Call'Handling'Modes )

To determine which greeting your caller will hear:
« Click the current Call Handling Mode in the Status Bar.

« Click the desired Call Handling Mode.
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Conftiguring a Call Handling'Mode ;

To configure Call Handling Modes (to set
options for greeting types):

- Right-click © .

« Click the “Configure ShoreTel System” option.

« Click the “Edit Call Handling Modes” button
(in the Telephony tab).

« Click the tab of the Call Handling Mode you
want to configure.

« Select the desired options. (See Options on
next page.)

 When finished, click the “OK” button twice.

Shortcut Note: To configure the same settings
for all of the Call Handling Modes, choose the
“Voice Mail” tab in the “ShoreTel System” dia-
log box. Click “Edit Notification Settings”or “Edit
Find Me Settings"and choose desired settings.
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Options for Call Handling Modes:
1) Choose a Call Forwarding condition:
- Always

Call Handling Destinatior

— When No Answer or Busy
— Never

Forward

When there iz no answer

ta the following number:

aice Mail - 5101 |

2) Set a Call Forwarding Destination:
« Click “Edit Destination” to select the forwarding
number and routing plans.
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after ring(z)

Wwhen the line iz busy

to the following number:

|eics Mail - 5101 |

3) Greeting. To record a greeting:
« Click “Review/Record Greeting.”
« Click the Record button and record your greeting.
+ Click Stop when finished.
« Click Play to review.

» Click the “OK” button three times to close each of
the dialog boxes.

4) Set your Personal Assistant: callers are transferred
to this number when they press 0 from your mail box. i

5) Notification.

+ Check the “Enable Calling Message Notification”
if you wish to be notified upon receipt of a message.

« Click the “Edit Notification” button to configure
settings.
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6) Find Me allows callers to find you at alternate
numbers by pressing “1” during your greeting.

+ Check the “Enable Find Me” box to enable this
feature.

NolficationyDelivery Seltngs: | ¢ oo of i

elephone notification optio

Ok H Cancel ]

Email natification/deltveny options

Email address:

Gt O [ rgent messages orly

&tthe following rumber: (3 41 (a1s) 038376

[ This rumber s a pager

. 7]
1
Ty timels)
Ty Vely minutes]

[Configure Find Me

Canfigure Find Me numbers

+ Click the “Edit Find Me” box to configure e
settings. .

Find Me

call handling lets callers that reach your voicemail ty to
at alternate numbers by pressing 1" during your

call handling will not be presented as an option to
callers by the system, rather pou may choose to kel
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ing of this option. When you answer the call, you
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hear who the call is for and original caller ID. Press . wpies =)
110 accept the call. Press 2to send the call tothe :_ S
original mail box. Press 3 to repeat name and -

caller ID.
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7) Call Handling Note allows you to enter instruc-
tions for your personal assistant when responding
to calls.
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+ Desktop application
* Productivity tool

The Voice Mail tab allows you to choose to have - )
+ Point-and-click call management

the envelope information played, to use your PC

Configuring Message Notification

speakers for playing messages or recording, to + Customizable call handling
S —— record your name prompt and to edit notification e - Seamless integration with

e and Find Me settings. D Outlook

SR, Geamree ] TO Open the Voice Mail dialog box: _ﬁ_‘_  Visual Voicemail

e g RiGNECiCk S Shorelel . unified Messaging

« Click the “Configure ShoreTel System” option.

SRS s Click the “Voice Mail” tab.

e « Select desired options.
+ When finished, click “OK” to save Settings. Personal Call Manager
To set e-mail, telephone or pager notification/ - Voice Mail
delivery options: Sl
« Right-click © . Quick Reference Guide
» Click the “Configure ShoreTel System” option. et ey
. Cl!ck the "Vo!ce M.a'll” tgb. ' B L,;";‘jjjf‘fm Viewing Messages
« Click the “Edit Notification Settings” button.
+ Select desired options. o To view messages in Outlook: (rom e — :
» When finished, click “OK” to save settings. === *Click = . R )|
S ) ) + Click the “Voice Mail” button.
Configuring Outlookfor'Voice Mail « On the Outlook screen, double click the
message you want to listen to.

To integrate Outlook and Voice Mail: Or » Right click & .

+ Right-click & .
« Click the “Configure ShoreTel System” option.
« Click the “Outlook” tab.

+ Click the “Voice Mail” option.
* Double click the message you want

: ; e L. to listen to.
» Click the “Use Outlook as my default Voice Mail v ois o () , o
client” option. Y et it Note: Depending on the configuration in
« Click “OK_” A the ShoreTel System/Voice Mail settings,

: ' . . s ShoreTel will either ring your phone or
D Qutlook contacta In Yo Callng b e play messages tiough your PG speck

' ers.

* (Repeat first 3 steps above.) o R L M
* Click “Read phone numbers from Outlook on o e — i
StarTUp.” [] Use Compary Masmes in QuchDises
* C“Ck “OK.” L Mete Dptions.. [ 5 | . -
To display Outlook contact information when s l-i%“l’v':::" messages in the ShoreTel VM

you receive or make calls:

* (Repeat first 3 steps above.)

« Click “Pop Outlook contacts on incoming call.”
* Click “OK.”
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+ Select “Start Programs” > “All Programs” >
“ShoreTel” > “ShoreTel Voice Mail.”




