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Microsoft Teams Voice Guide

Microsoft Teams Voice is a calling system in conjunction with the other aspects of Microsoft Teams, including web-conferencing, video calls, chat groups, and teams sharing.

Preparing to Use Microsoft Teams Voice

Settings

5% General ‘
ffer, Autumn Accounts
X ns@gordonstate.edu
. 5 Privacy Grid List

Busy Set status message
[} Notifications

f? Devices Application
l,\] Saved @ A To restart, right-click the Teams icon g the taskbar, then select Quit. Then reopen Teams.
PP permissions
B Auto-start application b
Captions and transcripts °F
23] Manage account o Fi [] Open application in background
iles
On close, k th licat
+ Add perSDna| aCCOLII'lt .ri_) Calls a n close, keep e apphcation runnmg.
[] Disable GPU hardware acceleration (requires restarting Teams)
) a Register Teams as the chat app for Office (requires restarting Office
Sign out applications)
[] Enable logging for meeting diagnostics (requires restarting Teams)

Microsoft Teams should be downloaded on your office computer. You might choose to pin it to your taskbar for easy access. Upon opening Teams, choose your image (or initials) in the

u

pper right corner. Make sure that your status is set to available, busy, be right back, etc. Calls will come through for all of these statuses EXCEPT Do Not Disturb. If your status is set to Do

Not Disturb, the call will not ring in your app.

You also should ensure that Teams is set to auto-start upon logging into your computer:

1.

2.
3.
4

Choose your icon (or initials) in the upper right corner

Choose Manage Account

Choose General (left panel)

Under Application section, make sure “Auto-Start Application” and “On close, keep the application running”.
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Making Calls Using Microsoft Teams Voice

The shortcut links will be available on the
left panel menu of Teams. If “CALLS” is not
listed, choose the ... search “CALLS” and
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You can add in multiple people for a multi-person call. You can also search & add students to call. Note:
Calling a student via searching their name in Teams will result in a Teams call, requiring the student to have
the Teams app. This also limits the ability to transfer. Searching their name in Teams and calling via their
Teams account is NOT the same as dialing their number.
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u Calls Phone Contacts
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\

1 2 3
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The call will look similar to a video call/web-conference call, just without the video.
Make sure your MICROPHONE option is enabled. If both are using Teams, you can
turn it into a video call using the CAMERA feature.

You might also add others in during the call by using the PEOPLE option or by dialing
in an additional number.

Oo
o

allery at top

3 Full screen

i Dial pad

] Held

ansfer

& Consult then transfer
pply background effects

[ Turn on live captions
Baskin, Samuel

1] Mute notifications

{1 Turn off incoming video

®
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Transferring Calls Using Microsoft Teams Voice

Baskin, Samuel

all health

) Gallery at top

£3 Full screen

ult then transfer

Regular Transfer:

With a transfer, you can search or
dial the number and choose to
transfer the call. You can also
choose for the call to come back
to you if the transfer does not
answer. If the transfer is
answered, the call will end with
l you and the call box will close.

Transfer the call

'nu‘ite someone or dial a number

@ Beckham, Atrailyus

) Ring back if there's no answer.

Cancel Transfer

You can access the hold & transfer options while in the call via the MORE button on
the main menu.

* Hold- Places the person on hold until you choose the RESUME option in the top
right of the call.

* Transfer- Allows you to search for a person or dial in a number to transfer the
person to

* Consult then Transfer- Allows you to send a Teams Chat message before
transferring a person to someone else

Beckham, Atrailyus

Choose a person to consult A8 Beckham, Atrailyus Transfer | » [EIRECY

'nu‘ite someone or dial a number

@ Beckham, Atrailyus

I'm g Sam to you now.
l v 12D O0@ERE e EEF - B
Cancel Chat

Consult & then Transfer:
If you choose to consult & then transfer, you would search the name of the person to transfer
the call, choose CHAT, and then send a Teams message. You would then choose TRANSFER in

the upper right to transfer the call.
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Calling Back Using Microsoft Teams Voice

: You can call back numbers by going to the main Microsoft
= | B3 ol rroce comse ‘ Teams Console Panel and choosing ALL or MISSED. Beside
12} . e .
= L wtory Al Mised  iomg  Vokemsl T Spesddis the number, choose CALL. This will immediately start a call
g Gasparde e Basiin, Sarnue et e = W|th th|s person.
= e o e o IS AN Douglas 5. Hugh'S.
pg Gaspardo. Pedro Belo ' Baskin, Sami
L5 fif) Padron '-v-‘r':i;.f:-";‘_ oTE 355006 | —
:_.'_-‘ Hiye \ Vesterdy e :ﬁ.:‘,:‘.l
0 e . Samuel B. Josh 5
Setting Up Voicemail for Microsoft Teams Voice
You can setup two voicemails. Settings
One WOUId be your regUIar £33 General Call answering rules
VOicemail and the Other Would be Accounts Choose how you want to handle incoming calls.
an out of office voicemail (for & Privacy ® Calleringme O Forward my calls
extended leave, vacation, etc). Q) Netifications Also ring No one else
£ Devices Number ‘
. . . ermissions If wered Voi il
To access your voicemail settings, | ¥ *** TEREE —
Captions and transcripts
g0 to: o A Ring for this many seconds before redirecting
1. Your name/initials in the top & cals 30 seconds
right corner of Teams
2. Manage Account Celtarene @ o 7
3. Calls
4. Configure Voicemail Voicemail
5 Record a Greetin Vaicemails will sho = calling app with audio playback and transcript.
' g Configure voicemail
6. Follow the prompt to record a

regular greeting or an away
message greeting
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Settings for Regular Voicemail with Microsoft Teams Voice

Voicemail

You'll find your voicemail messages and transcripts in Calls.

After recording your greetings, you can determine how and when a
caller accesses your voicemail. Record a greeting
. . . Call I

To access your voicemail settings, go to: a7 answeriuies
1. Your name/initials in the top right corner of Teams

How would you like us to handle your calls when they go to voicemail?

Let the caller record a message

2. Manage Account
3. Calls Let the caller record a message v
4 Configu re Voicemail Let the caller record a message or be transfe u———————

End the call without playing your greeting Voicemail
Play your greeting and end the call
The default is for the call to ring and if unanswered, the call will go to Transfer the call to someone else

voicemail. You might also choose for the person to be able to leave a '

voicemail and then automatically be transferred to someone else.

You'll find your voicemail messages and transcripts in Calls.

Record a greeting

Call answer rules

How would you like us to handle your calls when they go to voicemail?
Settings for Out of Office Voicemail with M icrosoft Tea ms Voice Let the caller record a message or be transferred to someone else
Where should they be transferred?

By default, your regular voicemail greeting will play unless you record
an out of office voicemail greeting and make it active. To make it
active, go to:

HS Shepard, Hugh

Out of office greeting

1. Your name/initials in the top right corner of Teams When should your custom out of office greeting play?
2. Manage Account

3. Calls (] All the time

4. Configure Voicemail

5 8 (] When I have an Qutlook auto reply

Scroll to the bottom to see Out of Office Greeting Settings
(] When I have an Out of office calendar event
By choosing ALL THE TIME, the out of office voicemail will be active

until you uncheck ALL THE TIME again. By checking WHEN | HAVE AN
OUTLOOK AUTO REPLY, your out of office voicemail will become active Cancel “
when you also have an out of office reply set for your email. When
these options are unchecked, then your regular voicemail greeting GORDON
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Checking Voicemail Using Microsoft Teams Voice

On the main Microsoft Teams Voice console (by choosing CALLS on the far left), you can choose “voicemail” on the top right. You can listen to voicemail or call back the number. You will

also get a Gordon email with the voicemail. Note: If you delete the voicemail email, it will also delete it in Teams.

u Calls  Phone Contacts

Type a name or number

1 2 3

4 5 6

7 8 9
» w

Work number: +1 678-253-2158

@ Don'tforward ~

3 3- Logitech USB Headset =

Q Search

History

GSC Office365
=

CAUTION: This email originated from outside of the organization. Do ..

Al

Missed  Incoming

Call back
Mark as unread
Delete

Add to speed dial
Add contact

Block

Voicemail

Q call

Details X

4s  5/25/2022,10:42 AM

+1678-359-5008

Voicemail

CAUTION: This email originated from
outside of the organization. Do not follow
quidance, dlick links. or open attachments
unless you recognize the sender and know
the content is safe.

You received a voice mail from GSC
Office365.

Job Title: Systems Administrator
Work: 8
Mobile:

Emait  gsc ordonstateedu,onmicr

Thank you for using Transcription! If you
don't see a transcript above, it's because
the audio quality was not clear enough to
transcribe.

Set Up Voice Mai
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Call Forwarding Using Microsoft Teams Voice

You can set your calls to forward directly to
voicemail and not ring (perhaps while you
are in meetings, etc.) by choosing the
FORWARD TO VOICEMAIL option in the
bottom left corner of the CALLS area in
teams.

Forwarding
Don't forward e

Forward to voicemail

3% More Settings

You can set up CALL GROUPS
so that multiple people are
forwarded your calls. You can
add in those individuals and
choose if they are rung all at
the same time or in a certain
order.

You can set up additional call forwarding
by choosing “MORE SETTINGS”

By default, the calls ring only you. You can
choose, however to forward your calls to
voicemail or another number/person. In
that case you can search that person.

oa

oo

App @& Don'tforward =

ey 2 o '

@ @ 3- Logitech USB Headset =~
Settings
23 Genera Call answering rules

o . Choose how you want to handle incoming calls.
3 Accounts ’ &

. O Calls ring me @ Forward my calls

& Privacy
1 Motifications Forward to: Voicemail
£ Devices Voicemail
(¥) App permissions Voicemail New numbasor contact

- . - Voic ils will show in tl
Captions and transcripts fezmal ,

P pts Call grou
[ Files Configure voicem._..
.
'L, Calls .
Ringtones
Choose a ringtone for incoming calls

Back to Options

Call group

@ Baskin, Samuel

AB  Beckham, Atrailyus

Pick the order you want people in your call group to receive your calls.

Ring order All at the same time

ople ta be in your call group and then forward to them whenever

All at the same time
Cancel

n the order above

GORDON

STATE COLLEGE



Adding Additional Receivers of Your Calls Using Microsoft Teams Voice

You can set your calls to ring you as well as
another person or group at the same time.

In the call forwarding section, located in
the bottom left of the CALLS console,
choose “MORE SETTINGS”.

Choose “CALLS RING ME” but you might
also choose someone under “ALSO RING”.
You can search a specific person or choose
a call group (so that it rings multiple

people).

If you choose a call group, you will be
asked to add in the members of the group
and choose if it rings all of them at once or
in a certain order.

Forwarding
Don't forward v

Forward to voicemail

£83 More Settings

na
ApPs @ Don'tforward ~
@) f3 3- Logitech USB Headset =
Settings
iei Genera Call answering rules
" . Choose how you want to handle incoming calls.
3 Accounts ’ o
) @ Calls ring me O Forward my calls
3 Privacy
[l Notifications Also ring No one else
&2 Devices New number or contact

@ App permissions f unanswered

D Files
o
'S, Calls

No one elsa
Captions and transcripts Call group

Shepard, Hugh

Back to Options

Call group

Select people to be in your call group and then forward to them whenever
you need to.
Add people

Search Q

@ Baskin, Samuel

AB  Beckham, Atrailyus

Pick the order you want people in your call group to receive your calls.

Ring order All at the same time

All at the same time ‘
Cancel

n the order abave
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Sending Calls to Someone Else if You Do Not Answer Using Microsoft Teams Voice

You can set a call to ring you first and if you
don’t answer, designate a person to

receive the caller.

In the call forwarding section,
located in the bottom left of
the CALLS console, choose
“MORE SETTINGS”.

Choose CALLS RING ME. In the
dropdown under IF
UNANSWERED, you can
choose another person for the
calls to be sent to. By default,
the option will be to send the
caller to your voicemail.

You can also determine how
long before the caller is
redirected.

Forwarding
Don't forward e

Forward to voicemail

£83 More Settings

Sy @& Don'tforward =
£ 2- Logitec SE Heads -
@ @ 3- Logitech USB Headset
Settings
53 General Call answering rules
B3 Accounts Choose how you want to handle incoming calls.
. @ Calls ring me O Forward my calls
B Privacy

[l Maotifications

8 Devices

(1) App permissions
Captions and transcripts

[ Files

0
‘i, Calls

Also ring

If unanswered

Mo one else

Shepard, Hugh

Ring for this many seconds before redirecting

30 seconds
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Adding Speed Dial Contacts to Microsoft Teams Voice

On the main Microsoft Teams Voice console (by choosing CALLS on the far left), you can choose the ... beside Speed Dial on the far right and search for a name or add numbers to your
speed dial. You can also add people to speed dial by choosing the ... beside their name in the ALL or MISSED calls sections of the console.

n Calls  Phone Contacts
Type 3 name or number History Al Missed Incoming Voicemail = ~ Speed dial
& GSC Office365 e & Add a contact to this group
Teams 1 2 3] ¥ Outgoing EEEM
: ¢’ Outgoing HS
- - G5C Offeezts N: This email originated from of the organization. Do 4 10:42 AM
= Voicemail BELEg GEhE SRS LD g ’ Douglas S. Hugh'S.
4 5 6 GSC Office365 . N
GHI K MNO 10:41 AM
8 1m 48s 10:37 AM
ars v )
10:31 AM \H:,
* Samuel B. Joshs.
Files 0 g Pedro
s N 9:49 AM
ing
ancpto 2m 435 %41 AM
B ‘ 253 VX
B E’n Work number; +1 678-253-2158 2 cagam [ _"g
; 585 937 AM Lauraltl
¥ g
GSC Office365
s 105 9:35 AM
% Outgoing
@y Hay
By Hayes, Laura . X
u Calls Phone Contacts @2 < ouiooi resterday Ashiey
'WIRELESS CALLER
oon 3s Yesterday
5 . — . R Incoming
TRE TR T History Al Missed Incoming Voicemail = Speed dial My Group
Stewart, Douglas
e © ouw 55 Yesterday
000 % Outgoing
&b .
195 1:40 PM
— . Not Tylers
1 2 HS DS i‘:fsn‘ Derts 85 Yesterday
s oer % Outgoing
305 118 PM 2
Douglas S Hugh 5. VIRELESS CALLER 5 Yesterday pinnedGroup
4 5 6 e
135 11:43 AM <h
aHi P uNo ., 0
He © o AR Other Contacts
She
(X 7 8 9 call Hs 7 - 65 471172022
s PaRs oy vz ' . =~ 2
call back 11:27 AM it - it:,»a:t Douglas . T
* 0 # Add to speed dial Samuel B. Joshs.
) - Add contact (EEDELY] '
glock
nopto 1117 AM
e 3 253 AR
Work number: +1 678-253-2158 nonm [ ’§ PG
\ [
KB Laura H. Pedro Belo G.
N 1111 AM
+1678-359-5008 .
e 11:07 AM
& PG
sc m 34 11:04 AM
‘?’ @ mes R Pedro G
iz 2 A
D. v 24s 11:03 AM
+1 3 A
v . 345 11:00 AM
Ashley
Gaspardo, Pedro .
PG 435 10:59 AM
g
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Disable Ringing Of Calls on Personal Devices After Hours

You might have the Teams app on your personal device. You can disable the
ringing of calls after hours by using one of the following methods:

Option 1: Turning on Forward to Voicemail

After hours, you might set your calls to automatically be forwarded to your
voicemail. This will result in the calls not ringing your phone, but you will still
get a notification of a voicemail that you can check whenever. You would
need to remember to stop forwarding the calls during office hours, however.

Option 2: Setting Quiet Hours on Your Personal Device

* On your Teams Mobile App, choose your icon/initials (top left)

* Choose Notifications

* Under “Block Notifications” and choose “During Quiet Time”. You can then
set up specific Quiet Hours or Quiet Days.

You will not receive any teams notifications during those quiet hours and
callers will be sent to voicemail.

Forwarding
Don't forward v

Forward to voicemail
i3 More Settings

@ Don'tforward =

2 3- Logitech USB Headset =

+ © & O

Schaffer, Autumn
autumns@gordonstate.edu

Busy

Set status message
Notifications

1 gy
Settings

What's new

Add account

Notify me for

L) General activity
{=)] Channels

Meetings

Block notifications
Ef During quiet time
(] When active on desktop

Q,  When in meetings

' 4

Allowed
Allowed

Allowed
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Accessing Teams Voice from Your Phone

You might also choose to download the Microsoft Teams app and make calls

from your phone.

Upon opening the Teams app on your phone, choose CALLS on the bottom

panel. If it is not located there, choose the ... to locate the icon.

With the CALLS app, you can:

* Access Speed Dial

* See & call from your history

* Access Voicemail

* Make new calls by either searching or dialing a number

Access Speed
Dial or Call
from History
Log

& calls

Q  Search

Q

History

Baskin, Samuel

PG

0O

Gaspardo, Pedro Belo

HS

O

Shepard, Hugh

Stewart, Douglas

Q B

Activity Chat

©00¢
Vu))

Teams

Access
Voicemail

@"
o)

PG

Gaspardo, Pedro

oh’X
&

Hayes, Laura

!

Standridge, Josh

Search or Dial
Numbers

Assignments  Calendar More
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