
Microsoft Teams Calling

An Introduction to Microsoft 
Teams and Calling Features
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What is Microsoft Teams?
• Microsoft Tool for

– Calls (Voice and Video)
– Text Chat
– Collaboration
– File Sharing

• App for Desktop, Mobile, Web
– https://teams.Microsoft.com/
– Desktop Application
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https://teams.microsoft.com/


How to Access Teams
1. Go to https://office.wm.edu/   
2. Open Teams

• OR run Desktop App
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Teams Calling Overview
• Mitel Phones moving into Teams

– Current Phone System going End-of-Life
– W&M Phone Service anywhere
– Easy Calling Functions
– Cost Savings

5https://www.wm.edu/offices/it/services/phones/teamscalls/index.php

https://www.wm.edu/offices/it/services/phones/teamscalls/index.php


Teams Calling Features
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https://support.microsoft.com/en-us/office/first-things-to-know-about-calls-in-microsoft-teams-2b883a81-dd15-41bd-a6ba-39deef141027

Dial and call

Calling History

Speed Dials

Voicemails

https://support.microsoft.com/en-us/office/first-things-to-know-about-calls-in-microsoft-teams-2b883a81-dd15-41bd-a6ba-39deef141027


Call Handling
• Answering Calls
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Answer (video) Answer 
(audio only)

Decline Call 
(Send to 
Voicemail)

• Place Call on Hold

https://support.microsoft.com/en-us/office/calls-and-devices-4d96653e-6176-4978-98ab-2c19df137e43#ID0EBBD=Make_calls

https://support.microsoft.com/en-us/office/calls-and-devices-4d96653e-6176-4978-98ab-2c19df137e43


Call Handling
• Transfer
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• Add a CallerTransfer Only

Ask 
then 
Transfer

https://support.microsoft.com/en-us/office/transfer-a-call-in-teams-b7f40f14-e083-46b9-b739-68038c8f73a0

Show 
Participants

Then 
add 
caller

https://support.microsoft.com/en-us/office/transfer-a-call-in-teams-b7f40f14-e083-46b9-b739-68038c8f73a0


Teams Settings
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Voicemail
• Checking Voicemail
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• Setting Voicemail

Within Call History + 
As Email Attachment

1
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Answering Rules / Status
• Answering Rules

11

• Status

No Notification Popups

Available & Away 
change automatically



Equipment
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Poly Voyager 4310

Poly Voyager 4320

Poly Voyager 4245

Poly Voyager Focus 2

Audiocodes C455

Poly Sync 40 (or 20)

Standard Headphones Upgraded Headphones Desk Phone

Speaker

Download Latest Version:  https://www.poly.com/lens

https://www.poly.com/lens


Make A Test Call
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1
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TEAMS MOBILE APP
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Download Mobile App

15

Or go to the Apple / Android App Store and search “Microsoft Teams”



Mobile App
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Mobile App Calling
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Mobile App Call Settings
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Mobile App Quiet Time
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OTHER TEAMS FEATURES
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Chat
• Reach anyone at 

W&M via chat 
within Teams

• Enter their name 
or username

• Chats can be 1:1 
or in a group

21https://support.microsoft.com/en-au/office/first-things-to-know-about-chats-88ed0a06-6b59-43a3-8cf7-40c01f2f92f2

https://support.microsoft.com/en-au/office/first-things-to-know-about-chats-88ed0a06-6b59-43a3-8cf7-40c01f2f92f2


Teams for Collaboration
• Permanent 

location group 
chats and share 
files

• Broken further 
into ‘Channels’

22https://support.microsoft.com/en-us/office/first-things-to-know-about-teams-and-channels-5e4fd702-85f5-48d7-ae14-98821a1f90d3

https://support.microsoft.com/en-us/office/first-things-to-know-about-teams-and-channels-5e4fd702-85f5-48d7-ae14-98821a1f90d3


Request a Team
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To make a Team:
1. First, login to Request IT by 

navigating to support.wm.edu.
2. Click Need Access
3. Click O365/MS Teams
4. Click O365 Group/Teams 

Creation
5. Fill out the form, 

hit Next then Submit

https://support.wm.edu/


Privacy
• Privacy Policy & Records Retention

– Just like email, all electronic communications 
(including messages on MS Teams) are 
subject to FOIA requests and are retained.

• Call recording (disabled)
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QUESTIONS & ANSWERS
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