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.

@k Unified Communications Self Ca- X =

& C )} A Notsecure | phoneportal.govcy.intranet/ucmuser/ * B @ e

Cisco Unified Communications

Self Care Portal

el
Cisco

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
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» Voicemail Notification Settings
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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

Step 2

Step 3

Step 4

Step 5

Step 6

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 ..

Click Add New Speed Dial.

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

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

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

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 UserID 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.
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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

Step1 From Unified Communications Self Care Portal, choose Phones and click Call
Forwarding.

Step 2 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.

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

Juvdebeite oTo AOoyapLOCUO 0OC XPNOLLOTIOLWVTAG TO OVOUA XPrOTH KoL TOV KWLKO
POoBOCAC oag.
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Phone Settings

Call Forwarding » Speed Dial Numbers

> Services

» Ring Settings

» Voicemail Notification Settings
» Call History

» Phone Contacts
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Set Up Speed Dial Numbers

Mmopeite va puBuioete Tig Tayeieg KANOELG yla TouG aplBuol ¢ ThAedwvou mou ThAedwveite
ouXVA. AUTO OO ETITPETIEL VOL CUVOEEDTE UE ATOWQ, CUOKEELG 1) AANEC OUVOEDELG |LE TO
TATNUA eVOC KOUUTILOU.

Aladikaoio

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

Fnueiwon Mo va arnoktioete mpocBaon oe Taxeleg KANOELG 0TO TNAEPWVO

00C, TATAOTE TO KATW BEAOG A0 TO KOUUTL MAorynong ..
Bipa 2 Kavte kA oto koupni Add New Speed Dial.

BApa 3 MAnktpoAoyriote To Gvopa fj Tov aplBpod tnAedpwvou tng enadrg oto nedio
Number .
Inueiwon Ma e§wtepkolg aplBuoug, xpnowonotiote To 0 unpootd amnd tov
8-YndLo aplbuod.
MNapadetypa: 099123456

Biua 4 Ewoaydyete pa mepypadn yio tov aptBud taxeiog kAnong oto Label mAaiolo
KELEVOU.To TNAEPWVO o0 XPNOLUOTIOLEL TNV TiepLlypadh yla va epdavicel Tov
aplOuo taxeiag KAnonc.

Bina 5 Avtiotolyiote évav aptBuod taxeiog kAfong oto Speed Dial mAaiolo keLpévou.

Bipa 6 Kavte KAk oto KoupTti Save.

Set Up Phone Contacts

Ot emad£g tNAedwvoU oag EMITPEMOUV va amobnkeVeTte aplBpolg tnAedpwvou Kot
SlevBuvoelg nAektpovikou Toxudpopeiou yia tig emad£cg tou tNAedwvou oag. Ao Ta
Aédpwva oag, umopeite eniong va meptnynOeite otn Alota Twv emadwv cog Kal va Béoete
kAnoelc amnsuBeiag and tn Alota emadwv xwplg va xpetdletal va mAnktpoloysite Tov oplBud
kaBe dopa.

S

Note KaBe xpnotng €xet pia Alota emadwv tnAedwvou yla 6Aa ta tnAépwva toug. Ma va

QUTOKTINOETE MPOCR AN OTO MPOCWTIKO COG KATAAOYO, TIATAOTE TO KOU Ut

KoTaAoyou n Kal xpnotpomnotiote to UserlD kat to PIN coc. To mposmiheyuévo
PIN givat 0987 kat pmopeite va tov al\déete and General Settings > Phone
Services PIN
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Awadkaoio

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

Bipa 2 Kavte KAk oto koupri Create New Contact.
Epdaviletal to napabupo Add New Phone Contact.

Bipa 3 ZUUTANPWOTE TIG AEMTOUEPELEG TLESIOU yLa TIG TANPOPOPIEG ETULKOVWVING KL TLG
pneBOS0oUC eMIKOWVWVIAC.

Bipa 4 Kavte KAk oTo KOUpTTL Save.

Call Forwarding Options

Mmnopeite va puBuioete tnv emdoyn mpowbnong KANOEWV OTIC EPAPLOYEC EVOTIOLNUEVWY
tnAedwvwv tng Cisco IP yla va mpowBroete TI¢ KANOELG 0aG 0 Evav GANO aplBuo.

Set Forward All Calls

Av glote pakpld amod to ypadeio oag katl Sev BEAETE va XAOETE TIG KANOELC OAG, UMOPELTE VOl
npowBnoete OAeC TIG KANOELC 0ag o évav Ao aplBuo tnAedpwvou 1 og evav TNAedwvnth.

Aladkaoio

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

Bipa 2 Kavte KAk otov aptBud tnAedwvou otov onoio BEAeTe va opioete tnv mpowdnon
KANoEWV.
Mo va powBroste kKARoelg oe GAAov aplBuo tnAsdwvou, emilé€te to Forward
all calls to: m\aiolo ehéyyou, emhé€te Add a New Number and tnv
ovamntuooopevn Alota kat mAnktpoloynote tov aplbud thnAedpwvou oto nedio.

Inueiwon g e€wteplkol¢ aplBuolg, xpnotponoljote To 0 ppootd ano
Tov 8-YndLo aplBuod.

MNapadetypa: 099123456

Mo va npowBnoete kKARoelg og évav tnAedwvntr, emthé€te to Forward all calls
to: mAaiolo eAéyyou, erhéEte Voicemail amo tnv avamtuooopevn Alota.



Set Advanced Call Forwarding Options

Me TIg evomoLnUEVeG emikolvwVvieg Self Care MUANG, pmopeite va puBULOETE TPONYUEVEG
£MAOYEG MpowBnong KARoewv, Omwg cupunepldopd mpowdNaong KANCEWVY Tou €ival
SL0POPETLKN YLO EOWTEPLKEG KANOELG Ao O, TL Yl eEWTEPLKEG KANOELC. Mo va puBploeTe Thv
TiPONYUEVN TipowBNon KANOEwWV, EKTEAEDTE TNV akoAouBn dladikaoia:

Awadikooio

Bina 1l Kavte KAk otnv kaptéla Phones.
Bipo 2 2TO aplotepd napdBupo meptriynong, kavte kA oto koupni Call Forwarding.

Bipa 3 EmAe€te tov aplOuo tnAedwvou otov onoio BEAeTe va opioete tnv mpowbnon
KARoEWV.

Biua 4 Kavte KAk oto koupmi Advanced calling rules.

Biua 5 Xpnotpomoliote ta avantuooopeva mhaioto Alotag yia v puBuioete tig
£TUAOYEG PoWONONG KANOEWV TOOO YL ECWTEPLKEC OGO KOL YLOL EEWTEPLKEG
KAnosLc.

Inueiwon g e€wteplkol¢ aplBuolg, xpnotpomnoljote tTo 0 pnpootd ano
Tov 8-PndLo aplbuo.
Mapdadelypa: 099123456

Step6 Kdvte KAk oTO KOUT Save.

MNa va kavete AfYn tov eyxeLpLdiov CUCKEUNG:
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