
Business Voice
Overview

What is Business Voice?
Microsoft 365 Business Voice makes it easy for organizations to turn Microsoft Teams into a powerful 

and flexible telephone system. It’s a replacement for traditional telephony providers and in-house 
phone systems that can be difficult and costly to manage.

Microsoft Teams

Call menus to help callers get 
to the right department

Audio conferencing so you 
can host meetings with 

anyone, and more

Business Voice does all of this by wrapping Microsoft 365  
Phone System features into an easy-to-manage bundle.

How to set up
It’s very easy to set up - you’ll be ready to go in just 8 simple steps

Making a Call
To make a phone call, open 
the Teams app on your 
computer, tablet or phone and 
choose Calls.

Receiving calls
When a call comes in, you’ll 
be prompted to accept or 
ignore the call, similar to the 
experience on any normal 
phone. If needed, forward  
calls or ring multiple devices  
to ensure you don’t miss any 
calls from your customers.

Contacts
You’ll see your assigned 
phone number and the dial 
pad that you can use to 
call any number. Or select 
any of your contacts from 
Outlook or your phone and 
call them directly.

Need more information? 
Speak to a Business Voice expert.

hello@valto.co.uk   |   03335 779 009   |   valto.co.uk

Calling Audio Conferencing Call Menu System

Purchase Microsoft 365 
Business Voice

Get a license for  
each employee

Get phone numbers

Purchase Communication 
Credits

Create a greeting Create a call  
routing menu

Transfer existing  
phone numbers

Assign numbers to 
employees

Your virtual office 
is complete!

Microsoft 365 Business Voice is an  
add-on for Microsoft Teams

Any PC or mobile device can 
be set up with your Business 

Voice phone number.

How to use
How to make and receive calls - a simple guide 


