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Installing and signing into Cisco Jabber 
Cisco Jabber is an all-in-one communication tool that can be used to place phone calls, send chat messages, check staff 
availability, send an email to a group, and share your desktop. 

Installing Cisco Jabber when connected to the State network 
Follow these steps to install Cisco Jabber using the Ivanti Portal Manager. 

1. Click Start.  
2. Click Ivanti Management. 
3. Click Portal Manager. The Ivanti Portal opens. 
4. If you do not see applications to install, open the menu, and then click 

LaunchPad. 
5. To install a single application, click Install on the application tile. 
6. To install multiple applications: 

a. Click the checkbox on each application tile you want to install. 
b. Click Launch. 
c. Click Install. 

Installing Cisco Jabber when no longer connected to 
the State network 
You must be on the State network to install or use Cisco Jabber. Contact the ITS Service Desk for assistance. 

Signing into Cisco Jabber: 
1. Open Cisco Jabber, but do not sign in. 
2. Click Advanced Settings. 
3. Choose Cisco IM & Presence. 
4. Choose Use the following server and type 10.64.0.40 in the Server address text box. 
5. Click Save. 
6. In the username text box, type your username using this format:  username@voip.idaho.gov 

Note: 
For ICS domain users, use your network username.  
For all others, you will be assigned a username which is typically your first initial followed by your last name 
(such as TJONES for Tom Jones). 

7. Type your password, and then click Sign In. 
Note: 
For ICS domain users, use your network password. 
For all others, contact the ITS Service Desk for your initial password.  

8. If prompted, accept the security certificate. 
9. Click the Settings gear, and then choose Options. 
10. On the General tab, select Start Cisco Jabber when my computer starts. 
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11. On the Accounts tab, type your Voicemail Username as [agency abbreviation]-[last 4 digits of your phone 

number]. For example, ITS-4020 or IIC-6029. 

 
12. On the Accounts tab, type your Voicemail Password. 

Note: 
If you do not know your password, contact the ITS Service Desk. 

13. Click OK to close the Options dialog box. 

Sending and receiving messages 
1. Open Cisco Jabber. 
2. Type the name in the search bar. A list of people who match what you typed 

displays in a pop-up dialog box. 
3. Click person with whom you want to send a message. 

4. Click Start chat . 
5. Type your message, and then press Enter.  

Group chat: 

1. To add more people to the conversation, click Menu . 

2. Click Roster . 
3. Click Invite Participants, add people, and then click Start Group Chat. 

Screen share: 

1. To share your screen, click Menu . 

2. Click Share screen . 

Using Cisco Jabber to make and receive calls 
1. Open Cisco Jabber. 
2. Type the name in the search bar. A list of people who match what you typed displays in a pop-up dialog box. 
3. Click person who you want to call. 

4. Click Call . 

Setting Cisco Jabber to make and receive calls on my computer (soft phone) 
1. Open Cisco Jabber. 
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2. At the bottom of the navigation pane, select 

the desk phone icon. 
3. Choose Use my computer for calls, and then 

choose Use my computer for calls again.  
4. Note that the bottom of the navigation pane 

now displays a computer icon. 
Note: 
To use your computer to make and receive calls, you must have a compatible headset connected to your computer. 
To test the audio, click the Settings gear, and then choose Options. On the Audio tab, select the Speaker drop-down 
list and select your headset. Click Play to hear sample music. Select the Microphone drop-down list and select your 
headset. 
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Setting Cisco Jabber to make and receive calls on my desk phone 

1. Open Cisco Jabber. 
2. At the bottom of the navigation pane, select the computer 

icon. 
3. Choose Use my desk phone for calls.  
4. Note that the bottom of the navigation pane now displays 

a desk phone icon. 
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