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T
his quick-reference card provides 

instructions for logging on to C
isco  U

nity
™

 by 
phone, and for accessing the C

isco U
nity 

A
ssistant and the C

isco  U
nity Inbox. It also 

illustrates the m
ain C

isco U
nity m

enus 
available to you by phone.

U
se this card as you m

anage your m
essages by 

phone, and to access the C
isco  U

nity A
ssistant 

and the C
isco U

nity Inbox. R
efer to the 

C
isco  U

n
ity U

ser G
u

id
e for descriptions of 

C
isco U

nity features and for related 
procedures.

Tip
T

he first-tim
e enrollm

ent 
conversation plays autom

atically 
w

hen you call C
isco  U

nity for the first 
tim

e. Y
ou do not need to refer to this 

card during enrollm
ent. Sim

ply listen 
carefully, and respond as prom

pted.
To Access Cisco Unity by Phone

Step 1
D

ial the applicable num
ber to call 

C
isco U

nity:

 •
If you are calling from

 inside your 
organization, dial the internal phone 
num

ber.

 •
If you are calling from

 outside your 
organization, dial the external phone 
num

ber.

Step 2
If you dialed the external phone num

ber, 
press 

 w
hen C

isco U
nity answ

ers.

Step 3
E

nter your ID
 (usually your phone 

extension), then press 
.

Step 4
If required, enter your C

isco U
nity 

passw
ord, then press 

.

Y
ou use the C

isco Personal C
om

m
unications 

A
ssistant (PC

A
) w

ebsite to access the C
isco U

nity 
A

ssistant and the C
isco  U

nity Inbox.

To Access the Cisco Unity 
Assistant and Cisco Unity Inbox

Step 1
Start M

icrosoft Internet E
xplorer.

Step 2
G

o to 
http://<C

isco U
nity server>/ciscopca. 

(N
ote that the U

R
L

 is case-sensitive.)

Step 3
L

og on to the C
isco PC

A
.

Step 4
B

row
se to the C

isco U
nity A

ssistant or 
C

isco U
nity Inbox pages.

*

##
Reference Inform
ation

Cisco U
nity phone num

ber, internal

Cisco U
nity phone num

ber, external

Subscriber ID
 (usually your extension)

Cisco Personal Com
m

unications A
ssistant (PCA

) 
w

ebsite

Cisco U
nity server nam

e

Cisco U
nity system

 adm
inistrator nam

e and num
ber



N
ew

 m
essag

es
1 R
etrieve:

Voice m
essages

E
-m

ails

A
ll m

essages

R
eceipts

Faxes

# M
essag

e Typ
e M

enu
*

1
R

ew
ind

4
S

low
 playback

3
Fast-forw

ard

2
P

ause/resum
e

D
u

rin
g

 m
essag

e

4
S

low
er playback

4

5
P

lay m
essage properties

6
Fast playback

#
S

kip m
essage

Increase volum
e*

8
R

eset volum
e*

6

#
S

kip m
essage, save as new

#

6
Faster playback

*A
vailable on som

e system
s.

2
D

eliver e-m
ail or fax

to fax m
achine*

4
R

eplay m
essage

6
Forw

ard m
essage

5
P

lay m
essage properties

A
fter m

essag
e

7
D

elete

8
R

eply

#
S

ave as is

*A
vailable on som

e system
s.

S
en

d
a m

essag
e

A
dd

ress
an

d
 reco

rd
m

essag
e, th

en
:

2

#1

2
H

ear all nam
es

3
R

em
ove nam

e

2
S

ave recording
3

R
erecord

4
A

dd to recording

M
essage options

S
end now

1
C

hange address

2
C

hange recording

#
S

end

4
R

eview
 m

essage

3
S

et special delivery

1
A

dd nam
e

1
H

ear recording

2
R

eturn receipt
3

P
rivate

4
F

uture
1

U
rgent

S
etu

p
o

p
tio

n
s

4

12
M

essage settings

G
reetings 

3
P

ersonal settings

1
C

hange m
essage notification

2
C

hange fax delivery

4
E

dit private lists

3
C

hange m
enu type

1
C

hange passw
ord

2
C

hange recorded nam
e

3
C

hange directory listing

2
Turn on/off alternate greeting

3
E

dit other greetings
4

H
ear all greetings

1
R

ecord this greeting

2
C

hange extension or phone num
ber

1
S

w
itch betw

een transferring calls
to extension or voice m

ail

2
H

om
e phone

3
W

ork phone
4

S
pare phone

1
P

ager

E
nter new

 num
ber

1
K

eep this num
ber

1
S

elect full or brief m
enus

2
C

hange nam
es on list

1
H

ear lists

1
C

hange listing status

2

0
H

elp
*

C
ancel or back up

U
se th

ese keys anytim
e

*A
vailable if you enabled this option.

1234

9
9

S
ave

2
8

R
eply to all

8
8

C
all the subscriber*

D
ecrease volum

e*
7

1
S

kip back

S
aved

 m
essag

es
3

1

C
all transfer

4

Fast-forw
ard to end

3
3


