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ShoreTel Directory allows extension look up quickly. The Directory allows speed dial numbers or dial a 
mailbox. There may be additional information available such as email address, alternate phone numbers 
and even alternate contacts if your administrated has added this information. Let’s see how Directory 
works. 

   

 

 
 

Press the Directory button 
 
Locate the name of the person you want to call using one of the following methods: 
 

 Use the navigation keys to scroll through the directory list until the name of the 
person you want to call is highlighted. (To scroll quickly, press and hold a navigation key.) 
 

 Dial the numbers that correspond with the first few letters in the person’s first or last name, 

pressing a number key once for any letter on that key.  
 
For example, to find the name Smith, dial the numbers 76484. You might need to press keys 

for only the first few letters of the person’s name before the name is recognized. If the filtered 
list contains more than one name, scroll through the list until the name of the person you 
want to call is highlighted. 
 

With the person’s name highlighted, dial the person’s number using one of the following methods: 
 

 Press the Dial soft key. 
 Press the selector button on the navigation keypad. 
 Press any idle call appearance button. 
 Pick up the handset to take the phone off hook. 

 Press the speaker button to take the phone off hook. 
 Press the headset button to take the phone off hook. 

 
 
Back or Exit will get you out of the functions 
 

 

Note:  
Functions may vary slightly between IP230 and IP480 phones. 

IP230 IP480 

Directory 
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Detailed Contact Information 
 

 Press the Directory button. 

 Use the and navigation keys to scroll to the name of the person for whom you want to find contact 
information. 

 Press the Open soft key. 

 The person’s contact details are displayed. 

 To return to the main Directory screen, press the Back soft key. 
 

Sending a Whisper through Directory 

If your ShoreTel Connect administrator has given you the necessary permissions, you can break into 
an active call to speak with someone on an internal extension without the remote caller hearing the 
interruption. 

 

 Press the Directory button. 

 Use the and navigation keys to scroll to the name of the person to whom you want to send a 
whisper page. 

 Press the Open soft key. 

 The person’s contact details are displayed. 

 Press the Whisper soft key. 
 The phone sends a whisper page to the person you selected. 

 
 

Note:  
Administrators will need to provide additional information or access for certain functions to 

work. 

 
 

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