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G ShoreTel ShoreTel Connect Client

Quick Reference Guide
Signing in to the ShoreTel Connect Client Making a Call Creating a Conference
Sign in using your Windows or ShoreTel credentials. From the S(;arch bar: ; ; IC_:TUECE thée ShoreTEI Connect client.
1. Launch the ShoreTel Connect client, . ick the Events tab,
1. Double-click the ShoreTel Connect client icon and enter: 2. Type a contact's name, number, or email address in 3. Click +New Event at the bottom of the second pane.
«  Email or Username 3 o |(next to dial pad icon). 4.  Enter the details of the conference.
«  Password 3. Double-click the contact, or click the contact and
+  Select the Use Windows Credentials checkbox if then click 0 in the third pane. Tlhe ?yepttinvit?lign Ptﬁgl\(/al'is dis;f)tlaget:] in the third p?ne.llf tlhe_Connect
you want to use your Windows credentials. : client is integrated with Microsoft Exchange, a meeting invite is
»  Select the Remember this and log me in From the dial pad: launched in Office Outlook. The event invite must be emailed to the
automatically next time checkbox. ; . I(.;umh the ShoreTel Connect client. panitc:pandlz.tlhe eve?I is added to y0l.|JI' Olffic(;a OL:LIook calendar. If you
2. Click +Show Advanced..., and then do the following: . IcK | T want to add the event to your personal calendar, then you can
*  In the Domain name, enter the domain name. 3. Dial the extension or the mobile number, and press doyvnload the iQalendar file as described in the ShoreTel Connect
* Inthe Server field, enter the fully qualified domain enter. Client User Guide.
name (FQDN).
From the directory: Joining a Conference from the Events Tab
3. Click Log In. 1. Laynch the ShoreTel Connect client. : .
2. Click the People tab. 1. Laynch the ShoreTel Connect client.
To sign out, click the <username> tab and click Log Out. 3. Scroll down to find the contact. 2. Cl!ck the Events }ab. . _
4. Double-click the contact, or click the contact and 3. Click the Upcoming tab to view all upcoming conferences.
Accessing Voicemail Messages then cIickG in the third pane. 4, Sglect th.e confe.rence to join.
To view information for a contact, click the contact 5. Click Join Meeting.
1. Launch the ShoreTel Connect client. on the second pane, and click +Info on the third 6. Do $n<=E OII tr:ﬁ folkmi':lg: N o and
2. Click the Recent tab. pane. * To take the call through the softphone (your computer an
3. Click the drop-down list on the top-left corner of the headsef), click Call via Computer Audio.
second pane, and select Voicemails. Sending an Instant Message « To cgnﬂgurz alpillgallcl::,ncllck the Call Me option, enter the
number. and click Call Me.
To listen to your voicemail message: 1. Llaunch the ShoreTel Connect client. . Clickc on the second pane. If you have assigngd adesk
1. Launch the ShoreTel Connect client. 2, F|pd the contact. pho‘ne oracell phgng to the ShoreTel Connect client, the
2, Clickmon the left, 3. Click the contact on the second pane. . assqg‘ned phone wil ing.
3. Choose the phone or speaker icon, and then click the play 4. In the IM input field, type the message and press 7. Click &5 toend the audio conference.

icon. Enter,
You can reply to, forward, or delete the received voicemail,
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