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C H A P T E R 1

Preparing to Use Click to Call

 • Prerequisites for Using Click to Call, page 1-1

 • Installing Click to Call, page 1-2

 • Configuring Click to Call Preferences, page 1-3

 • Accessing Click to Call, page 1-4

 • Selecting the Phone to Use with Click to Call, page 1-4

 • Switching to a Different Phone Before a Call, page 1-6

 • Setting Up Dialing Rules for International Calls, page 1-6

 • How To Enable or Disable the Click to Call Plug-In Manually, page 1-7

Prerequisites for Using Click to Call
Click to Call works with the following applications, which you can access 
directly from your Windows-based computer or using Citrix XenApp:

 • Browsers—Internet Explorer and Mozilla Firefox

 • Microsoft applications—Microsoft Word, Excel, PowerPoint, Outlook, and 
SharePoint

However, to add Click to Call functionality to an application:

 • The application must be a version that Click to Call supports. Verify the 
supported versions with your system administrator.

 • You must install the application before you install Click to Call. If you update 
an application, you must reinstall Click to Call.
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Installing Click to Call
 • If you perform a custom installation of Click to Call, you must select the 
application during installation.

Related Topics

 • Installing Click to Call, page 1-2

 • Troubleshooting Click to Call, page 3-7

Installing Click to Call
Verify with your administrator to ensure that your system meets the requirements 
for using Click to Call.

Before You Begin

 • Windows users—You must have Administrator privileges and at least 80MB 
of free disk space on your computer to install the application.

 • Citrix users—You do not need to install Click to Call. Your system 
administrator completes the configuration that enables you to use 
Click to Call from Citrix XenApp. If your system administrator suggests that 
you also install Click to Call on your computer, follow the steps in the next 
procedure.

Procedure

Step 1 Obtain the installer (.exe file) and the applicable set-up instructions from your 
system administrator.

Step 2 Double-click the installer, and follow the onscreen prompts.

Tip If you need to reinstall Click to Call for a specific application after updating the 
application, select the Custom option and choose the application.

Related Topics

 • Configuring Click to Call Preferences, page 1-3.
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Configuring Click to Call Preferences
 • Troubleshooting Click to Call, page 3-7

Configuring Click to Call Preferences
Click to Call requires your Cisco Unified Communications Manager account 
information to work. Click to Call stores these settings so that you do not have to 
re-enter them each time you run the application. 

Before You Begin

Obtain your Cisco Unified Communications Manager account information from 
your system administrator, if you do not already have it.

Procedure

Step 1 Open the Click to Call Preferences dialog box:

 – Windows users—Select Start > All Programs > Cisco Click to Call > 
Click to Call Configuration.

 – Citrix users—Sign into Citrix XenApp and select Click to Call 
Configuration. If this application is unavailable, your system 
administrator already configured it for you.

Step 2 Enter your Cisco Unified Communications Manager username in User Name, if 
blank.

Step 3 Enter your Cisco Unified Communications Manager password in Password, if 
blank.

Step 4 Select more options.

Step 5 If WebDialer Service or CCMCIP Service are blank, follow the instructions 
provided by your administrator to enter the applicable information.

Step 6 Select Save.

Related Topics

 • Selecting the Phone to Use with Click to Call, page 1-4.

 • Troubleshooting Click to Call, page 3-7
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Accessing Click to Call
Accessing Click to Call
You can open Click to Call and leave it active in your Windows taskbar for easy 
access.

Procedure

Step 1 Start Click to Call using one of these methods:

 – Windows users—Select Start > All Programs > Cisco Click to Call > 
Click to Call Configuration to start the application.

 – Citrix users—Sign into Citrix XenApp and select Click to Call 
Configuration to start the application. However, depending on your 
configuration, your system might prevent Click to Call from remaining 
active in the Windows taskbar.

Step 2 Verify that the Click to Call  icon appears in the Windows taskbar. 

Step 3 Once started, right-click  in your Windows taskbar to access Click to Call.

Related Topics.

 • Troubleshooting Click to Call, page 3-7

Selecting the Phone to Use with Click to Call
When you sign in to Click to Call, it automatically finds your Cisco Unified IP 
Phones and Cisco IP Communicator and allows you to select which phone to use. 
If you do not see the phone that you want to use, verify with your system 
administrator that your phone supports Click to Call.

You cannot use Click to Call with the following applications: 

 • Cisco Unified Personal Communicator

 • Cisco Unified Communications Integration for Cisco WebEx Connect

 • Cisco Unified Communications Integration for Microsoft Office 
Communicator. While you cannot install the Click to Call and Cisco Unified 
Communications Integration for Microsoft Office Communicator 
1-4
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Selecting the Phone to Use with Click to Call
applications separately, Click to Call is installed as part of Cisco Unified 
Communications Integration for Microsoft Office Communicator and can be 
used in that way.

Click to Call typically stores your phone preferences so that you do not have to 
re-enter them each time you restart Click to Call. If you access Click to Call using 
Citrix XenApp, you might need to re-enter these settings, depending on how your 
system administrator configures your Citrix account.

Procedure

Step 1 Open the Click to Call Preferences dialog box:

 – Windows users—Select Start > All Programs > Cisco Click to Call > 
Click to Call Configuration.

 – Citrix users—Sign into Citrix XenApp and select Click to Call 
Configuration. If this application is unavailable, your system 
administrator already configured it for you. 

Step 2 Select the Phones tab on the Click to Call Preferences dialog box.

Step 3 Select the phone that you want to use to make calls using Click to Call.

Step 4 (Optional) Update the Alias fields with names for your phones that are easy to 
recognize, such as “Home” and “Office”.

Step 5 Select Save.

Related Topics

 • Configuring Click to Call Preferences, page 1-3

 • Troubleshooting Click to Call, page 3-7.
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Switching to a Different Phone Before a Call
Switching to a Different Phone Before a Call
You can change the phone that Click to Call uses at any time. Click to Call uses 
the new phone the next time you place a call.

Procedure

Step 1 Right-click  in your Windows taskbar to access the Click to Call menu. 

Step 2 Select Select Phone, and choose the phone that you want to use.

Related Topics

 • Configuring Click to Call Preferences, page 1-3

 • Accessing Click to Call, page 1-4

 • Troubleshooting Click to Call, page 3-7.

Setting Up Dialing Rules for International Calls
International phone numbers are often written with a plus sign (+) before the 
phone number representing the international access code.

If your system administrator does not configure the dialing rules, you can set them 
up to make it easier to call international numbers. When you set up dialing rules, 
Click to Call automatically substitutes the plus (+) sign with the correct prefix, 
including your outside line access number, if applicable.

Procedure

Step 1 Open the Click to Call Preferences dialog box:

 – Windows users—Select Start > All Programs > Cisco Click to Call > 
Click to Call Configuration.

 – Citrix users—Sign into Citrix XenApp and select Click to Call 
Configuration. If this application is unavailable, your system 
administrator already configured it for you. 
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How To Enable or Disable the Click to Call Plug-In Manually
Step 2 Select the Dialing Rules tab on the Click to Call Preferences dialog box.

Step 3 Enter the code required to dial numbers outside of your organization. For 
example, your organization may require you to dial “9” to access an outside line.

Step 4 Enter the code required to dial outside of the country. For example, to make calls 
from the United States, enter “011”.

Step 5 Select Save.

Related Topics

 • Configuring Click to Call Preferences, page 1-3

 • Troubleshooting Click to Call, page 3-7.

How To Enable or Disable the Click to Call Plug-In 
Manually

You can manually enable or disable the Click to Call plug-in in the Microsoft 
Office and Mozilla Firefox applications independently. For example, if you 
disable the plug-in in Microsoft Word, the plug-in can still be enabled in 
Microsoft Excel.

Note You can manually enable and disable the Click to Call plug-in Microsoft Office 
2007 or Office 2010 only.

 • Enabling or Disabling the Plug-In in Microsoft Word, Excel or Powerpoint 
for Microsoft Office 2007 or Later, page 1-8

 • Enabling or Disabling the Plug-In in Microsoft Outlook 2007 or Later, 
page 1-8

 • Enabling or Disabling the Plug-In in Mozilla Firefox, page 1-9
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How To Enable or Disable the Click to Call Plug-In Manually
Enabling or Disabling the Plug-In in Microsoft Word, Excel or 
Powerpoint for Microsoft Office 2007 or Later

Procedure

Step 1 Start Microsoft Word, Excel, or Powerpoint 2007 or later.

Step 2 Select the Microsoft Office button, then select Word Options, Excel Options, or 
PowerPoint Options, as appropriate.

Step 3 Select Add-Ins in the left pane of the Word Options dialog box.

Step 4 Select COM Add-Ins from the Manage drop-down list, then select Go.

Step 5 Check or uncheck the Cisco.ClickToCall.ApplicationName check box to enable 
or disable the plug-in, where ApplicationName is the name of the supported 
application.

Step 6 Select OK.

Related Topics

 • Enabling or Disabling the Plug-In in Microsoft Outlook 2007 or Later, 
page 1-8

 • Enabling or Disabling the Plug-In in Mozilla Firefox, page 1-9

Enabling or Disabling the Plug-In in Microsoft Outlook 2007 or 
Later

Procedure

Step 1 Start Microsoft Outlook 2007 or later.

Step 2 Select Tools > Trust Center.

Step 3 Select Add-Ins in the left pane of the Trust Center dialog box.

Step 4 Select COM Add-Ins from the Manage drop-down list, then select Go.
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How To Enable or Disable the Click to Call Plug-In Manually
Step 5 Check or uncheck the Cisco.ClickToCall.Outlook check box to enable or disable 
the plug-in.

Step 6 Select OK.

Related Topics

 • Enabling or Disabling the Plug-In in Microsoft Word, Excel or Powerpoint 
for Microsoft Office 2007 or Later, page 1-8

 • Enabling or Disabling the Plug-In in Mozilla Firefox, page 1-9

Enabling or Disabling the Plug-In in Mozilla Firefox

Procedure

Step 1 Start Mozilla Firefox.

Step 2 Select Tools > Add-ons.

Step 3 Select Extensions in the Add-ons dialog box.

Step 4 Select the Cisco Click to Call plug-in and select Enable or Disable.

Step 5 Close the Add-ons dialog box.

Step 6 Restart Mozilla Firefox.

Related Topics

 • Enabling or Disabling the Plug-In in Microsoft Word, Excel or Powerpoint 
for Microsoft Office 2007 or Later, page 1-8

 • Enabling or Disabling the Plug-In in Microsoft Outlook 2007 or Later, 
page 1-8
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How To Enable or Disable the Click to Call Plug-In Manually
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Making Calls with Click to Call

 • Dialing a Phone Number in an Application, page 2-1

 • Calling a Contact in an Application, page 2-2

 • Calling an Email Recipient, page 2-3

 • Dialing a Number on the Clipboard, page 2-4

 • Calling Numbers from the Call History List, page 2-5

 • Ending a Call, page 2-6

Dialing a Phone Number in an Application
Using Click to Call, you can dial a number directly from a web browser 
(Microsoft Internet Explorer and Mozilla Firefox) or from Microsoft Excel, 
PowerPoint, and Word.

Before You Begin

Ensure that you have a supported version of the application from which you are 
making a call. Check with your administrator if you do not know whether your 
version is supported.

Procedure

Step 1 Select (highlight) a phone number in the desktop application.

Step 2 Right-click the number to display the menu.
2-1
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Calling a Contact in an Application
Step 3 Select Call. 

Step 4 (Optional) To edit the number before dialing, select Call with Edit, edit the 
number, and select OK.

Tip If you are using Microsoft Excel, PowerPoint, or Word 2007 or a later release, you 
can also select a phone number and select Call or Call with Edit from the 
Click to Call group on the Ribbon Home tab.

Related Topics

 • Preparing to Use Click to Call, page 1-1

 • Troubleshooting Click to Call, page 3-7

 • Dialing a Number on the Clipboard, page 2-4

 • Calling an Email Recipient, page 2-3

 • Calling Numbers from the Call History List, page 2-5

Calling a Contact in an Application
With Click to Call, you can call contacts in Microsoft Outlook and Microsoft 
SharePoint.

Before You Begin

Ensure that you have a supported version of the application from which you are 
making a call. Check with your administrator if you do not know whether your 
version is supported.

Procedure

Step 1 Depending on whether you are calling a contact from Microsoft Outlook or 
Microsoft SharePoint, do the following:

 – In Microsoft Outlook, right-click the contact name or email recipient.
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Calling an Email Recipient
 – In Microsoft SharePoint, move the mouse over the online status indicator 
( ) next to the contact name, then click on it to display the Persona menu.

Step 2 Select Additional Actions > Call [Number].

Step 3 (Optional) To edit the number before dialing, select Additional Actions > Call 
with Edit, edit the number, and select OK.

Note When you call a contact from an email message in Microsoft Outlook, 
Click to Call accesses the contact details in the Global Address List (GAL). When 
you call a contact from the Contacts list in Microsoft Outlook, Click to Call 
accesses the contact details in the Personal Address Book (PAB).

Related Topics

 • Preparing to Use Click to Call, page 1-1

 • Troubleshooting Click to Call, page 3-7

 • Dialing a Number on the Clipboard, page 2-4

 • Dialing a Phone Number in an Application, page 2-1

 • Calling Numbers from the Call History List, page 2-5

Calling an Email Recipient
If you are using Microsoft Outlook 2007 or a later release, Click to Call enables 
you to call email recipients from email messages that you receive or send. If you 
use Microsoft Outlook 2003, see Calling a Contact in an Application, page 2-2 for 
information on how to call email recipients.

Note When you call a contact from an email message in Microsoft Outlook, 
Click to Call accesses the contact details in the Global Address List (GAL).

Procedure

Step 1 Open an email message in Microsoft Outlook 2007 or later.
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Dialing a Number on the Clipboard
Step 2 Select Call [Recipient Name] from the Click to Call group on the Ribbon 
Message tab to call the primary email recipient (the person indicated in the From 
or To fields), then select the [Number] or Call With Edit option.

Step 3 (Optional) Select Recipients from the Click to Call group on the Ribbon Message 
tab to call one of the other people who received the email (listed in the CC fields).

Tip You can also place calls using the Click to Call group on the Ribbon when 
viewing the Calendar and Contacts in Microsoft Outlook 2007 or later releases. 

Related Topics

 • Preparing to Use Click to Call, page 1-1

 • Troubleshooting Click to Call, page 3-7

 • Calling a Contact in an Application, page 2-2

 • Dialing a Number on the Clipboard, page 2-4

 • Dialing a Phone Number in an Application, page 2-1

 • Calling Numbers from the Call History List, page 2-5

Dialing a Number on the Clipboard
You can copy a number to your clipboard and use Click to Call to dial this 
number. This enables you to make calls with Click to Call even if you do not use 
one of the supported applications.

Procedure

Step 1 Copy the phone number that you want to call. If you do not copy the number to 
your clipboard, enter it directly into Click to Call instead.

Step 2 Access the Call with Edit dialog box using one of these methods:

 – Double-click  in your Windows taskbar.

 – Right-click  in your Windows taskbar and select Call > Call with 
Edit.
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Calling Numbers from the Call History List
 – Use the keyboard shortcut, Ctrl-Alt-D (if you have Click to Call installed 
locally on your computer).

 – Select Start > All Programs > Cisco Click to Call > Click to Call.

Step 3 Paste the phone number or enter a new number, as applicable.

Step 4 Select OK.

Related Topics

 • Preparing to Use Click to Call, page 1-1

 • Accessing Click to Call, page 1-4

 • Troubleshooting Click to Call, page 3-7

 • Dialing a Phone Number in an Application, page 2-1

 • Calling an Email Recipient, page 2-3

 • Calling Numbers from the Call History List, page 2-5

Calling Numbers from the Call History List
Your call history stores the last 10 different numbers that you called using 
Click to Call, and allows you to quickly call those numbers again from the Call 
menu. The call history displays the most recently called numbers first and also 
indicates how many times you called each number.

Procedure

Step 1 Right-click  in your Windows taskbar to access the Click to Call menu.

Step 2 Select Call > [Number].

Tip You can also access your call history from the drop-down menu in the Call with 
Edit dialog box. See Dialing a Number on the Clipboard, page 2-4.
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Ending a Call
Related Topics

 • Preparing to Use Click to Call, page 1-1

 • Accessing Click to Call, page 1-4

 • Troubleshooting Click to Call, page 3-7

 • Dialing a Number on the Clipboard, page 2-4

 • Dialing a Phone Number in an Application, page 2-1

Ending a Call
To end a call placed using Click to Call:

 • Select End Call while the notification window displays. However, this 
window only displays for about 10 seconds. After it disappears, disconnect 
the call using the phone that you used to place the call.

 • Hang up the call using the phone used to place the call.

Related Topics

 • Troubleshooting Click to Call, page 3-7
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Troubleshooting Click to Call

 • Frequently Asked Questions (FAQs), page 3-7

 • Error Messages, page 3-10

Frequently Asked Questions (FAQs)
Q. Why do I need to enter my account information each time I use Click to Call?

A. If you access Click to Call or a supported application using Citrix, you might 
be using different servers each time you access Citrix. Depending on how 
your system administrator configures your Citrix account, you might need to 
enter your Click to Call account information each time you access a new 
server.

Q. How do I determine which phone to use for Click to Call?

A. If you cannot decide which phone to select using the information displayed 
in the Phones tab, select a phone and make a test call. Repeat the process until 
you find the correct phone. After you identify the different phones, assign 
aliases to them to help you identify them later.

Q. Why am I unable to see the Click to Call  icon in the Windows taskbar?

A. When Click to Call is running, you should see the  icon in the Windows 
taskbar. If you do not see the icon in the Windows taskbar, the possible causes 
are:
3-7
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Frequently Asked Questions (FAQs)
 – The icon is hidden; select the unhide button in the taskbar to display 
hidden icons.

 – You are a Windows user and the application is not running; select Start > 
All Programs > Cisco Click to Call > Click to Call Configuration to 
start the application.

 – You are a Citrix user and the application is not running; sign into your 
Citrix account and select Click to Call Configuration to start the 
application. However, depending on your configuration, your system 
might prevent Click to Call from remaining active in the Windows 
taskbar.

 – Your administrator disabled the Click to Call icon in the taskbar during 
the installation process. 

Q. Why do the Click to Call menu options not appear when I highlight and 
right-click a number?

A. You might have installed the affected desktop application after you installed 
Click to Call, or you did a custom installation and you did not select that 
application. To resolve this issue, reinstall Click to Call, and ensure that you 
select the desktop application (see Installing Click to Call, page 1-2).

In the case of Internet Explorer, the Click to Call menu options are not added 
to Internet Explorer until you start the Click to Call configuration application 
once. To do this, select  
Start > All Programs > Cisco Click to Call > Click to Call Configuration.

Q. When using Microsoft Outlook or SharePoint, why do I not see an Additional 
Actions menu?

A. If the Click to Call menu options do not appear, you might not have installed 
the application before you installed Click to Call. Or, you might have 
performed a custom installation and you did not select that application. To fix 
the problem, reinstall Click to Call, and select the application (see Installing 
Click to Call, page 1-2).

Q. Why does the Click to Call notification window disappear while I am still on 
a call? If this occurs, how do I end the call?

A. When you use Click to Call, a notification window in the lower right corner 
of your screen appears for about 10 seconds. This notification window 
displays the number that you are calling and indicates the phone that you are 
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Frequently Asked Questions (FAQs)
using to make the call. While the notification window displays, you can select 
End Call to disconnect the call. After the notification window disappears, 
your call will not disconnect unless you hang up the phone.

Q. Why does a number that I called previously using Click to Call not appear in 
my call history list?

A. The Click to Call call history list retains a record of the last 10 unique 
numbers that you dialed using Click to Call. This record includes calls that 
you made from the supported applications or directly from Click to Call.

However, if you use Citrix to access applications that use Click to Call, you 
might not see a complete call history. When you access applications using 
Citrix, you use different servers each time you connect to Click to Call or to 
a supported application. As a result, the Click to Call call history only 
indicates calls that you placed using Click to Call and any supported 
applications accessed from the same server. 

Your system administrator should be able to resolve this issue by ensuring 
correct user profile synchronization in the Citrix environment. 

Q. When I am accessing a Microsoft SharePoint site from Internet Explorer, why 
can I not access the Persona menu when I move the mouse over the online 
status indicator ( ) next to a contact name? 

A. The computer from which you are accessing the SharePoint site must have 
Microsoft Office 2003 or Microsoft Office 2007, with the Smart Tag 
component, installed. The administrator for the SharePoint site may need to 
enable the Persona menu feature on the server. In some Citrix environments, 
the mouse-over functionality that is required to display the Persona menu 
does not function. 

Q. When I am using Click to Call in a Citrix environment, why can I not display 
the online Help for the application in my web browser?

A. When you run a web browser from a server, the security settings on the web 
browser prevent the browser from displaying the online Help. For more 
information, contact the system administrator for the server.

Q. Why do I no longer see the Click to Call group or the Click to Call menu 
options from some of the supported applications?

A. The Click to Call plug-in and menus will not function correctly if you 
removed one of the following components:
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Error Messages
 • Microsoft Visual C++ Redistributable

 • Visual Studio 2005 Tools for Office Second Edition Runtime

These components are installed when you install Click to Call and you should 
not remove them. To correct this problem, reinstall Click to Call.

Q. Why do I receive error messages when I try to use Click to Call to make a 
call?

A. If your computer is configured to use a proxy server, the proxy settings may 
be preventing you from connecting to the Cisco Unified Communications 
Manager. To resolve this issue, you can try to bypass the proxy server as 
follows:

1. Select Start > Control Panel > Internet Options. 

2. Select the Connections tab, then select LAN Settings. 

3. Select Bypass proxy server for local addresses.

4. Select Advanced. 

5. Enter the IP address or hostname of the Cisco Unified Communications 
Manager server in the Exceptions field. 

6. Select OK.

If the above steps do not resolve the issue, contact the system administrator.

Error Messages

Error Message   Click to Call is not fully configured.

Explanation   One or more mandatory fields in the Click to Call Preferences 
have been left blank.

Recommended Action   Verify that you have entered all required information 
described in Configuring Click to Call Preferences, page 1-3.
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Error Messages
Error Message   Login failed. Please ensure your user name and 
password are correct. 

Explanation   You must enter your Cisco Unified Communications Manager 
account information. 

Recommended Action   Contact your system administrator if you do not have 
this information.

Error Message   <Number> cannot be converted to a valid phone number. 

Explanation   The phone number is invalid. 

Recommended Action   Edit the phone number and attempt to make the call 
again. 
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