
Microsoft Teams Voice: Common Area Phones

Click on the link to view instructions. Click on the Gordon logo to return to this page:
Making or Receiving Calls
Recent Calls & Speed Dial
Putting on Hold or Transferring Calls
Call Forward/Do Not Disturb, Voicemail Greetings
Checking Voicemail
Teams Calendar 



Making or Receiving Calls

Receiving Calls: 
The caller’s ID will appear on 
the display screen. You can 
choose to accepted it (and 
answers) or decline (and 
send to voicemail). 

Making Calls:
You can use the dial pad on 
the phone itself- making sure 
to dial the entire number 
(not just the extension). 

You might also dial using the 
display by choosing: 
• Calls
• Phone Icon
• Dialpad (at the top)
• Dial the entire number

You might also search 
someone to call by:
• Calls
• Phone Icon
• People (at the top)
• Search the name



Recent Calls & Speed Dial

Recent Calls: 
You can see a list of your recent calls (including 
missed calls) on the display screen:
• Calls
• Recent (at top)
• Touch call/name of call. 

• 1st icon (phone symbol): Call back
• 2nd icon (card symbol): See info 

about person
• 3rd icon (star symbol): Add person to 

speed dial

Speed Dial: 
A person can be added to speed dial by: 
• Calls
• Recent (at the top)
• Touch Call/Name of Call
• Choose Star  (3rd icon)

Person is now added to speed dial under:
• Calls
• Favorites



Putting on Hold or Transferring Calls 

Transfer Calls: 
With the person on the line:
• Choose the … in the bottom menu
• Choose to “transfer”
• Choose to either “transfer now” (not talking 

to the person you are transferring to) OR 
“consult first” to be able to talk to the 
person you are transferring to. 

Putting the Person on Hold: 
With the person on the line:
• Choose the … in the bottom menu
• Choose to “Put Call On Hold”
• To return to call, choose “Resume”



Call Forwarding/Do Not Disturb/Voicemail Greetings 

Call Forwarding (so phone will not ring): 
On the home screen, choose the initials in the top right corner. 
• Settings
• Calling 
• Turn on call forwarding & forward to voicemail (so phone will not ring at 

your desk)
• Choose “change voicemail greetings” to record a special greeting



Checking Voicemail

Checking Voicemail: 
On the home screen, choose Voicemail
• Click on the Voicemail (person’s name)
• You can choose to listen to voicemail, delete voicemail, call back, or get 

person’s information. 



Teams Calendar 

The Teams Calendar for that line will also sync to the phone. This means you can create and participate in teams meetings via the 
phone. 
On the home screen, choose Calendar 
• Choose + to create a meeting
• Invite others to join (just like with a regular team meeting). 
• The team meeting will appear as a notification on the homepage. You can join it when time. This is joining from the shared 

number account (not your personal account), however. 
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