
Setting Up Your Soft Phone – Cisco Jabber 
 

Setup your district extension via a software-based phone (soft phone) that can run on your computer or smartphone 

from anywhere with an Internet connection. Place and receive calls to external numbers and district extensions as if 

you were calling from your desktop phone in your classroom or office.   

Installing Cisco Jabber on Your Smartphone 

Download the Cisco Jabber App from either the Android or iTunes app store. 

  
Open the app on your phone. Upon opening the app, you may be prompted with several questions.  

o If you are asked permission for Jabber to access your ‘native contacts’, don’t allow the app to do this. 

There are likely several personal contacts in your native contacts; since you are using Jabber for 

district related business, you won’t need access to your personal contacts from Jabber.  

o It’s a good idea to allow Jabber to send you notifications, this will prompt you of a phone call when 

your screen is locked or phone is not in use. 

o Accept the prompt that allows Jabber to access your microphone. 

Accept the terms and conditions. 

 
Once prompted to login, use your district email and password to login. 

 

Installing Cisco Jabber on Your Laptop 

Information Systems is pushing the Jabber software to all staff laptops. You should see the Jabber icon on 

your computer desktop or be able to search for Jabber in your start menu. 

     



Double-click the Jabber icon to launch the application. The software will prompt you for a login. Use your 

district email address and password to login. Once logged in, your phone will be active and ready to 

make/receive calls. 

 

 

Making Calls Using Jabber 

Once logged in, you’ll see the home screen where you can search the district directory, make calls and listen 

to your voicemail. 

 

  

 

Making calls in Jabber is the exact same as making calls within the district.  

- Calling Internally – Dial the 4-digit extension to call other district staff, the phone will ring on their Jabber app 

if they have it setup. 

- Calling Externally - When calling an external number, you must first dial 8 to dial outside of the district.  

- Calling Long Distance – Dial 81 then the long-distance number. Similar to calling long distance within the 

district, you’ll then be prompted to input your long-distance code. 
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When making calls using Jabber, recipients will see your phone number as 509-543-6701. This is a district phone 

number that allows external callers to return your call, enter an extension and be forwarded to your phone. 

When leaving a message with a parent or external party, you can ask the individual to call you back at 509-543-

6701 ext <your extension>. 

Receiving Calls Using Jabber 

Calls made to your extension will ring on your smartphone or laptop, you will see the incoming caller and be 

able to accept or decline the call, sending them to your district voicemail. 

 

 

 

Jabber will remain active and accept phone calls if the app is open on your phone or laptop. After business 

hours, you can close the app and you will not receive calls on your phone or laptop. Reopen/launch the app 

once you’re ready to accept calls again. 

 

 

For assistance, contact the Information Systems HelpDesk at 543-6710. 
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select the Keypad button to 
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