‘ Initiate, Answer, End a Call

Initiate a Call

Video and audio icons allow you to initiate a call from Contacts with one click.

Q Megan Bowen CHIEF OPERATIONS OFFICER  +1412 555 0109 O

Escalate any chat to a video or audio call.

‘ Lynne Robbins chat Files Organization Activity -+ o % &R

Use the /call command from the search field to make a call no matter where you're working in Teams.

/call Ferson or number

Megan Bowen
(MEGANB) Chief Operations Officer

The dial pad feature will accept a phone number that is copied and pasted to initiate a call. You may also click the

numbers in the dial pad or type a number using the keyboard. Take advantage of dial-by-name to call an internal
peer.

Type a name or number

1 2 3
4 5 6
7 8 9

Answer or End a Call

A notification will appear in the lower right corner of your desktop when a call is incoming. Click on the purple
phone icon to answer the call. To decline the call, click the red phone icon.

From an active call, click Leave from the control bar across the top of

the call window to end a call.
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\Xjz) Call Management: Hold & Transfer

Place a Call on Hold

From the More options menu, select Hold
= Aresume button will appear in the control bar when you have placed a call on hold. Tap Resume to
retrieve a call from hold.
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Blind Transfer

From the More options menu, select
Transfer
1. Search for the recipient by name (if
they are internal) or dial a number for
whom you would like to transfer the
call
a) Tap Transfer to send the call to
an internal recipient via Teams
b) Transfer to a recipient’s Have the caller ring back if the
voicemail or alternative phone transfer recipient is unavailable
number by clicking on the
dropdown next to transfer.

» Note: This feature will not
be available (grayed out)
when the option to Ring
back if there’s no answer
(s enabled.

Transfer the call

From the More options menu, select
Consult then transfer
1. Search for the recipient by name (if they
are internal) or dial a number for whom
you would like to transfer the call
2. If the recipient is internal, select Chat to
start a chat with them
+ If an audio call is preferred, click
the drop-down next to chat to Chosna & person 1o comult
initiate a call instead
» A separate (chat or call) window will
appear. Select the appropriate transfer
option from the upper right corner when
your consultation is complete to transfer
the call to the recipient via Teams. Access
more phone numbers for the recipient by
clicking on the dropdown next to transfer
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‘ Configure Voicemail

From Calls settings, click Configure voicemail.

Settings

{53 General
B3 Accounts

) Privacy

o

o Notifications

B9 Devices

! App permissions

55 Captions and transcripts

% Calls

Gall answering rules

Choose how you want 10 handke incoming calls

@ Calls nng me O Forward my calls

Also ring No one else

f unanswered Volcermall

Ring for thes many seconds before reditecting

20 seconds (default)

Voicemail

Moxsmatl sl shosinshe callas ape weh sudio playback and Sanscrgt

Configure voicemail

Choose your greeting preference
» Record a custom greeting

» Use the system greeting, and select the Greeting language

» Use text-to-speech to compose a customized greeting option that is read by the system

Voicemail

Record a groeting

Call answer rules

Greeting language

Englich (United States)

YOur QUSION (resteg

Your custom out of ofice greeting

Out of office greeting

} Al the tire

Cancel

Let the caller record 3 message

You'll find your voicemall messages and transcripts in Calls

How would you Mee us 10 handle your calls when they 9O 10 vocemad?

Which language thould your default greeting be n?

Text-to-speech customized greeting option

DO yOu want 10 FEOIa0e The Gefull valoemal QrETng With your own Teat-10-speech greetegs? ()

Whan should yout OusTOm Oyt Of OMOe grestng play T

You have reached Gabrisle with Enabling Technologies. | am unavailable nght now, but 1 will returm your call as ¢

ol il e Aul B Sichuslcpus i s vl ko e ol g v F o o Set up an out of office greeting that can be

scheduled to be played according to the
preference set.

Out of office greeting

When should your custom out of office greeting play?
(0 Al the time
When | have an Outlook auto reply

When | have an Out of office calendar event
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7)Call Management — Teams Mobile App *

Managing calls from the Teams mobile application offers the same options as the desktop experience. This
guide will help you know where each of those options are found in the mobile application experience.
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Calls: Teams Mobile App

Navigate to Calls from the navigation bar across the bottom of the mobile application.
» Speed dial contacts may be displayed, switch the toggle to view call History
* lIcons can be found in the upper right corner to access

+ Contacts
» Voicemail
» Dialpad/Work Directory
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Tap the Voicemail icon to access voicemails from the Teams mobile
application. Tap a voice message to expand more details, including the

play audio button.

Play the audio message and adjust the speed of the audio message
according to your preference.

Transcription of the voice message will also be included.

Tap the phone icon to make a call back and the trash icon to delete a

voicemail.




) Call Park

From an active call on a PC or laptop, select the three dot more options menu. Select Park Call to place the call on
hold from one device and retrieve it from another device.

Teams will provide a code which will be used to retrieve this call from

<O= another device, like the Teams mobile app from your cell phone, or

by another user from their Teams application.

Call Is parked

10 10 retrieve Mo ad

From an active call in the Teams mobile app, select the three dot more options menu. Select Park Call to place the
call on hold from one device and retrieve it from another device.

€ Tum on ive captons
00 #utcall on hold

@ Parkcal

« Transfer

0 Cortana

From the calls tab on the desktop application, you will 0o
find Parked calls in the upper right corner next to New 1 : : pnn. ' o
group for speed dials. Click this to pick up a parked call, :
enter the provided code and click Pick up. . . .
7 8 9
0 #
From the calls tab on the mobile application, tap the R S LA Pt SR
phone + icon in the upper right corner to display the
dial pad. Then click the phone P icon in the upper SRS
right corner of the dial pad to enter the provided code
to retrieve a parked call.
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Search ")
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Assign a Delegate & ®
C

onfigure Call Answering Rules

Assign a Call Delegate

Assign delegate permissions to a peer to make and receive calls on your behalf.

Access Settings from the three dot more options menu located next to your profile icon. Select General and Your
delegates. |dentify the delegate to add and assign the appropriate permissions:

¢ Back to settings

N —————
(2 Generdd B Onde e acpbcaton rurming Delegate setﬁngs
) Accounts | Dvatle GPU hardware acceberation requires retarting Team
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————
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J Notifcations 5
@ Erutie ogging for meeting dagnowtics (requires restarting Teama) Dedegates can make and receve calls on your behalf,
L Devices

Language
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App ageass

B Agp parmissons

Captions and vamcripts

Cats Enngiih (Livsted Stateq : yp Vallorie Petersen
(VPETERSEN) Change Many

LA Abge (v nies BB r TN

VP Vallorie Petersen
© Change Maragerment Consuizant

Engind (Untod Statey)

@ Enable spell check
Select permissions
Things this delegate can do on your behalf:

Manage delegates B Moke calls
Disglay B8 Receive calls
T restan Sghe-Chk The Teams 1008 i The Leiar. Then select Quit. Thes revpen Teans
Turn off animations (requires restarting Teama) [/} Change call and delegate settings
Out of Office
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Configure Call Answering Rules

Call answering rules can be setup to forward calls or establish a simultaneous ring to a peer or alternate phone
number.

Settings

£3 Geneval Call answering rules

&0 Accounts CROONE Row YO WiVt 10 Nandle INOmng Calk

B Privac @Calsrngme O Forward my calls
) Privacy

O Notifications Also nng No one else

£ Devces

B App permsissions I unanseered Voscemad

) Captions and transcripts

Ring for s mary 3eCon0s Lefove redvecting

20 secend (delas) . Adjust how long the phone rings before redirecting.

& Calls

Vescemad

Vocemais wil show in the Caling sop with sucho playtect and Lamscrpt

Contigure vorcemad
Ringtones
Choote 8 1ngiore 01 ncomeng Cals
Calls for you Ovtauk v > o1 605-254-8824
CHRISTINE DILLA
Forwarded calls Fharer
Oelogated calls Orip Drop

When receiving a forwarded call, a banner will be added to
the call notification indicating who is forwarding the call.




