Using Jabber on your Travis County Computer
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Jabber is a “softphone” that allows you to tie into the Travis County directory and use
your desk extension directly from your computer, no matter where you are. You
can make and receive calls as you would from your desk, transfer calls, create
conference lines, check voicemail, and start text chats. NOTE: You can make Jabber
calls to any number, inside or outside of the County directory. But Instant Messaging
can only take place between two people who both have Jabber installed.

Getting Started

1. Double click the Software Center icon on your desktop
shortcut.

(You can also find the
Software Center by
searching for “software”
in your Start Menu)
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2. Inside the Software Center, you will find Cisco Jabber on the Applications tab.

Click on the Jabber icon.

3. Click the Install button.

4. Once the installation is complete, you can close the Software Center.

This process might take several minutes — you will see
the “Installing” circle while it is working.

5. There should now be a Cisco Jabber icon on your desktop; double click that

icon to open the app.
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6. PLEASE NOTE: Throughout the process of installation and your first login, you
might see the below certificate warning more than once. Each time it appears,
click Accept and move to the next step.

Verify Certificate

Certificate not valid

Your computer cannot confirm the identity of this server.

This could be an attempt by an unknown party to connect to your computer
and access confidential information.

If you are not sure if you should continue, contact your system
administrator. Tell the administrator that Cisco Jabber is prompting v to
accept the 10.251.249.214 certificate.

Show Certificate M

7. When opening Jabber for the first time, you will need | #
to login. On the first screen, enter your Travis i
County email and click Continue.
_ Cisco Jabber
Then on the second screen enter your Travis
County username and password (the same
credentials you use to unlock your computer). Then
CI'Ck S'gn In a\Iison.page@traviscounty'bc.go»l
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8. At your first login, the app will show you a step by step guide to get to know the
interface. You can click the Next button to proceed and learn more about each
feature, or you can click Skip to dismiss the guide and start using Jabber
immediately.

# - O x
Q, search or call
You can set up your profile, change

your status, and adjust your
preferences here.

9. Once installed, you will also see a floating Jabber icon at the right side of your
screen. You can click and drag the icon up and down to position it as you'd like.

10. This gives you quick access to Jabber: Click the icon and a menu
will fly out. From there you can search the County directory, start a
chat, start a call, or check your voicemail.
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Custom Settings

There are a couple of custom settings you will want to set immediately so Jabber
works as easily as possible going forward.

1. First, click the Voicemail icon at left of the

2. Then click Account Settings.

3. Your credentials will already be in place for
Instant Messaging and Phone Services, but

screen.

you will need to type your username and
password into the Voicemail credential

boxes and click Ok.

Q. Search or call

Inbox ~ Call Voicemail

Account settings

|@ Settings —
General
Server settings >
Chats
Instant messaging
Audio
Username:
Video SELE
Calendar Password: sewweses
Calls
Status
Location
Notifications
Phone services Server settings s
Video Device - I}?
. Username: PageA
Privacy
Accounts Password: e
Self Care Portal
Appearance
Voicemail Sery Sings :
|E| Enter your credentials.
Username: | |
D €D
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4. Next, click the gear at the top right of the screen and then click Settings.

R |

Q Searchor call + - File ’
;  Settings o
View >
Help >
Sign out
Exit
Contacts [
Add your first contact
5. Under the General tab, === —
check the box to
“Start Cisco Jabber - Startup

when my computer
starts”

6. Under the Calls tab,
change the selection
from “Always start” to

“Never start calls with

Audio
Video b
Conversation

Calendar Remember my open conversations
Calls
Status Language

B Check spelling automatically
Location
Notifications English (US) ~

Video Device

Start Cisco Jabber when my computer starts.

; ”
video
@) Settings - X
General
Calls
Chats
o Always start calls with video.
Audio Never start calls with video.
Video Mute audio by default for Jabber calls.
Calendar Bring call window to the front:

Status

Location

Computer: On all calls -

Phone: On all calls -
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7. You can click through the other Settings tabs to make any customizations you’d
like for your experience with Jabber. Once you’ve made all the changes you’d
like, including those above, click OK.

(@ Settings - X
Genera
Startup
Chats
Start Cisco Jabber when my computer starts.
Audio
Video .
Conversation
Calendar Remember my open conversations
Calls
Status Language
. Check spelling automatically
Location
Motifications English (US) -
Video Device S
Privacy
Accounts

Self Care Portal

Appearance
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Chat, Calls, and Voicemail on Jabber

The Jabber interface is very similar to other communication apps, so it will likely feel
familiar to you already. Use the guide below to click through each feature within Jabber
to get up and running as quickly as possible.

# - 0O X

Q Search or call +

- Contacts

e Chat

e Calls

ontacts
~—— Meetings

Add your first contact. _

= \/oicemalil

Add Contact

New Custom Contact

D II
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1. Contacts

On the Contacts page, you can start typing the name of anyone in the County

directory in the search bar, and results will start to appear as you type.

Q tre I 79

Contacts and recents ~

Away
Address book

a Frank Trevino

! Offline
TRESA L. BEARD
Offline

TB

Trey Mcknight
Offline

™

Add Contact

New Custom Contact

-
Trey Wallace \

0 Il

# - 0O X

When you hover over a
person’s name, you will
see three bubbles.

Click the grey bubble to
add them to your
contacts.

Click the blue bubble to
start a text chat.

Click the green bubble to
call them using your
computer.

Cisco Jabber

S

=9

Q tre [} +

Contacts and recents

Trey Wallace go e
Away [}5\

Address book

ﬂ Frank Trevino
‘ Offline

TRESA L. BEARD

T8 Offline
Trey Mcknight
Uy Offline
Directory
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2. Chat Cisco Jabber
Q Search or call + @ Trey Wallf
Jabber will keep all of your R
conversations organized by name,
within the same window. So you can
easily toggle from one chat to another
without losing any conversation
history. Just click the person’s name
to jJump to that chat.

TW  Trey Wallace
JM  Joyce Miller Usin

docy

3. Calls

To make a call, you can either search
for someone in the Travis County
directory, or you can dial any number
to call outside of our organization by
clicking the keypad icon next to the

& O Tr
search bar.

Write a messag

0

PLEASE NOTE: Include the Country
code (1 for US) before ANY outbound call that is not a local 512 number.

# - 0O X
Q Search or call

All~ 5

7 O Joyce Miller TR LD,
D 0:00:00, Work J M

- 819794508099 T GO
\ 0:00:00, Unknown
2 Tw Trey Wallace Yesterday Joyce M Iller

0:00:01, Work 11:02 AM Offline
Today
11:.05 AM QOutgoing 0:00:00

5 O O

0
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4. Meetings

In the Meetings tab, click on a meeting to see the details about it in the center
pane, and all participants in the meeting in the right pane.

# - 0O X
Friday, March 13, 2020 ~ c e Shari Campos-lopez invited you Participants(2)
12:00 AM - 12:00 AM (+1 day) . its-everyone@traviscountytx.go
“REMINDER™ Friday, 3/13/20 - *REMINDER** Friday, 3/13/20 - None
Mandatory R te Work
e TEe T Mandatory Remote Work 23 Shari Campos-lopez
Shari Campos-lopez

Mone

12:00 AM - 12:00 AM | Friday, March 13 (+1day)
12:00 AM - 12:00 AM (+1 day)

WFH
Allison Page
Meeting Description
8:00 AM - 12:00 PM
Jabber Test

Allison Page

AllITS Employees,

Thic Eriday March 13t a1l 1Ts enploveac e 1 work their chift

5. Voicemalil

For each voicemail you receive, Jabber gives you the option to reply (using text
or voice, forward the voicemail, call the person back, or delete the message.

You can also

Q Search or call (e
record your own . I
VOICemaIl Sean Galvin 3141202l
greeting .
Message from Sean Galvin ... Sean Galvin
message by T AR 3/4/2020 419 PM
clicking the icon 029 e

Message from KNOWBE4 ...
Message from Sean Galvin (+18057551348)

to the right of the
search bar.

R 2/26/2020
Regina Farmer . To: pagea@voicemail travis.local;
037 8:22 AM

Message from Regina Far...

. @ ©

0
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