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Sign In

Signin
In Windows, click Start . > Microsoft Corporation > Microsoft Teams.
— On Mac, go to the Applications folder and click Microsoft Teams.

On mobile, tap the Teams icon.

Sign in with your Office 365 username and password.

Search or type a command

Mark 8 Project Team > Research and Development # F ' Lynne Robbins Manage profile settings
& Change picture
rsations  Files  Planner Power Bl + o Click on your profile icon to view options for managing
torica Cattanga ©/- @ Avalable ? things in the App. Select Settings then choose Calls to
a' Weekly Sync [ saved set things up for calling.
&5 Settings h_

a Mark 8 Project Sync )
Oc

s every Monday @11:30 AM
Keyboard shortcuts

& Reply
About > Settings X
‘ Patti Fernandez /¢ Check for updates
o Hi team! This site is the best place to collaborate on all things Mark 8. Please use this team site for doc repository, load i €53 General Theme
discussions, and any team meetings. Welcome everyone! Download the mobile app &
@ Privacy »
4 replies from you, Patti, Lee, and Enrico Sign out 1 Notifications L)
& Reply Q Devices
Default Dark High contrast
8 Permissions —_— g
( Lidia Holloway Q6
Here are the design proposals for the Mark 8 copter, & Calis Application
m Miark B Pilat Prograstppts Auto-start application
3 replies from Lee, Megan, and Enricc Qpien aprlication in backgroling
< Reply On close, keep the application running
() Disable GPU hardware acceleration (requires restarting Teams)
Lidia Holloway &2 Register Teams as the chat app for Office (requires restarting Office
. | am having so much fun with the prototype. Check out this overhead view of my house. applications)
Language

Restart spplicstion to apply language settings.

App language determines the date and time format.

English (United States) v

Keyboard language overrides keyboard shortcuts.

English (United States) v

Start a new conversation. Type @ to mention someone.
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& Calls Settings

Profile Icon > Settings > Calls

Manage call rules, set up Teams voicemail, choose a ring tone, and more

in the Calls section of Settings.

Settings
{5 General Call answering rules

Choose how you want to handle incoming calls.
& Privacy

@ Calls ring me O Forward my calls
L) Notifications 9 ¥

£ Devices
B9 Permissions

Ring for this many seconds before redirecting

& calls

20 seconds (default) A

Voicemail

Veicemails will show in the calling app with audio playback and transcript.

Configure voicemail

Ringtones

Choose a ringtone for incoming calls

Calls for you Bop S [

Accessibility

Turn on TTY to use text to communicate over the phone line. To get this
working, be sure to connect a TTY device.

[ Tumn on TTY mode

Choose how incoming calls are handled.

Call answering rules

Choose how you want to handle incoming calls.

@ Callsringme O Forward my calls

If unanswered Voicemail v

Ring for this many seconds before redirecting

20 seconds (default) v

If unanswered Voicemail o
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Configure how unanswered calls and voicemails work in Teams.
= Record a Greeting: Click the button and follow prompts
= Define rules for handling your unanswered calls and Voicemail
= Choose an alternate Greeting Language (default is English US)
» Type and save text-to-speech greetings for your voicemail

= Elect to use your Out Of Office greeting always

Voicemail

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?

Let the caller record a message v

Greeting language

Which language should your default greeting be in?

English (United States) ~

Text-to-speech customized greeting option

Do you want to replace the default voicemail greeting with your own text-to-speech greetings? ()

Your custom greeting

Your custom out of office greeting:

Hello, you've reached the desk of Jane Smith. | am away, but please leave a brief message with your contact infor

Out of office greeting

When should your custom out of office greeting play?

All the time

cancel “

Preview and select preferred ringtones from the available options.

Turn TTY Mode On/Off for a connected TTY device (not supported by Momentum).
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& Calls Section

The Calls section in Teams has everything you need.
Make calls, manage call contacts and speed dials, review call history and voicemails, transfer calls, review call health, block callers, and more from this area in Teams.

. Click the R Calls menu option to view the Phone

QJO
5 n Calls Phone Contacts

Activity

In the Phone Tab, a dialpad is presented to make

] ) _ _ calling simple. Type a number or the name of a
L=/ e e History All Voicemail = Speed dial . . .
yp : contact in the text field (or click the numbers) and
. 'EJ- R Friday, 10:24 AM . . .
ey 9! Dutgong click Call to dial. Your teams work number is also
? 2 = B oo Thursday, 1212 PM @1 displayed as a reference.
e 12 ® & Incoming =e
& : Nicole L.
i 4 5 6 a@ E;e:afir?g-hsn Thursday, 12:12 PM e
L a o & Dungang In the Contacts Tab, you can add contacts, search
e Thursday, 11:51 AM our contacts, manage your contacts list, and start
@ ® T Missed
5 7 8 ot chats, emails, video or audio calls with specific
o PQRS TV YT o R Incoming Thursday, 9:45 AM ~ Other Contacts contacts in the ||St
Pam Smith Wednesday, 5:58
A 0 # o @' Outgoing M # o . .
; — ! The History section offers tab views of recent call
am Smi Wednesday, 5:58 - =10 . . . . .
@ g o orin Neecio history and Voicemails with a Filter tool to narrow
@ Pam Smith Wednesday, 5:30 down and search. Click on a listing here to view
Work number: +1321- Gl Bueng e the option to Call that number or see more...
Pam Smith Wednesday, 5:35 1 1
(@] e 5 action options.
o Patrick Higgins ednesday, 2 9 Bt
atri ggins Wednesday, 2:27 ®
S i ] i Pamela Y. Bill T The Voicemail section displays a list of any
B oo s Tuesday, 1:25 PM voicemails you may have for review - or a callback.
i B 9/20 .
o ~ The Speed Dial area shows any contacts that you

5 Bill Tremont
BR o o/17 Q

® & Outgoing

Q¥

have set as a Speed Dial contact.

apps B PoniTorward = ‘ Sraern Patrick H. Peter G.
@ 93 Custom Setup = ! @ = Missed . A .
P The Other Contacts section shows any contacts
you've set as favorites and offers tools to add or
. ) ) remove contacts shown here. Click on a contact to
Tools to manage Forwarding and Custom Setup are easily accessed below the Dialpad. view options to call, chat, email...

M|




& Make Calls

While in the Calls section of Teams, you have access to multiple ways to

make calls.

While in the Calls section, type a number
or name in the Search field above the
dialpad. This field offers dynamic searching
so all matches to your text entry display for
selection as you type.

Click on the right listing to select and then
click Call.

Click on the digits in the dialpad, type the
number in the field, or use the search tool
and click Call.

li h¥3
@ Linceln Passwater
(LINCOLN.PASSWATER) Operatia
e Lisa Gordon %
. (LISA.GORDON) Senior Account
Lisa Gauker
B (LGAUKER) Implementation Spec
Michael Litten
ML (MICHAELLITTEN) S5r Manager -
LatLs v VIATE
* 0 #
& call
n Calls Phone Contacts
1234567890
1 2 3
ABC DEF
B 5 6
HI JKL MNO
7 8 9
PO Tuv XYZ

Work number: +1 321-
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Click on a listing in the History section of
the Calls page to view the option

to Call that number.

Q call
Click on the More... icon for a listing

to see other actions, including Call back,
Add Contact, Add to speed dial, and

the ever helpful Block to stop future

calls from that number from reaching you.

Fridav, 3:26 PM

Click Video call &4 or Audio call %,
to call someone from a chat.

leet today to plan for the conference?

While on a live call - Go to Calls and type a name or number, and click Call.

Your first call automatically gets put on hold as you start the second call.

After the second call connects, select More ... > Merge Calls.

Choose the On Hold call to merge with, and then select Merge.

Other




& Take Calls

When a call comes in, Teams displays a pop-up offering known
information for the contact and the option to accept or ignore the
call.

es5

11 321 40
WA W T -

During a live one-to-one
call, Teams offers action
options and call controls in
the More ... menu.

Here you'll find the Hold
option, Transfer options,
and useful settings related
to the call.

Click Leave to end a call.

E
J ]
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& Transfer Calls

Teams offers two useful Transfer actions:
Please note that your call will be placed
On Hold as soon as you click one of the
Transfer options.

"

Device setfings

/- Call health

1. Click the More ... icon > Transfer teld

2. Select the line/number you wish to
transfer the call to. Consult then transfer
Optional: Elect to turn on Ring back € Tum on live captions
so that the call is sent back to you if
the recipient doesn't answer.

3. Select Transfer to complete the action.

% Transfer

When you're in a call, select More ... > Consult then transfer.

Under Choose a person to consult,
Start typing the name of the person you want to reach and select
them when they appear.

Consult with them by calling
or you can use chat.

When you're ready to send
the call to their line, click
Transfer.




® Help
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Teams includes an extensive in-app Help section available 24/7

Click the @ Help icon at the bottom of the left menu bar and quickly
find answers and training for Teams Calling features and much more.
And you can even offer feedback and suggestions.

Search or type a command

E Help Topics Training What's new About

<R Search help Q.
Channel talk: The basics
Ready to expand your collaboration horizons? Leam
about working with a group of people in a channel.
Watch the video
L]
' A
i 1Y
L ry ¥
5 ] ’ e
; M &
Live training Team or channel? A job well done
Sign up for an instructor-led course, live or Get a quick look at how teams and channels Give a teammate a shout-out for going
on-demand. relate to each other. above and beyond.
Find a class CF Learn about teams and channels Send Praise to people
For admins Popular Browse help
i s Adoption Guide T Our new series: Here in Teams Basics
Topics .
3 @ 1 the Office 365 Champion program CF See what's new Teams 8 channels
Training
. admins: Skype for Business to Teams Use Planner with Teams Chat
What's new i
jrade O
All about Shifts Activity
N your end users: Switching from Skype i -
Suggest a feature TR Record a meeting Meetiogs-Reaals.
Give feedback Keyboard shortcuts for Teams Settings & options @
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