Microsoft Teams:
Calling

How to Mak a Call using Microsoft Teams Calling
1. fen Microsoft Teams and clickhe Ca. sicon. (Note: On mobiles devices,
you may need to click More Apps to see the Calls icon.)

Enter a 10-digit number and click the Ca. button.
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Additional Features

Speed Dial
1. Click the Ca. sicon on the left side of the screen, then nd the Sp eed dia
section on the right side of the window.

2. Toadd contacts to your speed dial list, use the Add ® eed dia button.
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3. To make a call, click thep - on e icos next to your speed dial contact.
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Launch a Teams Call from a Chat
You can launch calls from one-on-one chats or group chats.

1. Open a chat window with the person (or group) you want to call.

2. Click the phone icon in the upper right-hand corner of the screen, and
choose between a video or audio call. This will ring everyone in the chat.
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View Teams Call History
You can review your Teams Calls activity.

1. Click the Ca. sicon on the left side of the screen, then nd your i g¢or y, on
the right side of the window.

2. View the activity on the right-hand side of the screen.
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Voicemail
You can review and listen to voicemails.

1. Click the Ca. sicon on the left side of the screen, then click the Voicen ai
tab in the History section.
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2. Click on the message to view details, including a transcript of the voicemail

message.

Settings
Con gure settings includinguom, a ding, jmdon din g and Voicen ai..

1. Click on the t-x ee dot snext to your Avatar in the top right corner of the
Teams app, click Setting sthenclick Ca: s

2. Here you can toggle call forwarding on or o and set other answering rules.
Scroll down to con gure voicemail.



Frequently Asked Questions

s! oicen ai. a' ai . efor iean sCa.ing
Yes, voicemail is turned on by default in Teams.
ey do recordaYoicenai g eeting

To con gure voicemail, click on the three dots next to your avatar, click Settings,
Calls, then scroll down to Manage voicemail and click Record a greeting (see
instructions above).

Taey do cuec Yoicen ai,
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Can p:acealean sca. onmodtient esmse

Yes. Click the Hold button that appears at the top of the call window. Click
Resume to return to the call.

M ¢ dia tue 10-digity mb & tom?{ eano o wdca,

Yes. All calls, including local those with local area codes, must be made using
the full 10-digit number.

w the® ce, wal em, tipreligestvat ans e.Toy aem, tipeime syan-
dedin iean sCa: s

In Teams, we can set up a queue for calls that come in to a shared line. These
appear as normal phone calls, but they have an additional label for the Queue.
Contact the ITS Help Desk for more information.

Can fory adm ) iean $uoney mhe toanotie gy mhe;

Yes. You can forward your Teams number to any other Teams number,o0 ce
phone, cell phone or land line. Click on the three dots next to your avatar, click
Settings, Calls, and select Forward all calls
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https://www.odu.edu/helpdesk
http://www.odu.edu/helpdesk

