


Using Your 

NEW

ShoreTel

Telephone



Using the Handset
To answer a call, pick up the handset when the phone rings.

To end a call, hang up the handset.

Using the Speakerphone

To answer a call, press the Speakerphone button      O . 

The LED in the button lights green.

To end a call, press the Speakerphone button again.

Using the Headset

To answer a call, press the Headset button ΩO . 

The LED in the button lights green.

To end a call, press the Headset button again.



Making In-House Calls
Dial Direct

To dial another party:

Step 1 Dial the party’s extension, or press the custom 

key associated with the extension.

Using the Intercom
To intercom another party:

Step 1 Press Intercom.

Step 2 Dial the party’s extension, or press the custom 

key associated with the extension.

The Intercom function allows you to connect with another party without

ringing the party through a call line. Both you and the recipient must be 

using a ShoreTel IP phone and have permission to use this feature (set by 

your system administrator).



Redialing / Checking Missed Calls
To redial a call:

Step 1 Press Redial. Press it again to dial the last number you called.

Or

Use the Scroll button to select the number you want to call,

then press the Dial soft key. (You can also press the Intcom

soft key to intercom the recipient.)

You can use the Redial function to dial not only the last number you called,

but the last several calls you made and received, including those you missed

(denoted by the icon). The date and time information appears directly above the 

soft keys for the selected call. *



Making a Conference Call

To conference a party into a connected call:

Step 1 Press the Conference button . The call is put on hold.

Step 2 Dial the extension or number of the party you would like to 

conference.

Step 3 Press the Confrn soft key to ring the party directly.

or

Dial the number and press the Conslt soft key to speak with

the recipient before ringing him or her into the conference call.

After consultation, press the Yes soft key to complete the conference

call, or press the Cancel soft key to return to the original two-party call.

After a conference is established, you can use the Show soft key to 

display all conferenced parties. If you wish to disconnect a party, scroll 

to the party's entry and press the Drop soft key. *



Hold / Park / Transfer



To place a call on hold

Press the Hold button , or press the call's custom key, if available. 

230 phone, the custom key blinks green

To take the call off hold

Press the custom key with the blinking green LED, or press the Hold button

again.

You will hear a reminder ring in 15 seconds and at one-minute intervals after that

If you have received several calls, you will receive a reminder ring for the call that 

has been on hold the longest.



Parking and Unparking Calls

Parking the call

With the appropriate permissions (set by your system administrator), you can

park a connected call on another extension by doing the following:

Step 1 Press the Park soft key.

Step 2 Dial the extension, press its custom key, or use the Directory

to find the party.

Step 3 Press the Park soft key again. 

To unpark the call

Step 1 Press Unpark

Step 2 Dial the extension

Step 3 Press Unpark again.



Transfer a call

from your extension to another number:

Step 1 Press the Transfer button . The call is put on hold.

Step 2 At the prompt, dial the number (or press the extension's

custom key, or use the Directory to find the party), then do

one of the following:

a. Complete a blind transfer by hanging up or by pressing

the Transf soft key.

b. Speak to the recipient before transferring by pressing the

Conslt soft key. After consultation, press the Yes soft key

to complete the transfer, or press the Cancel soft key to

abandon the transfer and return to the original call.

c. Consult by intercom by pressing the More soft key, and

then pressing the Intcom soft key.

d. Send the call to the recipient's voice mailbox by pressing

the More soft key, and then pressing To MB. *



Sending a Call to your 
OWN

Voice Mail

When an incoming call arrives, a To VM soft key becomes available. Press the

To VM soft key to send the caller directly to your voice mailbox.



VOICE MAIL

A steadily flashing light on your phone’s right-most upper corner and stutter

dial tone signifies that you have unheard messages. The number of unheard

messages appears on the idle screen of your phone’s display by the icon .

Logging Into the Main Menu

To log in to the main voice mail menu, press the Voice Mail button ,

then dial your password followed by # . (Your default password is 1234.)

Logging In from Another Extension

To log in to the main voice mail menu from another extension, press the 

Voice Mail button , followed by #, then your extension, followed by your

password, and then #.



Logging In from an External Phone

To log in to the main voice mail menu from an external phone, dial the voice

mail access number provided by your system administrator, press # , then

your extension, then your password followed by #.

Listening to and Interacting with New Messages

From the Main Menu, you can listen to and replay new messages by

pressing 1. To interact with new messages, press one of the following:

1) Replay the message

2) Save the message

3) Delete the message

4) Forward the message

5) Reply to the message

6) Hear envelope information (time and date sent)

7) Move backward

8) Pause

9) Move forward

#) Continue to next message

*) Cancel message review



Mailbox Options

Once logged in, Press 7 to access various options for your personal mailbox, then

press one of the following:

1) Record personal greeting

2) Choose call handling mode

1) Standard - default

2) In a Meeting

3) Out of the Office

4) Extended Absence

5) Custom

*) Cancel

3) Reassign extension

1) Assign the extension

2) Un-assign the extension

3) To assign to your extension to your last external number



4) Set your password

Enter your new password, followed by and repeat to confirm.

Press to cancel.

6) Record your name

Press # when you are finished recording your name, then 

choose from the following options:

#) Accept

1) Review

2) Re-record

3) Delete and use default system recording

*) Cancel

7) Listen to your deleted messages

8) Remove deleted messages



Using the 

ShoreTel

Personal Call Manager



You can open the Call Manager with either the icon 
on your desktop or the smaller icon in your system 

tray.  The 3rd option is to go through the Start / 
Programs menu.



To place an outbound call –

* Type the number directly

* Type the name of the person you wish to call

*Press the Redial icon located on the right



Inbound Calls

*Shows Incoming Call      *Answer

* To Voice Mail



Place a Call on Hold
*Click on Hold Button     *Right Click Call

*Call Menu / Hold           *Music Note



Once on hold:



Park a Call
*Right Click Call       *Call Menu / Park               

*Music Note & Phone



Next screen you get:



Blind Transfer & Voice Mailbox 

Transfer

Answer the Call

Click Transfer Button

(right click / transfer

or call menu / transfer)

Select Party

Click Transfer or

To Mailbox



Consult Transfer

• Answer the Call

• Click Transfer Button

• Select Party

• Click Consult

• Yes – to transfer

• No – call stays on 

your line



Conference Calls
Answer first Call – Place on Hold

Answer / Place another Call

*Click on  

Conference

Button

*Right Click / Call

*Call Menu / 

Conference        

*Phone +



Hang Up a Call

*Right Click Call

*Call Menu / Hang Up        *Red Handset



History Viewer
*Windows Menu / History Viewer

*History Tab



Voice Mail Viewer
*Windows Menu / Voice Mail Viewer

*Voice Mail Tab



ShoreTel

Personal Call Manager

Configuration Options



Call Handling Modes

• Standard – (default) Rings and if unanswered 
goes into voicemail

• In a Meeting – In a meeting & handling inbound 
call in a specific manner

• Out of Office – Out of office & handling inbound 
call in a specific manner

• Extended Absence – Out of office for an 
extended amount of time; vacation or travel

• Custom – set inbound call handling with special 
instructions



To modify your handling mode:

*Right Click on the 

ShoreTel icon / 

Options

* Tools Menu / 

Options



*Right Click on the 

ShoreTel icon / 

Options

* Tools Menu / 

Options

Configure Voice Mail



ADVANCED FEATURES

• Find / Follow Me

• Outlook Integration

• Custom Buttons

&

• Advanced Features



THANK YOU!


