Microsoft Teams

CALL HANDLING INSIDE TEAMS
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Microsoft Teams

Basic call handling

+1 502-678-0987
Answering a call DARCY FITZWILLIAM

Click the purple Answer button on the Teams window

Clicking anywhere on the window (outside of the buttons) will also
answer the call

Placing an outside call

Click Calls on the left menu and use the dial gy < Speed dial
. . " Speed dial

pad to dial your outside number A
_O R_ S © History leremy & Ryan

| © o e R [
Select the person in your contacts and click % e ° o
the phone number you want to call i N Gl

| 2 3.
) W) RS) M

Placing an extension (internal) call

Click Calls on the left menu and use the dial
pad to dial the extension

-OR-
. . . . R S at 3 more v
Find them in contacts on the right side of the screen W TyanSweeney chat 3 - 000

o B X

Use the icons next to someone’s name in Chat to
video call, audio call or screen share

Placing a call on hold
While a call is active, click the ees button and select Hold

€53 Show device settings

5 Enter full screen

Muting a call
While a call is active, click the Mute button
To unmute, click the button a second time
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Microsoft Teams

Basic call handling

Transferring a call
While a call is active, click the eee button

You can choose between Transfer (sends the call directly) or Consult
then Transfer (allows you to verify before transferring the call)

TRANSFER

1. Type in an external phone number and
click Transfer to send the call

2. Find an internal contact by typing their
name and click Transfer to send the call

3. Find an internal contact and send the call
directly to voicemail by clicking the down
arrow to the right of the Transfer button

Transfer the call

Ryan Blakel
@ o
@ Ryan Moorman
®
Ryan Sweene)
@ s

£33 Show device settings

B Enter full screen

00 Hold
@ Transfer

& Consult then transfer

Transfer the call

ryan

Ryan Blakel
@ oo
@ Ryan Moorman
(]
Ryan Sweene
[ Y-

and selecting Work voicemail

CONSULT THEN TRANSFER

1. Type in an external phone
number or an internal
person’'s name

2. Click Consult
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Choose a person to consult

ryan

Ryan Blakel

@ sy

@ Ryan Moorman
(]

Ryan Sweene)
@ rosem

Cancel

888 /95575155

Cancel Transfer N/

Consulting with +1 502-424-1551

Stop consulting | | Transfer

Consult

External transfer -
you can talk with the
person before clicking
transfer

hellospoke.com

Cancel Transfer

R, Work

\!J : [ Work voicemail

RS Ryan Sweeney ®

please send
me the price
you want on

303PM
Can you take
this call?

is ca °

Type a new message

B

% Work K
@ Work voicemail

Internal transfer -
you can chat or talk
before transferring
the call
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Microsoft Teams

Initiating a multi-party conference call
1. While a call is active, click the Participants icon
2. Type an external number or search for an existing contact to be conferenced into the call

3. You can mute and hang up each participant individually

Q Search @ — X

People X

hnthe someone or dial a number

Currently in this call (2)

JW_ Jamie Webb
(]
+1502-424-1551
RS R S
> lyan Sweeney

FD_ Fitzwilliam Darcy
°

+1502-424-1551

Merging calls

This is where you have an active call, another call comes in and you want to merge the two calls.
1. Answer the incoming call. This will automatically put the first call on hold.

2. Click eee in the new call and select Merge Calls.

3. Select the call you want to merge.

Choose a call to merge

Call with
Ryan Moorman

> Merge Calls

Werge Calls

Cancel
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Microsoft Teams

Basic features

Settings X
3% General Call answering rules. K
Call forwa rdlng & Privacy Choose how you want to har, g calls.
0 Netifications Ocallsringme @ Forward my calls
There are two ways to handle call forwarding: 0 Devices Forwardto:  Voicemail v
E Permissions
%, calls Voicemail
Voicemails will show in the calling app with audio playback and transcript.
CHANGE YOUR SETTINGS ——
onfigure voicemi
1. Click your image in the upper right corner ingtones
2‘ Choose Settings Choose a ringtone for incoming calls
Calls for you Default v >
3. Click Calls on the left menu
Forwarded calls Default v >
4. Choose the Forward my calls radio button and select betgred ot [T v I
Voicemail, New number or contact, or Call Group
Accessibility
Turn on TTY to use text to communicate over the phone line. To get this
working, be sure to connect a TTY device.
() Turn on TTY mode
FROM YOUR PHONE

1. Dial *72
2. Input the number you want your phone to forward to. Call forwarding is now on

3. To temporarily turn call forwarding off, dial #74
To reactivate call forwarding with the same number, dial #74 again

4. *73 will deactivate call forwarding and clear the forwarding number from the system

Ring 2 phones at once
Settings X
If you want your phone and another phone (e.g. backup & coner ol answering s
or assistant) to both ring on incoming calls, you would set = & ey oo how you want o hanle incoring el
. . @ Callsringme O Forward my calls
up a call answering rule. Q3 Naticatons K
© Devices Alsa ring "7
B Permissions Add number or contact
. . . . %, calls
1. Click your image in the upper right corner - S S L Q | conc
2. Choose Settings it unanswered v
3‘ ClICk Ca"s on the IEft menu Ring fer this many seconds before redirecting
4. Choose the Calls ring me radio button v
5. Also ring > New number or contact. Type in the
Fi ded b
number or contact name. Hian ki
hil
NOTE: incoming calls will display who the forwarded
call is coming from.
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Microsoft Teams

Calls Speed dial Jyy  Jamie Webb

Change picture

DND (do not disturb)

1. Change your status by clicking your
image in the upper right corner

X, Speed dial
Available Available >
. [@ contacts
2. Select Available and choose from . o o o e e ' R
. R Histot Jeremy yan © Do not disturb aves
Available, Busy, Do not disturb, be i e

Voicemail . Be right back £33 Settings
o Jeremy Wiley
right back, appear away and Reset W e Aopesr way
StatUS Zoom — (oow) + B
(ST N O Reset status
Keyboard shortcuts
Other Contacts About 4
Note: if you set your status to Do Not Check for updates
. . Jeremy Wiley Downlead the mobil
Disturb in Teams, and you do not have a W ey RS | Download the mobile app
i q
Teams desk phone, your desk phone will Sign out
. . [ [SI S
continue to ring. Be sure to set DND on
your non-Teams desk phone to ensure
all calls are sent directly to voicemail.
.
Call history 3 somh - o >
i Calls Histo
1. Click Calls on the left menu &
A, Speed dial
2. Select History from the menu B contcs
@ History RS Ryan Sweeney @ Outgoing LI6PM en
+1502-424-1551 @ outgoing 2m 355 LIZPM e
+1502-424-1551 @ outgoing 575 LITPM e
W Jeremy Wiley @ Outgoing 105 10PM ean
“
Setting up Teams Voicemail
m Settings Call answering rules Voicemail
® ‘Choose how you want to handle incoming calls.
You'll find your voicemail messages and transcripts in Calls.
. # General Call answ @Callsringme O Forward my calls
Jamie Webb Also ring No one else v Record a greeting
JW  iwebb@hellospoke.com [ Accounts Choose hov 9
Available Edit status me. Q Privacy @ Calls rit Call answer rules
If unanswered Do nothing v How would you like us to har. W 4x Wlis when they go to voicemail?
vacationing () Notifications Alsofing Let the caller record a message
& beuces
20 seconds (default) v Greeting language
© App permissions If unansy Which language should your default reeting be in?
| [ saved 5T Accessibility o English (United States)
Voicemail
[ Captions and transcripts Voicemails will show in the calling app with audio playback and Text-to-speech customized greeting option
T ——— [ Fies and links transcript. Do you want to replace the default with your own o]
Configure voicemail Your custom greeting
~+ Add personal account & calls
sst . ’ Ringtones
Voicemail ‘Choose a ringtone for incoming v alls Your custom out of office greeting:
Sign out x:‘::é:;‘ls | Calls for you Default N
Config! Forwarded calls ~ Default v Out of office greeting

Amas 27 Om

1. Hover your mouse 2. Then select Calls 3. Click the Configure 4. Click Record a greeting. You

over your picture in Voicemail button will receive a call to record your
the top right corner voicemail greeting. Select option
and select Manage 2 torecord a new greeting.
Account from the

menu
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