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About Jabber 
Cisco Jabber simplifies communication and enhances productivity by unifying presence, instant messaging, video, 

voice messaging, desktop sharing, and conferencing capabilities into a secure easy-to-use app. 

Find the right people, see if and how they are available, and collaborate more effectively. 

Signing In and Out 
Start the Cisco Jabber for Windows application. The first time you log into Jabber, you should enter your work email 

address and select Continue.  Jabber uses this address to find and connect to the services that your administrator 

has set up for you. 

 

If prompted, enter your username and password. Click Sign In. 

 

To Sign Out: click the cog icon to display the menu and select Sign out. This will keep the application running and 

present you with the log in screen.  Exit will completely close the application. 

Getting around the App 
By default, Jabber will display in a single-window interface and Modern design. If you prefer the legacy layout you 

can switch to Classic Design by clicking on your profile picture to access your settings, then navigate to the 

Appearance tab.  

Your profile icon displays at the top left of the application window.  An indicator shows your current availability 

status.   

If you click on your profile image, a menu displays which allows you to: 

• Change your availability status 

• Change your location information, if locations are enabled 

• View and edit your profile 

• View and edit your application settings 

• Sign out of Jabber 

 

The navigation bar on the left allows you to switch between Jabber features; 

• Contacts is selected by default and provides access to your contact list.  From here you can see the 

availability of your co-workers and interact with these contacts.   

• The Search box allows you to search for contacts, or, enter a number to dial. 

• The plus icon allows you to start a new chat conversation. 

• Click on a contact in the list to view their full contact details. 



 
 
Getting around the App section continued 

• The Chats icon provides access to ongoing chat conversations, and chat history.  

• The Calls icon allows you to view your call history. 

• The Meetings icon allows you to view your meetings and calendar events directly from within Cisco Jabber. 

• Voicemail allows you to view voicemail messages. 

• Hunt Group and Pickup allows you to answer calls directed to a group of users or answer another users 

ringing extension. 

• Connect to a Device: allows you to search for nearby video devices to pair with. Once connected you are able 

to wirelessly share your screen with others. 

• The Call settings icon allows you to switch between softphone and deskphone mode, setup call forwarding 

and change your calling preferences. 

• The Cog icon provides access to the Jabber menu.  From here you can access your settings for Cisco Jabber to 

customise how your client behaves. 

• The Docked Window sits at the top of your screen allowing you to quickly access common functions.  When 

not in use it will automatically minimise.  Move your mouse over it to expand.   

You can show or hide the docked window or change its position from the “View” menu.  

Availability Status 
You can make sure that people know when you're reachable in Cisco Jabber by keeping your availability status 

current. 

An indicator appears on your profile icon showing your current availability status, click on your profile icon to view 

more details. 

Your status changes automatically if you are in a meeting, on the phone or away from your computer.  

You can manually change your status by choosing an appropriate option from the Status menu. 

You can also enter a custom status message to give others more information about your availability. 

Cisco Jabber saves the three most recent personal status messages, for each state.   

You can delete any custom status messages you have created by clicking the cross that appears beside the status 

when you hover over it. 

Setting your status to Do Not Disturb will let others know you are not available to be contacted, by default audio and 

call notifications will be disabled when it is selected, you can adjust this behavior from Settings.   

Sharing your location helps your co-workers see where you're working, whether it's your regular office, at home, or 

another location. If locations are enabled you can view your current location by clicking on your profile icon. 

Click on your current location to open the Settings window, where you can enable or disable the feature, and edit 

your saved locations. By default, Jabber will detect new locations and prompt you to save these for future use.   



 
 

Contacts 

You can add people to your contact list by searching for them in Cisco Jabber. Once they are part of your contact list, 

you can easily communicate with them and view their availability status, allowing you to see if they are available 

before you reach out.  

When you hover over a contact, buttons appear allowing you to place a call or start a chat conversation.  The right-

click menu provides you with further options to interact with the contact. 

Click on a contact in the list to view their full contact details.  

When a contact is busy, you can choose to receive an alert when they are available again. Right click on the contact 

in the list and select Alert when available.  The reminder icon will display beside that user.  A message notification 

will appear on the top-right corner of your screen to alert you that the user is available.  Clicking the alert will open a 

new conversation window with the contact   

To add a new contact, search for the required contact. Move your mouse over their name to display the Add Contact 

icon.  

You will have the option to choose which group you wish to place them in, or add a new group before adding them 

to your contact list.  Note that at least 1 group is required to add contacts to. 

To add a new external contact, for example a partner in another organization, click on the cog icon and select File > 

New > Custom contact.  

Complete the fields as required. You can enter multiple phone numbers and select a picture to represent the 

contact.   

You can choose a group to place the contact in or select to create a new group.   

Click Create to add the contact.   The contact will be saved in Jabber only (not in Outlook). 

Contact groups allow you to better organise your contacts.   

Click the arrow beside a group name to expand or collapse that group.   

If you hover over a contact group header, icons appear which allow you to start a group chat, or start a conference 

call with everyone in the group. 

To add a new group, click on the cog icon and select File > New > Group and enter a name for the group.   

Move contacts to the new group by right clicking and choosing Move to Group.   

   

Chatting 
You can start a new conversation with someone in your contact list by double clicking on their name. 

Type your message and press Enter to send. 

If you need to turn a chat into a phone call – click the phone icon.  

Click the more icon to view additional options. 

 



 
 
Chatting section continued 

 

You can show or hide the participant panel.  From here you can invite other participants to the chat conversation.  

From the Chat Toolbar you can: 

• Send a file to the other participant. 

• Send a snapshot of a selected area of your screen. 

• Change your font colour and type 

• Insert an emoticon 

• Mention another user in the chat conversation.  Note this works the same as typing an @ symbol in the chat 

message.    

To Send a File: click the icon, then select the required file.  Once the recipient accepts the file the transfer will 

complete. If someone sends you a file, you will be prompted to accept before the transfer initiates.  

Note that the file is saved in a folder called within your Documents folder.  You can go to this folder at any time to 

access previously received files. 

You can also drag and drop files from your desktop to the chat window to initiate a transfer. 

To Send a Screen Capture: click the icon, then click to select the screen area required and press Enter to Send.  

If you have multiple ongoing chat messages, you can switch between them by selecting the required conversation.  

You will be alerted to any new messages and can close a conversation by clicking the cross.  You can click this icon to 

detach the conversation and open in a new chat window.  Clicking the icon again will return the chat to the 

conversation window.  

You can create a topic name for the chat to help identify the group chat purpose. 

You can turn the group chat into a conference call by clicking the phone icon.      

Click on the more icon to view additional options. 

You can show or hide the participant panel.  From here you can invite other participants to the chat conversation. 

Click Start Meeting to turn the group chat into a Webex meeting.  Or click Schedule Meeting to create a meeting 

appointment using Outlook. 

Click Share Screen to start sharing your desktop with up to 10 participants. 

 

Calling 
You can use Jabber to call your co-workers, and anyone else you need to be in touch with. 

You can enter a number in the search box and press enter.  

To make a call using the keypad, go to Calls, and select the keypad icon or to call someone from your contact list, 

click the Phone icon beside the contact.  



 
 
Calling section continued 

If the down arrow appears on the phone icon, you can click this to select from all of the listed numbers for that 

contact. 

The active call window will appear.  You can click to change the headset used by Jabber, or open the audio options. 

Using buttons on the toolbar you can: 

• Mute your microphone 

• Stop or Start your Video. 

• Share your Screen 

• Open a keypad to enter numbers or characters 

• End the Call. 

The more icon displays a menu which allows you to perform tasks such as placing a call on hold, transferring a call or 

starting a conference call. 

 

To transfer the call to another party, click Transfer and enter a name or number.    

Select a recipient and then click to Call or press Enter.  Pressing Transfer again will complete the process. 

If you do not wish to complete the transfer, you can end the call and resume your original call from hold. 

When you receive a call a notification window appears on your screen.  You can answer the call, send it to voicemail 

or start a chat conversation.  

If you select chat reply, you will send the caller to your Voicemail and a chat window to the contact will open.  Please 

note: This option only appears when both participants are in softphone mode. 

To add a third party to the call, select Conference. Enter a name or number. Select to dial. When they answer greet 

them and select Join.  

 

To place a conference call, first select all the contacts you wish to include. Right click the contacts and click Start 

Conference Call. Then for each contact select Call to dial. Repeat this process until the status of each participant is In 

Conference. You can add further participants by searching or you can drag and drop a contact into the active call 

window.      

 

Audio Settings for Calling 
You can choose what device is used by Jabber for making calls, for example a headset or connected speaker. Click on 

the cog icon, select Settings and choose Audio.  You can then choose the devices to use for the ringer, speaker and 

microphone.  



 
 
 

Audio settings for Calling section continued 

The Call settings icon allows you to switch between softphone and deskphone mode, setup call forwarding and 

change your calling preferences.  

You can change which device is used when making a call.  From the dropdown list choose from: 

• Use my computer. This will set call control to softphone mode allowing you to make and receive calls using 

your computer and should be used with a headset.   

• Use my desk phone. This will set call control to desk-phone mode indicating that your phone is used 

manually.  When placing a call with Jabber, your phone will ring. 

• Disable phone services allows you turn off your phone services in Jabber.  To turn phone services back on, 

you should select the option to use your computer or desk phone for calls. 

Please note: You cannot change the audio source on a call once it has started, it must be done prior to calling 

If you're going to be away from your desk but don't want to miss an important call, you can forward your calls to 

another phone number, or voicemail. Selecting Call Preference will open the Calls tab of the Settings window. 

Sharing your screen 
When you share your screen or application in Cisco Jabber, everyone in the meeting can easily see what's being 

discussed. Anyone can share their content, but only one person can share at a time. 

During a meeting or call, select Share screen. 

Choose the screen or application you want to share. If you don't see the app you want to share, just scroll to see all 

your open apps. You'll see indicators to let you know what's being shared. 

While you're sharing, you can select the following: 

• Share Something Else, this will switch to another screen or application without needing to stop sharing first. 

• Stop will stop sharing your screen. 

You can also share your screen in Jabber during a chat to show people what’s happening on your screen in real time.  

From an active chat, select the More icon.  Click Share Screen to start sharing your desktop. 

The screen sharing will begin and other participants will be prompted to Join the desktop share session.    

The other participants will have access to a toolbar at the top of the sharing window which allows them to: 

Take over sharing.  If someone else takes over sharing you will receive an invitation to join that sharing session and if 

required you can click the Take over sharing icon to re-gain control. 

Request control of the share.  If a user selects this you will be sent a request notification to pass control to that user. 

You can click the icon to stop sharing.   



 
 

Call History 
The Calls icon provides access to your recent call history. A missed-event counter is shown on the Calls icon to 

indicate any new missed calls.  

Select an entry to view the full details and use the contact icons to start a chat or place a call.  

You can also right click on an entry for more options. To delete an item, choose delete.  

You can filter the display by call type. You can also click the keypad icon to enter a number.  

 

Meetings 
The Meetings icon allows you to view your meetings and calendar events directly from within Cisco Jabber. 

If you have a WebEx account your Jabber client can be configured to integrate with your WebEx services, this allows 

you to quickly start and manage your WebEx meeting from within the Jabber client.   

 

You can view your Personal Room link, use the copy button to copy the URL so you can paste in an email or message.  

You can start a meeting instantly or schedule a future meeting. 

 

You can enter a meeting number, personal room ID or video address in the Join a Meeting box to join a meeting at 

any time. Your scheduled meetings will display. You can click on the date to view a different date if required. Click on 

a meeting in the list to view all the meeting details. When it is time to join a meeting, the Join button will appear.  

You can select if your preferred way to join a meeting is by using Jabber or Webex. 

As well as receiving your standard reminder before a meeting begins, you will also receive a reminder from Jabber.   

 

To start a meeting instantly with participants from your contact list:  

• Select the required participants 

• Right click and select Start Meeting.    

• Webex Meetings will load, and participants will be sent a notification, inviting them to join the meeting. 

 

 

Voicemail 
If you missed a call and the caller left a message, a missed event counter is displayed in red, on the Voicemail icon. 

Click the Voicemail button to access your voice messages.   

All your voicemail messages appear on the left, any unread messages appear in bold. 

Click on a message to display the detailed information 

You can use the visual voicemail buttons to: 



 
 
Voicemail section continued 

• Play 

• Pause 

• And replay your message. 

• You can also use the timeline to skip forward or back to a specific point in the message. 

 

Icons below the message allow you to: 

• Reply : this allows you to record a voice message reply. 

• Forward: this allows you to forward the message to someone else, before forwarding you are able to record 

a message to send along with it so you can let them know why you are forwarding it. 

• More: displays a menu which provides further options. 

You can also right click on a message in the list to provide all available options – the options displayed vary 

depending on if it is an internal or external caller. 

You can filter the message list to display your inbox, only unread messages, your sent items or access your previously 

deleted messages.   

Call Voicemail will place an audio call to the voicemail system. 

You can also send a voice message without calling using the Record voice message button.  

You can record the message and then choose to send to multiple different users.  The recipients can then reply 

directly to you or reply to everyone who was on the original voice message.  



 
 

Settings 
To change your personal settings, click on the cog icon to display the menu and select Settings. 

Choose a tab on the left to display the configurable options. Any changes you make will be saved for future logins. 

• General allows you to select if Jabber is automatically loaded when your computer starts, or if your 

open conversations are remembered.  By default, Jabber is set to check spelling automatically, you 

can disable the feature or also change default language used.  

• Chats allows you to change your instant messaging style, or change your fonts for outgoing and 

incoming messages.  You can also enable or disable the option to automatically accept and join 

group chats. 

• Audio allows you to adjust the volume level for your speaker, microphone, ringer and alerts.  You 

can change what happens when you connect a new audio device to your computer.  Scroll down to 

access the Advanced option, where you can arrange your audio devices in their order of 

preference. 

• Video allows you to select and view your video source.   If you have more than one video camera or 

device available, you can select the required option from the drop-down list.  You can arrange them 

in order of preference from the Advanced option. 

• Meetings allows you to add your WebEx account to allow you create, start and join meetings from 

Jabber. 

• Calendar lets you change which calendar Jabber integrates with to display your meeting and 

calendar events. 

• Calls allows you to choose whether video is automatically started or not, or allows you to select if 

the conversation window automatically pops up when you on a call. 

• Status allows you to change how your status changes when you are away from your desk.  

• Location allows you to create and edit your locations.  Or you can disable the feature. 

• Notifications allows you to adjust how you are notified of new communications. 

• Video Device allows you to turn on or off Jabber automatically connecting to nearby video devices. 

• Privacy allows you to manage your incoming status requests.  The Advanced option allows you to 

manage your block list. 

• Accounts displays server information. This information will be automatically populated by the 

system. 

• Self Care Portal allows you to open the end user Self Care Portal page for managing your desk 

phones, speed dials, call forwarding and other phone options. 

• Appearance allows you to change your theme. You can switch between dark, light or high contrast 

colour settings. You can also change the App View. By default, Jabber is set to Modern where 

everything is brought together into a single window but you can switch to Classic if you prefer the 

legacy layout. 

• Outlook allows you to enable or disable saving your chat sessions to a folder in Microsoft Outlook. 

 



 
 

 

Accessibility 
You can set up the app to use accessible status icons. It'll help if you can't distinguish colours that are used 

for showing people's presence because the accessible icons are modified to use symbols. 

Click the cog icon and select View > Show accessible presence icons. 
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