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ShoreTel 480 IP Phone User Guide
MANAGING CALLS- BASIC FEATURES

Placing Calls
Using Handset:
With handset lifted
Dial Extension Number or dial 9 + Outside Number
Wait for person to answer (converse)
Using the Speakerphone:
Press the speakerphone button II]
Dial Extension Number or dial 9 + Outside Number
Wait for person to answer (converse)
Presst( to end call
Using the Headset:
Press the Headset button 1 &
Dial Extension Number or dial 9 + Outside Number
Wait for person to answer (converse)
Press {, 4 to end call

dniﬁed

Technologies

Note 1: If you lifted the handset to make a call and you now wish to use the speakerphone, simply press

speaker @ and hang up the handset.

Note 2: If you wish to mute an active call, simply press the mute button ‘g (the LED will turn red) to return to

the conversation press 4_@! again.

Placing a Second Call
When speaking with 1% caller
Press your second call key (this places your first caller on hold)
Dial Extension Number or dial 9 + Outside Number

You can toggle back and forth, press the hang-up key to disconnect one, or press Join.

Answering Calls

Watch display for caller id if available and for the name of the group you are answering for if applicable.

Lift Handset / Press Speaker / or Press Headset Button
Converse

Accepting a Second Call - You will hear a call waiting tone in your ear and the second call key will be flashing.

Choice 1: Ignore and if you have voicemail it will forward after 4 rings to your mailbox.

Choice 2: Press the flashing button to answer and your first caller is automatically placed on hold.

Choice 3: Press the TO VM key which will drop the incoming call into voicemail.

NOTE: Once you have two callers on the phone you can toggle between them, JOIN them together, or press HANG-UP

to disconnect from one and continue with the other.
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Call Pickup- allows you to pick-up a ringing from another extension R e e
Press Pickup soft key :
Dial Extension Number that is ringing GUIDE TO LEDS
Your 480/480g IP phone provides color cugs to help
Placing Calls on Hold Yo fremne e anssarnee s
With a call in progress :‘::” e ﬂ:“r ]Fl e

Press Hold button (the call is only held at your phone)

@ Blinking Crange: On hold or call parked

@ Steady Orange: Extension’'s availability state set to

NOTE: If your phone is idle while a call is on hold, you will hear a Do Nt Disturb
reminder ring in 15 seconds and again at one minute intervals.

Monitored extension is in use by other

plies to BCA and Extension Maonitor)

Returning to a Held Call
From your Phone:

Lift handset and you are automatically connected to the caller.
From Another Phone:

Press Unpark

Dial Extension Number where the call is holding

Lift handset or press Unpark again

Note 1: If your phone is idle while a call is on hold, you will hear a reminder ring in 15 seconds and again at one minute
intervals.

Transferring Calls
With the caller on the line
Blind: Press Transfer/ Dial Extension Number / Hang-up
Announce: Press Transfer /Dial Extension Number / Wait for Answer/Announce/Hang-up
|NOTE: If no answer you may press CANCEL to return to caIIer‘
Direct to VM: Press Transfer /Dial Extension Number/Press MORE /Press TO VM/Hang-up

MANAGING CALLS- BASIC FEATURES...continued

Parking Calls - (Places call on hold at another phone)
When connected to a call
Press PARK soft key
Dial the extension number where the call should be parked
Hang Up

Unparking Calls
At your phone: Lift handset and you are automatically connected to caller
At another phone: Lift Handset / Press UNPARK / Enter Extension Number / Press UNPARK
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AUDIO conTRoLs =L+

Adjusting Ring Tone Volume — Leave Handset Down - Press ( - ) to lower the volume and ( +) to increase the
volume.

Adjusting Handset Volume — Lift Handset - Press ( - ) to lower the volume and ( + ) to increase the volume.
Adjusting Speaker Volume — Press SPEAKER key - Press ( - ) to lower the volume and ( +) to increase
Adjusting Headset Volume — Press the HEADSET key - Press ( - ) to lower the volume and ( +) to increase

ADJUSTING DISPLAY CONTRAST

To adjust the contrast of your display, press and hold press g mute while repeatedly pressing up or down on the
navigation key pad.

Changing Ring Tone

N a0
+ Password + G\ié;l +Ringtone+{ Edit |+ Iﬁfo;jﬂ +
b W

Press the Options soft key.

Enter your voicemail password and press the OK soft key to open the Options menu.

Press the ¥ navigation key to scroll to the Ringtone option.

Press the EDIT soft key.

Press the & or ¥ navigation keys to scroll through the various ringtones available.
e Press Preview internal soft key to hear the selected ringtone as it would sound for internal calls.
e Press Preview external soft key to hear the selected ringtone as it would sound for external calls.

Press the OK soft key when you’ve chosen the ring you want, then press the EXIT soft key.

MANAGING CALLS- ADVANCED FEATURES

Conference Call (up to 3-party)
With a call in progress, press the next available call key and dial make second call.
Dial the extension and or press 9 + outside number.
To connect all parties press the Join soft key or to return your caller by pressing the flashing key.

Additional Functions: After a conference is established, you can use the Show soft key to display all
conferenced parties. If you wish to disconnect a party, scroll to the party's entry and press the Drop soft key.

Redialing and Checking Missed Calls Call History Icons

T
Press ‘: Inbound call

Use the scroll button to select the number you want to call
Press the DIAL soft key or to call an internal extension press -, Outgoing call
the INTERCOM soft key ‘i-

L Missed call
[ o ]

Transferred call
: -
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Directory Presence Icons in Directory
Directo
Available

Press the dial pad keys that correspond to the individuals
first or last name that you wish to dial

Press the & and ¥ navigation keys to select desired name.
Press the Open Soft Key to see additional contact
information (i.e. email, extension, etc.)

Press DIAL soft key to dial the number The user’s extension is on hold or has a call

parked on it.

Do not disturb

The user has set a call-handling mode other than
Standard and has not configured this mode as Do
Not Disturb for incoming calls.

On a call

/N
Changing Call Handling Mode [ Mode }. :E%;O*;} to select + [ OK |

L

—

Press Mode Soft Key. The active mode is indicated with a check mark.
Use the & and ¥ navigation keys to scroll to desired mode.
Press OK soft key

Configuring Programmable Buttons to Dial a Number
Press the Options soft key.
Enter your voicemail password, and press the OK soft key.
The Options menu opens.
Press the ¥ navigation key to scroll to the Program buttons option.
With the Program buttons option highlighted, press the Edit soft key.
Press the call appearance button that you’d like to program.
With the Dial number option highlighted, press the Select soft key.
Enter the number that you want to program the button to dial.
Press the Next soft key.
Enter the label that you want displayed next to the button for that number.
Press the Done soft key.
Repeat steps 4-10 to program another button, or press the Exit soft key.
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De-Programming Buttons
Press the Options soft key.
Enter your voicemail password, and press the OK soft key.
The Options menu opens.
Press the ¥ navigation key to scroll to the Program buttons option.
With the Program buttons option highlighted, press the Edit soft key.
Press the programmed button that you want to change to a call appearance button.
With the Call appearance option highlighted, press the Select soft key.
To return to the Options menu, press the Exit soft key.
Press the Exit soft key.

Changing Extension Assignment
Allows you to assign your extension to any other IP phone, and then that phone accepts internal and/or external calls
placed to your direct line. Go to the phone you want to assign your extension to.

o ———

Voicemail
Press

Press Call VM Soft Key
Press #, enter your extension number +your voicemail password + @ + E|
Hang-Up

Un assign Extension Assignment
Cancels an extension assignment

o ———

Voicemail
Press

Press Call VM Soft Key
Enter your voicemail password + @ + @@
Hang Up
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Individual Voicemail Setup Instructions

Logging into Voice Mail
— Press the Voicemail button (Ignore password prompt on interface)

— Press Call VM soft key from 480 or 485 phone
— Dial your password (your default password is 1234)

— Press # to accept (The system will prompt you to change your password and record your name when logging
in for the first time.)
Changing your Password
- 7>4

- Enter new password, Press # to accept. Repeat to confirm.

Record your Name
- 726

— Record your First and Last Name
— Press # when finished recording

— Press # to Accept

Record your Personal Greeting
- 721

- Press 7 for Mailbox Options
- Press 1to Record Standard Greeting

Record your greeting for the current active call handling mode (Default is Standard) Press # when finished recording,
you will be prompted to select from the following options:

- #-> Accept
- 1-> Review
- 2> Re-record
- 3> Delete
- *=> Cancel

After you have recorded your standard greeting see below to record other call handling modes (Option 2 to set the
Call Handling Mode and then Go back to and press 1 to record greeting) in Mailbox Options:

1 - Available 4 - Vacation
2 —In a Meeting 5 - Custom
3 — Out of the Office 6 — Do not Disturb
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Checking Messages using Visual Voicemail on 480 and 485 MiTel Phones

- Press the Voicemail button

— Dial Voicemail Password followed by #

- Use the Navigation key to highlight the voicemail you want to listen to
- Press the Call VM soft key to listen

Note: You cannot forward a voicemail from the visual voicemail you will need to call into the
voicemail system to forward a voicemail

Checking Messages from 480 or 485 MiTel Phones through Voicemail System

- Press the Voicemail button

- Press the Call VM soft key

- Dial Voicemail Password followed by #
- Press 1to listen to New Messages

Checking Messages from 420 ShoreTel Phone

- Press the Voicemail button

- Dial#

- Dial Extension Number

— Dial Voicemail Password followed by #
— Press 1to listen to New Messages

Checking Messages from another Telephone

- Press the Voicemail button

— Press the Call VM soft key (Only from 480 and 485 ShoreTel Phones)
- Dial#

- Dial Extension Number

- Dial Voicemail Password followed by #

— Press 1to listen to New Messages

Checking Messages from Outside the Office

- Call 502-540-7277

- Press # when main greeting plays

- Dial Extension Number

- Dial Voicemail Password followed by #
- Press 1to listen to New Messages
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ShoreTel Communicator Software

S

Double click ™ to open and then complete the following steps for Setup.

1st SCREEN -

Press NEXT

2ND SCREEN - FOLLOW THESE INSTRUCTIONS

LA S

3RD SCREEN

1.
2.
3.

UNCHECK the box that says “ Use Windows Credentials”
Enter Server Name - 172.19.18.107

Enter User Name —  Your New 5 Digit Extension Number
Enter Password - changeme (lower case)

Press NEXT

- CHANGE VOICEMAIL PASSWORD

Enter new voicemail password (Originally 1234)
Do not use something that’s too basic
Press Next

4'™" SCREEN — RECORD YOUR NAME (DO NOT RECORD FULL GREETING HERE)

o Uv s W

Lift your handset

Press Red Dot (Record Button)

At beep begin recording

Press Square Button (Stop Recording)
Press Triangle (Play Button) to play back
Press NEXT

FINAL SCREEN

1. Check the box that says “Start ShoreTel Communicator when log on to
Windows”
2. Press FINISH

10
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Call Control Buttons . . .

- Presence Indicators in Communicator
J Answer
e»  Hangup ‘ Green: extension is available & currently in Standard Call Handling Mode
J Houd .  Blinking Green: extension is ringing
6 Dot B

Orange: extension is busy (on another call)

- el ®
e, vide Q Red: extension’s call handling mode set to Do Not Disturb
& ™ O Yellow: extension s being forwarded to another destination (either another extension or cell phone)
= Call Notes

Making Calls
In Quick Dialer Field-
Choice 1: Type Shoretel Directory Name of User OR Type Outlook Directory Name
Choice 2: Enfer ShoreTel extension number or Enter External Phone Number
Press Enter OR Select from the auto fill drop down menu with a single left click.

NOTE: The call will be placed over your speaker OR headset if applicable. To make private you may
lift your handset before or after making the call.

Redial

+ Click the Redial ¥ arrow and the Quick Dialer Panel will show the most recent calls
made or received from your phone

* Click on the party desired and the call will be made

QUICK
DIALER

From Paul - -Business - (888) 674 JI
To Paul [l - Business - (388) 674
To None - (859) 624
ToNone - (502) 859
Missed Partin [ - None - (606) 337-
Missed Cell Phone KY - None - (859) 533-
Missed REGISTRAT INC. - None - (859) 223-4ll
- From Jones Thomas - None - (606) 854-3673
v Transterred Charles - Susiness - (502) 472-
g From VeraJll - None - (859) 866-
I ; To Pain I susiness - (502) 423-J I

» @ From Ashley Pennington - Extension - 3302 =

1,

+

11
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Answering Incoming Calls
Headset User: Press ANSWER on the Pop-Up call will automatically go to headset if

assigned as the default Hope Fothergill - (502) IS X
- Handset User: Lift Handset ot me S J
+ Speaker User: Press ANSWER on the Pop-Up —_
[ sedm || €————
Settings

Answering Multiple Calls
+ Double Click on the new incoming call (first caller will be placed on hold)

« Converse with caller
Choose from one of the following features to manage calls

Placing Calls on Hold T
O When a callis placed on hold it's only held at your extension. Click and

your call will be placed orTjnoId, press to retrieve call

NOTE: Reminder ring will ring once after 15 seconds and if ignored will ring in 60 seconds

intervals until call is retrieved

Quick Dialer Panel

Active Call Panel

ghoul. -, Bieak %Rgsqm

LE:)) Hope Fothergil - (502) Il (Connected - 00:54)

33.‘“ Hope Fothergil - (502) IR (Incoming Call - 00:13)

)

Call Control Buttons

12



< ‘Unified

Technologies

Blind Transfer:

& Unpark

Transfer

‘.:)) Windows Dial Call Tool
£ Primary Phone~ @ Standardg/ M On The Phone - B Windows ~
of| Answer oo ToVM g Hang Up (G Transfer ference " Hold @ IM g8, Video nd Digits Jgg Park @, To AA

With caller on the line

Double Click on the user extension in CONTACTS WINDOW (call is automatically placed on hold)
Press Transfer on the Pop-Up Options

Announce Transfer or Managing Multiple Calls
With caller on the line

o Double Click on the user extension OR
0 Type Extension or External Number in Quick Dialer Field and press Enter
* Caller is now on hold
Once Callis Answered:
Choice 1:  Press Transfer Pop -Up Option & Hang-up
Choice 2:  Press Conference to bring all parties together on a call then hang-up
Choice 3:  Press No Thanks which keeps your calls separate so that you can toggle
between the calls by double clicking on the held call

Press Hang-up on Toolbar
Double Click on Held call to return to caller OR
Press PAGE / Wait for Tone / Announce (Melissa Dial 1111)
Press Hana-ub and wait for return call then oress Join on Phone

No Answer:

View Help

@ ut

St Pickup g Park

e _. Wrap Code =;.. Help

» Time and Temperature - {502) 585-5961 (On Hold - 00:07 / 00:15)
Transfer To Kaley Sturtzel - 33452

Conference | | pio Thanks

@ e Kaley Sturtzei - 3345 (Ringback Tone - 00:06)

& Add | @ Pickup &F Unpark | @8 Dial ao Dial Mailbox | @ IM | i Intercom @8 Whisper Page elr ent Monit 3 Silent Coach | @
»
Name & | Number ExtnStatus  IMStatus  CallHandi., Alert
. Hope Fothergil 3614 Online. Online Standard
@  Jean Sandmann 3624 Oniine Standard
@ Jeffwelton 333% Do not disturb Offine Out of Office
& Jm Bartlett 3324 Online Offine Standard
—P 8- KaleySturtzel 3345 Ringing Offine Standard
80 Keri l_(gﬂr_\esy-. S 3343 Online Offline Standard

History | Voice Mal | Contacts

13
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Voicemail Viewer
*  Allows managing voicemail messages (new, saved, & delefed) and sending of
voice mail messages visually through Communicator

@ Type 3 name of numbe

There are no active calls at this time

R

@9 Helen Clashy, 3340 10/1/2014 1:25:03PM  Hope Fothergill 3614 Voice Message 00:00:04 |
as Melissa Johnston, 3341 10/1/2014 1:21:45 PH Hope Fothergill, 3614 Voice Message 00:00:07
&) saved
@ Hope Fathergil, (502) NN 10/1/2014 1:20:25PM Hope Fothergll, 3614 Detais about PM meeting 00:00:03
() Deleted
Playback No Message

Navigation

Voicemail Tab

* You can right click on a voicemail for options:

D @  Melissa Johnston: Exdension - 3341
B | Welissa Johnston: Business - (502)
& | Melissa Johnston: Mobile - (502)
Wellssa Johnston: Email - mjhnston@unified-team.com

Reply
Reply lo All

&

Forward <« 1 Forward a message to corect the recipient & record an intro about the call |
Mave to Saved folder

X @ £

Iove to Deleted folder
Wark 35 Heard < 4||_W_ turn vm light on phone in_Mam_UnMLMMm_m.hghLm&mn_' vm i
Exportto.wavFile

Edit Subject 4—| You can add a subject to help you organize your messages without having to re-listen |
2 Distribution Lists

More Info...

Choose Columns
Fit Columns to Text

14



History Viewer
Shows the last incoming and outgoing calls from your extension
Includes calls that you may have missed

5

Double click on any call to redial

261
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' Start Tme

~ Duration CallNote

10/2/2014 4:18PM  00:03

10/2/2014 3:18PM  01:01

REGISTRAT INC.

'SP Transferred Mike Gabhart

& To
oo Missed

Brian Goul
THE BENEFITS F1
Keri Kennedy

Helen Clasby
Keri Kennedy
Helen Clasby
Melissa Johnston
Hope Fothergil

10/2/2014 1:57PM  0L1:39
10/2/2014 1:30PM  01:05
10/2/2014 10:39 AM 00:04
10/2/20149:25AM  00:18
10/1/2014 4:07PM  00:02
10/1/20143:18PM  00:02
10/1/2014 3:00PM  0L1:32
10/1/2014 2:39PM  0L:43
10/1/2014 2:21PM  00:05
10/1/20142:14PM  03:20
10/1/2014 2:06 PM  00:05
10/1/2014 1:58PM  00:15
10/1/2014 1:48PM  02:51
10/1/2014 1:24PM  00:07
10/1/2014 1:21PM  00:18
10/1/2014 1:20PM  00:18
10/1/2014 1:20PM  00:18
10/1/2014 1:19PM  00:03

History Tab

You can right click on a call for options:

g

Hope Fothergill - +1 (502) 3

<
<4

Properies

AddModify Outlook Contact...

Group by FromiTo
Choose Columns
Fit Columns to Text
Delete Record(s)
Clear History

| Add a Call Note after call is completed

Export Histary €

15

Export phone history to excel
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Contacts Viewer - Must Be Managed By User DOES NOT AUTO
POPULATE

* Allows you to perform tasks such as for handling active calls, send email or voice
messages, and create additional contact groups
*  You can right click anywhere in the Contacts tab for all available options:

Extension - 3341

IM - mjohnston@unified-team.com
Dial Mailbox

Send Message...

Intercom

Whisper Page

Pickup

g Salton

Unpark
Alert When Available € If a contact is unavailable you can trigger X

a pop up when they become available Keri Kennedy
IM Privacy _—

»
2 | Business - (502) [N Snooze (5 Minutes) -g]

Following user has become avaiable at 5:17 PM

& | Mobile - (502) 457-1783
Email - mjohnston@unified-team.com
More Info..
Delete Contact

< & | Add Contact..
Add Group...

[/]| Details < IMEQES re Detailss checked

List

Small lcons
Large lcons
Choose Columns

Fit Columns to Text

erence | Hold @) IM_E2 Send Digits. 4= Park &, To A

| Name 4 Number | Exin Status

+] Engineers

[ Management

=) Project Managers
e Andi Reyes Do notdisturb  In a Meeting
" Ashley Easton Online Standard
" Ashley Pennington Online Standard
e Helen Clasby ©On the Phone  Standard
e Keri Kennedy On the Phone  In a Meeting
i@ Melissa Johnston Ringing Standard

#] Sales

# Service

Contacts

Contacts Tab

16
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Directory Viewer — Only Used to Build Numerous Contacts at Once

O Inthe search field enter the first few digits of your extension number range
(example 334, see below)

Highlight the chosen Users using the CTRL and/or SHIFT key
Right Click and select Add as a Contact
Return to Contacts Paae to see auto popul

O

O

Outlook Integration
Must be disabled to prevent Auto Change in your MODE and VM in Email

+ Onthe Top Menu bar select Tools
« Select Options
Select Outlook from the list on the left O
Make sure your QOutlook is closed O
® Click Uninstall next to Calendar —
= Click Uninstall n'r to Voicemail

| Options and Preferences

My Phones Outiook
Incoming Call Routing

Call Handing Mode Contact Upload
Standard  Import AD Giobal Address Lists e
InaMeetng Impor
Outof Office ¥|Upload Outiook Personal Contacts —

ik e Open Outiook contacts vihen calls arrive:

Custom

Personalized Cal Handing | | Voice Mail
i

ok Outlook Voice Mail Integration s installed. Uninstall...
outoo e
o {se Outiook ‘o change Cal
Outiook calendar integration is installed. Uninstal,..
ideo
unds
uage

17
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Need to call 911? Remember to announce the office location to the 911 operator.

To request Assistance or Service
Email: Service@unified-team.com
Call: 502-459-9141




