ShoreTel IP Phone 485g Quick Reference
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GUIDE TO LEDS

‘four ShoreTel 485g IP phone provides color cuss to help
you determine call appearance status:

@ Steady Green: Phone iz in use (dialing or off hook)

'®’ Blinking Green: Incoming call

& Blinking Crange: On hold or call parked

O Steady Crange: Extension’s call handling mode sst to
Do Mot Disturb or phone in & Mo Sarvice state. For BCA,
the monitored extension iz in use by another party but
you can join the call

@ Steady Red: Monitored extension is in use by other
party (appliea to BCA and Extension Monitor)
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ShoreTel IP Phone 485g Quick Reference

PHONE OPERATION VOICEMAIL
Place Calls Check visual voicemail + Password +
Use the speakerphone or a headsst @ or @ + Bt kntlgi;nlr;ﬁt:nnmcemall + m + Password +[ # |
Log in from another
exfension N m * EI+ B+ Pacaward +E|

EXTENSION ASSIGNMENT

Use the Directory

Make a conference call Using Phone Interface

Assign ext. to Available m+ Ext + Password +
or Ananymous phone L
Unassign extension -»Pwd-wm-» +Unassign user +J PRI [N
Assign your ext. to an
Answer Calls assigned phone * * Bet.+Pazaword = I
Answer a call Lift handsst or or @ ar @ Using Voicemail System

Change ext. assignment

- - : ar . -
Send a call to voicemail m Unassign extension

Make & call from History

Use the Intercom (through Directory)

| # | +Bxt +Pasawords] # 1L [ 3| 7]
_# | +Bxt+Password-| # 1L, 3 | 2]

Divert an incoming call ._' CUSTOMIZE YOUR PHONE
Adijust \.I;cnlge of handset, headset, o coloct Select a ringtone —-rPasswurd+n+ +Ringtone n H
or speakerphons (e

Answer call waiting (incoming call) Precs green blinking call appearancs button Dr— Change call handling @ to salect +.
made (CHM) M oK
Pick up a call for another extension _ + Ext.
L R e B I
i ) oK
Interact with Calls orwarcing
Mute a call Change wallpaper _+merd+m++wauwpmm @ ﬂ

Place a call on hold - or precs call appearance button
Change time zone —-fPassnrnrd+m+ @ + Time mna-r“-r M
— o
Take a call off hold or prese orange blinking call appearance button Log in or out of - m m m
Pasaword+ +Agent state
workgroup

Transfer a call TROUBLESHOOTING

Join calls

View phone infermation + m@@ @E(INF@#}
Reboet your phone @ + m mmmmm (RESET#

Park a call on ancther extension

Unpark a call - - -
| Mote: For details about using the phone, sea the ShoreTel IP Phone 485g User Guide. |
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ShoreTel® Voice Mail Quick Reference

VOICE MAIL OPERATIONS
{Instructicns for Voice Mail owners)
New Voice Mail Indicators

Your voice mailbox containa unplayed messages

® ‘fou hear a stutter tone on the handsst.
OR

# The phons's meszage waiting light flazhes.

Checking Voice Mail

To chedk voice mail from your extension

Woice Mall
1 Press BB or lift the handset and press £

2 At the prompt, uze the dial pad to enter your
password. (If you have not been aszigned a
password, use the default passweord, 1234)

3 Press #.

MOTE If you are logging in for the firzt time, the
system prompts you for a new password and
aszks you to record your name.

To check voice mail from another extension
1 Press # twice.

2 Enter your extension.

3 Enter your password.

4 Press #.

To check voice mail from an external phone
1 Dial your voice mail access number.

2 Press #.

3 Enter your extension_

4 Enter your password.

5 Press #.

Liztening Te Meszages

At the Main Menu prompt, press 1. The voice
mail system plays urgent messages first, then
newly arrived meszagsc:.

The system gives the delivery date and time for
each message. (You can disable this feature from

the Mailbox Options Menu.)

Managing Meszages
After listening to @ meszage, you can replay it,

zend a reply to the person who left the meszags,

forward it to someone slse, replay the dats and
time information, save it, or delste it.

To replay all of your saved messages

® Prasz 3 at the Main Menu prompt.

Az 5 safeguard against accidental srazures, the sys-
temn retainz delsted messages for a few hours.

ShoreTel, Inc.,
PM B00-103204

To listen to your deleted messages

1 Press 7 at the Main Meanu prompt.

2 Press 7.

Voice mail plays all the deleted messages =till

available to the system. During playback, you can

manage delsted messages as if they wers nawly

amived messages.

To restore a deleted message

® Press 2.

To send a recorded message from voice mail

After recording a message, voice mail azks you to

supply an addresz.

1 Addrezs the message to individual recipients
by entering their extension numbers.

2 Specify groups of recipients by entering a
distribution ligt number.

To identify a recipient by nams, specify a person-

al diztribution list, or broadcast to all extenszions,

prezz 0 and follow the prompts.

To mark a message as urgent

# After addrezsing the message and confirming
the addrezzes(s), press 1.

To forward the message you're reviewing

1 Press 4 and follow the recorded prompts.

To reply to the message you're reviewing

1 Press 5 and follow the recorded prompts.

2 Prezs 1 to reply with a voice mail, press 2 to
reply with & call back, or prezz 3 to reply to all
with & voice meszage.

Changing Mailbox Options
Perzonalize your voice mail by changing your
names, password, or personal gresting.

Te change perscnal settings from the Main Menu,
press 7 and follow the recorded prompts.

Enabling Office Anywhere (On-Net)
If you have the proper permission, you can assign
your extension to any phone on the system_
1 Log in to voice mail from the targst phone—

an extension other than your own.
2 At the Main Menu prompt, press 7.
3 Prezs 3 to re-azsign the extension.

® Pross 1 to assign the extension.

® Pross 2 to un-assign the extension.

(The phone reverts to its original extension.)
[Off-Net Extension Re-assignment cannot be
configured through the voicemail system and
must be configured through PCM. Refer to the
Administration Guide for details.)

Setting Call Handling and Forwarding

NOTE Use ShoreWare Call Manager to configure
the modes with different call forwarding destina-
tions and personal greetings.

You can zet one of five distinct call handling
medes for your extension. When you record a
personal greeting, it is linked to the active call

handling mode.

To enable one of the five distinct call handling
modes:

# Prazz 7 at the Main Menu prompt.

# Prass 2, then follow the prompts.

Changing Notification Options

To zelect a notification profile for the Escalation
Motification featurs:

# Prazz 7 at the Main Menu prompt.

# Prass 9 for additional mailbox options.

# Prass 2, then follow the prompts.

NOTE 'You mist have notification profiles previously config-
ured befors 2 notification profis can be acthated
Enabling FindMe

To enable or dizable FindMe Forwarding zo that
callers can forward their calls to your destination:
# Prazz 7 at the Main Menu prompt.

# Prass 9 for additional mailbox options.

@ Prazs 5, then follow the prompts.

MNIOTE 'You mist have pamrnission to use FndMe Forwarding.

Troubleshooting

If the number of messages in your mailbox
exceeds the limit, the system notifies callers that
your mailbex is full and unable to accept new
messages. (Recently deleted messages remain in
the mailbox and are included in the total count.)

If your mailbox iz full, first purge any backleg of
daleted messages.

To purge deleted messages

1 At the Main Menu prompt, prezz 7.

2 Prezs 8 to remove delsted meszages.

3 Prezs 1 to confirm deletion or * to cancal.
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LEAVING A MESSAGE

[Vioice mail options when in mailbox)

Leave Mezzage

When dialing inte a ShoreTel system, if the
perzan you are trying to reach dosz not anzwer,
your call will be sent to a mailbox and you will
hear a standard greeting. You can select from

the following ophions:

# Bypass gresting

0 Transfer to assistant

1 Forward to recipient’s FindMe destination
9 Transfer to Auto-Attendant

Meszzage Recording

If you chooze to leave a recorded meszags, the
following options are available after recording
your meszags:

# Meoszsage options

* Re-rac

0 Send mezsage, tranzfer to azsiztant

1 Send message, forward to recipients
FindMe destination

9 Send message, transfer to Auto-Attendant

MOTE Hanging up sends the message.

# Mezzage Options
When leaving a message, sslect from the
following options:

# Send mezzage

* Cancel

1 Review

2 Re-record

3 Mark/unmark urgent

0 Send mezsage, tranzfer to azsiztant

9 Send message, tranzfer to Auto-Attendant
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ShoreTel® Voice Mail Quick Reference

PRESS Main Menu for Voice Mail Operations

Select ona of the following options during or at the end of a meszage:

a) From your own extension, lift the handset, Call your voice mail access

0 Additional options 4 Forward 8 Pause press #, enter password, and press # number, enter extension,
1Replay 5 Reply se— 9 Move forward b) From another extension, press # twice, enter password, and press #
2 Save & Play envelops # skip enter extension, enter password, and press §

IDelste 7 Move backward * Cancsl

Send a Mezszage # Accept # Conclude Addreszing 1 Addresz by Name
Record your message at the tone. Enter the extension or the system # Send Spell the name of the person, last name first.
2 When finished, prezs # and z=lect distribution list to receive the mezsags: 1 Markfunmark urgsnt Press 7 for Q and 9 for Z. * Cancel
from the following options: 2 Mark/unmark for retum recsipt Mote: System retums to Addrezsing after name iz entared.
" # Conclude addrassing 3 Entar additional addrezzes
] m 0 Additional addressing options * Cancel
2 Re-record * Cancel last addrezz 2 Address by Personal Distribution List
** Cancal i i
* Cancel 8 0 Addrezsing Optionz
Enter the two-digit personal distribution list number.

1 Addresz by nams * Cancel

2 Addrezz by perzonal distribution list

3 Broadcast

& Shorelel

1 Record gresting Record your gresting for the currently 1 Aszign o this telephone Record your name at the 1 Enable or disable Outlook

2 Set call handling mode active mode at the tone. When finished, 2 Un-azzign tone. When finished, press automated call handling
3 Rie-assign extension press # and select from the following 3 Assign ext. to last extemal # and zalect from the fol- 2 Change notification options
4 Set options: numke=r lowing options: 3 Change a.gnadnt state .
i i i N 5 Change Find Me Forwarding stats
:Enablof::::h envelope information & A 3 Delete # Accapt 3 Delata 2 Camﬂlﬂ
7 Listen to delsted mecsagas 1 Review * Cancel 1 Review * Cancel L
2 Re-record 2 Re-record

8 Remove deleted mezzages
% Additional options
| * Cancel

1-% Enter the number associated
with a Motification Profile

0 Disable MNotification

# Mo changs

b A

3 Out of office * Cancel L J
Horla - P i e, | | oAgemtstae
L -

1 Standard 5 Custom
2 In & mesting & No changs

1 Confirm * Cancel

or 2 to disable 1 Log in and assign extenzion

i o 2 Log out
3 Log in withour azsigning sxtsnsion

’

1 Enable Find Me Forwarding
2 Disable Find Me Forwarding

- =
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