Instructions for configuring your voicemail
You may use either your telephone or the Call Manager software (recommended) to configure your voicemail.  Both methods are described below.  At a minimum, you must: 1) change your voicemail password, 2) record your name, and 3) record your voicemail message for the Standard mode.

Using a Phone to configure voice mail (or see the next section if you want to use the Call Manager software)

1) Have your ShoreTel Voice Mail Quick Reference handy to familiarize yourself with the voicemail menu system.

2) Pick up the telephone handset (yes, place it to your ear!)

3) If you are using your phone to configure voice mail: 

· On your phone, press the button next to Vmail on the display.
· Enter 1234 for the password.  Press the button next to Ok on the display.

   If you are using another (not yours) phone to configure voice mail:

· Dial 7000. Press # when you hear the greeting
· Enter your extension number
· Enter 1234 for the password, followed by #.
4)  You will hear the New Voice Mail Box greeting message.

5)  You will be asked to enter a new password.  Enter the digits (no less than four) and press the # key.  For confirmation, you will be asked to enter your new password again.  Enter the digits and press the # key when done.

6)  You will then be asked to record your name at the tone.  Speak your full name after the tone.  Press # when finished.  You will be given options to review, re-record, etc. your name.

7)  Once these two tasks are completed, you will be presented the standard voice mail menu options (see your ShoreTel Voice Mail Quick Reference).
8)  Option 7-1 will allow you to record your greeting for the currently active mode (by default, you will be in the Standard mode).  See the quick reference for setting up other modes (e.g. Out of Office) and other features.
Using Call Manager (v9.0) to Configure Voicemail.
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1) Double-click on the ShoreTel Call Manager icon  

2) From the main menu, select Tools > Options
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3)  From the Options and Preferences screen, select Voice Mail as shown:
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4) Click on the Record Name button.  Pick up your telephone handset (place it to your ear) and click on the Record button (red dot).  When you hear a tone, speak your name clearly.  Click on the Stop button (red square) when finished.  To review your recording, click on the Play button (green arrow).  Click on the OK button when finished.
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5)  From the Options and Preferences screen, under Call Handling Mode, select Standard as shown:
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6)  Click on Record Greeting button.  Pick up your telephone handset (place it to your ear) and click on the Record button (red dot).  When you hear a tone, dictate your message clearly.  Click on the Stop button (red square) when finished.  To review your recording, click on the Play button (green arrow).  Click on the OK button when finished.
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