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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
e Visual Voice Messaging
e 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

Launching Call Manager There are two ways to start Call
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 | 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 Compact View:

ﬁ] =] o "HEDR A & This view appears when you first

R s o ] o =] open the Call Manager
application. This view provides
access to most functions of the
toolbar. Additional features are
available if you right-click the

P ltiniie vt it = bt ShoreTel icon.
A— = 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
&= : P ™ y I =3 HFa TG
¥ — = FI-E = Windows desktop.
The Collapse/Expand buttons can be
used to switch between views.
Using the Help System In the Compact view:

Right-click on the ShoreTel icon. 5

m”f"x—"__* = 1. Choose Help > Contents and
'__: - e — Index from the shortcut menu.
i 5ol ﬁ:::.“'""'"' 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.

4 Basic Call Handling
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‘ Step-by-Step Instructions

Making a Call

W

&3 rnsyer Tu:u | #

@S 6

ne or number

j ﬁGD

1. In the Personal Call Manager
Quick Dialer, select the text
Enter a name or number.

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
Personal Call Manager, Step-by-Step Guide




— F_
b B8 T S

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. *

2. Click Configure ShoreTel System from

. SanreTnl Sysiem | the shortcut menu. The ShoreTel System
Tabwphears: | Veacs Wl } Dtk | Satiragr | Login and Paosears dialog box appears.
iy 3. Click the Telephony tab. The ShoreTel

| Liza Harckhma Wada Jrupsarse: distons] .
| et ol Wil ks o st 058 System Telephony dialog box appears.

-‘w- 4. In the 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. .

6 Basic Call Handling
Personal Call Manager, Step-by-Step Guide
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Activating Handsfree Mode From the Personal Call Manager
Compact view:
1. Right-click the Not in

£E -. e Handsfree icon. @ 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

Compact view:
1. Right-click the Handsfree Mode

" [ R _L icon. @ The Handsfree Mode

shortcut menu appears.

2. Click the checkmark in the
Handsfree Mode menu. The
Personal Call Manager turns off
the Handsfree Mode and the
icon in the tool bar changes to

Turning Handsfree Mode off

Not in Handsfree Mode.

Basic Call Handling 7
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Answering a Call

a ShoeeTel dduznoed Call Fanapes o |

Cal Ophoe ew  Help e
o drwer YoTo v Hergle o Trasfer & i oTeas A

[t

L O M Wonwrd ; Eximrmion - LLD caliec] Jarwn Dean : Exbermion - 10§

8 Stencerd |2 00t | (@

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
Active Call List displays
(Connected) and the
Connected icon appears.
(7]

To answer an incoming call in
Handsfree Mode:

1. Click the Answer button

on the toolbar.

S dnswer

2. The call status in the
Active Call List displays
(Connected) and the
Connected icon appears.

]

3. Begin talking.

Sending a Call to Voice Mail

From the Personal Call Manager
1. Highlight the incoming call.
2. Click the To VM button.
T TowM |

Answer your incoming call:

1. The call appears in the
Active Call List. The call
status displays
(Connected) and the
Connected icon appears.
(7]

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
Personal Call Manager, Step-by-Step Guide
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Transferring a Call

Trenter Maw West : Ectonsim - 130 =i

Tet rarumtererrars. Oom muictss w8 ba el beas

ST b Vaswe  Eviarsion . 101

A

HG Frping i - 123
& runpheey Bogast: | Extermion - 112

3 bwwss T - e - 150

=

I'.a.-u.l | Todaben | Cwew |
]

From the Personal Call Manager

Compact view:
1. Click the Transfer button.

The Transfer dialog box
appears.

2. In the Dial box, enter the name
or number where you want to
transfer the call.

3. Select the desired name or
number.

4. Click the Transfer button to

transfer the call

Consultative Transfer

Trurinier Maw Wast : Exbonin - 130 x4

T o rumderorrars Ciom musiches v ba leted beloa

F9 Marvin Mastwr: | Estisrmicry - 121

(LAY

Fapéony Bogas | Esterman - 112

e ST

|

-1 |

B2 LW Gk

D Dt 121

ﬁ@l Tobaben | Caremt |
|

Complete Transfer

9P Would you like to transfer Mae West -
‘.-/ 110to Lola Bunny - 1227

1]

From the Personal Call Manager

Compact view:
1. Click the Transfer button.

The Transfer dialog

box appears.

2. In the Dial box, enter the name
or number where you want to
transfer the call.

3. Select the desired name or
number.

4. Click the Consult button.

Lot |
The phone you are

transferring to rings and the
“Complete Transfer” message
appears on your screen.

5. When the party answers, you
can confer with them before
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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Transferring a Call to Another Person’s Voice From the Personal Call Manager
Mail Compact view:

1. Click the Transfer button.
 1owrnirr Hham Weat : Extomatan - 130
e e The Transfer dialog

S Warvn Vst | Estarsion - 121

¥

A

SIS e box appears.

3 2. In the Dial box, enter the name
i; or number of where you want to
ol transfer the call.

s 3. Select the desired name or

bt T - number.
: 4. Click the To Mailbox button.
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.
I-'_:‘?Cl:lnl’:rl:'l:: I

The Conference

5y Tramsfer PEe@EI Ty & dialog box appears.

[J Conference Call (Connected)

2. In the Dial box, enter the name
or number of the third party you
want to add.

3. Select the desired name or
number.

4. Click the Conference button.
IQEUHFEME I

{ Lola Bunny : Extension - 122 {Conferenced)
i Mae West : Extension - 110 (Conferenced)

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

10 Basic Call Handling
Personal Call Manager, Step-by-Step Guide
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Making a Consultative Conference Call

@ Hang Up

E;Q ANSWER

Ta VM

To AA

_,ﬂ Park

2ol rener s Wes  Exfemies - 210 ]|

Typgim wrurbe oroara Uicea met s vl be boed baicw

=¥ Erter & raam o runbar =
5 Ta: Maw et | Estwmanen - (1] =
=
Ta: Vo bl - HE
5 Ta: Bty B - Extarmors - 115
= Frorm. Viss Pt - Barman - 11
=3 Frore: Lola Bunny - Extwraian - 1252
=3 Pomed: Lobe Bunny - Esteraon - 122 i

Ednded Infomisten
a astarces rforeaten aelss d

L

Err |T"‘m Azernd awss mia e esd ooremnbe

| Coce_|

|

L Wi o e o oonfestnos s ey
L 111 vaithy Loslm Borrpy <+ 1217

To add a third party to an active call from
the Personal Call Manager Compact
1. Click the Conference button.

I-'_:"?Cl:lnf:rl:'l:: I

The Conference
dialog box appears.

2. In the Dial box, enter the name
or number of the third party you
want to add.

3. Click the Consult button.

LConaut |
The “Complete

Conference” message appears.
Phone of the person being
conferenced in rings. When
they answer, you have a chance
to talk to them.

4. Click Yes to connect the new
party to the conference. The
Active Call List displays the
status of the callers.

5. Click No to cancel adding the
person to the conference call.
The original caller(s) remain on
the line.

Dropping a Party from the Conference Call

Ao Moeify Conteci... Cel+smBc

Bt Ol Fioim.....
el Erves
Progerisr. .. il +Erriwr

You can drop a single party from the
conference call in Personal Call
Manager Compact view:

1. Right-click on the party you want
to drop. A pop-up menu
appears.

2. Click Drop Party.

3. The party is dropped from the
conference call.

Basic Call Handling
Personal Call Manager, Step-by-Step Guide
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Joining Two Active Calls in a Conference Call

%5 Transfer » LI G |

J' Mae West : Extension - 110 (On Hold)
[] Tony Saprano @ <More Matches> - 111 (Connected)

To WM
To AA
LR Park

&3 Transfer >

[J Conference Call (Connected)

Mae West : Extension - 110 (Conferenced)
Tony Saprano @ <More Matches = - 111 (Conferenced)

You can create a conference call by
joining two active calls:

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

E:E BnsHET
To VM
To AA
L park

To hang up an active call when not in
Handsfree mode:
1. Put the 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.
|"';'_"|'|°"5"'|pl | Your active call is
disconnected.

12
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Viewing Voice Mail Messages in Outlook

'aa BSINEr T|._=.| T

- = = m
S T o | 5 voice Mal..
nker a name or number hd a

PoQEb AN G |
L‘»ﬁG-ﬁ

Finlss Hesa C5 [eiet ]
Pl ¥
Speeid Canl ¥
s S
Fidare... =2 20
Pk light Bl {0 ]
o ShoeTed Syiein.,, Ok
Hisloay... (=) 23]
Chrb
Dractoy... (=2 0a}
[y Y] k
o Bl N Top
Canbfigara froml bl
Halp 3

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.

‘oice 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.
3 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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Configuring Personal Call Manager

Task
What are Call Handling Modes?

Step-by-Step Instructions

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

E:E GISIAET Tfl T

SRR854 S |
o j ﬁ“ (a0

B8 nnser iz To Wi »|@mimE 0 & |
# Standard ChrlH-Shift+1
nter & name or number I a Meeting Chleshiftes
Ouk of Office Chrl-Shift+3
Extended Absence Chrl+Shift+4
Cuskom Chrl+-Shife+5

Available Call Handling Modes are:
® Standard
P In a Meeting
2 Out of the Office
& Extended Absence

® Custom

From the Personal Call Manger

Compact view:

1. Click the current Call Handling
Mode icon in the Status Bar. A
shortcut menu appears with a list of
the five modes.

2. Click the desired Call Handling
Mode. The indicator for the
selected mode appears.

Configuring Personal Call Manager
Personal Call Manager, Step-by-Step Guide
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Configuring A Call Handling Mode

o Wipd | Cusiok | Seaiegs | Logen wod Praswest |
Takmphuond
T e Hendokes More: fanessed oo
& Sippoam Cal Wakngiors = nimsciarn ais
Sadec] o T8l Bk s 5 =

8 Healing
Seiedl el Haios)

Edil Gt Handing Viodes

St Prera

-'u.'|,‘:|:|rr-|m.l:rl: the Soliftem [ -
whe | laorioh ; =

Fasial
Ewinc v call e thal sppanrn
Aay

|

From the Personal Call Manager

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

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

3. Click the Edit Call Handling
Modes button under the
Telephony tab. The Configure
Call Handling dialog box
appears.

4. Click the tab of the Call Handling
Mode you want to configure.

5. Select the desired options for
the mode you are configuring.

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.

Review/Record Greeting — Opens

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

16
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Personal Assistant:
0 Forwarded To — Displays your
current selection for a personal
assistant to whom callers are
transferred when they press 0 and do

=il not want to leave a voice message.
Starviant | 11 g Weeing | Chicr e § Esteried Sbasnce | Ciwo |
Tl Fonaarng Congiion
B L g Notification:
(1 i Enable Message Notification — A
~Col Foraying Desinoation
Py e a1 e, e B s check in this box means that the
ek ShoreTel system automatically
i e e notifies you of the arrival of voice mail
T messages, as determined by your
ey = message notification settings.
=T
I Ensihe Frel W Errae | . g .
e Edit Notification button — Opens the
Configure Message Notification dialog
[ el I 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
ST _caller on this optlor_L Yoq mgst
Fin M sl nan s ks cabors U resoh vt sistempiin i inform callers of this option in
R e e S A ek advance or in your recorded
Fured e ol g el ot b pessennad o8 B ondiin 10 greeting.

inbaund callen by e inpmiers | redhar sy chaa o el
Ay of e ot S8 o] of pe recoadsd peesting

et ke T When the g:allers press 1, they hear a
Mt gl 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
= Sand inoreng el 1D mail.

[ ] oot |

=
Secona b 57 e
Mot Foge s 2]

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 17
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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.

18
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Task Step-by-Step Instructions

Recording a Greeting for a Call Handling You can 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

] greeting for a mode, the ShoreTel system announces
?:;’j(fl;;’;’;‘;’m’””‘“ e your recorded name and the standard greeting for that
Rl e mode.

Ica“;.r"mmm
Pty oce - T . Fa e G From the Personal Call Manager Compact view:
e | 1. Right-click the ShoreTel icon. ! A shortcut
- menu appears.
Fomei Te 2. Click the Configure ShoreTel System option.
7 i Py e et et | The ShoreTel System dialog box appears.
e TR 3. Click the Edit Call Handling Modes button.
Bl Fnd Me L = |
£ P e The Configure Call Handling Modes dialog box
: appears.
L T 4. Click the tab of the Call Handling Mode you

want to configure.
5. Click the Review/Record Greeting button.
Precret Recoes H The Prompt Recorder dialog box appears.
6. Click the Record button and record your
LI message.
7. Click Stop when you complete your message.
Click Play to review your message.
9. Click the OK button three times to close each
of the dialog boxes.

\i
=
E
(oo}

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

Configuring Message Notification
=
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From the Personal Call Manager Compact view:

1. Right-click the ShoreTel icon. 3 A shortcut
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.
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Task Step-by-Step Instructions

Personal Call Manager can be configured to integrate
Outlook and voice mail. With this integration, your
voice messages will appear in your Outlook inbox.

Configuring Outlook for Voice Mail
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From the Personal Call Manager Compact view:

1.

Note

Right-click the ShoreTel icon. ' A shortcut
menu appears.

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

Click the Outlook tab.

Click the Use Outlook as my default Voice
Mail client option.

Click OK.

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
Calling Directory
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You can configure Personal Call Manager to include
Outlook contacts when you make calls, conference
calls, or transfer calls.

Note:

Once configured, Personal Call Manager

displays only the contact folders with the word
“Contact” in the folder's name.

From the Personal Call Manager Compact view;

1. Right-click the ShoreTel icon. & A

shortcut menu appears.

2. Click the Configure ShoreTel System

option. The ShoreTel System dialog box
appears.

3. Click the Outlook tab.
4. In the Memorize Phone Number

Management section, click Read phone
numbers from Outlook on startup option.

5. Click OK.
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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
5 Outlook will be displayed if the caller is in your Outlook
EETTmmm contact list.
iml 'xo-ceu Sestings | Login srd Pastevosds |
- e From the Personal Call Manager Compact view;
TS sl 1. Right-click the ShoreTel icon. & A
F ootz Vo W sl Mastasgs mben Moved shortcut menu appears.
| 2. Click the Configure ShoreTel System
r option. The ShoreTel System dialog box
appears.

Harsamed Phorm Hunba enagersant
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e 4. In the Memorize Phone Number
™ Dontirwbds Rl mrshers afbeots EhareTel desoingss a0 wel] . .
I st Courpers Hones inDxschDisks Management section, click Pop.OutIook
i oea [ plarrs | soubpoiig. | contacts on incoming call option.
5. Click OK.
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