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1. Introduction to This Guide

This guide describes the steps needed to access the Cisco Personal
Communications Assistant (PCA) Webpage, including Web Inbox and Messaging
Assistant for voice mail users. Voice mail users can manage their own voice mails
through Web Inbox. And Messaging Assistant let users to make customization on
the voice mail box.

Generally, this quide is divided into 3 parts:

- Cisco Personal Communications Assistant (PCA)
- Web Inbox
- Messaging Assistant
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Voice Mail System Personal Communications Assistant (PCA) Guide for Lingnan University

ASSUMPTION FOR THIS GUIDE

This guide is used for the basic operation only.

The accuracy of this document may be change when the environment
changed.

This guide is a reference only. For the detail information of Cisco Unified
Communication, please refer to the Cisco document.
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2. Cisco PCA Webpage

The following section shows you how to login to the Cisco PCA Webpage.

2.1 Login to Cisco PCA Webpage

Open a web browser on your computer and enter the following URL:
https://voicemail.In.edu.hk/ciscopca; enter your Username (i.e. your email without
@In.edu.hk) and Password to login.

**Remarks: If you are outside campus environment, please remember to
connect VPN to access the Cisco PCA Webpage.

isco Personal Communications Assistant
r Cisco Unified Communications Solutions.

alerts that may appear a5 you use this website.
The Cisco PEA webisite uses popup windows. 1f you have pop-up blocker software installed, canfigure it 1o enable pop-ups far this site,

Cisco Personal Communications Assistant

There are two items to select. (1) Messaging Assistant; (2) Web Inbox.

3. Web Inbox

The Web Inbox lets you manage your voicemail and provides access to voicemail
settings.

{Z Home - Cisco Personal Communications Assistant - Cisco Unity Connection - Windows Internet Explorer

Oc - s : S B )X Do el

File Edit View Favorites Tools Help

¢ Favorites |l Home - Cisco Personal Communications Assistant - Cis...

[PUREIOE Cisco PCA Home v

Extension8431 | LogOut | About

;','s;"; Cisco Personal Communications Assistant

Welcome to the Cisco Personal Communications Assistant

The Cisco PCA provides access to the following Cisco web tool(s):

Messaging Assistant
The Cisco Unity Connection Assistant web tool lets you customize how you and your callers interact with Cisco Unity Connection by phone. You can also use it to personalize your
messaging settings -- including your recorded greetings and message delivery options -- or to set up message notification devices and create private lists.

Web Inbox
The Web Inbox lets you manage your voicemail and provides access to voicemail settings.
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3.1 Login to Web Inbox

You can either enter the Web Inbox by the links provided by Cisco PCA Webpage
(please refer to section 2.1). Or enter the following URL:
https://voicemail.ln.edu.hk/inbox; enter your Username (i.e. your extension
number) and Password (default: 1234) to login.

**Remarks: If you are outside campus environment, please remember to
connect VPN to access the Web Inbox.

*Remarks: you do not need to login again if you have already login using PCA.

il | (K] | 1+ Cisco Unity Connection

cisco Web Inbox

Sign In

— ]
Passwort:

[Sinin | poset

3.2 Web Inbox First Time Enrollment

You are requested to change the password immediately when you first time login
to the Web Inbox. Enter the existing password and the new password and then
click “Change Password”.

** Remarks: The password must be at least 4-digit long. Use a password that is
easy to remember but hard to guess.
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ity Connection - Windows Internet Explorer

Go-

File Edt View Favorites Tools Help

icpubyinb/

¢ Favorites  |Juks Unity Connection ‘ ‘

T Do you want Google Chrome to save your password? {Sa\ﬂe password ] [Never for this site

stfuanfe Cisco Unity C
cisco Web Inbox

Inbox  Deleted Sent

Subject Duration

Change Password X

Your password has expired. Please enter
a new password to continue.

Password:
T

New Password:

Confirm Password:

- Change Password Exit:

& € Internet 3~
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3.3 Web Inbox Play Voice Message

The following screen shows the main layout of Web Inbox, you can find all the
voice mails listed at the Inbox. Click the “Play” button at the right to listen the voice
mails.

{Z Unity Connection - Windows Internet Explorer EEE

s hitps:fucpubinbo

Favorites  Tools  Help

8431 Sign Out

Settings

Inbox  Deleted  Sent New message  Refresh

B From Subject Received Duration

Extension 8 4 3 2 Message from Extension 8 4 3 2 (8432) 5:28 PM 3.6s

& € Internet -

At default, the messages are play on computer. You may also select the voice
mails to be play on your own IP phone. Select your options at the right bottom
corner.

Play / record using Computer:

Play / record using IP phone (enter the phone’s extension):

o) —F 1-10f1 8431 [ERERE | computer

While the voice mail is playing, click “Pause” button to pause the voice mail.
3.4 Web Inbox Save Voice Message to Computer

‘Inbox  Deleted  Sent New message  Refresh

! & From Subject Recsived Duration

message.wav | Reply | Replyall | Forward | Mark Unread @ Delete

Voice mails can be saved to local computer by right click message.wav; select
“‘Save link as...”
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{Z Unity Connection - Windows Internet Explorer CEX)

6@,. [ s iucpublinbod ¥ [%s)[x] [P 6 2=

File Edit View Favorites Tools Help

B
 Messages

Inbox  Deleted  Sent New message = Refresh

! & From Subject Received Duration

Forward Mark Unread Delete

Inspect element
About Chrome Frame...

& € Internet fa -

Select the local folder and click “Save”. The voice message with wave file format
will be saved to your local computer.

& m'lndnne:linn - Windows Internet plnrer

Wl
cisco Web Inbox

s R
Messages Setti

—_— Savein | [} Desktop
Inbox Deleted  Sent New message | Refresh

{E3My Documents

!B From 9 My Computer Received Duration

@ %ty Network Places
nnnnnnn ’

eply all |~ Forward | Mark Unread = Delete

.
File name: [VoiceMessage.wav

Saveastype: | Wave Soun

3.5 Web Inbox Reply & Forward

Reply Voice Mail

When receiving a voice mail, you may reply to the sender. You can choose to
record your reply by phone or by computer. And then click “Reply” to start
recording a reply to sender.
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y Connection - Windows Internet Explorer

Jucpub/

Fle Edt View Favorites Tools Help

¢ Favorites ity Connection

sl
cisco

Messages

Inbox  Deleted  Sent New message = Refresh

& From Subject Received Duration

Reply all  Forward  Mark Unread  Delete

Select record mo

& @ Intermet 7

Select “Record” and click “Start Recording”. If you selected “Phone” for the
recording mode, your IP phone will ring you for start recording.

{2 Unity Connection - Windows Internet Explorer

H%)x o

Fle Edt View Favorites Tools Help

i Favorites ity Connection

aln y
1sco Web Inbox

- Messages

1 8 From Reply to Message Received Duration

|

Add Cc  Add Bec “orward | Mark Unread || Delete

Inbox  Deleted  Sent New message | Refresh ‘

Subject:  RE: Message from Extension 8 4 3 2 (8432)
O urgent O private [ Read Receipt Secure

Upload

Send = Cancel

& € Internet 4~
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Allow the browser to access your microphone if you see this pop-up notice
| Adobe Flash Player Settings

Privacy @/
Allow 10.0.202.230 to access your
camera and micophone?

® @ Allow O @ Deny

[v] Remember

RS P Coe

Click “Stop Recording” when you complete recording a reply.
Reply to Message X
' To:  “Extension 8 4 3 2" <siu-ming.wong@®@In.edu.hk>

Add Cc Add Bcee
Subject:  RE: Message from Extension 8 4 3 2 (8432)

O urgent [ private  [J Read Receipt Secure

W Upload
| @ stop Recording || 00:07

Send Cancel

You may click “Play Recording” to listen you reply again. Select if the reply
message is “Urgent” or “Private” or request “Read Receipt’. And then click “Send”
to send out the reply.

Reply to Message X
To:  “Extension 8 4 3 2" <siu-ming.wong@In.edu.hk>

Add Cc Add Bee
Subject: RE: Message from Extension 8 4 3 2 (8432)

[ urgent [ private [ Read Receipt Secure

"Record " Upload

@ Start Recording | @ Play Recording | 00:08

Send || Cancel
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Forward Voice Malil

Forward voice mail is similar to the reply function. Click “Forward” to forward a
voice mail to another party (either to another voice mail box or to e-mail).

mnlin nection
cisco Web Inbox

Messages |

Inbox  Deleted New message | Refresh

! & From Subject Received Duration

sssss ge.wav | Reply | Reply all Mark Unread | Delete

prp— 1oren ehone NESHRORER) |

You may enter either an extension number or an e-mail address. And then click
“Send” to complete the forward.

{2 Unity Connection - Windows Internet Explorer

@_\E}v [ét o fucpub b

Fie Edt View Favortes Tools Help

¢ Favarite: sty Unity Connection

Inbox  Deleted  Sent New message = Refresh

18 m Forward Message Received Duration

“orward Mark Unread Delete

Add Cc Add Bec
Subject:  Fw: Message from Extension 8 4 3 2 (8432)

O urgent [ private  [J Read Receipt Secure

@ Upload

@ Start Recording

Cancel

** Remarks: If you enter the extension to forward the voice mail to another voice
mail box. Remember to select the whole extension details at the drop down tips.
Otherwise, your voice mail cannot be forwarded successfully.

New Message X
To: [a432] ;
|1 zexension & 45 2" <siuening wongvaicamaiin scuk> |
Subject:
O urgent [ private [ Read Receipt Secure

M Upload

@ Start Recording

Send | Cancel
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3.6 Web Inbox — Mark Unread

The status of the voice mail will return to “Unread” if you click the “Mark Unread”

button. While there is at least ONE unread voice mail, your IP phone’s message
indicator will turn on with red color.

{Z Unity Connection - Windows Internet Explorer

ey w [ htps:/jucpubjintiox 9| [%2][%] [2 &ing £~
& L |hes]cas =

File Edt View Favorites Tools Help

¢ Favorites 2kl Unity Connection

stfeaa]ae Cisco
cisco Web Inbox

R T

Messages

Inbox Deleted  Sent New message  Refresh

' From Received Duration

message.wav = Reply Reply all Forward Mark Unread Delete

& € Internet ia v
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3.7 Web Inbox — Delete Voice Mails

You can delete the selected voice mail by clicking the “Delete” button. Once the
“‘Delete” is clicked, the selected voice mail will be disappeared from your Inbox

and moved to your Deleted folder.

& Unity Connection - Windows Internet Explorer E‘ G ‘E‘
&~ [ o upbinbod 9] (%) [x] [P ene \

File Edt View Favorites Tools Help

3

0|

i Favorites |l Unity Connection

alialn V{I”I‘o n 8431 Sign Out About
cisco Web Inbox

——
Messages

Inbox  Deleted Sent New message = Refresh l
' & From Subject Received Duration

message.wav | Reply Reply all Forward Mark Unread

Click on “Deleted” Tab on the top left menu, you can find the deleted voice mail is
listed here.

{Z Unity Connection - Windows Internet Explorer

ggﬂ' \u‘,.!. hittps:/fucpubinbox J| || % ]77 Bing W P

File Edit View Favorites Tools Help

g Favorites | Uity Connection
sl Cisco
cisco Web Inbox

Messages Sef

Inbox | Deleted | Sent Empty deleted items = Refresh

! & From Subject Received Duration
Extension 84 3 2 Message from Extension 8 4 3 2 (8432) July 31 3.65

&)
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Click “Undelete” to move the voice mail back to Inbox.

{Z Unity Connection - Windows Internet Explorer [BEE

sty ttps: jucpubinbos 9 [#s] (%] [P eina |[2]]

G-

File Edt View Favorites Tools Help

i Favorites ' Unity Connection
s Uni
cisco Web Inbox
["Messages |
Inbox  Deleted Sent Empty deleted items = Refresh

' B From Received Duration

If you want to remove all the deleted voice mails permanently, click “Empty deleted
items”.
{Z Unity Connection - Windows Internet Explorer

Go-

File Edt View Favorites Tools Help

sk https:/jucpubfinbox/ ¥|[#2][x] [ 2 ging

¢ Favorites Inity Connection

st cis
cisco We

Sign Out Al

B
Messages.

Inbox  Deleted Sent | Empty deleted items || Refresh 1

! & From Subject Received Duration

Extension 84 3 2 Message from Extension 8 4 3 2 (8432) July 31 3.65

|
|

Click “Yes” to Confirm empty all the deleted items.
Clear All X

Permanently remove all deleted
messages?

[Bes]] no
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3.8 Web Inbox — Send New Voice Malil

Click on “Sent” Tab on the top left menu, and then click the “New message” button
on the right hand side.

 Uni jon - Windows Internet Explorer

el >Wwb n 8431 Sign Out  About
cisco €D lnbox

o G

Inbox  Deleted Refresh

'8 1o Subject Duration

E!E Computer

Enter the receiver extension number (select the whole extension details at the
drop down tips) or enter the e-mail address of the receiver. Enter of Subject of
the voice mail. Select the options, e.g. urgent, private, read receipt. And then click
“Record” to start recording the voice mail.

New Message X
To: | "Extension 8 4 3 2" <siu-ming.wong@voicemail.In.edu.hk>; |
Add Cc  Add Bee
Subject: I My first new voice mail to 8432 I
Urgent private [ Read Receipt Secure

@ Start Recording

Send = Cancel

Click “Send” when finish recording.
New Message X
To:  “Extension 8 4 3 2" <siu-ming.wong@voicemail.In.edu.hks;

Add Cc  Add Bee

Subject: My first new voice mail to 8432

Urgent private [ Read Receipt Secure

@ Upload

@ Start Recording =~ @ Play Recording = 00:07
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4. Messaging Assistant

The Messaging Assistant lets you customize how you and your callers interact
with Cisco Unity Connection by phone. You can also use it to personalize your
messaging settings, including your recorded greetings and messages delivery
options, or set up message notification devices.

4.1 Login to Messaging Assistant

You can either enter the Messaging Assistant by the links provided by Cisco PCA
Webpage (please refer to section 2.1). Or enter by clicking “Settings” at the Web
Inbox; the browser pop-up a new page for Messaging Assistant. (You do not need
to enter Username and Password again by using both methods)

**Remarks: If you are outside campus environment, please remember to
connect VPN to access the Web Inbox.

¢ Favorites

Inbox  Deleted  Sent New message = Refresh

!B From Subject Received Duration

Extension 8432 Message from Extension 8 4 3 2 (8432) 12:01 PM 5.8s »)
"

https:/f10.0.20: iscopcajunityassis ions. d & Q Internet 43 -

*Remarks: If the browser fails to load the Messaging Assistant by clicking
“Settings” at Web Inbox, please press “Enter” to the link, or open it by using PCA
Webpage.
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4.2 Messaging Assistant — Change the PIN

The function of PIN is control the access of Voice Mail Menu for IP phone’s call-
in

To change the phone’s PIN:
Select “Passwords” > “Change PIN”

{2 Cisco PCA Password - Cisco Unity Connection - Windows Internet Explorer

@ v [l ucpub v | b Certificate Eror || 2[4 X | |/ |[2 ]~

File Edt View Favorites Tools Help

7.¢ Favorites 4l Cisco PCA Password - Cisco Uity Connection

Extension8431 | LogOut | About

:‘ll'sél(‘, Cisco Personal Communications Assistant

Messaging Assistant » Passwords » Cisco PCA Password

Preferences v | Passwords v | Greetings v Nofification Devices v  Contacts v Private Lists v  Help v
[E) save Change Cisco PCA
Passwiord
— Change PN | -
. Your "‘
External Service Accounts
Last Changed Thursday. August 1. 2013 02:05:48 PM GMT+08:00

Current Password
New Password

Confirm New Password.

Save

hitps://10.0.202, do

[ € Internet fa v ®100% -

Enter the new PIN; and then click “Save”. Please note that after you have

changed your PIN successfully, you cannot change your PIN again within 30
minutes.

{2 PIN - Cisco Unity Connection - Windows Internet Explorer

@ ey v [ ucpub - (v [ cartficate Error | | 3| [42| | x| [ £ |2~
File Edit View Favorites Tools Help

Iy Favorites | 4lal; PIN - Cisco Unity Connection

aluli Cisco Personal Communications Assistant

Extension8431 | LogOut | About

Messaging Assistant » Passwords » PIN

Preferences v Passwords v  Grestings v Notification Devices v Contacts v  Private Lists v Help v

) sove

Last Changed:  Wednesday, July 31, 2013 03:23:36 PM GMT+08:00

New PIN sseese

Confirm New PIN{ eeeeee

The following notification will be shown when the password was successfully
changed.

Your password was successfully changed |
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4.3 Messaging Assistant — Change Greeting

The functions of different greetings are as follows:

Alternate Greeting — Enable this greeting to play during a specific time period
when you want to indicate special circumstances, such as when you are on
vacation. (For example, "l will be out of the office until <date>.")

When it is enabled, the alternate greeting overrides all other greetings.

Busy Greeting — Enable this greeting to indicate when you are on the phone.
(For example, "I am currently on another line, please leave a message.")
When it is enabled, the busy greeting overrides the standard, closed, and
internal greetings when your phone is busy.

Internal Greeting — Enable this greeting to provide information that coworkers
need to know. (For example, "I will be in conference room B until noon today.")
When it is enabled, the internal greeting overrides the standard and offhours
greetings, and plays only to callers within your organization when you do not
answer your phone. (Only applicable for both users with voice mail account)
Closed Greeting — Enable this greeting if you want Connection to play a special
greeting during the nonbusiness hours that your Connection administrator
specified for your organization. (For example, "Sorry, | am not available to answer
your call. Company office hours are <times>.")

When it is enabled, the closed greeting overrides the standard greeting during
nonbusiness hours.

Standard Greeting — This greeting plays during the business hours that your
Connection administrator specified for your organization, or in other situations
when no other greeting is enabled.

By design, the standard greeting cannot be disabled.

Holiday Greeting — Enable this greeting if you want Connection to play a special
greeting during a holiday. (For example, "Happy holiday. | am not available to
answer your call. | will be out of the office from <date> to <date>.")

When it is enabled, the Holiday greeting overrides the standard greeting during
holiday.
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To change the greetings:

Select “Greetings” > “View Greetings”

{Z Personal Options - Cisco Unity Connection - Windows Internet Explorer

ucpub v [ certficate Errar || 33|42/ X | [

File Edit View Favorites Tools Help

T Favorites |4 Personal Options - Cisco Unity Connection

Extension8431 | LogOut | About

‘cisco Cisco Personal Communications Assistant

Messaging Assistant » Preferences » Personal Options

Preferences v  Passwords v | Grestings v | Notification Devices v Contacts v  Private Lists v Help v

[ save | View Greetings |

Name

First Name Tai Man
Alternate Spelling of First Name

Last Name Chan

Alternate Spelling of Last Name |

Recorded Name Play/Record

Alternate Names

First Name I Last Name

No entries

Click “Standard” to change the standard greeting.

co Unity Connection - Windows Internet Explorer

@ Y ucpub v [ Certicate Error. || 2 [ 42| x| [P 6 i |[2]-

File Edt View Favorites Tools Help

T Favorites  4ll; Greetings - Cisca Unity Connection

Extension8431 | LogOut | About

uhul Cisco Personal Communications Assistant

Messaging Assistant » Greetings

Preferences v Passwords v Greetings v  Notification Devices v Contacts v Private Lists v Help v

[™) save 5 select all rows [ clear selected rows

[Enab\ed Greeting |End Date| Source F’Iays|

Altemate |None | System

Busy None System

Internal  |None System

ojo|o|o

Closed |None System

|| standard Ilone System

alalalalala

[0 |Holiday |Mone System

Save

Select the checkbox “My personal recording”. You can record the greeting by
computer or by phone using the Media Master.

{Z Greeting - Cisco Unity Connection - Windows Internet Explorer

g, o | ucpub v | cetficste Ervor | 53|42 [ X | [ ||2 ]~

File Edit View Favorites Tools Help

Favorites

esting - Cisco Uity Connection

Extension8431 | LogOut | About

"'I's;"', Cisco Personal Communications Assistant

Messaging Assistant » Greetings » Standard Greeting

Preferences v Passwords v Greetings v  Notification Devices v Contacts v PrivateLists v Help v

™) save

Status
Disabled
Enabled with no end date and time
Enabled until
Date

Time

Callers Hear

Playback | Use Computer Record | Use Phone i
) 00:00.0 E———— 01§ G —

== P
o [> (e |
O System default greeting

O Nothing

Save
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If you have already recorded a script for greeting, click on “Options” on the
Media Master. And then click “Open File...”

O My personal recording

v Record| Use Computer v |
[

‘ Suve I{ec:ruing As.. %
Playback & Recorang... | > |01 e |

Select the your pre-recorded greeting file with wave file format (.wav) and click
“Open” to upload the greeting to the voice mail system.

Look fn: |IjMYDocmerﬁs " @@@@E

(=3 Access Connections (£ Outiook ta%
(=7 Downloads T samsung
(=3 Drophox = smartoraw
T3 My Music (=T Solarinds
(23 My Pictures
[C My Videos
1 (23 ew Foider
| FieName:  [oresting wav |
Files of Type: ‘ WAVE (wav) audio files - |

@‘5 y o il ucpub v [ Certiicate error | 53 49| X | [ S |[£ [~

File Edit View Favorites Tools Help

7.¢ Favorites | bl; Greeting - Cisco Unity Connection

Extension8431 | LogOut | About

cisco  Cisco Personal Communications Assistant

Messaging Assistant » Greetings » Standard Greeting

Preferences v Passwords v  Grestings v  Notification Devices v  Contacts v  Private Lists v  Help v

[ sove

Status
Disabled
Enabled with no end date and time
Enabled until
Date
Time
Callers Hear

@® My personal recording

Playback | Use Computer v Record | Use Phone ¥,

== 00000 F————— wois 5
IS o ;
O System default greeting

O Nothing
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4.4 Messaging Assistant — Follow Me

The function of Follow Me is as follow:
Follow me lets you to have an option to select whether your received voice mails
to be forwarded to your dedicated mailbox or not.

To enable the Follow Me feature:

Select “Notification Devices” = “View Notification Devices”

z Greeting - Cisco Unity Connection - Windows Internet Explorer

@ v [fl ucpub v | b Certificate Eror || 2[4 | X | |/ |[2 ]~

File Edt View Favorites Tools Help

7.¢ Favorites 4l Greeting - Cisco Unity Connection

Extension 8431 | LogOut | About

:‘ll'sélc‘, Cisco Personal Communications Assistant

Messaging Assistant » Greetings » Standard Greeting

Preferences v Passwords v Greetings v | Notification Devices v | Contacts v PrivateLists v Help v

[ save | otfcation pevices

Status
Disabled
Enabled with no end date and time
Enabled until
Date
Time
Callers Hear
© My personal recording

Playback | Use Computer v Record | Use Computer v |

00:00.0 EF———— 01§ (0

Yo [» [ . |

@ System default greeting
O Nothing

Save

https:/{10.0.20: o

[ € Internet f3 v ®100% -

Click “SMTP” to enable the Follow Me.

(“ Notification Devices - Cisco Unity Connection - Windows Internet Explorer

T T
@, ) v [l ucpub v |1 certificate Error || 3| 42| X | | S P~
File Edit View Favorites Tools Help

¢ Favorites |l Notification Devices - Cisco Unity Connection

“'I's;"', Cisco Personal Communications Assistant

Extension8431 | LogOut | About

Messaging Assistant » Notification Devices

Preferences v Passwords v Greetings v  Notification Devices v Contacts v PrivateLists v Help v

[®) save 5 select all rows [ Clear selected rows

[Enahied Device Houﬁes‘

Home Phone
HTML
Mobile Phone

Tick the “Notification Enabled” and enter the “To: (E-mail address)”. And then click
“Save”.
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fication Device - Cisco Unity Connection - Windows Internet Explorer

2 ucpub v |1 Certficate Error || 5342/ X
File Edit View Favorites Tools Help

i Favorites |58~ |4l Unity Connection “kls Notification Device - Cisc... X

~
Messaging Assistant » Notification Devices » SMTP Notification Device

Preferences v Passwords v Greetings v  Notification Devices v Contacts v Private Lists v Help v

|Bsave |

SMTP

Notification Enab!edl .
- e manchah ] | No need to enter @In.edu.hk for Lingnan
From: (P mber]

Message Header i University e-mail account.
Message Text
Message Footer

Include Message Counts in Message Text . .
Include Messaze Information in Meisage Text Enter fu” e-mall address for personal e'mall

Include a Link to Full Inbox in Message Text

Notify Me Of account.
Event Type Urgent Only
[ All Messages
All Voice Messages 0O
Dispatch Messages O

[J Fax Messages
[ Calendar Appointments
[ Calendar Meetings

Calendar Event Advance Notification Time Minutes

Where Call Is From

javascript:save(); € Internet G v ®100% -

** Remarks: If you want to disable the Follow Me feature, empty the above fields
and click “Save”.
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