communications Self Care Portal, choose Phones > Phone
Settings > Phone Contacts.

Click the Create New Contact button.
The Add New Phone Contact window appears.

Complete the field details for the contact information and contact methods.

Click Save.

Call Forwarding Options

You can set up the call forwarding option in Cisco Unified IP Phones and Jabber applications
to forward your calls to another number.

Set Forward All Calls

If you are away from your desk and do not want to miss your calls, you can forward all your

calls to

another phone number or to a voicemail.

Procedure

Step 1

Step 2

From Unified Communications Self Care Portal, choose Phones and click Call
Forwarding.

Click the phone number on which you want to set up call forwarding.

To forward calls to another phone number, check the Forward all calls to: check
box, choose Add a New Number from the drop-down list and enter the phone
number in the field.

Note For external numbers, use 0 in front of the 8-digit number.
Example: 099123456

To forward calls to a voicemail, check the Forward all calls to: check box,
choose Voicemail from the drop-down list.


https://www.cisco.com/content/dam/en/us/td/i/templates/note.gif

Set Advanced Call Forwarding Options

With Unified Communications Self Care Portal, you can set up advanced call forwarding
options, such as call forwarding behaviour that is different for internal calls than for external
calls. To set up advanced call forwarding, perform the following procedure:

Procedure

Step 1 Click the Phones tab.

Step 2 In the left navigation pane, click Call Forwarding.

Step 3 Choose the phone number on which you want to set up call forwarding.
Step 4 Click Advanced calling rules.

Step 5 Use the drop-down list boxes to configure call forwarding options for both internal
and external calls.

Note For external numbers, use 0 in front of the 8-digit number.
Example: 099123456

Step 6 Click Save.

To download the device manual:
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Cisco Unified Communications Self Care Portal User Guide

MNa va anoktnoete npocBaon otnv mUAn Self Care, xpnowlormnotiote Tov akdAoubo
ouvdeopo:

https: honeportal.govcy.intranet/ucmuser

Yuvbebeite oto Aoyaploopd oag XPNOLUOTOLWVTOC TO OVOMO XPHOTN KAl ToV KWKo
MPOoBacnG oag. Z& epIMTWaN Mou £loTe Xprotng tng umnpeoiog Active Directory, cuvdeBeite
XPNOLUOTIOLWVTAC Ta SlamLoTeuThpla TnG umnpeoilag Active Directory (ylia mapdadslypa
APetrou). OL ToTiKkOlL XPNOTEG TIPEMEL VO XPNOLUOTOLOUV TO TIOPEXOUEVO QAVAYVWPLOTIKO
torkoL xpnotn (yia mopadetypa GUNMOFN999) kat Tov MPOoETIAEYUEVO KwLKO TPOoBaong
(gun123).

* OL Tomukoli xpRoteg mpémnel va aAAa§ouv Tov KwSLKO tpooBaong oA cuvdeBouv.
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Change Password

General Settings > Client/Portal Password
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General Settings

v Language
Use the dropdown to set the phone display language

Display Language: I Default (English, United States) v

v Client/Portal 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.

New Password: ®

Confirm New Password ®
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ATO To pevol Phones ota aplotepd, oL TapaKATW PUBUICELG UImOopoUV va SLOXELPLOTOUV aTtd
TO Xpnotn:
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Set Up Speed Dial Numbers

Mmopeite va puBuioete TiG Taxeieg KANOELG Yla TOUG aplBuol ¢ TnAedwvou ou TnAedwveite
ouXVA. AUTO 0OG ETILTPETIEL VOL CUVOEEDTE UE ATOWA, CUOKEWELG 1) AANEG OUVOEDELG JLE TO
TATNUA eVvOG KOUpTLoU.

Aladkaoio

Bina 1l Ano to Unified Communications Self Care Portal, emiAéte Phones > Phone
Settings > Speed Dial Numbers.

Snueiwon o va amoktroete npocBaon o€ Taxeleg KANOELG 0TO TNAEPWVO

00, TATAOTE TO KATW BEAOG ATO TO KOUUTL TAorynong ..
Bipa 2 Kavte KAk oto kouprmi Add New Speed Dial.

BAipa 3 TMAnktpoAoyrote To 6vopa i Tov apduod tnhedpwvou tng emadng oto nedio
Number .
Inueiwon Mo e§wtepikolg aplBuoulg, xpnowonotiote To 0 Unpootd amnd tov
8-YndLo aplbud.
MNapadetypa: 099123456

Biua 4 Ewoaydyete pla mepypadn yio tov aptBud taxeiog kAnong oto Label mAaiolo
KeLWEVOU.To TNAEPWVO cag xpnolpomolel Tthv meplypadn yla va epdavicel tov
aplBuo Taxeiag kKAnonc.

BApa 5 Avtiotoliote Evav apBuo taxeiag kAjong oto Speed Dial mhaiolo kelpEvou.

Bipa 6 Kavte KAk oTo KOUTL Save.



Set Up Phone Contacts

Ot emad£g tTNAedWVOU 0ag EMUTPEMOUV va amobnkeVeTte aplBpolg tnAedpwvou Kot
SleuBuvoelg NAekTpovikoU Taxudpopeiou yia Tig emad£g tou TNAsdwvou oag. Ao Ta
Aédwva oag, umopeite eniong va mepinynOeite otn Alota Twv enadwv oog Kal va BEoste
kAnoelc ansuBeiag and tn Alota enadwv xwpig va xpelaletal va mAnktpoloyeite Tov aplBuo
KaBe dopa.
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Note KaBe xpnotnc €xet pia Alota emadwv thAedwvou yla 6Aa ta tnAédpwva toug. Ma va

QUTTOKTHOETE MPOCBACH OTO TPOCWITILKO 0O KOTAAOYO, TOTHOTE TO KOUUTTL

KOTaAoyou n Kal xpnowiomnotnote to UserID kat to PIN cog. To mpoemiheyuévo
PIN givat 0987 kal pmopeite va tov al\déete and General Settings > Phone
Services PIN

Aladwkaoio

Bina 1l Ano to Unified Communications Self Care Portal, eniAé§te Phones > Phone
Settings > Phone Contacts.

Bipa 2 Kavte KAk oto koupni Create New Contact.
Epdaviletal to mapabupo Add New Phone Contact.

Bipa 3 ZUUTANPWOTE TIG AEMTOUEPELEG TESIOU yLa TIG TANPOdOPLeG EMIKOVWVIAG KaL TLG
pueBOS0oUG eMIKOWVWVIAG.

Bina 4 Kavte KAk 0TO KOUTIL Save.

Call Forwarding Options

Mropeite va puBuioete Tnv emhoyr] mpowBnong KAoEWV oTLC EPAPUOYEC EVOTIOLNUEVWV
tAedpwvwv tng Cisco IP yla va mpowBnoete TIg KANOELG oag o €vav aAo aplBuo.

Set Forward All Calls

Av glote pakplad amnod to ypadeio oag kol Sev BEAETE va XAOETE TIG KANOELG OAC, UMOPELTE val
npowBnoete OAeC TIG KANOELG 0ag o€ €vav AANo aplBuo tnAedwvou 1 og Evav TNAedwvnTh.

Awadwkaoio

Bina 1l Ano to Unified Communications Self Care Portal, emAé€te Phones and click Call
Forwarding.

Bipa 2 Kavte KAk otov aptBud tnAedpwvou otov omoio BEAeTe va opioete tnv mpowdnon
KANCEWV.
Mo va mpowBroete kKARoelg oe aAAov aplBuo tnAedwvou, emilé€te to Forward
all calls to: m\aiolo eAéyyou, emhé€te Add a New Number ané tnv
avantuooouevn Alota kat MAnkTtpoAoynaote tov aplBud thnAepwvou oto nedio.
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Inueiwon g e€wteplkoUg aplBuolg, xpnotpomnolote To 0 ppootd ano
Tov 8-PndLo aplbuo.

MNapadeypa: 099123456

Mo va mpowBroste kKARoelg oe évav tnAsdwvnth, ertthé€te to Forward all calls
to: m\aiolo eAéyyou, erhé€te Voicemail amo tnv avamtuooopevn Alota.

Set Advanced Call Forwarding Options

Me TI¢ evomolnpéveg emikowvwvieg Self Care mbAng, unopeite va puBuioete mponyUeveg
eMAOYEG MpowBNOoNG KANOEWYV, OTIWE CUUTEPLPOPA TIPowBNoNG KANOEwWVY ToU elval
SL0POPETLKN YLO EOWTEPIKEG KANOELG Ao O, TL YLl eEWTEPLKEG KANOELC. Mo va puBpulosTe ThY
TiPoNYUEVN TpowBNon KANOewV, eKTEAEOTE TNV akoAouBn dadikaoia:

Aladikaoio

Bina 1l Kavte KAk otnv kaptéla Phones.
Bipa 2 210 aplotepd napdBbupo meptynong, kavte KAk oto koupri Call Forwarding.

Bipa 3 EmAe€te tov aplOuo tnAedpwvou otov onoio BEAeTe va opioete tnv mpowdnon
KANCEWV.

BAipa 4 Kavte kA oto koupni Advanced calling rules.

Bina 5 Xpnotpomoliote ta avantuooopeva mhaioto Alotag yia v puBuioete Tig
£TUAOYEG PoWONONG KANOEWV TOOO YL ECWTEPLKEC OGO KOL YLOL EEWTEPLKEG
KANOELC.

Inueiwon g e€wteplkol¢ aplBuolg, xpnotpomnoljote To 0 ppootd amno
Tov 8-YndLo aplbuod.

MNapadetypa: 099123456

Step6 Kdvte KAk oTO KOUUTIL Save.
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