MS Teams Calling – Settings
Teams Settings allows users to update various settings within Teams, including Calls.  For calls, these settings include call handling and forwarding, managing voicemail, out-of-office voicemail, call groups, delegate, and setting an emergency location.  The following reviews a few of these options. 
To access, click the … (ellipses) icon in the upper right-hand corner of the window and select Settings and then Calls.  
Recording an Outgoing Greeting
· Scroll and locate Manage Voicemail
· Click Record a greeting and follow the prompts to record an outgoing message. 
Listening to a Voicemail
The voicemail can be listened from:
· An email notification that will be sent with an audio file and can be listened to directly from email.
· The History area of the Teams Calls tab.  Along with listening to the voicemail, if you hover your mouse over the notification, the option to “Call” will appear. 
Manage out-of-office voicemail
If selected, this feature automatically plays a specialized greeting to callers when you have automatic replies set or you have an active Out of Office (OOO) status.  You also have the option to have this greeting play anytime a call is routed to voicemail.  
Emergency/ 911 Location
If an emergency occurs, it is recommended to dial 911 from a cell phone or landline phone first.  However, if MS Teams must be used to dial 911, your location listed in Teams will be used.
· When on campus, the system will know your location and it cannot be changed.
· When remote, you must add your location.
· Scroll to Emergency Calling.
· Click the Add/ Verify/ Reset button (the button that appears will depend on whether a location has been determined or previously added).
· Select Enter address manually
· Enter address.
· Click Confirm. 


2

