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Introduction 
The following guide provides instructions on how to use the UC500 Graphical User Interface 
(GUI) to configure a variety of voice features. The target audience is Site Administrators who 
are responsible for controlling the system-wide voice settings of a small company. 
  
For a description of the configuration options available to end users, please refer to the Cisco 
Unified Communications 500 End User Guide. 
 
The online help provided with the GUI contains comprehensive information about 
the features supported by the system. Refer to the online help if you do not 
understand a specific feature or want to know about a specific parameter. 

Prerequisites 
The processes detailed in this document assume that the UC500 is running with factory default 
settings.  If your system has already been installed, some settings, such as IP addresses and 
passwords, may be different.  Ensure that you have all information from your installer to hand 
while using this document. 
 
Prior to configuring the system and user settings, the UC500 must be powered on and 
operational. It is also advised that all phones are installed before configuring such features, 
but this is not mandatory. 
 
Cisco strongly recommends that the Administrator clearly understands the needs of each user 
before following any of the processes in this document. Enabling features that are not required 
could lead to unnecessary complexity in the voice call flows. 

Connecting to the UC500 System 
Connect your PC to any LAN port on the UC500 or CE500 switch at the site. The configuration 
of the UC500 features takes place over HTTP. The minimum requirements to properly access 
the Admin GUI are presented below: 
 

  PC running Internet Explorer 6 (IE6) SP1 
  Issues exist with IE7 

 
More information on: 
 
http://www.cisco.com/en/US/docs/voice_ip_comm/cucme/admin/configuration/g
uide/cmegui.html#wp1056332 
 
To access the system, open a Web browser to the following URL: 
 
http://10.1.10.1 
 
The login screen will appear: 
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The default username is cisco and the default password is also cisco. This URL can also be 
accessed by individual users to configure their phone features. Each user needs to have his 
own username/password combination. For more information, please refer to the Cisco 
Unified Communications 500 End User Guide. 
 

Configuring User and Phone Features 

Configuring Personal Speed Dials 
Personal Speed dial (fast dials) are entries that can be configured per phone but that can only 
be accessed from the Directories > Local Services > Personal Speed Dials menu on IP 
phones. 
 
Speed dials on the other hand, allow a phone user to quickly dial a number from a list and also 
use a quick access code to invoke them. A speed dial will appear automatically on the unused 
line buttons on the phone. Those speed dials that do not appear on a line button can be 
accessed via abbreviated dialing.  
 
In order to configure Personal Speed Dials for one or more users, do the following: 
 
1. Connect to the System and Go to Configure > Phones 
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2. Select the phone by clicking on the respective MAC address. To quickly identify the phone, 
the table displays the primary extension assigned to it. 
  
3. Configure speed dial for phone and click Change to save (you may need to scroll down to 
get to the speed dial menu): 
 

 
  
 
While you are on this screen, take a look at the other options you can configure such as 
username/password, login pin, night-service bell, video enable, and auto-line select. 
 
Note: Username and password are required to allow a user to access their personal 
web configuration interface on the UC500.  This is distinct from the extension 
number and PIN, which are used to access voicemail features from a phone. 
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Configuring & Changing Extension Numbers 
In order to configure Extensions, do the following: 
 
1. Connect to the System and Go to Configure > Extensions. 
 
2. Choose Add or Delete, depending on what you need to do, or you can change an existing 
extension by clicking on the highlighted extension number.  The extension types that you can 
choose when adding an extension are: 
 

• Normal 
• Intercom 
• Paging 
• Message Waiting Indicator (MWI) 
• Park-slot 

 

  
  
Optionally, you can configure any of the other parameters presented on this screen. 
 

Configuring Phones 
In order to configure a phone, do the following: 
 
1. Connect to the System and Go to Configure > Phones 
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2. Choose Add or Delete, depending on what you need to do, or you can change an existing 
phone by clicking on the highlighted MAC address. Note: You cannot add a phone unless 
you have plugged it into the UC500 system. 
 

  
 

Configuring Users and User Features 
In order to configure or change Users, do the following: 
 
1. Connect to the System and Go to Configure > Users 
 
 

 
 
2. Choose Add or Delete, depending on what you need to do, or you can change an existing 
user by clicking on the highlighted username. Note: Once a new user record has been 
created, it should be associated with a specific phone. 
 
3. Configure any of the options presented on this screen.  
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Four menus exist: 
 

• Profile: Includes voice mail personal settings, such as password, associated phone, 
full phone number and voicemail pin. 
 
• Groups: Users can be added to a group as members or administrators. The group 
can have its own General Delivery mailbox (shared voicemail box). See section XXX 
for details on how to create a GDM. 

  
• Mailboxes: Here you can create a personal mailbox for the user. 
 
• Notifications: Use this procedure to notify the user of voice-mail events by phone, 
pager, or email. 

 
Click on Help for a detailed description of the different configuration options. 

Configuring Night-Service Bell 
When a Phone is marked for night-service treatment, incoming calls to that phone during the 
night-service period will alert on all IP phones that are configured to receive night-service bell 
notification. See the Configuring System Parameters section for details on how to define 
the night service periods. 
 
In order to configure night-service bell for a phone, do the following: 
 
1. Connect to the System and Go to Configure > Phones 
 
2. Check the box labeled Receive Night Service Bell  
 
3. Go to Configure > Extensions and check the box labeled Receive Night Service Bell 
 

Configuring Call-Blocking 
Call blocking is used to prevent access to certain call patterns. It is implemented by matching 
dialed numbers against a pattern of specified digits and matching the time against the time of 
day and day of week or date that has been specified for Call Blocking. See the Configuring 
System Parameters section for details on how to define Call Blocking options. 
 
In order to exclude an individual phone from call blocking, do the following: 
 
1. Connect to the System and Go to Configure > Phones 
 
2. Check the Exempt checkbox for Call Blocking.  
 
By default, all IP phones in a Cisco UC500 system are subject to call blocking if the Call 
Blocking feature is configured. Default config has this enabled for 976/900 numbers (North 
America specific). 
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Configure System Parameters 
To access System Parameters, Go to Configure > System Parameters.  
  

 
 
Only the most common configuration options are mentioned below. For details about each one 
of these parameters, please visit: 
 
http://www.cisco.com/en/US/docs/voice_ip_comm/unity_exp/rel3_1/online_help
/gui/cmeadmin/admin/cueadcme.pdf 

Configuring Night Service Hours 
1. Connect to the System and Go to Configure > System Parameters > Night Service Bell 
Configuration 
 
2. Enter the Night Service Code. This code has to start with a "*" (e.g. "*52) and is used to 
toggle night service for all phones subscribed to the feature. 
 
3. Enter the hours, days or dates for the Night Service feature. 

Configuring Call Blocking Hours 
1. Connect to the System and Go to Configure > System Parameters > Call Blocking 
Configuration 
 
2. Enter the hours, days or dates for the Call Blocking feature. 

VoiceView Express URL 
VoiceView Express allows voice-mail users to browse, listen to, and manage new and saved 
voice-mail messages using their Cisco IP Phone display and soft-keys available on the phone. 
 
In order to configure VoiceView Express service, do the following 
 
1. Connect to the System and Go to Configure > System Parameters > IP Phone URL's 
 
2. Configure the Services and Authentication URL to match the following:  
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Services URL: http://10.1.10.1/voiceview/common/login.do 
Authentication URL: http://192.168.1.9/voiceview/authentication/authenticate.do 
 

 
 
In addition to VoiceView Express URL, you can also use it to configure other URL parameters 
such as: 
 

• Information URL 
• Directory URL 
• Messages URL 
• Proxy Server URL 
• Idle URL 
• Authentication URL 
• Services URL 
 

Note: The above parameters should only be changed under specific circumstances. 
Default values will work for most deployments. 

 

Configure Hunt-group settings 
Hunt groups allow phones to be grouped to receive calls in a specified order. 
 
To configure hunt-group settings, do the following: 
 
1. Connect to the System and Go to Configure > System Parameters 
 
2. Select Hunt Group Setting and configure the Hunt Group index Number, Call hunting 
Type, Internal Pilot Number that is called to reach the group, Secondary full external Phone 
Number and Members.  The final number is the destination – perhaps the operator or 
voicemail – to which the call is directed if not answered by a hunt group member. 
Parallel/Blast hunt group (used for shared lines) feature can not be configured from this GUI. 
Up to 100 Hunt Groups can be defined by the Administrator. 
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Configure Directory Entries using GUI 
Up to 99 external numbers that are frequently used by the business may be added to the 
system directory.  The search facility on each phone may be used to find and dial these 
numbers. 
 
In order to configure Directory Entries, do the following: 
 
1. Connect to the System and Go to Configure > System Parameters 
 
2. Select Directory Service Tab and configure the appropriate settings. 

Configure Paging Extension and Group 
Paging allows a caller to broadcast a message in which the recipient's phone (or phones) goes 
on speaker automatically. Paging allows one way communication only. 
 
To configure a Paging Extension, do the following: 
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1. Connect to the System and Go to Configure > Extensions 
 
2. Choose Add option and select Paging for the extension type. 
 

 
 
3. To add a phone to a Paging Group that uses the Paging Extension, Go to Configure > 
Phones, select the appropriate phone and scroll down to the paging settings. 
 

 
 

Configure Intercom Extension 
Intercom is a feature that allows two-way voice communication to an idle phone using the 
phone speaker. 
 
In order to configure an Intercom, do the following: 
 
1. Connect to the System and Go to Configure > Extensions 
 
2. Choose Add and configure the appropriate parameters. Ensure that the extension type is 
set to Intercom. 
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Configure Call-Park Extension 
Call Park allows users to send a call to a "waiting room" to be fetched later by any other user 
in the system. In order to configure a Call Park slot, do the following: 
 
1. Connect to the System and Go to Configure > Extensions 
 
2. Choose Add and select Park-Slot as the extension type 
 

  

Adding Extensions to a Pickup Group 
The Pickup feature allows phones to be arranged into groups such a calling on one phone can 
be retrieved by someone using a phone in the same group by pressing the Pickup soft key. 
 
In order to add extensions to a Pickup Group, do the following: 
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1. Connect to the System and Go to Configure > Extensions 
 
2. Select the extension that you want to include in the Pickup Group. 
 
3. Enter a Pickup Group number. 
 

 
 

Saving the System Configuration 
After making changes to the system, you must save the configuration.  To save the system 
configuration, do the following: 
 
1. Go to Administration > Control Panel 
 
2. Click on Save Call Manager Express Configuration and Save Unity Express 
Configuration. 
 

Configuring Auto Attendant and Voicemail 
The following section provides instructions on how to configure the most important AA and 
voicemail features available in the UC500. 

Configure AA Business Hours and Holiday Settings 
Business hours and Holiday settings are configured in this section for a particular script. They 
are not related to the night service or call blocking settings defined earlier. In order to 
configure the AA business hours, do the following: 
 
1. Connect to the System and Go to System > Business Hours Settings 
 
2. Click individual blocks to set hours. 
 

 
 
3. Click Add if you want to define your own schedules. 
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In order to configure the AA business hours, do the following: 
 
1. Connect to the System and Go to System > Holiday Settings 
 
2. Click Add to define holidays. 

Changing the AA and Voicemail Pilot Numbers 
In order to change the default AA pilot number, do the following: 
 
1. Connect to the System and Go to System > Call-in Numbers 
 
2. Delete the number you want to change and Add a new one. 
 
3. Make sure you associate the new number to the right application. 

 

 
Note: The UC500 ships with fully operational AA and Voicemail applications. 
Changing the default behavior can lead to unexpected results. The above screen is 
shown a reference for an experienced administrator. 
 
For more information about these advanced options, please refer to: 
 
http://www.cisco.com/en/US/docs/voice_ip_comm/unity_exp/design/design21/c
ueaades.html 
 

Configuring the Voicemail System Options 
In order to configure system wide Voicemail Options, do the following: 
 
1. Connect to the System and Go to Voicemail > VM Configuration 
 
2. Change the appropriate settings. 
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For more information about the above settings, please refer to the Configuring Voicemail 
section of the complete CUE GUI guide: 
 
http://www.cisco.com/en/US/docs/voice_ip_comm/unity_exp/rel3_1/online_help
/gui/cmeadmin/admin/cueadcme.pdf 

Changing a Mail Server for Voicemail to Email Notifications 
In order to configure a SMTP server to enable notifications, do the following: 
 
1. Connect to the System and Go to System > SMTP Settings 
 
2. Enter the required information (Server IP and credentials). An SMTP server is an email 
sending server, in most cases use your MS Exchange server or email provider SMTP address. 
 
See the Configuring Voicemail to Email Notifications section for details on how to 
configure voicemail to email options. 
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Configuring Voicemail to Email Notifications 
In order to configure voicemail to email notifications, do the following: 
 
1. Connect to the System and Go to Voicemail > Message Notification > Notification 
Administration 
 
2. Select the necessary options. 
 

 
 
Once you check Enable system-wide notification, you can control notifications for 
individual users: 
 
1. Go to Voicemail > Message Notification > Subscriber Notification Management 
 
2. Select the appropriate user. 
 
3. Enable notifications for the appropriate device (email in this example) 
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4. Select the options and timeframes for the notification. 
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Configuring Individual User Mailboxes 

To configure or add an individual mailbox, do the following: 

1. Go to Voicemail > Mailboxes 

2. Click Add. 

3. The Add a New Mailbox appears. Click on the magnifying glass to search for the 
corresponding user. 
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4. Once you have assigned an user, click Add. 

Configuring User Groups for Shared Voicemail Boxes 

To configure groups of users that can share a voicemail box, do the following: 

1. Go to Configure > Groups. 

2. Click Add. The Add a New Group window appears.  

3. Enter information into the fields shown below:  
 

 
 
4. Check the Create Mailbox checkbox to a GDM is assigned to the group.  
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5. The Add a New Mailbox screen appears. Click Add. 

 

Configuring a Distribution List 
 
A distribution list is used to send a voice-mail message to multiple users at the same time. To 
configure a distribution list, do the following: 
 
1. Go to Voice Mail > Distribution Lists > Public Lists. The Public Lists window appears. 
 

 
 
2. Enter the appropriate parameters. 
 
To add member to the distribution list, do the following: 
 
1. Choose Voice Mail > Distribution Lists and choose either Public Lists or My Private 
Lists.  
 
2. Click the name of the list.  
 
3. Click the Members tab.  
 
4. Click Add Member and either:  
 

  Add by voice-mail mailbox number. Enter the exact voice-mail mailbox number and 
click Find.  

  Search for a member by user ID, name, description, or number. Click the button next 
to the search criteria you want to use. A wildcard search is performed regardless of 
what is entered in the search criteria text field, so results are not exact matches. 
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