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Content 
 

This document offers a complete user guide for IsMyConnect end users, its telephone 

functionalities over Microsoft Teams, with the objective to facilitate the migration 

process and the adoption of these services by end users. 

This document shows the user experience and details the use of each of the telephone 

functionalities step by step. 

Due to the dynamic nature of Microsoft Teams, CallMyWay will update this document 

and it will be published to reflect such updates or new functionalities of the service. 

These updates will be available on CallMyWay´s website. 

In addition to this document, you can also review IsMyConnect video tutorials which 
are available on our YouTube channel. 

https://www.youtube.com/channel/UCknp55LUyd28ppTbzJbTdtw/playlists 
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Customer Support 
 
CallMyWay offers through Customer Service Support Center, end users support and 
service, to ensure maximum customer satisfaction. If you have any questions, 
additional requests or incidents, please contact us through any of its available channels 
listed below, it will be a pleasure to assist you. 

 

 

Contact Us 
 

 

Tel: +506 4000-4000   l   +5255 4170-8422   l    +1 305 644 5535 

Email: soporte@callmyway.com 

WhatsApp: +506 4000-4000 

Web: www.callmyway.com   l   www.ismyconnect.com 

Chat: www.callmyway.com 

We show below our online support interface, available in our Web Site. 
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Make a call 
 
To make a call you must enter the "Calls" option in the left panel. If the keyboard is 
not displayed, you must press the "Dial a number" button. 
 

 
Illustration 1 - Call Panel 

 

To dial a telephone number, you can position yourself in the field above the 
keyboard, and type it with the computer keyboard, or you can use the keyboard 
shown in MICROSOFT TEAMS screen. 

 

Illustration 2 - View of the telephone panel 
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Answer or Reject a call 
 
When you receive a call, a pop-up window will be displayed in the lower right corner 
of the screen, as shown in the image. 
• The purple button, located on the left, allows you to answer the call. 
• The red button, located on the right, allows you to reject the call. 
 

 
Illustration 3 - Answer or Reject a call 

 

The pop-up window will display, even if Microsoft Teams is not in the foreground. 

 

 

Pull a call 
 
To “pull a call” you must follow the same process as to “make a call”, and dial one of 
the following codes, as the case may be. 
• 8 
  Allows you to pull a call without knowing which extension is ringing. 
 
• 8 + "Extension number that is ringing" 
Allows you to pull a specific call, by indicating which is the extension to which the call 
will be pulled. 
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Mute a call 
To silence a call you must press the button with the microphone icon, the third icon 
from left to right. 

 

 

Illustration 4 - Mute a call 

 

Once the button is pressed, its icon will change to a microphone with a crossbar. In 
case you want to activate the audio, you will have to press the button again, which 
will return to the initial microphone icon. 
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Dial on an active call 
In case you require to dial one or more digits over an active call, for instance, when 
calling a telephone exchange and dialing an extension number, press the button with 
the keyboard icon, the first icon from left to right. 

 

 

Illustration 5 - Dial on active call 

 

Once the keyboard is displayed, you can either type the required number (s) with 
the computer keyboard, or you can use the keyboard that MICROSOFT TEAMS 
displays on the screen. If you don´t want this on screen keyboard, you will need to 
press the button once again. 
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Place a call “on hold” 
 

To place a call “on hold”, press the button with the 3-dots icon, the third icon from 
left to right. Pressing this button will display the menu shown below; you must click 
on the option "Hold". 

 

 

Illustration 6 - Put call on hold 

http://www.ismyconnect.com/
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The screen will indicate that the call has been placed on hold and how long it has 
been in such condition. If you wish to resume the call, press the "Resume" button. 

 

 

Illustration 7 - Resume a call 

 

 

Blind Call Transfer  
To  transfer a call blindly, press the button with the 3-dots icon, the third icon from 
left to right. 

Pressing this button will display the menu shown belos; You must click on the option 
named "Transfer". 
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Illustration 8 - Transfer Call Blind 

Enter: the name of a MICROSOFT TEAMS user, an extension number or a telephone 
number In the "Search" space. In case you are transferring the call to a MICROSOFT 

http://www.ismyconnect.com/
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TEAMS user, the call will not be made through Call My Way, therefore, there will be 
no record of it in CallMyWay´s platform. 

Once you have entered the telephone number or name of the MICROSOFT TEAMS 
user, you must press the "Transfer" button. A message will be displayed at the upper 
left corner showing that the transfer was completed successfully. 

 

 

Illustration 9 - Enter the number to transfer 
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Consult and then Transfer  
 

For a previously consulted Call Transfer, you must press the button with the 3-dots 
icon, the third icon from left to right. 

Pressing this button will display the menu shown below; You must click on the option 
“Consult and then transfer”. 

 

 

 

Illustration 10 - Transfer call in a Consultative manner 

 

 

Type the name of a MICROSOFT TEAMS user, an extension number or a telephone 
number in the "Search" space.  

If you transfer a call to a MICROSOFT TEAMS user, the call will not be made through 
Call My Way, therefore, there will be no records of it.  

If you transfer to an extension number or a telephone number, that extension or 
number must have the “call waiting” functionality active. Once you have entered the 
telephone number or name of the MICROSOFT TEAMS user, you must press the 
"Consult" button. 

http://www.ismyconnect.com/
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Illustration 11 - Enter the number to transfer 

 

By pressing the "Consult" button a call will be made to the respective user or number; 
and you can ask the recipient if he/she accepts the call transfer. 

Once the recipient agrees to transfer the call, press the "Transfer" button. 

 

 

http://www.ismyconnect.com/


P a g e  | 15 
 

CallMyWay and their logos are proprietary trademarks of CallMyWay N.Y. S. A. All rights reserved. 
www.ismyconnect.com 

+506 4000-4000   l   +5255 4170-8422   l    +1 305 644 5535 

 

Illustration 12 - Button that will allow you to transfer a call 

 

 

Add People to an Ongoing Call or Meeting 

To add more people to an ongoing call, you must press the button with the 2-persons 
icon, the second icon from left to right. 

Enter the name of a MICROSOFT TEAMS user, an extension number or a telephone 
number In the "Invite someone or dial a number" field. 

http://www.ismyconnect.com/
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Illustration 13 - Button that will allow you to add participants 

 

 

Illustration 14 - Add the participant's phone number 

 

Once you have entered the telephone number or name of the MICROSOFT TEAMS 
user, you must press the “enter” key or click on the box that appears below. 

When you press this box, the system will start calling the user or number entered; 
meanwhile the status “Calling” will be displayed at the right. When the call is answered, 
he/she is added to the call. When added, it will no longer show the "Calling" status 

http://www.ismyconnect.com/
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and a second circle with a person icon will be displayed in the central section of the 
application.  

 

Ilustración 1 - Vista de todos los participantes 

 

 

Remove People from an Ongoing Call or Meeting 

To remove people from an ongoing call, you must press the button with the 2-persons 
icon, the second icon from left to right. A panel will open on the right side showing 
the call participants. You must “right-click” on the participant you want to remove from 
the call, or press the button with the 3-dots icon that each contact has. This will display 
a menu, and you must click on the "Remove participant" option. The system will end 
the call of the respective participant and remove it from the right panel. 

http://www.ismyconnect.com/
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Illustration 16 - Remove a participant from the active call 

 

 

Microsoft Teams meeting with over the phone audio 

When you join a meeting in Microsoft Teams, you will see several configuration 
options for that meeting. If you want your audio to be heard over the phone, you 
must choose the “phone audio” option. Once this option is selected, press the “Join 
Now” button. 
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Illustration 17 - Phone audio option 

 

A box will automatically appear, there you must enter the number you want Microsoft 
Teams to call. Then press the "call me" button or press your favorite number. 

 

 

Illustration 18 - Enter the phone number you want Teams to call you 
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Simultaneous Ringing 

If you want another user in the organization or an external number to ring when 
receiving a call, you must use the “Calls ring” functionality. Press the circular icon that 
contains your photo or the initials of your name, and then click on the "Settings" option 
in the upper right corner of the application. 

 

 

Illustration 19 - Settings within the Teams application 

 

You must enter the option "Calls", on the left panel, and check the option "Calls ring." 
You must choose one of the following options In the "Also call" field,: 
1. New number or contact: in the "Add number or contact" field, type an external 
telephone number, an extension number, the name or email of a user in the 
organization, and press the "enter" key or click on the typed text. 
2. No one else: default option, the call is not sent to any other person. 
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Illustration 20 - Different methods to divert calls 

 
 
3. Call group: 
 
Type the name or email of a user of the organization in the "Add people" space, and 
press the "enter" key or click on the typed text. Repeat the process for each user you 
want to add. 
 
In the space "Call order", define which method you will use. 
 
a. All at the same time: When a call comes in, it rings to all users at the same time. 
b. In the above order: When entering a call, it will be sent to one user at a time. If the 
user to whom the call is sent does not answer it, it is sent to the next user and so on, 
according to the order in which the users are displayed in the group. 
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Illustration 21 - Contacts for a call group 

 
 

Forward Calls When Not Answered 

You can  forward calls when not answered after a certain amount of seconds. Press 
the circular icon that contains your photo or the initials of your name, and then click 
on the "Settings" option In the upper right corner of the application. 

You must enter the option "Calls" on the left panel and check the option "Calls ring." 

You will need to define a value for the following spaces: 

1. If you don't have an answer: 

You need to choose one of the following options: 

a. New number or contact: see previous procedure in point 1. 

b. Do nothing: default option, no action is taken. 

c. Calling group: see previous procedure in point 3. 

2. Ring for “X” seconds before redirecting: 

You must define the number of seconds that the call must ring, before it is transferred 
to the destination defined in the previous space (If there is no answer). 
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Illustration 22 - Seconds the call must ring 

 

 

 

 

 

 

 

Unconditional Calls Forwarding 
 

To forward calls unconditionally, press the circular icon that contains your photo or 
the initials of your name, and then click on the "Configuration" option in the upper 
right corner of the application. 
You must enter the option "Calls" on the left panel and check the option "Forward my 
calls." 
In the "Forward to" space, you must choose one of the following options: 

1. Voicemail. 
2. New number or contact: See procedure in point 1 of the section " 
simultaneous ringing". 
3. Calling group: See the procedure in point 3 of the section " simultaneous 
ringing". 
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Illustration 23 - Diverting calls 

 

 

 

 

 

 

 

Set up Voicemail 
To set up a voicemail, press the circular icon that contains your photo or the initials of 
your name, and then click on the "Configuration" option in the upper right corner of 
the application. 

You must enter the "Calls" option and press the " voicemail" button, where you can 
customize your mailbox. 
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Illustration 24 - Set up voicemail 

 

 

 

 

 

 

 

 

 

 

 

App in Microsoft Teams 
 

You can install the IsMyConnect application from the Microsoft Teams application 
Market Store. 
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Illustration 25 - IsMyConnnect application within Teams 

 

Once installed, the application will appear in the left sidebar. Once inside you can 
enter your username and password or access through the “Microsoft Teams” button 
with your Microsoft Teams user. 

 

Illustration 26 - Access to the IsMyConnect platform from Teams 

Call History 

It allows to obtain the call logs based on different parameters or filters. 

Specific Date Range: Here define a specific date range. 

Pin: The pin refers to a specific username. 

http://www.ismyconnect.com/
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Group: Refers to specific group of people 

Status: The status of the call you require to search for 

Type: It is the type of call, usually “All” option is selected 

Destination: Enter a code, either (506) for Costa Rica, (55) for Brazil, or the 
specific code that you want to search in the calls history. 

Terminated by: It is the user that ended the call, sender or receiver. 

Quantity per page: Number of calls that is required to be viewed per page in 
case you selected the option to view the results on screen. Additionally, an 
option is offered to download a “CSV” file that you can manipulate later on.  

 

 

Illustration 27 - Call History Parameters 
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These are the records of the calls for the defined filter, additionally it shows the 
summary by endpoint. For each user, it indicates the number of incoming and 
outgoing calls and the total amount. 

 

 

Illustration 28 - Call history records 

 

 

 

Incoming call report 
You will choose the filters of your preference in the same way, a start date and an end 
date. 

Include internal calls: Includes calls between agents. 

Endpoint: incoming calls from a specific user 

Queue: shows all queues that are created 

Minimum duration of the call that is required to search 

Result: you can choose if you want to view the calls that have been rejected, busy, 
canceled, among others. 

You can see the results on screen, downloading a CSV file or you can send it to an 
email for later review. 
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Illustration 29 - Incoming call report parameters 

 

This type of report is divided into 4 sections: 

- General summary of the answering behavior for each number. 
- Summary by endpoint: This summarizes the response by number and by 

extension and shows a percentage of the response level. 
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Illustration 30 - General summary and summary by endpoint 

 

Calls: General call details 

 

Illustration 31 - Report of all calls 
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Sequences: Shows the complete detail of each call. 

 

 

Illustration 32 - Complete detail of each call 
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Queue incoming call report 
It allows you to view for each of the calls that entered the queue, whether it was 
answered or not, and the call time with the agent.  

 

 

Illustration 33 - Report of incoming calls in queue 

 

 

Illustration 34 - Detail of the report of incoming calls in queue 
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Final remarks 

 

This document provides a guide to the end user about IsMyConnect functionalities, it 
will have periodic reviews available to customers that will be published on our website: 
www.ismyconnect.com 
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