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HOW TO — Access Visual Voicemail

Overview

The goal of this set of instructions is to enable users access to their voicemail through both the Webex desktop
application, WebEx mobile application, and the Cisco Personal Communications Assistant.

A Voicemails containing PHI/PII should be viewed with caution by users who communicate with patients.
Please guarantee that these voicemails are being listened to in a secure manner. A breach of PHI/PIl may
result in a contract violation. If you believe that patient information has been compromised, please contact your
immediate supervisor or the Compliance Hotline.

Webex Desktop Application Instructions

Webex is the primary application for instant messaging, phone calls, voicemails, and meetings. This
application can manage most of your voicemail access. If you are away from the office, you have the option of
using the mobile application or the Cisco Personal Communications Assistant to access the services.

Step | Instructions Example or Screen Shot
1 Click on the Webex icon to open
it.
2 Navigate to the Voicemail menu (%l Seta status < + Q Search, meet, and call
@ Messaging Meetings
& Teams @® https://hmsoniine.webex.com/maet/christopher.peebles (3
B contacts
{, caling = G
@ voicemail S':anapers?nal Join a meeting
loom meelmg
@ Meetings
A Personal insights
3 The number in blue reflects the soo (B setasuus +  Q Search, meet, and call
number of unread voicemails in ® vessaging D) ned  Tsh
your inbox. New voicemails can 2 oo DALLAS  TX
also be identified by the blue dot B coviacs s TRy
next to the message L el Message from C D BROWN (13183480077)
@ Voicemail
@ Meetings
;'\l. Personal insights
4 To listen to a VoicemaiL select it eeoe (%l Seta status T Q Search, meet, and call
from the middle pane. @ Messaging inbox) Unread  Trash
& Teams DALLAS TX
Message from DALLAS TX (19728506188)
B contacts C D BROWN
‘. Galling Message from C D BROWN (13183480077)
@ Vvoicemail
@ Mestings
A Personal insights
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5 Once a voicemail is selected, the
option to listen it becomes
available. To begin playing the
voicemail, select the play button

6 You have the option to return the
call, if necessary, by choosing the
audio icon. If a video call is
desired, the video icon should be
selected. Finally, you have the
option to either delete the
voicemail or mark it as read. Note
that if a voicemail is played for
few seconds, it will be
automatically tagged as read.

7 When selecting to delete a
voicemail, you will receive a
confirmation from the system.
Once confirmation to delete the
voicemails has been received, the
voicemails will be stored in the
voicemail system's Trash folder.

9:12 AM a)
as

X (19728506188)

& @ 5]

Audio Video Delete More

& o g
Audio Video Dele’ -
Mark as read

by

Delete the voice message

Do you want to delete the voice message
from DALLAS ~ TX?

Cancel 0K

8 If a voicemail has been moved to
the trash folder, you have the
option of listening to it for recall
purposes. If the voicemail is still
required, the recovery button C
can be used. If the voicemails in
the trash folder are no longer
required, select Empty Trash.

™

jom DALLAS _ TX (19728506188)

Empty Trash

D

DALLAS TX

19728506188
Message from DALLAS  TX (19728506188)
To: 010289@us....

Today 9:12 AM
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Message from DALLAS TX (19728506188)
To: e010289@us....

Today 9:12 AM
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Audio Video
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Webex Mobile Application Instructions

Webex Mobile is the ancillary application for instant messaging, phone calls, voicemails, and meetings. This
application can manage most of your voicemail access when you are not on your deskt

Step | Instructions Example or Screen Shot

1 Locate the Webex application on
your mobile device, as shown.
Tap the icon to open.

2 When the app is open, go to the
bottom of the screen and tap the
Calling option. This allows you to

view your call history and @
voicemails. Q
Messaging Calling Search
3 Voicemails will be visible at the
top of the screen. A blue dot to @
A

the left of the tab indicates that
new messages are in your inbox.
Tap voicemail to open this tab.

Calling

Recents Missed Contacts Voicemail(2)
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4 Once on the voicemail tab, you
can view the available voicemails. @
To listen to a voicemail, tap the i
message you want to hear.

Calling

Recents Missed Contacts @ voicemail(2)

DALLAS TX
Message from DALLAS TX (19728506188)

Peebles Christopher
Message from C D BROWN (13183480077)
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After selecting the desired
voicemail, your screen will
advance to the details of that
voicemail, allowing you to play or
delete the message as desired.

The highlighted bar indicates the
location of the voicemail during
play. While playing, you can scrub
the message to the desired
position.

If necessary, you can return the
call by selecting the audio icon. If
you want to make a video call,
click the video icon. Finally, you
can choose to delete or mark the
voicemail as read. It should be
noted that if a voicemail is played
for a few seconds, it is
automatically marked as read.

When the voicemail is no longer
required, tap delete to move it to
the trash folder within the mobile
application.

Proprietary & Confidential

Voicemail information

DALLAS X
19728506188

Message from DALLAS TX (19728506188)

To: e010289@us.ucxn.hms.com

& Oy ]

Delete

6

Mark as unread

W

Delete

Mark as unread
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After you've deleted the
voicemail, you can retrieve it by
tapping the menu icon on the left
side of the application, as shown.

The Trash folder will then be
accessible via menu options. Tap
Trash as indicated to select it.

63
<

Calling

Recents Missed Contacts @ Voicemail(1)

Peebles Christopher
Message from C D BROWN (13183480077)

a0
A

Calling

Recents Missed Contacts . Voicemail(1)

= Inbox (1)

Unread (1)

Trash
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Unlike the desktop application,
messages in the Trash folder of
the mobile application are not
playable. To play, you must return
the message to the inbox.

Tap the message to make it
visible again. When you select a
message, a pop-up will appear at
the bottom of the screen with the
option to Recover.

(8
Calling

Recents Missed

Contacts . Voicemail(1)

{J Trash

DALLAS TX
Message from DALLAS TX (19728506188)

At the bottom of the screen.

Empty Trash
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Cisco Personal Communications Assistant Instructions

The Cisco Personal Communications Assistant provides an alternative method for accessing voicemail. To
access this web-based service, you must connect your company laptop to the corporate VPN. To access your
voicemail if you do not have access to this page or the mobile application, you must phone the voicemail

system.

You must launch a web browser in order to access the site. This set of instructions was produced using an
Apple device, so not all options may appear same.

Step

Instructions

1

Open Safari (or any web
browser).

Example or Screen Shot

&€

Navigate to
https://cpca.gainwelltechnologies.
com.

To access the site, enter your
corporate credentials on the
landing page.

"y Cisco Personal —
leds’  For Cico Unified Communications Solutions

Cisco Personal Communications Assistant

Jease visit our Techrical Suppart web st

After successfully logging in to the
website, you can access your
voicemails by selecting Web
Inbox.

Cisco Personal Communications Assistant
tions

......

, from :o.u.n.s:‘

Your webpage will initiate the
Cisco Unity Connection Web
Inbox. Here, you can view the
available voicemails. You can
choose which voicemail to listen
to by clicking the play button ®.

€010289 Sign Ot Avout

Proprietary & Confidential

© 2023 Gainwell Technologies. All rights reserved.


https://cpca.gainwelltechnologies.com/
https://cpca.gainwelltechnologies.com/

g-iinwell

HOW TO — Access Visual Voicemail

5 A green bar will appear when the
voicemail is being played to
indicate that it is in play mode.
You can scrub the voicemail by
clicking and dragging the play
position, as displayed.

6 If the message requires the
attention of another employee,
you have the option of forwarding
the voicemail. To do so, choose
the voicemail, followed by the
forward option.

7 Once the Forward Message
dialogue box displays, a message
can be appended to the
voicemail. This allows the
recipient to understand why he or
she has received a voicemail from
you. In addition, you can indicate
the message's level of sensitivity
before sending it to the new
recipient.

8 After determining that a voicemail
is no longer required, you can
select it and then press the delete
button. This action takes the
voicemail to the trash.

| Settings

e n to this cluster on Monday, January 23, 2023 12:54:28 PM CST, from 10.49.82.91

Message from C D BROWN (13183480077)

wiary 23, 2023 12:54:28 PM CST, from 10.49.82.91

Message from € D BROWN (13183480077)

Forward Message

ot

AatCe Adabec
Subject:  |FW: Message from DALLAS  TX (19728506188)
Urgent " pvate " Read Recept Secure
R upioa

© Start Recording

Send | Cancel

Massage from C D BROWN (13183480077)

010289 Sign Out About

€010289 Sign Ot Avout

€010289 Sign Out Avout
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Once the message has been
moved to the trash folder, you can
still listen to it. Nevertheless, if
you realize you still need the
voicemail, you can restore it by
clicking the Undelete button.

** You cannot forward voicemails
currently located in the trash
folder.

10

If your computer lacks speakers
or an active sound driver, you can
toggle the option at the bottom of
the screen to listen to voicemail at
any available phone number.

**Voicemails may contain PHI/PII,
so utilize this option with extreme
caution so as not to risk patient
information.

11

To modify the user's settings,
choose Settings as display. This
tool will open a new tab and allow
you to modify your password,
greeting, directory listing options,
and much more.

12

On the settings or personal
options landing page, you should
verify that your password is
current. Consequently, if you
need to access voicemail, you will
have the correct voicemail PIN.
To make this change, select
Passwords > Change PIN.

©010289 Sign Ot Avout

©010289 Sign Out  Avout

wiary 23, 2023 12:54:28 PM CST, from 10.49.82.91

v | Forward || Mark Unread | Delete

Message from € D BROWN (13183480077) suiaM  49s

C}

3183480077 -

€010289 Sign Ot Avout

Massage from C D BROWN (13183480077)

Prtarences » | Passwors

'~ Nofcaion Dovices » _Contacs v _Prvte s v_Hap v

= Getr
Esml Cram e I

Name
FirstName.

Alternate Spelling of First Name
LostName Peaies
Alternate Spelling of Last Name

Rocorded Name

[ o) — =
> m e |one

T
+

Last Name
No entries.

Select Al | Cloar A1 | Delta Seected | Add R
Phone Numbers.
Primary Device 14692843115
Directory Listing
Listin the phone directory

Single Inbox Message synchronization
Hold l ranscripton received

save |
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13

Once on the page to change your
PIN, you can choose a new PIN.
Your PIN must contain at least six
digits. In addition, your PIN
cannot be one of your previous
10 selections.

NNNNN

Help

If you do not find the knowledge base article useful, you can get help from the Service Desk. They are
available to help you by calling 844-715-4357 Monday through Friday, 7 a.m. to 9 p.m. ET.
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