Cisco Personal Communications Assistant (PCA)

The Cisco Personal Communications Assistant (PCA) Message Inbox is a tool that allows
you to listen to your voice-mail messages over the web. All of the voice-mail messages
you receive are collected into an inbox that is accessible through your internet browser.
By selecting the controls within the Messaging Inbox, you can make and play voice-mail
recordings with either your phone or your computer microphone and speakers.

To access your Cisco PCA while on campus, visit this website:

http://unity.concordia.ca/ciscopca

NOTE: The URL is case-sensitive. Bookmark the Cisco PCA URL so you do not have to
enter the web address each time you want to access the PCA.

To access your Cisco PCA off-campus, connect to it using the Concordia
Virtual Private Network (VPN) connection.

To learn how to connect using the VPN, please visit this website:
http://helpline.concordia.ca/network/vpn/

For additional assistance with setting up your VPN connection, contact the IITS Helpline
at help@concordia.ca or extension 7613.

Security Alerts

You can safely click “Yes” in response to any security alerts that may appear as you
access the Cisco PCA website. The Cisco PCA website uses pop-up windows. If you have
pop-up blocker software installed, configure it to enable pop-ups for this site.

Here are some examples of the security alerts you may encounter while trying to access
the Cisco PCA from Mozilla Firefox and Internet Explorer:



http://unity.concordia.ca/ciscopca
http://helpline.concordia.ca/network/vpn/
mailto:help@concordia.ca

MOZILLA FIREFOX

= (Click Yes to Proceed

Security Alert E|

Information you exchange with this gite cannot be viewed or
J |

changed by others. However, there iz a problem with the site's
zecuUnty certificate.

v The security certificate was izsued by a company you have
not chogzen to trust. Yiew the certificate to determine whether
oL want ko trust the certifing autharity.

@ The security certificate date iz valid,

v.  The name on the zecunby certficate iz invalid or dogs not
match the name of the site

Do you want to proceed?

[ Yexr ] [ Mo | [Eiew Certificate

=  (Click on I Understand the Risks

0 . This Connection is Untrusted

v Al vou have asked Firefox to connect securely to 10.100.1.28, but we can't confirm that vour
conneckion is secure,

Marmally, when you by to connect securely, sites will present trusted identification to prove that vou
are going ko the right place. Howewver, this site's identity can't be verified,

what should I Do?

If wou usually connect to this site without problems, this error could mean that someone is trying ko
impersonate the sike, and vau shouldr't cantinue,

Gek me ouk of here!

Technical Details

I Understand the Risks




&

Click Add Exception

This Connection is Untrusted

Wou have asked Firefox bo connect securely to 10.100.1.28, but we can't confirm that your
conneckion is secure,

Maormally, when you try to connect securely, sites will present trusted identification o prove that wou
are going to the right place, Howewver, this site's identity can't be verified.

what should I Do?

If wou usually connect to this site without problems, this error could mean that someone is trying to
impersonate the site, and wou shouldn't continue,

Gek me out of herel

Technical Details
I Understand the Risks

IF wou understand what's going on, wou can tell Firefox bo start Erusting this site's identification. Even
if you trust the site, this error could mean that someone is tampering with your
connection.

Don't add an exception unless wou know there's a good reason whey this site doesn't use krusted
identification.

Add Exception...




e Click on Get Certificate and then Confirm Security Exception

Add Security Exception gl

‘fou are about to override how Firefox identifies this site,
' ‘. Legitimate banks, stores, and other public sites will not ask you to do this.
e

Server

Location: | https: /10,100, 1. 28/ ciscopca/home, do | Get Certificate |

Zertificate Skatus

This site atbempts bo identify itself with invalid information,

Wrong Site

Certificate belongs to a different site, which could indicate an identity theft,
Unknown Identity

Certificate is not trusted, because it hasn't been verified by a recognised autharity.

Confirm Security Exception ] l Zancel

= (Click on the link Unity Connection Administration to continue (if the
page appears)

vl

Thi préduct contains cryptograph ubject to United States and local count
ry éf Cisco cryptographic prod imply third-party authority to impdrt, expo
ibutors and users are responsi

laws and regulat

A summary of U.S. laws governing




INTERNET EXPLORER

= (Click “Continue to this website (not recommended).”

|@ There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted certificate
authority.

The security certificate presented by this website was issued for a different website's address.

Security certificate problems may indicate an attempt to fool you or intercept any data you
send to the server.

We recommend that you close this webpage and do not continue to this website.

& click here to close this webpage.

¥ Continue to this website (not recommended).

@ More information

= (Click “Yes”

Warning - Security

The web site's certificate cannot be verified. Do you
want to continue?

Mame: 10.100.1.28

Publisher: (NOT YERIFIED) CUCMUCKM]

[] Always brust conkent From this publisher .

[YESHND]

w The cartificate cannot be verified By a trusted sourca, Mare Imbarrmation ...
L]




CISCO PCA LOGIN - https://unity.concordia.ca/ciscopca

After accepting all of the security alerts, you land on the Cisco PCA login page.

ulimlin  Cisco Personal Communications Assistant
cisco For Cisco Unified Communications Solutions

You can safely click "Yes' in response to any security alerts that may appear as you use this website.

The Cisco PCA website uses pop-up windows. If you have pop-up blocker software installed, configure it to enable pop-ups for this site.

Username

Cisco Personal Communications Assistant

Copyright @ 1993 - 2009 Cisco Systems, Inc.
All rights reserved.

This product contains cryptographic features and is subject to United States and local country laws governing import, export, transfer and use, Delivery of Cisco cryptographic products does not imply third-f
to impaort, export, distribute or use encryption. Importers, exparters, distributors and users are responsible for compliance with U.S. and local country laws. By using this product you agree to comply with ap
and regulations. If you are unable to comply with U.%. and local laws, return this product immediately.

& summary of LS, laws governing Cisco cryptographic products may be found at our Export Compliance Product Report web site,

For information about Cisco Unified Communications Manager please visit our Unified Communications Systern Documentation web site,

For Cisco Technical Support please wisit our Technical Support web site,

CISCO PCA USERNAME AND PASSWORD

Enter your username and password.

USERNAME = myConcordia portal nethame
PASSWORD = myConcordia portal password

NOTE: Not everyone will have access to the Cisco PCA. People on shared telephone lines
will not have access. If your myConcordia portal username and password does not
work, contact the /TS Helpline at help@concordia.ca or extension 7613.

Password

Login set



https://unity.concordia.ca/ciscopca
mailto:help@concordia.ca

= Here is the PCA Messaging Inbox view
= Click on the Messaging Inbox to view your voice-mail messages

whil - Cisco Personal Communications Assistant

Welcome to the Cisco PCA

Applications

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

Messaging Inbox
The Messaging Inbox web tool lets you listen to, compose, reply to, forward, and delete voice messages.

PCAINBOX

= All new and unheard voice-mail messages will appear in your PCA inbox

nmim - i . . ESSTEVENI Messaging Inbox ]
cisco CiSCO Personal Communications Assistant

Jane Doe | Log Out

Messaging Inbox » Inbox

Actions + Help -

E Select all E Clear selected % Delete selected w Mew message % Refresh messages ﬁ View Deleted Itemns

4 Mew Messages | 4 Total Messages

e D ! Erorm Received Subject Size [(Bytes)
) k4| d UPGRADE TEST LINE Monday, 6 December 2010 01;42:58 PM GMT-05:00 Message from UPGRADE TEST LINE (5991} 19720
O/ =4 UPGRADE TEST LINE Manday, 6 Decemher 2010 01:42:27 PM GMT-05:00 Message from UPGRADE TEST LINE (5991} 35268
) k4| d UPGRADE TEST LINE Monday, 6 December 2010 01;42:06 PM GMT-05:00 Message from UPGRADE TEST LINE (5991} 57518
O = |4 UPGRADE TEST LINE Manday, 6 Decemher 2010 01:41:44 PM GMT-05:00 Message from UPGRADE TEST LINE (5991} 41614

Messages per page: |20 %




LISTEN TO MESSAGES

= There are two ways you can listen to a voice-mail message in the PCA
Messaging inbox

= One method is to click on the speaker icon next to the message

= The message will play instantly from your computer speakers

Messaging Inbox » Inbox

Actions + Help -

E select all E Clear selactad @- Delete selectedglﬁ Mew messa

0 Mew Messages | 3 Total Messages

| | B ? | Eram |
] o LUPGRADE TEST LINE Monday, 6 Decer
[ o UPGRADE TEST LINE Maonday, 6 Decer
[ L UPGRADE TEST LINE Monday, 6 Decer

= The second method is to click on the link in the FROM Column

Actions =  Help -

E Select all E Clear selected @ Delete selected @ Mew mess

4 Mew Messages | 4 Total Messages

‘ 4 | E | ! | Erom
O &d | « UPGRADE TEST LINE Monday, 6 De
O &d | « OPGRADE TEST LINE Monday, 6 De
O &4 | 4 UPGRADE TEST LINE Monday, 6 De
O |« UPGRADE TEST LINE Monday, 6 De




A new window will appear containing the voice-mail message

NOTE: Once you listen to a voice-mail message, it will be marked as read.
If you then try to retrieve the same message from your phone, check in
your saved messages folder. The Cisco PCA and your telephone are
connected.

The person who sent this voice-mail message was calling from a
telephone with the caller id “UPGRADE TEST LINE”

= Use the Media Master shown below to play the message

Yoice Message

Meszage +  Help »

@ Next Message @ Forward w Delete E Save Help

Frofm: IUPGRADE TEST LINE |
To: |Jane Doe |
cc:

Data: Monday, 6 December 2010 01:42:58 PM GMT-05:00 |
Subject: Message from UPGRADE TEST LINE (5331) |
Size: 119720 (Bytes) |
attachments:

I mark message as unheard

Options
Playback |Use Computer W | Record | Use Phone - |
Message: oo Eee———————— wmr — =
Walume IRERNERAN]]
[ [ | Spess
save | Close




MEDIA MASTER

The Media Master appears when you open a voice-mail message in the PCA inbox. By
selecting the controls, you can make and play recordings with either your phone or your
computer microphone and speakers.

QOpen File..
Save Recording As... Use Phone - Media Mader Help

Use Computer W

158 Phone @—*Playback:gl;e Computer v | Record FpseAPhone I
00:00.0 GF————o 00021
Volume EIRTLRERT

> n = e Speed |3

T

1 Options menu

2 Recording/playback progress

3 Record list

4 Help (Media Master version information)
5 Playback speed control

6 Record

7 Stop

8 Pause

9 Play

10 Volume control
11 Playback list

To listen to your voice-mail message, simply hit the play button (9 ) in the Media
Master. The voice-mail will play instantly through your computer speakers.



= To listen to the voice-mail using your telephone, click once on the drop
down menu in the Media Master and select USE PHONE

= Press the play button

= Your telephone will immediately ring

= Pick up the receiver to listen to your voice-mail message through the
telephone

) Yoice Message - Cisco Unity Connection - Mozilla Firefox

htkps: 10,100, 1, 28] ciscopcafunityinboxviewmessage, do?bype=view&index=0

Voice Message

Meszage = Help =

@ Mext Message @ Forward w Delete E Save Help

From: \UPGRADE TEST LINE |
To: |Jane Coe |
Cc:

Date: Monday, 6 December 2010 01:42:58 PM GMT-05:00 |
Subject: Message from UPGRADE TEST LINE (5331) |
Size: 119720 (Bytes) |
Attachments:

[Imark message as unheard

Playback [Use Computer | ™ Record | Use Phone - |
Message: —:*Mse Computer 100017 ‘:L\_/‘:'

YolurlUse Phone : ” = ” = " = | IHSI;:I..Ia:a.Ij”I

Save | Close |

= To listen to the message using your computer, select USE COMPUTER in
the playback



FORWARD VOICE- MAIL MESSAGE

The Cisco PCA allows you to forward your voice-mail messages to
another number at Concordia.
Click on Forward to send the message

) Voice Message - Cisco Unity Connection - Mozilla Firefox

https:fi10. 100, 1. 28/ ciscopcafunityinboxviewmessage . do?type=viewindex=0

Yoice Message

Message -

Help -

@ Mext Messag%@ Farward @ Delete I]El Save Help

Fram: UPGRADE TEST LIME
To: Jane Doe
Cc:
Date: [Monday, 6 December 2010 01:42:53 PM GMT-05:00 |
Subject: Message from UPGRADE TEST LINE (5991) |
Size: |19720 (Bytes) |
attachments:
Cmark message as unheard
Flayhack |Use Computer "l Record | Use Phone v|
Message: ononnElEe——————— mmr =
alume prrneprinag
> /1= Spezd
Save Close




= |nthe To: field, DO NOT enter an email address
* You can only forward this voicemail message to the voice-mail box
of another Concordia employee

» To address this message, click on the To: field

) Forward Voice Message - Cisco Unity Connection - Mozilla Firefox

R REEE hEbps: 10, 100, 1, 28/ ciscopoa/unityinbox/newmessage, dorbype=Fforward&index=0

Forward Yoice Message

Meszage »= Toolz = Help -

Q Send PV Check names @ Open contacts

Bcc: |

Subject: |FW: bessage from LPGRADE TEST LIME (59971)
O] mark urgent
] mark private

[ request a 'heard message' receipt for this message

Cptions

Playback | Use Computer W | Record | Use Phone hd |

Message: DD:DD.DC} I 05000 :C':'

Yolume Jrirpranag
HEE - Spees

Send Cancel




= You can find a person using the following search criteria:
e  ALIAS (myConcordia portal netname)
. LAST NAME
® FIRST NAME
o DISPLAY NAME (the description of the voice-mail owner. Use this
option if you wish to find a telephone that is NOT
assigned to an individual. Example: Lab phone,
Organization, CSU or shared telephone line)
DEVICE (four digit extension)

(@]

e Once you have found the correct user, click on the entry
e Click on To, CC or Bcc to address the message where applicable

) Find Names - Cisco Unity Connection - Mozilla Firefox

kbps: /10,100, 1, 28 ciscopea)/directory, do?omd=Find

Find Names

Found 1 matches.

Users | Distribution Lists | Private Lists Rermote Contacts

Search Criteria
i Device v || starts with | |4997

Alias

Last MName

7 First Mame
Dizplay Mame

ame ast Name First Name Device Alias
|®| 4 [anDREWS ALYSSA 4997 | aandrews

Tu| C-::| Bc:-::| Close

Fows per page:




RECORDED NAME

e NOTE: If you wish to hear the recorded name of the user you’ve
selected, press the speakerphone icon next to his or her name (this will
only work if the user has a recorded name on file)

e C(lick on Close to continue

) Find Names - Cisco Unity Connection - Mozilla Firefox _||E|[z|

https: /10,100, 1, 28/ ciscopca/direckary . do?cmd=find L

L

Find Mames

Found 1 matches.

Users | Distribution Lists | Private Lists Rermote Contacts

Search Criteria
i Device V| | starts with |+ | |499?

Find

Search Results
Name Last Name First Name Device Alias

@] 9 |ANDREWS ALY SEA 4997 | aandrews

Tu| Cc:| B-::l::| Close

Fows per page:




e Check off the boxes if the message is urgent, private or if you request
a ‘heard message’ receipt for the message
e Press Send when you are ready to forward the message

) Forward Voice Message - Cisco Unity Connection - Mozilla Firefox |Z||E|E|

htbps: /10,100, 1, 28/ ciscopoafunitvinboxgnesmessage, do?type=Fforwardiindex=0 Tr '

Forward Yoice Message

Message = Toolz » Help -

g Send LDV Check names m Open contacts

Alyssa Andrews

Iy) ]
O b

Subject: |FW: tMessage from LUPGRADE TEST LINE (53931)

EMark urgent

Mark private

ERequest a 'heard message' receipt for this message

Options
Playback | Use Computer . ™ | Record | Uze Phone - |
Message: ooooo ———— psoon  — L }—
ol v
o | - | Speed

Send | Cancel |

cripk: opendddre:




RECORD NEW VOICE-MAIL MESSAGE

¢ The Cisco PCA can also be used to record a new voicemail message
¢ Click on New Message to start

Messaging Inbox # Inbox

Actions = Help -

E Select all E Clear selected % Delete selec‘ted'is Mew messagel@ Refresh messages % View Deleted Items

0 Mew Messages | 3 Total Messages

| b4 | E | ! | From | Received
O Ll UPGRADE TEST LINE Maonday, 6 December 2010 01:42:27 PM GMT-05:00
O o UPGRADE TEST LINE Monday, 6 December 2010 01:42:06 PM GMT-05:00
| q UPGRADE TEST LINE Monday, 6 December 2010 01:41:44 PM GMT-05:00

e Address the message and add a recipient

e Select either phone or computer to record the voice-mail message

e The phone is the best recording method because it produces a higher
quality message

e Press the record button when you are ready to start recording

e Ifyou've selected to use the phone to record, the telephone will ring

e Pick up the receiver and start recording your message

e When you are finished, press Send to deliver the message

£) New Voice Message - Cisco Unity Connection - Mozilla Firefox

Ir@ https: /{10, 100.1. 28/ ciscopcaunitvinbox/newmessage. . do

New Yoice Message

Message =  Tools + Help -

@ Send |_DQ/ Check names Open contacts

Alyssa sndrews
To:
Kristine Barbara
Cc.
Bcc
Subject: Fegarding telephone upgrade
Mark urgent
O mark private
O request a 'heard message' receipt for this message
Optionis
Playhack W Record m
Message: o000} 05:(Use Phone
Wolume | = “Lhim Lze Computer
Send Cancel




DELETE VOICE-MAIL MESSAGES

e Todelete a voice-mail in your PCA Inbox, check off the box next the
message and click on Deleted Selected

e NOTE: When you delete a voice-mail from the Cisco PCA, the message is
also deleted from your phone. The two are connected.

Messaging Inbox » Inbox

Actionz + Help -

g Select all g Clear selected % Delete selected Zﬁ| New message @ Refresh messages % View Deleted Iterns

0 Mew Messages | 3 Total Messages

= | B | ! | From | Received
v L LUPGRADE TEST LIME Maonday, 6 December 2010 01:42:27 PM GMT-05:00
] Ll LPGRADE TEST LINE Maonday, 6 December 2010 01:42:06 PM GMT-05:00
O o UPGRADE TEST LINE Monday, 6 December 2010 01:41: 44 PM GMT-05:00

e Topermanently delete the message, click on View Deleted Items

Messaging Inbox » Inbox

Actionz +  Help -

E Select all E Clear selected % Delete selected Eﬁ Mew message @ Refresh messages {ﬂ Wiew Deleted Items

0 Mew Messages | 2 Total Messages

| b4 | B | ? | Erom | Received
| q UPGRADE TEST LIMNE Monday, 6 December 2010 01:42:06 PM GMT-05:00
(| L UPGRADE TEST LINE Monday, & December 2010 O1:41:44 PM GMT-05:00

e Check off the message again and click on Delete selected

Messaging Inbox » Deleted Items

Actionz »  Help «
E Select all E Clear selected E Delete selected!@ Restore selected to inbox @ Mew message @ Refresh messages &] Wiew Inbox

0 MNew Messages | 1 Total Messages

J [ | ] | ! | Erom | Received

o UPGRADE TEST LINE Monday, 6 December 2010 01:42:27 PM GMT-05:00 Message from U




e Click Yes to confirm your selection

The page at hitps:/110.100.1.28 says:

6 Are you sure wou wank to permanently delete the selected messages?

| QK | [ Cancel

e To go back to the inbox, click View Inbox

Messaging Inbox » Deleted Items

Actions +  Help =

E Select all E Clear selected % Delete selected @ Restore selected to inbox |ﬁ| Mew message @ Refresh message{&] View Inboxl

0 Mew Messages | 1 Total Messages

| &4 | O | ! | Erom Received |
O q UPGRADE TEZT LINE Monday, 6 December 2010 01:42:27 PM GMT-05:00 Message from UPGR




