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" Project Introduction
= Key Highlights

= What you will learn:
* Making and receiving Calls
e Using Call features
* Managing Contacts and Voicemail

e Call Queues
e Searching for a department
* Checking voicemail in a Call Queue
* Incoming calls and options in a call

= Resources and Support
" Q&A
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Video recording time: 00:00




What does this change mean for you?



Video recording time: 1:30

Key Highlights

Key Changes

* Phone Number: Remains the same—no disruption to your contact info

* Voicemail: No password needed; access directly in Teams

* Dialing: Ability to search by name instead of using extensions

* [External Calls: No need to dial 9 before the number

* Caller ID Policy: Will display username (First and Last Name) and phone number

* Long-Distance Calling: Teams lets you call directly without extra charges within Canada and the US.
* Hardware: Mitel Desk phones will be retired; use Teams on desktop or mobile

 Emergency Location: User managed

Benefits to You
* Call from anywhere, on any device
* Unified experience for chat, meetings, and calls

 Faster access to contacts and voicemail



MS Teams Overview
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Teams Phone Galling

The Phone icon will allow you
to make and manage phone
calls within the app.

You can:

* Go to your call history to
review your list of past

calls (including missed
calls)

* Review messages and
transcripts from calls

* Quickly call people that
you previously saved to
this list

Video recording time: 7:38
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Remove from view
Add to speed dial
Add contact

Block

E call

12:45 AN

1241 AM

12:39 AM

12:38 AM

12:37 AM

12:37 AM

12:37 AM

12:37 AM

12:37 AM

12:37 AM

12:36 AM

12:36 AM

12:36 AM

12:35 AM

1225 A0

KP,
°

View contacts [7 L
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TJ Delete contact
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e Using the Dial Pad e Calling a user from a Chat
Calls Personal
o Do
4036812672 & @ =D
(1 Video call
1 p.%c nasF & Audio call
4 5 6 jate Audio call +1 236-317-6170
7 8 9
PORS TUV WXYZ
* 0 #

L Call
Work number: +1 604-601-6663
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ﬁi:) Microsoft Teams

+1 403-681-2672
+1 403-681-2672 (External)

A -~
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Using the Dial Pad
50 Q@ L2 e 8
. : - s

Puttlng a Call On HOld Dial pad Hold Transfer FPeople hMare Mic m
Transfer a Call (@ Record and transcribe >
Settlngs X Cl Audio settings
Mute — At Language and speech >
End a Call §63 Settings >

1 2 3

- 5 6

7 8 9

* 0 #
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E . K!; V m
Dial pad Mare Mic

Managing Speaker/ Mic Settings

* Speaker Settings Speaker
. . (@ Speakers (Intel® Smart Sound
° Mlcrophone Settlngs Technology for MIPI SoundWire ®
Audio)

* Noise suppression (O LG FULL HD (2- NVIDIA High

Definition Audio)

(__) LG FULL HD (2- NVIDIA High
Definition Audio)

Microphone

(® Microphone (C922 Pro Stream
Webcam)

() Microphone Array (Intel @ Smart
Sound Technology for MIPI
SoundWire® Audio)

Moise suppression ‘:)

More audio settings
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Transter a call

A 9]
0 &2 U
Dial pad Hald Transfer People Mare Mic Tra nsfer thE Ca"

€_> Transfer Invite someone or dial a number

&% Consult then transfer @
T * wmeAkar L

Waork voicemail

By Work+1236-317-6170

Cancel Transfer ‘
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E Derek Colamatto < ML Michael LaMontagne . . ) ) )
* Click the Calls icon on the left side of the application.

\  In the dial pad, enter the names or phone numbers of the
participants.

NT Nancy Tam X 8 Jane Baker <

1 2 3 * Note: As you type names or numbers, a drop-down menu
ABC DEF will appear with potential contacts to choose from.
4 5 6 e Click Call to start the conference
- " e * A Teams calling window will Open, and the calls will
begin.

7 8 9
PORS UV WXYZ

* 0 #

+

Work number; +1 778-782-9454



I TH I Vid ding time: 12:50
Addlng a nartlclnant to an actlve ca“ ideo recording time

. s WY | & P I— * While on a call, click the People icon.

it ; e In the Invite someone or dial a number box, enter the
name or phone number.

Derek Colamato

) srmesie Epee) » Select the person from the search results to call them.

Derek Colamatto (External)
DEREK

* They will be added to the call once they answer

DMCOLAMA_M365

[
O ]
O on16 m & ¢ © B @ &4 [\ R ~
Chat  People  Raise  React View  Controls Whiteboard  Apps More Camera Mic Share Leave
Participants X
Invite someone or dial a number
v Currently in this call (3) Mute all
KP Kelly Pow )
Organizer

-

KP K P . 1) +1403-681-2672 (External)

DC  Derek Colamatto Calling...
+1403-681-2672 (External)
m +1403-681-2672 (External) -

DC

Calling...
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Voicemail

Voicemails at SFU are also transcribed and sent via email with an audio attachment.

| Missed Incoming Outgoing @ = Details X

+1 403-681-2672 (External) ¢ call
[ Forwarded to voicemail - 1 403-681-2672 (Ext )]
+ - - ernal
Call back

Mark as unread
&

* History A

Delete

Add to speed dial

Voicemail
Add contact

This is a test voice message for Kelly Powell for the demo day. If you see this

Block
o message, it should be transcribed. Thank you. Bye.

N 000 Tx -

Friday, May 9, 2025

) Forwarded to voicemail 1217 AM




Manage voicemail greeting
Greeting language

What happens when a call is
redirected to voicemail

Manage out-of-office voicemail

Settings

General

Appearance
Notifications and activity
Accounts and orgs
Privacy

Accessibility

Calls

Files and links

@D e 00N &

App permissions

Video recording time: 14:38 Sy

Calls

* Manage voicemail

Record a custom greeting

Record a greeting

Choose a language for your default greeting

Choose a language for your default greeting W

Choose what happens when the call is redirected to voicemail

Choose what happens when the call is redirected to voicemail e

Set up text-to-speech customized greeting option (i)

Your custom greeting

Type your greeting message here

- Manage out-of-office voicemail

When should your greeting play
[J Al the time

[J when Outlook automatic replies are on

Your custom greeting

Type your greeting message here
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Settings

General

Appearance
Motifications and activity
Accounts and orgs
Privacy

Accessibility

Calls

Files and links

@ 2 e o R 0N E

App permissions

Calls

» Call handling and forwarding

Forward all calls

(D)

When you receive a call

Do not ring anyone else

When you can't answer a call

Redirect to voicemail

Ring for this many seconds before redirecting

20 seconds (default)

Choose a ringtone

Calls for you

Default

Forwarded calls

Default

Delegated calls

Default

Call handling and forwarding

Forward all calls

@

Choose how all your calls will be forwarded

Forward to voicemail

+" Forward to voicemail

Forward to a new number or contact
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Settings Calls Calls > Manage delegates

General

Record a custom greeting

83

& Appearance Record a gresting Manage delegates
[l Motifications and activity
3
@]
s

Delegates can receive and make calls on your behalf. Once you add a delegate, select them to choose what

Accounts and orgs
Choose a language for your default greeting they can do.

Privacy
Choose a language for your default greeting '

Add a delegate

Choose what happens when the call is redirected to voicemail

Type a name
Choose what happens when the call is redirected to voicemail “

#) App permissions

Your delegates
Set up text-to-speech customized greeting option @

Your custom greeting

i l:ilC® Derek Colamatto @]

Type your greeting message here

<

Make calls

» Manage out-of-office voicemail Receive calls

(< I <

Change call and delegate settings
- Manage call group

<

Pick up held calls

Call group members can receive calls on your behalf.

Add a call group Join active calls

O

12:02 AM

- Manage delegates

Kelly Pow added you as a delegate.

Delegates can make and receive calls on your behalf. They'll be notified when you change call settings

to send your calls to them. Mow You can:

Add a delegate .
* Make calls on their behalf

* Receive calls on their behalf

() About Teams

* (Change their call and delegate settings
* Pick up held calls

®
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< Q  Search (Ctrl+E)
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(@ Reminder: Do not use the Teams client for emergency calls.

|'l'ype a name or number
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TUV
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v History All
W +1604-432- (External)
¥ @ Missed incoming

o) +1604-432- (External)

%0 & Incoming

View contacts

OK

Voicemail = Speed dial S

iﬁ Microsoft Teams

% call for

“*" Douglas

+1604-219-
+1604-219- (External)

¢ -~

Video recording time: 16:32

When a call comes in for the assigned
person, a notification box will appear,
along with a telephone icon next to
their name.

Note: Be cautious when answering
calls as a delegate if the assigned
person is in the office and working,
as you might not need to answer their
calls.



sneed nial Video recording time: 17:16

Add to speed dial

Speed dial

o

Add contact

Type a name or number ,
First name *

Cancel
Last name

Email

o Add to speed dial

be Derek Colamatto Phone

dmcolama@sfu.ca
Company

Add people to speed dial for quick
access.
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f‘? n Calls Personal

Activity
Chat Type a name or number
) Devices
Teams 1 2 3
ABC DEF
Audio
Calendar
4 5 6
GHI JKL MNO
h‘” y  Audio settings -~
(&) ? 8 9 Speakers (Intel® Smart Sound
OmeDrive Fars w vz Speaker Technology for MIPI SoundWire® N
Audio)
wes * 0 #
-
Microphone (C922 Pro Stream
M hi
icrophone Webcam) W
Apps
T+ -601-
Woaork number: +1 604-601-6663 (& Make a test call
Video
E Video settings ~
OVO1A v

Camera

Mirror my video on ()

Audio Devi
udio Devices Changing this setting will only change the view for you. This setting doesn't currently work in Together mode.

Intel® Smart Sound Technology for MIPI
Adjust brightness off @

Custom Setup Enhance the quality of your video in low light conditions.

£8t Device settings

¢ Custom Setup ~
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Call Queues that are Part of the Pilot
* Network Operations

 FASS

* Beedie School of Business

* IT Service Desk

* Payment Services
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[T Q  Search (Ctri+Alt+E) oG

Q

e Settings Calls pc  Personal ® Beedie School of Business ® FASS 1 @ FASS 2 @ Network Operations
General . .
Chat €3 ~ Call receiving
a00 /. Appearance
e Q Notifications and activity Receive calls from this queue
B Accounts and orgs Other agents will be notified when you're off duty. It will take up to 2 minutes for other agents to see
S the change.
(5] Privacy
T Accessibility @
L Calls
OneDrive [ Files and links



Two ways to call a number in MS Teams:

* Dialing 5 digit extension

* Dialing the Department Name

Beedie general office v

Beedie General Office

The virtual receptionist directs you to the

FASS IT Helplind v

FASS IT Helpline
The virtual receptionist directs you to the

network operations centrel v

Network Operations Centre
The virtual receptionist directs you to the

Q

Activity

Chat
o0o
Teams

Calemdar

t

Calls

()

OneDrive

@

Copilot

Apps
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[T
E Calls Personal

26685 v

@ +1 778-782-6685 (External)

ABC DEF
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GHI JKL MNO
7 8 9
PORS UV WXYZ
* 0 #

+

Work number +1 778-782-8279



Q n Calls Personal
Activity

Chat Type a name or number

odo

o
Teams 1 2 3

= ABC DEF
Calendar

4 5 6

& GHI JKL MNO

Calls

. 7 8 9
OneDrive PGRS T WXYZ

D * 0 #
Copilot

.
Work number: +1 778-782-8279
Apps

(1) Add location ~
@—> Don't forward -~

£e3 Custom Setup -

Search (Ctrl+Alt+E)

v History

P00 00000O00O0H

CQ Metwork Operations
" Qutgoing

933 (External)
%" Qutgoing

+1933 (External)
%" Qutgoing

+1 403-606-2015 (External)
%" Qutgeing

+1933 (External)
" Qutgoing

+1 403-606-2015 (External)
" Qutgoing

+1 403-606-2015 (External)
%" Outgoing

+1933 (External)
%" Outgoing

Derek Colamatto
&' Outgoing

+1 403-606-2015 (External)

& Incoming

+1 403-606-2015 (External)
%" Outgoing

+1 403-606-2015 (External)
" Qutgeing

+1 403-606-2015 (External)
" Qutgoing

8:20 AM
13s

Monday
32s

Monday
2s

Monday

Monday
65

Monday
4z

Monday
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5s
5/12/2025
5/12/2025
5m 35s
5/12/2025

5/12/2025

5/12/2025

Video recording time: 49:31

%

View contacts [7

go

Speed dial

B Microsoft Teams

Call for
CQ Network Operations

Kelly Pow
is calling you

.
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Headsets

* Microsoft Teams for Calling supports both
USB and Bluetooth-compatible headsets,
including wired and wireless options, to
ensure high-quality audio and reliable call
performance.

university  INFORMATION SYSTEMS AT SFU

HOME SERVICES KNOWLEDGE BASE

OTHER ACCESSORIES

Other productivity accessories.

Multiport Adapter Wireless Keyboard and Mouse Webcam

* For optimal performance with Microsoft

Teams Calling, please use headsets that are e —
<@

compatible with Teams.

e SFU's eStore to order a headset:
Article - Peripherals and Accessories

Corded USB Headset USB-C AC Adapter



https://sfu.teamdynamix.com/TDClient/255/ITServices/KB/ArticleDet?ID=9313

Physical Handsets
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Yealink

Yealink

Yealink MP54-VolIP Phone Yealink MP56-VolP Phone

*handsets will be delivered to pilot users ahead of the transition date.



Handset Feature Compare
Featwre | VealikWPsa | ealinkPss

Display 4" Color Touchscreen To:(':r::soclferen
Bluetooth Yes Yes
USB Ports 1 (USB-A) 2 (USB-A)
Headset Support Yes Yes
Programmable Keys 17 16
Expansion Module

Support No Yes
Video Support No Yes

PoE Support Yes Yes
Price Range Budget Mid-Range

Video recording time: 50:27

Yealink

Yealink MP56-VoIP Phone



Video recording time: 50:37

Power LED
Touch Screen (L2 Touch Screen Power LED Indicator
When receiving . o Wh e
i it i i 7 inch (800 x 480) capacitive touch screen, en receiving an
Sl Aoy Al tap to select items and navigate menus. incoming call, it fast flashes.
Keypad Keys touch screen, it fast flashes. P g - wh o _
en receiving a voice
Enables you to enter ?lap to se;ect When receiving message, it slo?My flashes.
numbers, letters, and items an a voice message,

special characters. navigate menus. it slowly flashes.

Headset Button

Enables you to place and
receive calls through a headset.

The LED indicator glows green
when the headset is activated.

Hold Button
Places a call on hold
or resumes a held call.

Mute Button

Mutes local audio during calls
and conferences.

Headset Button

Enables you to place and
receive calls through a headset.

The LED indicator glows green
when the headset is activated.

The LED indicator glows red when
the mute feature is activated.
Transfer Button
Transfers a call.
Teams Button

Teams Button
Bt eet o Starts a meet now Teams conference call.
Teams conference call.

Redial Button

Redials a dialed number.
Speakerphone Button

Enables you to place and receive
calls using the speakerphone.

The LED indicator glows green when
the speakerphone is activated.

Volume Buttons Speakerphone Button Mute Button Volume Buttons Keypad Keys
Adjust the volume of handset, Enables you to place and receive Mutes local audio during calls Adjust the volume of handset, Enables you to enter numbers,
headset, speaker, or ringer. calls using the speakerphone. and conferences. headset, speaker, or ringer. letters, and special characters.
The LED indicator glows green when The LED indicator glows red when
the speakerphone is activated. the mute feature is activated.

Yealink MP54 Yealink MP56

MP54 E2 Teams Datasheet.pdf MP56 E2 Teams Datasheet.pdf



https://1sfu.sharepoint.com/:b:/r/teams/MSTeamsPhoneProject-SFUTeams/Shared%20Documents/General/97%20-%20OCM/Training/SFU%20End%20Users%20Training%20Decks/Handset%20Data%20Sheets/MP56%20E2%20Teams%20Datasheet.pdf?csf=1&web=1&e=NeyEvI
https://1sfu.sharepoint.com/:b:/r/teams/MSTeamsPhoneProject-SFUTeams/Shared%20Documents/General/97%20-%20OCM/Training/SFU%20End%20Users%20Training%20Decks/Handset%20Data%20Sheets/MP54%20E2%20Teams%20Datasheet.pdf?csf=1&web=1&e=oTsLsx
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O Restart computer and sign into Microsoft Teams
1 Set up Teams voicemail and record a greeting

 Check audio and headset settings:
[ Connect and test headset or speaker/mic setup
O Set preferred audio device in Teams settings
O Run a Test Call in Teams to verify mic, speaker, and camera
d Adjust volume levels for clarity
1 Ensure Bluetooth or USB devices are properly paired






* Quick Reference Guide: Comprehensive
guide to help you navigate Microsoft Teams
for Calling.

o Teams QRG For Calling
e Video Tutorials: Step-by-step video tutorials
covering key features and functions.
o Overview of Teams Calls

* FAQs: Answers to common questions you
may have.

o FAQs and Common Issues

e How-To Guides
o How-To Guides

Microsoft Teams

Quick Start Guide for Calling

New to Microsoft Teams? Use this guide to learn the basics.

Phone Number

Ability to make
a phone call by

Delegate team

Who can answer or
make calls on your

contact name or behalf, and/or whe you
number. can make calls for
Chat
Ability to have one on one &
Chats or Group Chats with o ch ool
emplayees, -
SO e e -
View & organize teams
& N~
Click ta see y jour teams. — | 2 3 &

=] h - = Hstery
Calle v -
Make a call in teams. .

]

adele Vemce

‘‘‘‘‘‘‘‘‘‘‘‘

e

e

Call Forward & Device
Settings

s Wit

Manage call forwarding
and device settings.

g & oo
0 Sesek High Defintion dusin =

Video recording time: 51:42

SIMON FRASER
SFU UNIVERSITY

History and Voicemail 5 dial
Review messages and transcripts from From here, you can Contacts

. quickly call peaple Ability to manage
List of past calls (including missed calls) that you previously your cantacts and
and easily call those people back saved to this list call them.

Vi comtasts



https://sfu.teamdynamix.com/TDClient/255/ITServices/Shared/FileOpen?AttachmentID=50d54de0-50c4-4bb6-9dff-488ab17c97d3&ItemID=10057&ItemComponent=26&IsInline=-1
https://support.microsoft.com/en-us/office/overview-of-teams-calls-425d6970-6e27-47b6-bc61-4c38fff51c4f
https://sfu.teamdynamix.com/TDClient/255/ITServices/KB/ArticleDet?ID=10056
https://sfu.teamdynamix.com/TDClient/255/ITServices/KB/ArticleDet?ID=10057

Service Desk / Service Desk - Get Help

IT Professional Services

support
Log a ticket on servicehub.sfu.ca B
SERVIGE DESK - GET HELP

ITS Client Portal Home
Connect with an SFU IT Service Desk for help and support.

Faculty/Staff

lam...* @

Staff
| am having trouble with... *
Start typing...

| am working or studying... * @

MNear the Burnaby campus

Please provide short description * @

Please provide a detailed description of the incident * @

Font -~ | Size - A- BT US x, v T,

Format -

Z 3 BEe =



https://sfu.teamdynamix.com/TDClient/255/ITServices/Home/
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