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ShoreWare Personal Call Manager Overview

The ShoreWare™ Personal Call Manager software allows users to manage every
aspect of their business voice communications with customized call handling features
that eliminate time-consuming tasks and maximize productivity.

This simple, easy-to-use application provides call control integrated with calendars and
direct visual access to both voice and e-mail messages from a familiar Microsoft
Outlook desktop interface.

Key Features
Visual Voice Messaging
Personalized Call Handling
Instant name lookup from system directory and Outlook contacts

This document is used to introduce you to some of the most frequently used productivity
features within the Personal Call Manager, including point-and-click call management,
voice mail integration with Microsoft Outlook, and a broad range of call handling
capabilities.

For more detailed information, use the ShoreWare™ Personal Call Manager Help
System to access documentation and online help.

ShoreWare Personal Call Manager Overview 1
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Basic Call Handling

Task Step-by-Step Instructions
L hina Call M There are two ways to start Call
aunching La anager Manager: from the Windows Start menu

or by setting Call Manager to auto-start
each time you log in to your computer. .

To start your Call Manager from the
Start menu:

1. Click Start, select Programs ,
select ShoreTel
Communications , and click
ShoreTel Call Manager . Call
Manager opens.

To auto-start Call Manager at log in:

1. Right-click the ShoreTel icon, a
shortcut menu will appear. Click
Configure ShoreTel System
The ShoreTel System dialog
box appears.

2. Click the Settings tab. Select
Start Call Manager
automatically when I log into
Windows . Click OK.

Quitting Call Manager To quit Call Manager:

1. Right-click the Call Manager
icon in the Windows status
area. A shortcut menu appears.

2. Click Exit. The Call Manager
application quits.

Basic Call Handling 3
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Task Step-by-Step Instructions

Call Manager Views
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Compact View:

This view appears when you first
open the Call Manager
application. This view provides
access to most functions of the
toolbar. Additional features are
available if you right-click the
ShoreTel icon.

Detailed View:

This view provides the
QuickDialer, the Active Call list
and the Call Details area at the
same time. In this view, the
menus provide access to all
features.

Docked View:

This view is like a toolbar that
can be docked for quick access
at the bottom or top of the
Windows desktop.

The Collapse/Expand buttons can be
used to switch between views.

Using the Help System

; i
(_b ShoreTeI Call Manager
h Help

In the Compact view:

Right-click on the ShoreTel icon. S

1. Choose Help > Contents and
Index from the shortcut menu.

In the Detailed view:

1. Choose Contents and Index
from the drop down menu.

In the Docked view:

1. Right-click on the ShoreTel icon.
S

2. Choose Help > Contents and
Index from the shortcut menu,
or

3. From the Help Menu, choose
Contents and Index .

Basic Call Handling
Personal Call Manager, Step-by-Step Guide
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Step-by-Step Instructions

Making a Call 1. Inthe Personal Call Manager
Quick Dialer, select the text
SH inswer  fgTo Y » E@@.ﬁpg G Enter a name or number .
O ————— j @ Go 2. Type the name or number of the
- person you want to call.

3. Press the Enter key to dial the
number. The Active Call List
displays the status of the call
(Outgoing call).

QuickDialer Tips The fastest way of using the
QuickDialer is to start typing the name

or number of the person you wish to
call.

The QuickDialer looks up contacts by
partial names, whole first or last names,
initials or by company name..

You can use the QuickDialer to redial
recently called numbers.
1. Click the QuickDialer drop
down list arrow.
2. Select the person’s name from
the list.

You can drag a phone number from a
document or a Web site and drop it in
the QuickDialer. If you drag by using
the left mouse button, the number is
pasted into the QuickDialer. When
using the right mouse button to drag the
number, you can dial the number
automatically or paste it into the
QuickDialer.

If you have 50 or less entries in your
redial list, use the down arrow key to
select the person you want to call and
the press the Enter key.

Basic Call Handling 5
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Task Step-by-Step Instructions

What is a Call Stack? The call stack size is the maximum number of
incoming and outgoing calls that you can handle
with Personal Call Manager. The call stack size
determines the number of calls you can receive
before the next call is treated as busy.

Even when your call stack is full, Personal Call
Manager allows you to place one more outgoing
call for performing consultative conferences and
transfers.

Your call stack size cannot exceed the number
configured by your system administrator.

Configuring the Call Stack Size From the Personal Call Manager Compact view:
1. Right-click the ShoreTel icon. O)
2. Click Configure ShoreTel System from

% ShoreTel System ] the shortcut menu. The ShoreTel System
Telephory | Yoice Mail | Dutlook | Settings | Login and Passwords d|a|0g bOX appears.
Telephone .
W e e 3. Click the Telephony tab. The ShoreTel
[ Suppress Call Waiting tone on subsequent calls System Telephony dlalOg box appears.

Seleghyaur Cal Stack size |8 .
EB 4. Inthe Telephone section, enter the stack

size in the Select your Call Stack Size
box.
5. Click OK to close the dialog box.

What is Handsfree Mode? Use the Handsfree mode when you want to free
your hands up by using a headset or
speakerphone.

When the Handsfree Mode is activated, ShoreTel
suppresses dial tone to the telephone. .

Basic Call Handling 6
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Step-by-Step Instructions
From the Personal Call Manager

Activating Handsfree Mode
Compact view:
1. Right-click the Not in

W Handsfree icon. a The
Handsfree Mode shortcut menu
appears.

2. Click the Handsfree Mode
menu option to display the
check mark.

3. Personal Call Manager switches
to the handsfree mode the icon
on the toolbar changes to the
Handsfree icon. @

From the Personal Call Manager
1. Right-click the Handsfree Mode

*E Y O ren g R icon. @ The Handsfree Mode
shortcut menu appears.

2. Click the checkmark inthe
Handsfree Mode menu. The
Personal Call Manager turns off
the Handsfree Mode and the
icon in the tool bar changes to
Not in Handsfree Mode .

Turning Handsfree Mode off

Basic Call Handling 7
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Step-by-Step Instructions

Answering a Call To answer an incoming call when
not in Handsfree Mode:

1. Pickup the telephone
receiver when it rings and
begin to talk.

_ 2. The call status in the
|n:||g| ef' Active Call List displays
P answer W) ToWM TR HangUp oy Transfer &7 Conference J Hold 19 ToAA ek (Connected) and the
Ele Connected icon appears.
00:11 IE’E]
To answer an incoming call in
Handsfree Mode:

1. Click the Answer button
on the toolbar.

— '51.@ Anzwer

00:00 Mae West : Extension - 110 called James Dean : Extension - 109

2. The call status in the

| standard [, 109 : Home | [@cm 4 Active Call List displays
(Connected) and the
Connected icon appears.

(]

3. Begin talking.

Sending a Call to Voice Mail From the Personal Call Manager
2 ShoreTel Advapeed Call Mananer o=
Fie D cal d Sendlo okl B~ 1. Highlight the incoming call.
G ansner Ty ToVM | HangUp By Transfer P Corforenze J Hiod {gyToAA Brerk :
[ Erie s nameor s Heés 2. Click the To VM button.
Torw Saprano : Extensien - 111 (Connected) un‘z E Tao W |
Placing the Active Call on Hold Answer your incoming call:
1. The call appears in the
= o = = 56 Active Call List. The call
J L'T‘}'Answer To\u'M @Hang Up Transfer gConferance ' Hold |ToAA _‘ﬁ Park status d|Sp|ayS
JI@ nter a name or number| j @Go (Connected) and the

110 (On Hold) 00:13 /00:08

E(E]nnected icon appears.

2. Double-click the call in the
Active Call List to be
placed on hold.

3. The Call Status displays
(On Hold).

4. Double-click the call on
hold to take the call off
hold.

Basic Call Handling 8
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Task Step-by-Step Instructions

Transferring a Call From the Eersonal Call Manager
: Compact view:
5I /
Type in @ number or name. Close matches wil be listed below. 1. Cllck the Transfer button'
[ Warvn Martian - Edension - 121 =l -
HQ Paging Group - 125 ;I

3 "Humphrey Bogart : Extension - 112
3 "James Dean : Extension - 109

The Transfer dialog box
& Karen Korabek : Exension - 129

& Keith Ennenga : Extension - 117

%734 Lola Bunny : Exension - 122 appears

Mae West : Bxtension - 110 H

o [T —— 2. Inthe Dial box, enter the name

B New Hunt Group : Hunt Group - 131

B Fory Fig - Bension 120 or number where you want to

A Rnad Runner - Fdenzinn - 177 ;I

Dial Digts: ~ [121 transfer the call.
Towde Ty Const | ToMabox | Carcel | 3. Select the desired name or
Itercom number.

4. Click the Transfer button to

transfer the call

Consultative Transfer From the Personal Call Manager
Compact view:

1. Click the Transfer button.
2= Tersier .
Type in a number or name. Clase matches wil be listed below. The Transfer dlalog

[ Warvn Martian - Edension - 121 =l
- |

HQ Paging Group - 125

box appears.
F THum, oga ension - .
E R 2. In the Dial box, enter the name

B Karen Korabsk : Bxtension - 129

B Keth Errenga - Exension - 117 or number where you want to
Sy Lola Bunny : Bdension - 122
§1Mae iest : Bension - 110 transfer the call.
S == i 3. Select the desired name or
.71 .and Runner - Frtenzinn - 177 number.
Dial Digits Im )
lTlml oot | owos | 4. Click the Consult button.

Intercom L ot
o ;I The phone you

are transferring to rings and the

x “Complete Transfer” message
9 Would you like to transfer Mag West - appears on your screen.
‘:/ 110to Lola Bunny - 1227

5. When the party answers, you
can confer with them before

Yes No transferring the caller.

6. Click Yes to transfer the call.
The caller is then transferred.

7. Click No to cancel the transfer.
The caller remains on your line.

Basic Call Handling
Personal Call Manager, Step-by-Step Guide
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Task Step-by-Step Instructions

Transferring a Call to Another Person’s Voice From the Personal Call Manager
Mail Compact view:
- : = 1. Click the Transfer button.
x

Type in a number or name. Close matches will be listed below .
I Marvin Martian : Bxtension - 121 j b The Transfer dla'Og
Bl

HQ Paging Group - 125
3 "Humphrey Bogatt - Exsnsion - 112

box appears.
e R 2. Inthe Dial box, enter the name
& Karen Korabek : Extension - 129 . 1

& Keith Ennenga : Bxdension - 117

iy Loke BurryExersion 122 or number of where you want to
& "Mas West : Extension - 110
™ transfer the call.
& New Hunt Group : Hunt Group - 131 .
=) PlHE L R Bl 3. Select the desired name or
Dial Digis: ~ [121 number.
Transter | Consut | ToMaibox §  Cancel | 4. Click the To Mailbox button.
_teeon | The call is transferred to the
selected number’s voice
mailbox.
Making a Conference Call To add a third party to an active call
from the Personal Call Manager
Compact view:
1. Click the Conference button.
|r_'.-?|:unf=|u'l:: I
@Transfer » Ee@.ﬁ;mé (Q The Conference

£ ] conference Call (Connected) dlalOQ box appears.
Lola Bunny : Extension - 122 (Conferenced) 2. Inthe Dial box, enter the name
Mae West : Extension - 110 (Conferenced) or number of the third party you
want to add.
3. Select the desired name or
number.

4. Click the Conference button.

MI The new caller is

now on the line and the active
call lists displays (Conferenced)
beside each caller on the
conference.

Basic Call Handling 10
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Making a Consultative Conference Call To add a third party to an active call
e — from the Personal Call Manager
- Compact view:

(& Conference 1. Click the Conference button.
o]
M The Conference
@ Hang Up .
Y proer dialog box appears.
e 2. Inthe Dial box, enter the name
To AA or number of the third party you
B park want to add.
" 3. Click the Consult button.
|
Type in a number or name. Close matches will be listed below. Em“
557 Enter aname or number =l 4| The “Comp|ete
To: Mae West : Edension - 110 = "
Conference” message appears.
Al Phone of the person being
5 e Lol By - e 122 - conferenced in rings. When
they answer, you have a chance
to talk to them.
e 5 4. Click Yes to connect the new
g party to the conference. The
Bor  [Tovoud doms v pae i s vakd s mnber Active Call List displays the
Eonfarencel Carsult | |rterconm | Cancel | Status Of the Ca”ers
5. Click No to cancel adding the
|Complete Conference
M = person to the conference call.
P Would}_mu like to conference Mae West o .
</ -Ti0wtn Lola Bunny - 1227 The original caller(s) remain on
the line.
o |
Dropping a Party from the Conference Call You can drop a single party from the
conference call in Personal Call
AMsHEr Chrl+a, F& H .
Tramsker, .. Chrl+Tr, FLO Manaqer ComDaCt View:
oiokalal culisind 1. Right-click on the party you want
T Auto Attendant
Conference, ., Chrl+F, F11 tO drop. A pOp-up menu
Patk . Chrlhk, F12
Hold ChrlsH, F7 appears.
Barae I CEHl+EhifE+E H
Recard hrl4-GhifbHR 2. Click DI’Op. Party :
Coooporr 3. The party is dropped from the
A GAT Contact... | Chl4shiftic conference call.
Yiew Shared Documents. . .
Edit Call Mote...
View Error...
Properties. .. Alt+Enter
Basic Call Handling 11
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Joining Two Active Calls in a Conference Call

Step-by-Step Instructions
You can create a conference call by

joining two active calls:

355 Transfer »He@EIHN G |

J' Mae West : Extension - 110 (On Hold)

PlEeem:

T
J' Hold

@ Hang Up

g:g ANSINER

To VM

To AR

LJ Park

£ Tony Saprano : <More Matches> - 111 (Connected)

‘[ Conference Call (Connected)
E.__Mae West : Extension - 110 (Conferenced)

Sy Transker » |l @ @S YTy

©

Tony Saprano : <More Matches> - 111 (Conferenced)

1. Place the first call on hold.

2. Answer the second call.

3. Select the call on hold with a
single mouse click from the
Active Call List .

4. Click the Conference button.

IMI The two calls are

joined together, creating a
conference call.
Note: You cannot have both calls on
hold to activate the conference call.

Hanging Up from a Call

= Conference
J Hold

& HangUp D
ﬁ AnsHEr
To VM
To AA
A park

To hang up an active call when not in
Handsfree mode:
1. Putthe receiver on hook. Your
active call is disconnected.

To hang up an active call in Handsfree
mode:
1. From the Compact view, click
the Toolbar Extender >> . A
pop-up Tool Bar appears.
2. Click the Hang Up button.
P HanaUp | Your active call is
disconnected.

Basic Call Handling
Personal Call Manager, Step-by-Step Guide
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Step-by-Step Instructions

Viewing Voice Mail Messages

in Outlook

o A s W B QE. ﬁ| Ug‘ S |
nker a name or number j & Go

|i@ ANSWER fiz] Tio M >

Yoice Mail...
j Tr a0

Make Mew Call...
Redial
Speed Dial

Chrl+

Page
Pickup...
Pickup Might Bell

Chrl+G
Chrl+P
Chrl+B

Hiskary. .,

Directory. ..

Configure ShoreTel System...

Chrl+O
Chrl+T

Chrl+M
Chrl+D

View
v Always On Top
Configure Availability. ..

Help

From the Personal Call Manager
Compact view:

1. When a new voice message
arrives, a cassette tape icon
appears.

2. Click the Cassette icon. A pop-
up menu appears.

3. Click the Voice Mail button.

Woice Mail,.. |

4. The Outlook Messages screen
appears.

5. Double-click the message you
want to listen to.

From the ShoreTel icon:

1. Right-click the ShoreTel icon.
© A shortcut menu appears.

2. Click the Voice Mail option.
The Outlook Messages screen
appears.

3. Double click the message you
want to listen to.

Note: Depending on your configuration
in the ShoreTel System/Voice Mail
settings, ShoreTel will either ring your
phone or play your voice mail messages
through your PC speakers.

Basic Call Handling
Personal Call Manager, Step-by-Step Guide
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Basic Call Handling
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Configuring Personal Call Manager

Task Step-by-Step Instructions

What are Call Handling Modes? Call Handling modes provide different
options for handling calls. You can have

different call handling options to manage
incoming calls when you are in a
meeting, working from home or out of
town. Each mode also allows for a
different voice mail greeting.

Selecting a Call Handling Mode Available Call Handling Modes are:
= Standard

® In a Meeting
® Out of the Office

@ Extended Absence

®c
ustom
= ¥ = D ¢
B fnser e To Vi e@'E§| é‘ @ | From the Personal Call Manger
nter & name or number j f* L]} Comgact view:

1. Click the current Call Handling
—— Mode icon in the Status Bar. A
Sl iy Srshien shortcut menu appears with a list of

In a Meeting Ckrl+Shift+2 the five modes
Out of Office Ctrl+Shift+3 ) o )
Extended Absence Ctrl+Shift+4 2. Click the desired Call Handling
Custem s Mode. The indicator for the
selected mode appears.
Configuring Personal Call Manager 15
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Configuring A Call Handling Mode From the Personal Call Manager
1. Right-click the ShoreTel icon.
© A shortcut menu appears.
2. Click the Configure ShoreTel
System option. The ShoreTel
dialog box appears.

alllOuﬂuukISEﬂlngsI Login and Passwords | = 3. Clickthe Edit Call Hand"ng
TR Modes button under the
P e Telephony tab. The Configure
Select your Call Stack sze [E =] call Handling dlalog box

~Call Handing

Select a Call Handling Mode || appeal’S.
s @ momsen |1 4. Click the tab of the Call

ficcess Codes: .
lrsaemadalaun ik accesscode: |9 2 Handllng Mode you want to
configure.

SoftPhone
’VAss\gn my extension to the SoftPhone
5. Select the desired options for
the mode you are configuring.

Always =

when | launch it

Redial
Select the call types that appearin Al numbers -
Redial:

= = Call Forwarding Condition:
Always — Your calls are forwarded to
the selected Call Handling Mode
destination even if you are available.
When No Answer or Busy
Never — Your calls will never be
forwarded to another Call Handling
Mode.

Call Forwarding Destination:
Box — Displays your current call
forwarding destinations and routing
schemes.
Edit Destination button — Opens
the Call Handling Destination dialog
box and allows you to select the
forwarding number and routing
plans for incoming calls in the
selected Call Handling Mode.

Greeting:
Review/Record Greeting — Opens

the Prompt Recorder dialog box to
record and play the greeting for this
Call Handling Mode.

Configuring Personal Call Manager 16
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Configure Call Handling x|

Standard | in a Meeting | Ot of Ofice | Extended Absence | Custom |

1~ Call Forwanding Condition
' Aways

& When No Answer or Busy
" Never

~Call Forwarding Destination

Forwarded to Vioice Mail - 101 when busy; Forwarded to Voice Mail -
101 after 3 rings

Edt Destination |

Gresting

Review / Record Greeting ”
"quna\ Assistart ‘

0 Forwarded To [

‘F Enable Caling Message Notfication Edit Notffication.. I‘
Find Me
’;7 Enable Find M Edt Find Me I‘

"Dall Handling Note ‘

0K | Cancel ey |

Configure Find Me

r Configure Find Me numbers

Find Me call handiing lets callers that reach your voicemall try to
find you &t atemate numbers by pressing "1" during your
greeting.

Find Me call handling will not be preserted as an option to
inbound callers by the system, rather you may choose to tell
callers of this option as part of your recorded greeting.

First Number: Mae West :
Number of Rings: |3 3:
Second Number: |[4DE} 598-7654

Number of Rings: |3 3:

¥ Send Incoming Caller ID

|

x|

Personal Assistant:
0 Forwarded To - Displays your
current selection for a personal
assistant to whom callers are
transferred when they press 0 and do
not want to leave a voice message.

Notification:
Enable Message Notification —A
check in this box means that the
ShoreTel system automatically
notifies you of the arrival of voice mail
messages, as determined by your
message notification settings.

Edit Notification button — Opens the
Configure Message Notification dialog
box where you can configure when
and where you are notified of new
messages.

Find Me Call Handling:

You can use Find Me call handling to
allow callers who reach your voice
mailbox to try and find you at alternate
numbers by pressing “1” during your
outgoing greeting.

Note: There is no prompt instructing the
caller on this option. You must
inform callers of this option in
advance or in your recorded
greeting.

When the callers press 1, they hear a
prompt telling them that the Find Me
destinations are being called. If the call
is not accepted at either of the Find Me
destinations, the call is sent to your
voice mail.

1. Specify up to two alternate
numbers where you want callers
to be able to find you.

2. Set the number of rings (6
second intervals) that Find Me
call handling will wait for an
answer at each destination.

Configuring Personal Call Manager
Personal Call Manager, Step-by-Step Guide
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Note: You can enable/disable Find Me
call handling for each of the 5 call
handling modes.

When a call is forwarded to a Find Me
destination, the phone at the Find Me
destination displays the caller ID of the
voice mail. When you answer the call,
you hear a prompt announcing who the
call is for and the original caller ID.

You are prompted with the following
options:

- Press 1 to accept the call.

- Press 2 to send the call back to
the original voice mail box.

- Press 3 to repeat the name and
caller ID.

Call Handling Note:

This is the place to enter special
instructions for your personal
assistant when responding to
incoming calls.

6. Click the OK button twice to
complete the configuration and
close the dialog boxes.

Configuring Personal Call Manager
Personal Call Manager, Step-by-Step Guide
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Task ‘ Step-by-Step Instructions

Recording a Greeting for a Call Handling You cgn record specific greetings for e.ach of the Call
Mode Handling Modes. If you record a greeting for only one

of the modes, it is only used when call handling mode
is set for that mode. When there is no recorded

:
e ] greeting for a mode, the ShoreTel system announces

Standard | Ina Mesting | Out of Office | Extended Absence | Custom |

Cal Forwareing Candtion your recorded name and the standard greeting for that
. Alw
@ Wh::sNo Angwer or Busy mode.
" Mever
Call Forwanding Destination
(D et facs e From the Personal Call Manager Compact view:
i Do __| 1. Right-click the ShoreTelicon. & A shortcut

Greeting
[ @ menu appears.

Personal Assistart — . . .
[oFmvareaTe: | 2. Click the Configure ShoreTel System option.

IEJME':EZ:::‘AH\HQ Message Notfication Edit Notfication ” The ShoreTel System d|a|og box appears.
Find Me

ﬁnnamewm Edi ind M. ‘ 3. Click the Edit Call Handling Modes button.
Col Honling Nore ‘ The Configure Call Handling Modes dialog

ok | oo | o | qu appears. _
4. Click the tab of the Call Handling Mode you

want to configure.

x| 5. Click the Review/Record Greeting button.
Recod yourgreeting | The Prompt Recorder dialog box appears.
LI » | | 6. Click the Record button and record your
Stop  Play  Recod message.
e | 7. Cl?ck Stop when_ you complete your message.
8. Click Play to review your message.

9. Click the OK button three times to close each
of the dialog boxes.

Configuring Personal Call Manager 19
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Task ‘ Step-by-Step Instructions

Configuring Message Notification

4 ShoreTel System

Telephony @ulluukl Sellingsl Login and Passwurdsl

x

Woice b ail S Ettrmge—
’]_ Flay Envelope Information

— Uze your PC Speakers and Microphone
I For playing your voice messages

™ when recording new messages or prompts

i~ Recorded Name

mail.

“r'our name prompt iz the first thing that a
c:al!er will hear when they reach your voice: FRecord Name Prompt. 2

i~ Yoice Mail Motification

“r'our notification settings contral how pou Edit Motification Settings |
are notified of new voice mail ok

r~ Find ke

‘our Find Me settings control how callers Edit Find Me Seltings... |
may find you at other lacations.

Cancel |

Apply |

From the Personal Call Manager Compact view:

o]

‘onfigure Message Notification and D

x|

r— Email notification./delivery options

I~ | Fark Wil heard

Notification/Delivery Settings: Disabled =

Ermail address; |‘Zee“ @yahoo com

r Telephone notification options

Netify me upon receipt of: IAnymessage

At the following number: IMDS) 558-7R54

™ This number is a pager

FI o Wse (D |

umerical Messags: |

Ty |3 _l; time{s)
Try every ITZD _|::' minute(s)

[ o< ]

Cancel |

1. Right-click the ShoreTel icon. S A shorteut
menu appears.

2. Click the Configure ShoreTel System option.
The ShoreTel System dialog box appears.

3. Click the Voice Mail tab.

4. In the Voice Mail Notification section, click the
Edit Notification Settings  button. The
Configure Message Notification dialog box
appears.

5. Select the desired options for receiving
message notifications.

- What type of messages you want to be
notified about.

- Phone number where you want to be

called.

- How many times and how often voice mail
should try to notify you of new messages.

6. Click OK to save settings.

Note: Your next voice mail or e-mail message will
respond to your new settings.

Integrating Outlook with Personal Call

Manager

If you choose to integrate MS Outlook with Personal
Call Manager, all your voice mail messages appear in
your Outlook Inbox, making it easy to retrieve and
respond to messages in any order. With integrated
voice messages, you can also forward voice mail to
any e-mail destination, giving you the power of multi-
media messaging.

Before you can take advantage of integrating Personal
Call Manager with Outlook, you must install the
Outlook integration features.

Configuring Personal Call Manager
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Configuring Outlook for Voice Mail Personal Call Manager can be configured to integrate
Outlook and voice mail. With this integration, your

Telephonyl Woice Mailettings I Login and Passwordsl voice messages wi ” appear In your OUt|OOk in bOX
~Woice Mai
Vnice tail integration with Outlack iz currently _Uninslall. ) .
inctalld [ | From the Personal Call Manager Compact view:
< ¥ _Lse Outlook as my default Vnic@ ) i i ( ~
¥ Attach Voice Mail to Message when Moved 1 R|ght'CI|Ck the ShoreTeI Icon. {3 A ShOI’tCUt

¥ Delete Yoice Mail from Message when Moved

menu appears.

- Calendar
TF‘:aeghUIETel Calendar Form is ot curently installed, Irstall. | 2 . C||Ck the Conflg ure the ShoreTel System
™| Use ShoreT el Calendar Form to schedule Eall Handing Option . The ShOI’eTel System d|alog bOX
r~ Memarized Phone Mumber Management appears .
¥ Riead phone numbers from Outlook on stattup 3 C||Ck the Out|00k tab

™ Pop Dutlook contacts on incoming call

_ _ 4. Click the Use Outlook as my default Voice
™ Don't include FAR numbers [affects ShoreT el directories as well) . i i
™ Use Company Names in QuickDialer Mall Cllent Optlon .
More Options. .. | Show Impart Log... | 5 C||Ck OK .

[ Bt [ e | Note: Depending on your configuration in the

ShoreTel System/Voice Mail settings, the
ShoreTel system will either ring your telephone
or play your voice mail messages through your
PC speakers.

Including Outlook Contacts in Your You can configure Personal Call Manager to include
Outlook contacts when you make calls, conference

Calling Directory
calls, or transfer calls.

% ShoreTel System x|

Note: Once configured, Personal Call Manager
i il( Outloak i i . .
Telshony| Vol Mai( Outeok) Setivgs | Loginard Passuors | displays only the contact folders with the word
ﬁzltzﬁeh;all integration with Outloak iz currently “ContaCt" |n the folder!s name.

¥ Use Dutlook as my default Yoice Mail client
V' Attach Woice Mail to Message when Moved .
[ Delete Vaioe Mail fram Messags when Hoved From the Personal Call Manager Compact view;

_Tciegr;s:eTel Calendar Formis rot curentlyinstalled. Install.. | 1 RIght_CIICk the ShoreTel ICOI’] . gﬁ A
shortcut menu appears.
2. Click the Configure ShoreTel System

B Memonzf ?W ; . .
<[I¥_Read phone numbers from Outlock on startup Optlon . The ShoreTel SyStem dlalog bOX

™ Pop Dutlaok contacts an incoming call appearS
™ Don'tinclude FA numbers [affects ShoreT el directories as well] 3 Cllck the Outlook tab
I~ Use G Names in QuickDial .
R TR MM 4. In the Memorize Phone Number

™| Use ShoreT el Calendar Form to schedule Eall Handing

Mare Options. .. | Show Import Log... | . .
Management section, click Read phone
ok | cancel |y | numbers from Outlook on startup ~ option.
5. Click OK.
Configuring Personal Call Manager 21
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Displaying Outlook Contact You can display Outlook contact information when you
Information for Incoming Calls receive or make calls. Contact Information from
o Outlook will be displayed if the caller is in your Outlook
‘P’ ore | el stenm
contact list.
Telephon | Woice Mall('juE Uaﬂ Settin sl Login and Passwordsl
—Voise Mzii : °

Woice Mail integration with Outlook is currently Uringtall...
inztalled

From the Personal Call Manager Compact view;
[V Use Outlook a3 my default Voice Mail client ) . . =
¥ &ttach Voice Mail to Meszage when Moved 1 RIght-Cth the ShoreTeI Icon. \‘:f) A
¥ Delete Voice Mail from Message when Moved ShOI’tCUt menu appears‘

- Calerdar
TP:aeghoreTel Calendar Farm iz nob curently installed, Install.. | 2 X CI|Ck the COnﬁgure ShoreTe| System
™ Wse ShoreTiel Calendar Farm to schedule CalllHendling Optlon . The ShOI’eTe| System dla|Og bOX
r~ Memarized Phone Mumber M anagement appears
¥ Fiead phore rumbers from Dutlook on startup 3 . CI|Ck the OUtIOOk tab .
YL Feputnk ombsonawong ofl_—> 4. In the Memorize Phone Number

™ Don't include FA&X numbers [affects ShoreT el directories as well)

[ Use Compary Names in QuickDister Management section, click Pop Outlook
More Optiors. .. | Shaw Impart Lag... | contacts on Incomlﬂg Ca” 0pt|0n
5. Click OK.

ar | Cancel | Spply |
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