
 
 

 
 
 
 
 
 

 
 

 
 

  
    

   
 

    

 
  

    

      

  

 
     

       

      
 

 
  

   

     

       

   
     

     
 

    
    

 

   

   
 

    

  

 

 
 

     

 

 
 

       
      

     

   

 
       

    

    

 
    

       

 

 
         

       

      

     
     

     

      
    

 

 

      

 
 

      

  

   

 

 
      

 
     

  
 

     

 
     

 
   

 
  

 
    

 
  

 
    

   

 
    

 

 

 

 
    

 

 
   
    

   

 
 
 
 
 
 
 
 
 

  
   

    

    

 
 

   

  
   

           
               
           

              
    

       
 

     

Cisco Unity Connection 
at a Glance for 
the Standard Conversation 

Published November 11, 2005 

Thi s quick-refere nce card provides 

instructions for accessi ng Cisco Unity 

Connection by phone and for acce ssing the 

Cisco Unity we b tool s. 

The card also illustrate s the main Connection 

me nus available to you a s you mana ge your 

me ssage s by phone using touchtone keys. 

T ip The first-ti me enroll ment 
conversation plays automatically 

whe n you call Connection for the first 

time. You do not need to refer t o this 

card during enroll ment. Listen 
carefully, and re spond as prompted. 

To Access C onnection by P hone 

Step 1 Call Cisco Unity C onnection. 
From your desk phone, dial: 

4900 or press the 

Envelopes/Msgs icon button. 

From another phone within your 

organization, dial: 

4900 

From out side your organization, dial: 

301-228-4900 

Step 2 If you are calling fr om anothe r phone 
wit hin your organization or fr om out side 

your organization, pre ss * when 

Cisco Unity Connection answer s. 

Step 3 If prompted, enter your Cisc o Unity 
Connection ID ( usually your de sk phone 

extension), and pre ss #. 

Step 4 Enter your Ci sco Unity Connection 

password, and pre ss #. (pa ssword is your P IN 

here) 

(If you forget your pa ssword, log on to the Cisco 

P CA and browse to the P ersonal P references pa ge 

in the Cisco Unity A ssi stant to cha nge it.) 

In the following procedure, you use the
 
Cisco P ersonal Communications Assi stant (PCA)
 
we bsite to access the Ci sco Unity Assi stant,
 
Cisco Unity Inbox, and Cisc o Unity Personal Call
 
Transfer Rule s web tool s.
 

To Access the C isco U nity Web 

Tools 

Step 1 In your web browser, go to 

http://<Cisco Unity Connection 

se rve r>/cisc opca. (Note that the URL is 

case-se nsitive.) 

Step 2 Log on to the Cisc o PCA. 

Step 3 Browse to the applicable web tool. 

R eference I nformation 

Your Cisco Unity Connection ID: 

Last 4 digi ts of phone num ber 

Cisco PC A Website: 

https://ciscoVoi pMail/ciscopca 

Cisco Unity Connection Serv er: 

https://ciscoVoi pMai l 

Connection Administrator and/or Technical 
Support Contact Information: 

NCI at Frederi ck Hel pdesk 

301-846-5115 

fredhelpdesk@nih.gov 

Additional Cisco Unity Connection 
Documentation 

Cisco Unity Connection User Guide 
Connection Phone Menus and Shortcuts 

Connection Voice Commands 
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Retrieve Messages 

New 1 

Saved 

Deleted*2 

13 

3 

During Message 

1 

2 Save 

4 Slow playback 

5 Change volume* 

6 Fast playback 

3 Delete 

7 Rewind message 

8 Pause/Resume 

Skip message, save as is 

Fast-forward to end 

9 

# 

Fast-forward 

Restart message 

# 

# 

After Message 

1 Replay message 

3 Delete 

2 Save/Restore as saved* Save as new/Restore as new* 

Rewind message 

Save as is 

4 Reply Play message properties 

2 

4 

4 

4 

Reply to all 

Call the user* 

Forward message 5 

6 

7 

9 

# 

Find Voice Messages 

5 Find messages* 

From another 
user 

From all outside 
callers 

From a specific 
outside caller 

1 

2 

3 

Send a Message 

2 Send Record and address message 

# 

3 Message options 

Send now 

1 Add name 

2 Hear all names 3 Remove name 

2 Save recording 3 Rerecord 

1 Change address 

2 Change recording 

# Send 

4 Review message 

3 Set special delivery 

1 Add name 

1 Hear recording 

2 Return receipt 3 Private 1 Urgent 

4 Add to recording 

Change Preferences 

Setup options4 

1 

2 Message settings 

Greetings 

3 Personal settings 

1 Change message notification 

4 Edit private lists 

3 Change menu type 

1 Change password 

2 Change recorded name 

3 Change directory listing 

21 Record this greeting 

Call transfer 4 

Turn on/off alternate greeting 3 Edit other greetings 4 Hear all greetings 

2 Home phone 3 Work phone 4 Spare phone1 Pager 

1 Select full or brief menus 

2 Change names on a list1 Hear lists 

1 Change listing status 

Use These Keys Anytime 
Help * Cancel or back up 0 

*Not available on some systems. 
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