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= Key Highlights

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

= Resources and Support
" Q&A
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What does this change mean for you?



Key Highlights

Key Changes

* Phone Number: Remains the same—mno 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

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
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Using the Dial Pad
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e Calling a user from a Chat
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Managing Speaker/ Mic Settings

Speaker Settings
Microphone Settings

Noise suppression
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Webcam)
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Sound Technology for MIPI
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Moise suppression ‘:)

More audio settings
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Transter a call

Dial pad
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Gonference Galls

E Derek Colamatto < ML Michael LaMontagne

NT NancyTam X 48 Jane Baker X * Click the Calls icon on the left side of the application.

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

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 * Click Call to start the conference
- " Mo « A Teams calling window will Open, and the calls will
begin.
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Adding a participant to an active call =

While on a call, click the People icon.
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Participants P

Derek Colamato

e » Select the person from the search results to call them.
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Voicemail

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

* History All Missed Inceming Outgoing @ = Details X
+1 403-681-2672 (External)
— ) . & Call
(™ Forwarded to voicemail
+1403-681-2672 (External)
Call back
Mark as unread
&
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.
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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

Calls

* Manage voicemail

Record a custom greeting

Record a greeting

Choose a language for your default greeting

Choose a language for your default greeting

Choose what happens when the call is redirected to voicemail

Choose what happens when the call is redirected to voicemail

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
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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

v Forward to voicemail

Forward to a new number or contact




Gall Delegation

Settings Calls

Calls > Manage delegates

General
& Record a custom greeting

7 Appearance Record a gresting Manage delegates

Notifications and activity
Delegates can receive and make calls on your behalf. Once you add a delegate, select them to choose what
Choose a language for your default greeting thE‘y can do.

Privacy
Choose a language for your default greeting '

)
3 Accounts and orgs
@]
s
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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 ~ DC_ Derek Colamatto @]
Type your greeting message here @
Make calls
» Manage out-of-office voicemail Receive calls

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 I:I Join active calls

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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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.



speed Dial

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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Mirror my video
i i On
Audio Devices Changing this setting will only change the view for you. This setting doesn't currently work in Together mode. Q
Intel® Smart Sound Technology for MIPI
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Custom Setup v Enhance the quality of your video in low light cenditions. @

£8t Device settings
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Go Live

L Restart computer and sign into Microsoft Teams
O Set up Teams voicemail and record a greeting

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

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

for Calling. Quick Start Guide for Calling
O Teams QRG For Ca”ing New to Microsoft Teams? Use this guide to learn the basics.

Microsoft Teams G SIMON FRASER

UNIVERSITY

History and Voicemail

Phone Number Delegate team Speed dial

) 2 4 Contacts
* Video Tutorials: Step-by-step video tutorials s B T e e
contact name of behalf, andfor who you List of past calls (including missed calls) that you previously your contacts and
° . number. can make calls for and easily call those people back saved to this list call them.
covering key features and functions. |
Ability to have one on one L R
. Chachr imup(hals with kg b i e
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o Overview of Teams Calls SR T I e — :
Click to see your teams, — @ 1 ? 3 ﬁ e Wl k Al Wi

* FAQs: Answers to common questions you —4

Make a call in teams.

may have. "
o FAQs and Common Issues

* How-To Guides
o How-To Guides

Call Forward & Device
Settings

AP E——
Manage call forwarding e  Bastek High Defintion Auti. =
and device settings.



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

SFU

IT Professional Services / Service Desk / Service Desk - Get Help

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.

Eaculty/Staff

lam...* @

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

| am working or studying... * @

Mear the Burnaby campus

Please provide short description * @

Please provide a detailed description of the incident * @
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https://sfu.teamdynamix.com/TDClient/255/ITServices/Home/
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