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ShoreTel Voicemail                       
	Personal Voice Mail box number………………..
	Same as telephone extension

	Default password………………………………
	1234  #  (Prompted to change immediately)

	Remote voicemail access………………………….
	Dial                              - Press #,  follow prompts
*NOTE: The # Option is NOT Announced*

	INITIALIZE VOICE MAIL

Personalize Voice Mailbox as new user

1.  Press Voice Mail button at your desk

2.  On 485 Sets - Press the Call VM Soft Key
(This allows access to Program the Voice Mail Features)
3.  Enter default password of 1234#

4.  Follow tutorial instructions to change password,

record first/last name and personal greeting   

*Minimum required to set up Voice Mail*


	VOICE MAIL ACCESS

Access your personal voicemail box from your set

1. See red light and [image: image1.png]


 in display for  number of

      Messages

2.   Press Voice Mail button
(Access Voice Mail Messages, like an In Box)
3.  Enter password, followed by #

4.  Your Voice Mail Inbox is displayed



	WHILE LISTENING TO MESSAGES

1 = REPLY TO MESSAGE (An internal caller)

2 = SAVE MESSAGE (Saves for the allotted time)

3 =DELETE MESSAGE (Message gone the next day)

4 = FORWARD MESSAGE (To another User)

5 = CALL MESSAGE SENDER (Internal or External)

6 = HEAR DATE/TIME STAMP

7 = BACK UP IN MESSAGE (3 Seconds back)

8 = STOP MESSAGE (Pauses message, 8 again to Play)

9 = SKIP AHEAD IN MESSAGE (3 Seconds forward)

# = SKIP TO NEXT MESSAGE (Saves message)


	MAIN VOICEMAIL MENU

1 = LISTEN TO MESSAGES

2 = SEND VOICEMAIL MESSAGE

3 = LISTEN TO SAVED MESSAGES

7 = ALL PERSONAL OPTIONS

0 = TRANSFER TO PERSONAL ASSISTANT

# = HEAR MAILBOX STATUS 



	CHANGE PASSWORD

1.  Press Voice Mail button, then 
     On 485 Sets - Call VM (Soft Key) 

2.  Enter password, Then press #

2.  Press 7 to change mailbox options

3.  Press 4 and enter new password (minimum 4

digits)

4.  Enter new password again

*Note:  to re-record name, follow steps above using

7  to change Options and 6 to change recorded name*


	RECORD GREETING

1.  Press Voice Mail button, then 
On 485 Sets -  Call VM (Soft Key) 

2.  Enter password, Then press #

3.  Press 7 to change mailbox options
4.  Press 1 and follow prompts to record greeting for
current mode (Standard Mode by default)

5.  Press 1 to review greeting; 2 to re-record and

Press # to accept

*Note:  repeat process to customize greetings , In a Meeting, Out of Office, Do Not Disturb, Vacation, Custom* 

	SET CALL HANDLING MODE (STATES or DND)
A customize greeting for Available, In a Meeting, Out of Office, Do Not Disturb, Vacation, Custom
1. Press Voice Mail button, then 
On 485 Sets -  Call VM (Soft Key) 

2. Enter Password, Then press #

3. Press 7 to change Mailbox Options

4. Press 2 to change Call Handling Mode

5. Choose option 1 – 6 for appropriate Mode (as listed Above)
*Note: greeting must be recorded in order to select Mode*


	ACCESS MAILBOX FROM ANOTHER DESK

*Use this method to check Group Mailboxes*

1. Press Voice Mail button, Press Call VM (Soft Key)

2. Press # key 

3. Enter the mailbox extension number

4. Enter the mailbox password and # key

*Note: Use these procedures to access Group or General Mailboxes OR to access Auto Attendant Greetings*




	REASSIGN EXTENSION FROM ANOTHER SET

Allows you move your extension to any set

1. Press Voice Mail button, then

On 485 Sets -  Press Call VM (Soft Key)

2. Press # key 

3. Hear prompt; enter Mailbox and Password

4. Press 7 to Change Mailbox Options

5. Press 3 to Re-assign Extension

6. Press 1 to Assign to this telephone


	UNASSIGN EXTENSION FROM SET

Prevents your phone set from unauthorized use

1. Press Voice Mail button, then

On 485 Sets - Press Call VM (Soft Key)

2. Press # key 

3. Hear prompt; enter Mailbox and Password

4. Press 7 to Change Mailbox Options

5. Press 3 to Re-assign Extension

6. Press 2 to Un -assign to this telephone



	SEND AN INCOMING CALL TO VOICE MAIL

Send a call directly to your mailbox

1. Call is ringing, press To VM key (Soft Key)

2. Caller is sent directly to your Voice Mail box


	VOICE MAIL TRANSFER
To transfer calls to an associate’s mailbox
1. With caller on line; press Transfer

2. Enter desired extension 

3. Quickly press More (Soft Key)

4. Quickly press To MB (Soft Key), caller is connected to VM greeting



	SEND EXPRESS MESSAGE

Send Voice Mail message without ringing telephone

1. Press Voice Mail button, then

On 485 Sets -  Press Call VM (Soft Key)

2. Enter password followed by  # key

3. Press 2,  record message and  # to accept (or 1 to Review, 2 to rerecord
4.  When finished recording Press #

5.  Enter desired extension number (or Numbers) and  # to send


	DELETING MESSAGES IN VOICEMAIL
To remove messages from system

1. Press Voice Mail button, then

On 485 Sets -  Press Call VM (Soft Key)

2. Enter password followed by  # key

3. Use the Navigation Key to scroll thru messages
4. Use the Delete (Soft Key)
*Note: Press the More Soft Key, then press the Saved Soft Key to Delete Saved Messages*



	WHILE LISTENING TO MESSAGES

1 = REPLY TO MESSAGE (An internal caller)

2 = SAVE MESSAGE (Saves for the allotted time)

3 =DELETE MESSAGE (Message gone the next day)

4 = FORWARD MESSAGE (To another User)

5 = CALL MESSAGE SENDER (Internal or External)

6 = HEAR DATE/TIME STAMP

7 = BACK UP IN MESSAGE (3 Seconds back)

8 = STOP MESSAGE (Pauses message, 8 again to Play)

9 = SKIP AHEAD IN MESSAGE (3 Seconds forward)

# = SKIP TO NEXT MESSAGE (Saves message)


	MAIN VOICEMAIL MENU

1 = LISTEN TO MESSAGES

2 = SEND VOICEMAIL MESSAGE

3 = LISTEN TO SAVED MESSAGES

7 = ALL PERSONAL OPTIONS

0 = TRANSFER TO PERSONAL ASSISTANT

# = HEAR MAILBOX STATUS 










