TEAMS USER GUIDE - MOBILE CLIENT

Downloading

e Open the App Store

e Download the Teams

¢ Log in with your email address and
password (Same as your desktop)

e Click Login

Making a Call

Answering a Call

From Chat

° Click'

e (Choose the Contact

e C(lick to dial

From the Dial Pad

e Dial an extension or number
e (lick &

From History

e (Click

Recent
e C(lick®

e Scroll to the contact you wish to dial

and click on their name to dial

e Swipe to answer

(0]

Transferring

Conferencing

Blind Transfer

e  While on a Call Click Transfer

Transfer now

e (Choose (__>

e Enter a contact name or dial a
number from the dial pad

e  (lick on the name or number to
finish the transfer

Consult Transfer

e  While on a Call Click BIGHSEES
e Choose @ Consult first

e Enter a contact name or dial a
number from the dial pad

e (Click on the name or number to talk
to the 3rd party

. Click

e C(Click Tf'a n Sfer to confirm and

complete the transfer

e  While on a Call Clickm

Qo
o>

° Click People

e Click 2% Add people

e Enter in the name of the Contact you
want to add

e C(Click on the name

Click DO ne

e 3rdparty will join the call as soon as
they answer

Mute

. While on a Call Click

Unmute

‘l
e C(lick

Hold

. While on a Call, Click

Remove from Hold

Resume

e (lick




Accessing Voicemail Messages

Settings

e (lick .

e C(Click on the voicemail you would
like to listen to E

e You can read a transcription

e Listen on Speaker &

e (all the person bac

e Open the contact card
e Delete the message .

e Click on your initials or picture
. Click €§,3 Settings

e Click Calling

Forwarding

... @

° Choose Forward to

e Choose Forward to VO|Cema|I
I contact or number

e Enter in the Name or 10 digit number
to forward through

e C(Click on the name to confirm your
selection

e Once this option is selected it will
either ring and go to voicemail or
forward immediately to the selected
party/number

Voicemail

o Click
. Record a new greeting

Change voicemail greeting

Block Calls
o Choose if you want to block callers
with no caller ID
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