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- Technologies

ShoreTel Communicator User Guide- Professional

Using Communicator for Basic Call Handling Features and Functions

Making Calls Data - 2712 - ShoreTel Call Manager
Type Name of desired party or enter ~ Entry | tindons Del Gl Tods dew b
X X A i £ Home ~ @) Standard ~ B Windows ~ =
EXtenS|0n Number in QUICk Dlaler \ Answer To VM Hang Up Transfer Conference Hold Send Digits
When populated either double quick pialer [ Google
. . 2 2 -3
click on the name to dial or Panel The e et T /{
H > H » % Bill Rand : Bxtension - 2711
CIICk to Dlal \ » 8 Chris Smith : Extension - 2730 .
x » @ Dirham Pennworth : Extension - 2708 Redlal
- Exec Paging Group : Bxtension - 2724
Redial b et
& Franc Saul : Extension - 2709
. . . . Corl » W Kip Sherlock : Bxtension - 2718 x
Click Redial arrow and the Quick Dial Panel » @ Lara Lane : Edension - 2712 "
. ; » % Leo Hassan : Extension - 2716 .
Shows calls made with a To and From # V@ Lisa W : Extension - 2707
. . . g » 8L Loti Seville : Bxtension - 2719
indicating whether the call was made or » @ Mark Smith : Extension - 2706
. . 3 @ Martin Lucas : Extension - 2717
recelved at YOU r eXtenSIOn » 8 Nicholas Day : Extension - 2704
. . . » 8% Rose Wang : Extension - 2713
Click on the party desired and the call will be WG s 8 #
made
Answering Incoming Calls
If using a headset you can click Answer Screen pop or simply lift the handset
(Incoming calls are shown in the Active call pane Helissa Johnston - (502) 457-1783 G
Trurk: Lowisvile PRI - Charnel 1 Answer
If you wish to send a caller direct to voicemail press To VM button —
on screen pop and caller will be sent to your voice mail. =
2712 - ShoreTel Call Manager
==/ Windows Dial Call Tools Wiew Help
m. Home = (@ Standard » [ Windows ~ £ Call Control
Call Toolbar —» Ansiver To VM gy Hang Up Transfer Conference ,_._[' Hold Send Digits Park To AA Buttons
Cgh Google
B e /

Active Call Panel gf Voice Mail - 2105 (Remote Hold - 00:07)

,".:;\". Voice Mail - 2105 {Incoming Call - 00:03)

If handling more than one incoming call can click on the ringing call and answer; The first call
was automatically placed on hold. Click the | to make the call active again.
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Placing Calls on Hold- when a ca
and your call will be placed on hold,

Il is placed on hold it’s only held at your extension. Click I
press | toretrieve call (reminder ring will ring once after

10 seconds and if ignored will ring in 60 sec Intervals until call is retrieved)

Transferring Calls via Communicator

Q) Windows Dial Call Tools View Help
a;;.Primary Phone+ (@ Standard + ) On The Phone- B Windaws »

3342 - ShoreTel Communicator BEE

Ancit g ToWM g Hang Up [ Transfer ¥ Conference | Hold @ IM £ Send Digis 4 Park @, To At

[gh UT Website
S bogln © Log Out @ Melissa ' TEST 8 nixe
H‘;,)) Aindi Reyes - (502) 457-2386 (Connected - 00: 16

Enter Name or Number ofthe/'

party you would like to
transfer the call to

gFadd | Pickup  Unpark | 8 Dial ae Dial Mailbox | @ M | ] Intercom

ok
[ Contacts

&9 Adam Fischer

' Brian Borgmen

W Camier Senvices

& Design Room Louisvlle

&% Donie Colvin

-ﬁ Glenn Riggs

Click Transfer to blind transfer the call

or press
Consult to announce caller

(If click consult press transferto __—

@Tmiﬁferhﬂdikyﬁbdmmn—(m}ﬂﬂm B
Type ina number or name, Close matches wil be listed below. .;i‘ [ t+ A3
\ P 333 3 T
3 & Brian Borgman : Bxtension - 3335

¥ Brian Bargman: Unified Technologies : Business - (302) 802-3987 With an active call
¥ Brian Boraman : Business - (502) 708-3335
, press the Transfer
» Buster Brown: Business - 1906
v % Conf Bridge : Edtension - 3428 Icon

¥ Jodi Bruno : Business - (502) 438-2439

»

1] i | E
Extended Infarmation
No extended information available n
3
Dial Digits 3335
" Transfer H Consult H To Malbox H Cancel ‘

complete transfer

Or press cancel to retrieve the call back

at your

S
&-l Paul Schulten
W Pidde Blogna

- —
‘ Intercom H Whisper_‘

N\

If the presence indicates the callers is on
another call you may press the To

Hitory Veiee Mal Diectry | Contacs |

& Shorelel
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Conference Calls- allows you to conference up to 6 party’s (above 6 would have to be
handled via conference bridge server)

'\\D) Windows Dial Call Tools View Help
a. Primary Phone + (@ Standard + () On The Phone~ T Windows »

3342 - ShoreTel Communicator

Ansuel gp ToVM g Hang Up @ Transfer €% Conference | Hold @ M

£ Send Digits 4 Park @, ToAA

[ UT Website
_Logln|  Log Out & Melissa o TEST & MIKE o .

@ Enter a name or numbe @Eﬂn&-mr\ce @ v ik
@)) Andi Reyes - (502) 457-2536 (Connected - 00:20) Type in & number or name, Close matches will be listed below, J\ (8 =+ [ ] Q A
EEE .

+ %, Todd Dayle : Bxtension - 3332 T
» & Todd Doyle : Business - 3332 . .
mm »  Tommy Terrel : Mobile - (606) 831-0261 Wlth an active Ca” ::!
: x"Add Pickup Unpark | @ Dial @ Dial Mailbox | @ IM 1] Intercom press the
| 8 [Frtscona Conference lcon |
(= Contacts ¥
[ 1 | Adam Fischer |
&. Brizn Bargman
W Carrier Services
ﬁ Design Room Lotisville
%@ Donrie Colvin =
i . Glemn Riggs Extended Information
‘ : Helen Clasby Mo extended information available a
& @ Jff Welton
ﬁ Jim Bartlett v
b - LO}-‘ Dizl Digits 3332 i
Click Consult to join another party | confrence || comst || mtwom || conce
onto the conference. Continue
until all parties are connected
Or press cancel to retrieve the call

back at your Extension)

| MISTOCY | VOICE Mall | WE[ID(Y'LUHEIIS |
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Communicator Windows

Voicemail Viewer- allows managing voicemail messages (new, saved, & deleted) and
sending of voice mail messages visually through Communicator

B T - .

Windows Dial Call ContactCenter Tools Yiew Help

'. Primary Phone ~ ':_.__- Standard~ @ Online~ % System Unavailable ~ [F Windows ~ =

Answer To VM Hang Up Transfer Conference Hold M Send Digits “ Park To AA
0-" Helen ?_- Group PU

B oo -3

There are no active calls at this time

VM Tool

—> h MNew Message Reply Forward Contact Sender | 3¢ Delete Save Lists | =] More Info % Customize
Bar
To Subject Received - Mau':
Messa es @ Helen Clasby, (502) 457-1746 Melissa Johnston, 3341 Voice Message 4/2{2010 7:43 AM 01:24
8 —> @@ HOLT EQUIPMENT, (317) 544-3411 Melissa Johnston, 3341 Voice Message 4f8/2010 2:55 PM 00:26|
@e Melissa Johnston, 3341 Melissa Johnston, 3341 Recorded Call (Extension 3341 recorded) 4/8/2010 2:57 PM 07:02| =
@a HOLT EQUIPMENT, (317) 544-3411 Melissa Johnston, 3341 Voice Message 4f8/2010 3:25 PM 00:10
@e ENGINES TRANSMI, (414) 426-0539 Melissa Johnston, 3341 Vaice Message 4/14/2010 2:35PM 00:19
@@ CHAPMAN KELLY I, (812) 285-8960 Melissa Johnston, 3341 Voice Message 4f15/2010 10:47 AM
@e INC AUTOTRANSTE, (414) 737-0613 Melissa Johnston, 3341 Voice Message 4/16/2010 11:58 AM 00:31
@® Louisvile Mon-Emergency M8, (300) 825-9983 Melissa Johnston, 3341 Message auto forwarded from mailbox 3910: Voice Message 423/2010 6:03 PM 00:12
@ Melissa Johnston, 3341 Melissa Johnston, 3341 Recorded Call (Extension 3341 recorded) 4/26/2010 1:04PM 05:31
#o Ron Coleman, 3381 Melissa Johnston, 3341 Return Receipt: Multi-Tech recorded call 4f27/2010 7:53 AM 02:30
(=] saved
No Message
(2 Deleted
Pla back @® Melissa Johnston, 1121 1121 Recorded Call (Extension 1121 recorded) 9/11/2009 12:54 PM 08:00
y @ Melissa Johnston, 1121 1121 Recorded Call (Extension 1121 recorded) 9/16/2009 12:55 PM 08:00
1 H @s Melissa Johnston, 1121 1121 Recorded Call (Extension 1121 recorded) 9/16/2002 1:04PM 08:00 ¥
Navigation i . ‘ ’
I =N NN | 00:00/33:43
Contacts | History | Voice Mail_|Directory | Call Detais |

Active Voicemail Viewer Tab
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History Viewer- shows the last incoming and outgoing calls from your extension, includes

calls that you may have missed.

3450 - ShoreTel Call Manager

Windows Dial Cal Tools Vew Help
ar. Home = (@ Standard = @ Online + E Windows = =]
Cgh IT Helpdesk &R Call IT
B Enter s e - 3
There are no active calls at this time
Directory - > 2
If
Viewer | From(Ta Mame Phone Number  Start Time | Duration  Call Note Trunk Account Code
| & To Amanda Xu'... Private Extension 6/26/2008 10:51AM  00:25
é To Gordon Sedl,., 3455 6/25/2008 4:53 PM 00:05
é To Gordon Sedl... 3455 6/13/2008 3:31FPM 00:15
g__'. Message Gordon Sedl... 3455 613/2008 11:35 AM  00:18
i From Gordon Sedl... 3455 6/13/2008 10:31 AM  00:21
é To Gordon Sedl... 3455 6/12/2008 412 PM 10:59
.__'. Message Gordon Sedl... 3455 6122008 3:42 PM 00:18
Content Area é To (408) 262-7774  ©f12f2008 3;18 FM 02:51 Sunnyvale AT...
} é To Amanda Xu 3542 6/11/2008 3:11FPM 00:13
Bar an Message  Frontdesk 3347 £/11/2008 ::08 AM  00:13
;. Missed David Santen 2605 6,/10/2008 12:33 PM 00:08
é To David Marler 2594 6/10/2008 11:47 AM  00:13
é To David Marler 2594 6/5/2008 1:37 PM 00:15
& Missed David Santen 2605 6/5/2008 3:14 PM 00:08
i From David Santen 2605 6/5/2008 3:11PM 00:15
é To {888) 263-5594  6/4/2008 12:02PM 03:49 Sunnyvale AT...
é To Monte Funk 2585 6/3/2008 4:06 PM 00:40
ﬂ Missed Monte Funk 2585 6/3/2008 3:47 PM 00:18
Contacts | Voice Mail | History [Directary |
Right Click in Historv Viewer tab for pop-up Options.
History Viewer & | Extension - 2704
. >
Options ‘ IM - nday@shoreteluniversity.com
o EMail - NDay@yourcompany.com
¥
From/To Harme: Phone: Numiber Start Time: Durastion Call Note: Tk Account Code Prnperhes
i From Arali e yes a2 A0 2: 27 PH B8 Mekasa Johraiton - 3341: This & oa teat /
of Tearmfarred ABFLLELEV... (S0} 6380847  4[IN/MI0 941 MM  00:1E — e -
e From Kim Couch nn Af20/2010 9:26 0234 Call s -
I = / Add/Modify Outiook Contact...
oF Trarmfered MACOWAA ... (117) STH1655  AIOI0HISAM 002 Marse: ¥m Couch ==
From Melissa Joh,.. (50) 457 28, : =7 Start Tame /2000 G: 26 AN 4
& S e At i s i | /|| Details
= o Lt 1) AN AET A D057 Routing Ho gz:v;:cn:'(l:xh -b.;i’??(ﬂulmﬂl'.‘.m- a1 e
g (502 457 : 2 E: Pring :
= ren 6 isitinggimnhnie i cam List
& . (SO0 4STITES AUAOIDNIEAM  01TE
e Misted 500} 4514560 AINIW HEPM 0004
WP Trarsfemed KmCouch (0D S00-9115 AW AWPM  00:AL EFCIUD tl‘ll' Frﬂl‘ﬂlrrl:l
:.’-Hnnl K Cenachy {507} 5009115 ARTI0I0 448 MW 0002
o From Melen Clashy 3340 AL KN 000
oy, Missed OPCPEST () 563-985% A27I0DI0KAZPM 0006 FO— Tesnd r Choase Columns
i From i Conxchy (502} 5009115 A2TIIOI0 425 PH 0O:59
o Frem Robb iashore 3331 AL KA 0005 ‘gosrt infy ¥\ Alawr dircct pdtng of the Call Role
P Trarsfered TOLLFREE ... (8005514713 427/RI04ISPM 0012 e paeeen Fit Column Widths to Text
?hnlnrnl BOTWING... (770} 2180008 ATI0I0 417 P b 10
3 e [ 4TI 1z o
. . R . Delete Record(s)
By choosing Properties you can view existing calls notes as well as add new call notes.
Clear History
5 Export History

& Shorelel




« Unified
Technologies

Contacts Viewer- Allows you to perform tasks such as for handling active calls, send email or
voice messages, and create additional contact groups.

) 3342 - ShoreTel Commun
- Windows Dial Call Tools View Help
ﬂc Primary Phone - I Standard = @ Online - % Windows -

Answer ToViM Hang Up Transfer Conference Hold I Send Digits “= Park - To AA

(gh UT Website

ylogln ) Log Out i Melissa @ TEST @8 MIKE

@ Enter a name or numbe

There are no active calls at this time

Click to Add
Contacts
—_—> x" Add Pickup Unpark Dial Dial Mailbox I Intercom Mare Info *Tg Customize

: 2 |Find a contact or r

=] Contacts
& @ Adam Fischer
." ) Brian Borgman . .
@ Carier Services The Toolbar is for Contact Options
& B Gesion Foam Lauisdle or for a complete list of Options
& Donnie Colvin Right Click in the Contact Window
& Glenn Riggs
ﬁ Helen Clasby £  Extension - 3335
t JefF Welton @ M- bborgman@unified-team.com
ﬁ Jim Bartlett as  Dial Mailbox
.E Julia Loy b Send Message...
& Kim Couch il Intercom
& Lloulsb Barge In
t Melissa Johnston Silent Monitor
b Michael White if#  Whisper Page
ﬁ' Mike Avery T8 Silent Coach
t Mike Fischer Alert When Available
& | Mike Gabhart IM Privacy 5
& e £  Business - (502) 708-3335
h ke b £  Mobile - (502) 802-3987

| ity | Voics il | wam Contacts |  # Home- (502) 222-3503

i i - Email - BBorgman@unified-team.com
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Instant Messaging Window

indows Dial Call

[o I N i

Tools View Help

Displays your current IM | &2 Home - (@ Standard ~ @ Online ~ [ Windows ~ i
state, use drop down to AnswEr To Vi Hang Up Transfer Hold IrA Park E
change your presence B Enter 3 name or number - >

There are no active calls at this time
To Send an IM Message & | Extension - 3334
Right Click on your > ‘ IM - afischer@unified-tearm.com
Contact, Select IM from _ _ S
the Window Contacts as  Dial Mailbox
A Find a contact or number h Send Message...
. = t_:.n:-nj::acts il  Intercom =
Displays IM status of your 5. Adam Fischer
contacts " Brian Borgman if Whisper Page
~ Donnie Colvin Alert When Available
: Helen Clasby IM Privacy
Jeff Welton
" Jim Bartett Email - AFischer@unified-team.com
Juiia Loy More Info...
Kim Cauch
; " Matt Tedford Delete Contact
‘. Melissa Johnston Add Contact... 3
‘.' Michael Gabhart 1
‘ 7 Mike Avery Add Group...
. Mike Fischer Details
‘ Robb Bashaore 7| List
" Ronnie Clayton —
‘ " Scott Diamond small leons
| ‘- Teri U'sellis Large Icons
[=] Personal
Andres
Mom | B
Vanguard
= Telco Companies
I Michael White =

||| Voice Mail | History | Contacts |Directory |
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Configuring Call Handling Modes with Communicator- allows you to have pre-
recorded greetings for when you are In a Meeting, Out of Office, Extended Absence, or record a

Custom greeting and toggle between then
when needed.

Select Tools/ Options

You will notice a list of the different call
handling modes

Select Standard Mode

Click Record, Recording bar will appear,
pickup handset and press record icon,
Record your Greeting, press Stop icon when
completed

Trormpt Recorder

Options and Preferences

X

General

QuickDialer
Call Handling Mode

| Standard
In a Meeting
out of Office
Extended Absence
Cuskam
Personalized Call Handling
Office Arywhere
Find Me
“oice Mail
Escalation
Outlook
Telephary
Instant Messaging
Presence
Privacy
Conferencing
SoftPhone
ideo

Standard

Recorded greeting:

Record Greeting...

Forward calls:

Always
@) When no answer or busy

Mever

Forwarding destination:

Forwarded ko 3101 when busy; Forwarded ko 3101 after 3 ringis)

| Edit Destination...

"] Enable Find Me

when caller presses “0", transfer to: |OPER.¢\TOR Wi - Extension - 1DD|

@ - [p] = [e]

N

Play, Stop, Record

Sobodled e bono [<Mone> -
[=hone> -
00:00/00: 16
|
| oK | | Cancel |
ok || cancel || apely

Press OK to Accept

If you have configured the Find Me feature you may select to have that enabled for each
mode- see Find Me section for information on how to configure

Follow above instructions to record other desired modes

Click OK to Save Changes

Repeat Steps to record each mode

& Shorelel
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Choosing “0” Out of Voicemail Destination

. L Opti d Pref '
If this option is left blank when someone AR SRS ]
“UA» . . General Standard
presses “0” out of Voicemail then the call S::f:zi:;?ng o Recorded gresting:

will be forwarded to the Main Operator at Stendard Record Gresting. .

In a Meeting

Forward calls:

each site. You may opt to put an assistant Out of Office !
. Extended Absence () Aways
or secretary that you would like your calls to Custom ®)When nio answer o busy
i . Personalized Call Handling I Mever
be answered if you are not available and the | |office amwhere o
Eind Me Forwarding destination:
Ca”er has Chosen the ”0" Opt out Of Woice Mail Forwarded ko 3101 when busy; Forwarded to 3101 after 3 ringis)
Escalation
voicemail. Outiock
elephony
Instant Messaging | Edit Destination... |

Presence ,EI//
Privacy AT Enable Find Me N

Conferencing

when caller presses "0", transfer to: |OPERP.TOR W3 - Extension - IDD|

SoftPhone y

Wideo ]
5l mode change: =Monex

Sounds | /(r

Language Yoice mail escalation profile: |<N0ne> - |

Zall handling note:

(o] 4 | | Cancel | | Apply

Changing Call Handling Mode:
Select Drop Down Menu (Standard) Choose mode

Q)Eindows Dial  Call Tools  Wiew Help

%Primar}fphone' @ Standard = @ Online » B Windows ~

Arisuer To ' (@) | Standard

@UTWebsite &3 InAMeeting
BB [Enter 5 name or f (4] Out of Office

Ctrl+Shift+1  ld It Send Digits Fark To &4
Ctrl+Shift+2

There are no active ca| () | Extended Absence

®) | Custom Cirl +5hift+5 \

Configure Call Handling..,  Ctrl+Shift+U

Click Desired Mode

Click Drop down and click standard
to cancel DND mode
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Setting up Find Me Feature- Callers are

able to find you through an alternate phone EEnepEse sl &
number through the voice mail system by Q“’ N o e e e e
selecting Option 1 from your Voicemail g h el 5 e gl ke i b 5 vl 1 dasiad v ean e
Greeting. If not answered at the alternate E{{{E&Z’fﬁme Eirst number
number the caller is given an option to '?Fi”i'iifhif!Ha”d'ing e ernes ==
leave a message on the ShoreTel voicemail imbdfmbg =
Sutlool - . =
system. R
To Enable: Select Tools/ Options g;;f;:cf et et i Fo e ot before ey croting
Click Find Me %FTPE;:.:;IHQ Enable record caller's name For Find Me
First Number- enter first phone number %g”:jag Rzcordinome evenifiealoribiz presert
(cell phone) that you would want tried first
Select number of rings (3 default)
Second Number- if you would like
secondary number tried enter in that
number and designate number of rings ok | [ caneel ][ apeh

Check box Send Incoming Caller ID
If you want the caller to have to announce who they are check Enable record caller’s name for
Find Me. Click Ok to Save Changes

10
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(©)

Activate/ configuring Windows Dial Call Tools ¥Yiew Help

Extension AsSignyntv

Click Primary Phones Drop

9

% Primary Phone ~ (@) Standard ~ @ Online~ Iy Windows -

Prirmary Phone Ctrl+5Shift+M ce Hold IM Send Digit

SoftPhone Ctrl+5Shift+5

Down Menu Extension Assigned to: (502) 457-2986  Ctrl+Shift+0
Extension Assigned to: (502) 708-3332
Extension Assigned to: (513) 457-2986

Extension Assigned to: (502) 457-1783

Select Configure Extension
Assignment

Extension Assigned to: (859) 457-1783

Yeegpee oD

Configure Extension Assignment... Ctrl+Shift+ M

Rac. Mloase Maccana = Errmasard Crantart Sandar MNalate Tl Sanea =h | icte

|

| Options and Preferences IEI

General Extension Assignment
QuickDialer
Call Handling Mode
Standard External number:
In a Meeting
Cut of Office
Extended Absence Activation
Custom
Personalized Call Handling
Accept call by answergg
Additional Phones
Find Me | Clear Previous Mumbers \l
Woice Mail
Escalation
Outlook
Telephony
Instant Messaging to use as your extension assignment
Presence
Privacy
Conferencing
SoftPhone
Video
Sounds
Language

Enable Extension Assignment

Andi Reyes - Mobile - (502) 457-2936 -

@ Accept call by pressing "1"

Input the external number you want

Ok | | Cancel Apply

To Go Back to Desk Phone:
Click drop down where displayed Extension
Assignment and Select Primary Phone

11
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Additional Phones- Do you want your cell phone to ring with your desk phone? Or

do you want to be able to seamless move your calls from the desk phone to a

mobile phone?

&) Options and Preferences

From the

General
Communicator QUIiICkDiac'ﬁf ;
. Call Handling Mode

Select Tools/Options Standard
Select Additional ina Hecting

Ok of Office
Phones Extended Absence
Press OK Custom

Personalized Call Handling
Extension Assignrment
Additional Phanes
Find Me
‘oice Mail
Escalation
Outloal:
Telephorry
Inskant Messaging
Presence
Privacy
Conferencing
SoftPhone
Video
Sounds
Language

additianal Phones

First Phone:

Mumber of rings:

Ackirvation

@ Accept call by answering

accept call by pressing "1

Second Phone:

Murber of rings:
Activation

Accept call by answering

Accept call by pressing "1"

bndi Reyves - Mabile - (502) 457-2986 -

-

N

Type Mobile phone number

Clear Previous Numbers

| Ok | | Cancel | Apply

When your ShoreTel phone is idle you will notice you will have an additional soft key (next to

mode). This soft key will say Add Off- this means that your mobile phone will ring at the same

time your desk phone will ring.

To disable press the Add-Off soft key.

Call Move- Moving an active call to your mobile phone when started on your desk

phone

When on an active call you will notice a soft key that says move. Ask your caller to hold press

move and your mobile phone will ring. Answer the mobile phone and continue your

conversation.

& Shorelel
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Outlook Integration

Select Tools/Options
Select Outlook

Import Contact from Outlook

Should be checked from original Setup
Click Import Options to configure

contact import Schedule

F| Options and Prefgrences &
|General Outlook
| QuickDialer Contact Import r'd
Call Handling Mode ] FEE
Standard Import contacts from Qutiook Import Options. .. |
glui r:;gfe " | Open Outlook contacts when calls arrive
Extended Absence Vaoice Mail
3 Custom Aoy 2 ErnEy ] . Id
- I Personalized Call Handing Attach Wave file to message when moved to different folder l
I i’;ﬁ::l:; :Ezlszgnent | Delete voice mail when message is moved to different folder I
@l |Find Me Voice Mail integration with Outlook is nat currently Install |
\Voice Mail installed, ST
- I Escalation I
| e
Telephony | Use Qutlook appeintments to change Call Handling Mode
| Instant Messaging
Presence Outlook calendar integration is installed. | Uninstall... |
Privacy
Conferencing
SoftPhone
Video
Sounds
Language

@ EASTON ASHLEY , (859) 634-3696 Andi Reyes, 3342 Voice Message

13
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After Selecting Import Options

dim

&) Options and Preferences

General
QuickDialer
Call Handling Mode
Standard
In a Meeting
Cut of Office
Extended Ab

Outlook

Contact Import
Import contacts from Outlook

Open Qutlook contacts when calls arrive

Custom

Contacts Import Options

Personalized Ci

Extension Assig J
Additional Phon
Find Me
Voice Mail
Escalation

Telephony
Instant Me:
Presence
Privacy
Conferencing
SoftPhone
Video
Sounds
Language

Disk Cache Options || Import Configurator |

Enable disk caching if you want your Qutlook contacts to be
available for disling as soon as ShoreTel Call Manager is logged
on, This will use some disk space. The amount of disk space
depends on the number of contacts.

| Enable disk caching
When to update cachefimport;
@ On startup |

V'

-

At the same time every day 12:00:00 AM
Only when I do it manually - travelling users

| Read contacts now |

| ok

Cancel |

Apply

Import Configurator

& Shorelel

g
| Options and Preferences

| Import Options. ..

Startup- Imports Outlook Contacts
whenever your Communicator is
reopened

At Same Time- Always you to
Schedule it

Read Contacts Now- Manually
Updates Communicator

General Outlook

QuickDialer
Call Handling Mode
Standard
In a Meeting
Out of Office
Extended

Contact Import
[¥] Import contacts from Outlook.

| Open Outlook contacts when calls arrive

Disk Cache Options || Import Configurator

Check items to import all contacts of entries in them, or dick on "+ to

Custom
Personalized C§
Extension Assig
Additional Phon

Contacts Impart Options

Find Me expand the node and import selected folders within the item.
Voice Mail
Escalation
EET | [Foder
Telephony
Instant Public Folders
Presence (=1 [¥] Mailbax - Andi Reyes
Privacy Contacts
Conferendng _
SoftPhone =) [¥] Address Books

= Outlook Address Book
Contacts
Global Address List
= All Address Lists
All Contacts
All Groups
All Rooms
All Users
Public Folders

video
Sounds
Language

[ o

| 1mport options... |

Allows you to choose what Contact
Folder you wish to Import

L~
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Outlook Calendar Integration

. - - - ’
&) Options and Preferences -_F-—— [
3 General Outlook
“H R
QuickDialer Contact Import
Th Call Handling Made T
iy Import contacts from Outlook Import Options. ..
glui :ﬂfegg?fe Open Outlook contacts when calls arrive
Extended Absence Vaice Mail
= SO Attach Wave file to message when moved to different folder
i I Personalized Call Handling REACI NN EE A0 e T WITETMCHED SR LI B Ens Tl l
| Extension Assignment e e S b e e
! Additional Phones Delete voice mail when message is moved to different folder I
{| Find Me Voice Mail integration with Cutlook is not currently ml
Voice Mail installed. T
E : ins H
| Escalation
E Ceria
Telephony " | Use Outlook appointments to change Call Handling Mode
Instant Messaging
Presence / Outlook calendar integration is installed. W_I‘__
Privacy
Conferencing If t Calend
SoftPhone you want your Lalendar If Button says Install then press
Yuicy to change your modes “Install” to be able to set your call
RERE h heck this box . .
Language thenc handling mode via Outlook Calendar

@e EASTON ASHLEY |, (859) 684-8696 Andi Reyes, 3342 Voice Message

Next time you schedule an Appointment then you will have an add-in that says Call Handling
Mode. This always you to select what mode you would like to remain in while the appointment

is scheduled.

Please Note: Calendar integration must be enabled for Conferencing functionality through

Outlook

& Shorelel
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Personal Communicator Key

Call Control Buttons

o Answer
= Hang up
J° Hold
(Y Transfer
E““ Conference
oA Video
& M
= Call Notes

Presence Indicators in Communicator
Green- extension is available and currently is Standard Call Handling Mode
Orange- extension busy (on another call)

Red- extension is in a call handling mode that is in DND and calls are going directly to Voice
Mail

extension is being forwarded to another destination (either another extension
or cell phone)

16
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