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ShoreTel Communicator for Windows:  

Understanding Call Handling Mode 

Do you remember the Tip about Greetings? Just a little refresher that your Greeting can be 
personalized depending on your Mode or Availability. Let’s get going with how to customize your Call 
Handling Mode for incoming calls… 

BTW…here is the link to Tip of the Week - Greetings 

 

Note:  
Your ShoreTel Administrator may have already assigned Call Handling Mode. Please see 
internal policies that may require Administrators to configure a request. 

 

Call Handling 
 

This function allows distinct Modes for your extension and how incoming calls are handled (also known 
as Call Handling Mode).  When interacting within the Mode status, the voice mail systems allows each 

Mode to have a personalized greeting. 
 

Tools 

Options and Preferences 
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Changing Call Handling Mode 
 
Tools 

Options and Preferences 

Use the drop down menu to change Call Handling Mode 
 

 
 

 

Options for Call Handling Mode 

 
Now let’s see how the calls can be handled. What does it mean and how do I make it work to meet my 
needs? 
 

Always – when the incoming call is in this Mode, calls are always forwarded to the specific 

destination 

When no answer or busy – when the incoming call is received, the call will be forwarded 

only when you do not answer your phone. This can only be done with Always or When no 

answer or busy is selected. 

No Answer Destination – specifies the destination number to be forwarded 

Number of Rings – specifies number of rings before incoming call is forwarded to the 

destination number 

Busy Destination – forwards call when extension is busy 

Never – means the call will never be forwarded 
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Change Destination 
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To find your Forwarding Destination, you can type the information of the person or their extension. 

 

 
 

Confirm your changes are correct 

 

 
 
 

Click Apply and OK 
 

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