CISCO VoIP Telephone System
Presence and Instant Messaging / Chat
CISCO Jabber Application on Foothill-De Anza CC
Computers
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Summary
The CISCO Jabber application for computers is the software application used for the
Software-based CISCO VoIP telephones. However, Presence and Instant Messaging
(Chat) are available within the Jabber application available to those FHDA full time
employees who have chosen the desk phone instead of the Software-based phone.
Also, with this Jabber application and a desk phone you can initiate and end a call
using this Jabber application. However, the conversation will be conducted via the
desk phone.
This user guide shows you how to obtain the Jabber software and provides basic
guidance on how to use these additional features.
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Install Jabber Application Onto District Computer
Do I have the CISCO Jabber application installed on my district/college provided
computer?
If you chose the Software-Based VoIP phone or received a new District computer
after July 1, 2017, you should have the Jabber application installed on your
district/college provided computer. If you do not have Jabber installed follow the
instructions below to install the CISCO Jabber application on to your District
computer.

Install the CISCO Jabber application onto your district/college provided
computer
Sign into MyPortal and select the Employee Tab. Scroll down on the left side of
screen to locate the information shown below. Click on the associated installer for
the operating system of your computer

If you run into any problems during the installation, please contact the ETS Call
Center at (408) 864-8324 or submit an ETS Request for Help: using a browser go to
etshelp.fhda.edu. Sign in using your MyPortal ID and password.
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Using the CISCO Jabber Application: Sign Into Your CISCO VoIP
Account
First Time Login
1. Launch the CISCO Jabber application. The login screen will appear.
2. The first time you login type your CWID@fhda.edu in the User Id field.
a. For subsequent logins type only your CWID for your User ID.
3. Type your MyPortal password into the Password field.
4. If you want to be automatically logged in when you launch the Jabber
application, click on the box next to Automatic sign-in.
5. Now click on Sign In
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Quit the Jabber Application
No matter whether you Sign Out or Quit Jabber, you be required to sign in when
you re-launch the application. Unless, you have selected Automatic sign-in.
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Presence
Presence is used so that others know when you are available for a phone call, chat or
office visit. Your availability status is set in the upper left of the Jabber application
window. The other individual will need to use Jabber and add you as a contact
to see your status.

These are the default statuses:
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Create Custom Status
You can add custom status indicators. Select the color status you want to use for
your custom status. Then click on the words to edit/change to your custom status.
This will not replace the previous status. See the example screen shots below:

This screen shot has several custom statuses:
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Delete Custom Status

Unfortunately there is no way to delete just one status. When you select Delete
Custom Statuses, all custom statuses will be deleted.
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Instant Messaging / Chat
The CISCO Jabber application includes Instant Messaging or often called Chat. When
both parties are signed into the Jabber application, a chat session can be initiated.
You can also conduct a group chat.

Add Contacts
Click on the Contacts icon on the left side of the window. If you do not have any
contacts, you can easily add them.
Go to the Contacts pull down menu at the top of the Jabber Application and select
New Contact…

Begin typing the individual’s name and a selection of names will appear. Click on
the person you want to add to your contacts and the fields will be auto filled.
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Next, click on the Add button.

Your new contact should appear in your contacts list. See example below.

Initiate a Chat

Select the person you want to Instant Message/Chat with and then click on the
message icon. A chat window will appear. However, in the example below, Linda’s
Presence dot is yellow and says she’s Away. But, it does mean Jabber is running on
her computer. Note those in the contact list with a greyed out presence dot, which
means the Jabber application is not running on their computer and they are
currently offline – i.e. John
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In the example below you will see that Linda decided to chat with me.
To quit the chat session you can just close the window (click on red dot upper left)

If you just hover over the message icon for the person you want to chat with in the
contacts list, the following window will appear and you can initiate the chat this way
as well:
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Group Chat

You can also initiate a group chat. Go to the File pull down menu and select New
Group Chat…

The following window will appear. You can select people from your contacts list
by clicking on the check box to the right of their name or add people directly into
the field next to People:
To initiate the chat, click on the Invite button at bottom right.
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Initiate a phone call on my desk phone via Jabber
In combination with your desk phone using Jabber you can initiate and end phone
calls that are conducted using your desk phone.
Hover over one of your contacts and the window on the left will pop up. Click on
the Call button. Or just click on the icon for the hand set to the right of the contact
name in the list. Note the icon at the bottom of the main window that shows the desk phone.
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When you initiate the call, the window below appears. There is no video associated
with the call and you are now using your desk phone for the call, not your computer.
To end the call click on the red handset icon.
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