
 
 

ShoreTel Communicator for Windows:  
Show your Phone and IM Presence 
in Two Separate Bubbles 

Readers, 

Meet Stacy. She’s a talented employee but struggles immensely when it comes 
to technology. She asked our technicians countless questions a week. She 
annoyed the Techs so much they now call her “Stumped Stacy”. They finally 
had to tell Stacy that she limited to one question a week about her ShoreTel IP 
phone as long as she promised to share what she learned on our company blog 
to educate customers. 

 

Stumped Stacy to Tim the Tech:  

Dear Tim the Tech,  

ARGH %*&$! I’m totally confused on how to use this new ShoreTel Connect! Why did you 
guy upgrade us from our Toshiba System, I thought it worked perfectly! I don’t know how 
to use the phone let alone wrap my head around the Connect Desktop Application. TIM 
PLEASE HELP ME! 

 

Tim the Tech: 

Dear Stumped Stacy,  

The Toshiba was great and it did want we wanted it to in the past but we want so much 
more out of our phone system! ShoreTel Connect is great, it will just take a little getting 
used to. I promise you’ll get the hang of it! We will start with some general ShoreTel 
Connect tips and tricks then move onto some advanced tips. If you need help figuring out 
how to use your ShoreTel Desk phone please visit http://aureliusvs.com/blog/category/tip-
of-the/ and scroll through past Tips of the Week! 

 

 



General Connect Tips: 
 
How to Create Groups in Connect: 
 
You can create groups in your Connect Application for easy look ups, IMs and transfers. 
Here is how to set up groups: 
 
Open your ShoreTel Connect Appliaction and click “People” then click “groups” finally, at the 
bottom click “new group”.  
 

 
 
 
You can now add a name to your group and add group members internally and externally by 
typing in a contacts name or extension number.  
 

 



 
Make sure to click the green “Save Changes” button when you’ve finished creating your 
group. Your new group will now appear under the “People” tab on your Connect Desktop 
Application. 
 

 
 
 
Checking Call Availability Via Connect: 
 
Let’s say a call comes in and the call is not meant for you and they want to speak with 
Henry. You can see if Henry is available by checking the colored line next to Henry’s name 
in the Connect Application. As you can see below Henry has an orange line next to his name 
and below his name it says “Available [On the Phone]. We know Henry is in the office and 
taking calls because his status says Available but he is currently on another call.  
 



 
 
 
If the customer does not want to wait we can send them directly to Henry’s Voicemail box 

by clicking the transfer button  , selecting Henry’s name from the list below or typing 
in his name or extension in the search bar. We then are given options of what to do with our 
transfer.   
 

 
 
If we want to send the client to Henry’s Voicemail we hit the “Voice Mail” button. But, if we 
notice Henry has become available we can hit the “transfer” button instead and send the 
call directly to Henry. 
 
 
Checking IM Availability Via Connect: 
 
Your Connect Application is set up to allow internal Instant messages. You can see whether 
coworkers are available for IMs by checking the messaging bubble between the Worker 
Status bar and the workers contact name. 
 



 
 
If the bubble is green like Henry’s that means he is logged in and available. If the bubble is 
gray like Scott’s that means he is not available for IMs. 
 
 

Advanced Connect Tips: 
 
Recording your VM greeting through Connect Desktop 
Application: 
 
You can record your VM greeting through Connect by accessing the Connect 
“Settings/Preferences”.  Once you have opened the settings click the “Voicemail” tab. Then 
the setup button near the top of the window. 
 



 
 
You can listen to your current recording by clicking the playback button. If your window 
looks like the image above you have yet to record your VM greeting and can do so by 
clicking the red “record” button and speaking into your ShoreTel handset or a microphone 
plugged into your computer. 
 
 
How to receive your VMs as emails: 
 
In the same “Settings” window click the “Notifications” tab and make sure the “Voicemail” 
button is highlighted at the top.  
 



 
 
To receive your voicemails as emails click the first 2 boxes and make sure your work email 
account is typed into the box on the first line. If you would like the voicemails you listen to 
through emails to be marked as open in your Voicemail box on your phone and Connect 
Application select the third box.  
 
 
 
Wow! That was simple! Welcome to ShoreTel Connect and thank you for reading Stacy’s Tip 

of the Week! Have a Great Weekend! 

 

 


