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ShoreTel Communicator for Windows: Voice Mail 

How do we really feel about voice mail now that there is IM and Text…? 

Great…voice mail. I wish people would just call me back.  

This message is SO long. Should I really listen to it? They’ll probably tell me the story again. 

Wouldn’t it be nice if they left their phone number? Should I wait for them to call me back? Or take the 
extra time to find their number?  

Dilemmas of voice mail… 

Note:  
Using ShoreTel Communicator for Windows will view differently on a MAC. 

 
 

Viewing Voice Mail 
 

You will see the voice mail  icon in the ShoreTel desktop Notification area. 

 

Voice mail is listed in the order it is received and organized into folders. First locate the Voice Mail tab 
at the bottom of the ShoreTel Communicator screen. 
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Folders are automatically set up: Inbox, Saved, Deleted. And ShoreTel will tell you how many 

messages you have. 
 

 
 

Inbox is where messages reside until an action has been initiated such as save or delete. 

 
Saved is where messages that have been listened to will reside until you delete the message. The 
message will remain until you reach the maximum time limit set by your administrator. 
 
Deleted message remain until 2:00am (server) time when ShoreTel automatically removes messages 
that are at least six (6) hours old. Once deleted, the message is not retrievable. However, if you move 

the deleted message to the Inbox or Saved folder, the message will not be removed from the system. 
 

Playback Options 
 
You can select how you want to hear your message. Either using the computer speakers or telephone. 
 

 

Messages 
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Listening to Voice Mail 
Once you have chosen your playback method, it’s just a click away to listen to the message. Double 
click on the message you want to hear. 

 
      Play/Pause     Cursor 

 

 
 
Playback      Stop           Duration 

Device 

 
 

Managing Voice Mail 

 
Dilemmas of voice mail… 

Note:  
Remember, these options are available to ShoreTel Communicator internal users. 

 
 

There are many things you can do with voice mail. Just right-click on the voice message and a drop 
down appears. Some functions may apply to non-users but must have Caller ID available. 
 

Reply or Reply to All – Allows you to reply to a message. You can add recipients and update 
the subject line. Click on the record button and your Playback options previously set will 
allow you to record your message. You can change the recording option by clicking on the 
telephone icon. 

 

 
 
Forward – Allows you to forward to a message to a single recipient or add multiple recipients 

and update the subject line. Click on the record button and your Playback options 
previously set will allow you to record your message. You can change the recording option 
by clicking on the telephone icon. 

 

 
 

Move to Saved Folder and Move to Deleted Folder – just right-click and choose the option 
and the message automatically moves. 

 
Mark as Unheard – and the message becomes bold again. Your phone will notify you that an 

action has occurred and the red light will appear. 
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Export to .wav File – Opens up your Windows Document library to name and save the .wav 
file 

 

Edit Subject – Allows you to name the file and can sort by subject name. 
 

 
 
 

Thank you for reading your ShoreTel Tip. Have a great week! 
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