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Microsoft

What Can Teams Do!?

« Single screen environment
« Rich text communication
+  Chat, call, conduct meetings, across almost any device

«  File share from Chat

« Search project content

« Use Office 365 from Chat

« Conduct meetings remotely
« High definition audio and web conferencing

« Record Meetings to Cloud storage

Sign in o

In Windows, select Start> Microsoft Teams. Signiin

Email, phone, or Skype

No account

On Mac, go to the Applications folder and click Microsoft Teams.
On mobile, tap the Teams icon.

Then sign in with your Office 365 username and password.

Teams Not Installed? |

Good afternoon Install Office
Visit Office.com and either:
. ®
+ Install Teams using the Office Installer instai office + % () Wi NG s 3
Start new Outlook OneDrive Teams No(t:leabS;ok Sway
i A
* Launch the Teams web application
Teams
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Main screen functionality: overview

Every team has channels Start a new chat Add tabs Use the command box Manage profile settings

Select one to see the files Launch a one-on-one Highlight apps, services, Search for specific items or Change app settings,

and conversations about that or small group and files at the top of a people, take quick actions h i

topic, department, or project. i ' ' dinrlfefa Hedlr [rs, CIr
conversation. channel. and launch apps. download the mobile app.

Move around Teams

Use these buttons to switch
between Activity Feed, Chat,
your Teams, Calendar & Files.

L—oe

Search or type a command

Mark 8 Project Team > Research and Develbpment - ; Zippy

nversations  Files Wiki Power Bl  Mark SW -r

Available )
View and organize teams . B vorke Poject Team ; Adele Vance & set status message
Select to see your teams. General T e Here is the Mark 8 overview doc. | could use some help with the performance specifications chart and the parts sup [ Saved
In the teams list, drag a £ Settings

team name to reorder it. m Mark 8 Performance Overview.docx XD E Mark 8 Parts and Spec List.xlsx

Manage your team
Add or remove members, | Zoom 100% + O
create a new channel, or
B s enaveer get a link to the team.

Go to Market Pla
Research and De'

Keyboard shortcuts

‘ oeb Add files About >
cenerl % e ofthe Let le vi fil full f
. One of the chi e eople view a Tile or omers do not see the full value of moving to tt  Check for updates
Find personal apps Monthly Reports a hybrid envir P p. .
. Download the mobile app

Select to find and manage (¢ Bl i egE e cmeas e meniesy
Retail

your personal apps. ~ Sign out
General Signo
NC460 Sales S

Megan Bowen 10/4 11:24 AM 1
3 Let's review the results from the Mark 8 marketing campaign so far.

n Mark 8 Campaign Update
Monday, October 7, 2019 @ 2:30 PM Reply

Your message is attached
Join or create a team « resy @ to a specific conversation.
Find the team you're

Compose a message
Type and format it here. Add a

Add apps looking for, join with a code, p Adele Vance ' . 3
Launch Apps to browse or i s Has anyone reviewed the latest stats for next month's newsletter? | could use figures and suggested  T11€, €mOji, GIF, or sticker to

' liven it up!
search apps you can add to P P
Teams.

Start a new conversation. Type to mention someone
&' Join or create a team ] A @ B
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What is a Channel?

A Channelis a discussion in a team, dedicated to a

department, project, or topic.

Alltesms General
Campus Solutions 9.2 Upgrade -~ ’ @
» Dedicated sections within a team that keep conversations s _
organized by specific topics, projects, or disciplines. D
» Channels can be open to all team members or, if you TEmmoia
need a more select audience, they can be private.
« Standard Channels are for conversations that everyone in
a team can participate in and private channels limit )
communication to a subset of people in a team.
» Increase Channel functionality by adding apps.
Find your Team and Channel
1. Click Teams and select a team.
2. Pick a Channel to explore the Team Posts, Channel Conversations, Files,
and other tabs.
3. Posts are broadcast to the entire team. Channel Conversations are
broadcast to Channel members only. Teams 7 Mark 8 Project Tear > Rasaarch and Dy

Power Bl Mark 8 Project Plan  Meeting

I’ Adele Vance
Here is the Mark 8 overview do ould use son

@+ Mark 8 Performance Overview.docx

Research and Development ‘

n - Debra Berger Alx
seneE % One of the challenges we face in Greece is that
Monthly Report a hybrid environment pilot prograr our to
Megan Bowen M
. Let's review the results from the Mark 8 market:
n Mark 8 Campaign Update
Monday, October 7, 2019 @ 2:30 PM
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Create a Channel

1. Select Teams.
2. Open the Team's property menu = = =
3. Choose Add channel.

TS

Training Services

Manage team
General

il €3

HR HPM FT Add channel

OneDrive- SharePoint Jan 28 Add member
Leave the team
Edit team

Get link to team

Q@ N % (e

Manage tags

Delete the team

S]]

Start a Team Post or Channel Chat

Write Post to address the entire Team...

1. Select Teams.

2. Pick a Team and Channel.

3. Write your message, and select Send == .
Start a Chat with a person or group...

1. Select New Chat [&.

Start a new conversation, use @ to mention someone

2. Type the name of the person or group AN GO BB o
in the To field.

3. Write your message, and select Send .
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Overview: built-in and custom tabs

« Tabs add functionality for use within a Team:
«  File sharing: Share files using the File tab
«  Document Library: similar to your 'H-drive’
«  Office 365: Add an Office 365 application for use within the team

»  Context specific: add tabs to just a Channel, private or group Chat

Accessing Team files with Files tab

1. Select Files on the left to see all files shared across all of your teams.
2. Select Files at the top of a channel to see all files shared in that channel.

3. Select More options ... next to a file to see what you can do with it.

LAl Files (® Recent
B8 General oo - +
a
= @
@ Ope Cop = e this a tab D d @ Delete ® o
o @ =
General
0, @
a
L]
@
QB Ope T
] Campu lut 92 Upgrade onal _ . -
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Share a file

1. Select Attach ¢Z under the box where you type messages

2. select the file location and then the file you want. You can also © Recent
drag and drop directly to a File tab & Browse Teams and Channels
Depending on the location of the file, you'll get options for uploading @ OneDrive
a copy, sharing a link, or other ways to share.
Upload from my computer @ to mention someone
A ék© B o
Select - by the tabs at the top of the channel, select the app you
want, and then follow the prompts. Use Search if you don’t see
the app you want.
Add a tab X
Turn your favorite apps and files into tabs at the top of the channel. Search Q
Tabs for your team
- 5 4 % Hm
Document ...  Excel Forms OneNote PDF Planner Power Bl
S IPIOLE
PowerPoint SharePoint Stream Website Wiki Word
Alleams General Posts Files SaffNotebook Enterprise Training Sv.. -~ +
@s
0
) Startup tasks :I
O Tesket z @ Shultz Robert Dean
0
° Ne:
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Share your screen

You can share your computer screen with other Teams members. Limiting your sharing to a screen instead of a desktop improves performance as background detail is
omitted. You also have discretion as to how much you share.

1. From any Chat, select the @icon, in the top right.

2. Select the screen you want to share.

Desktop Window

1 =

Mouse without Borders 2...  Byers,Mark T, +3 | Micros,

. Teams stop sharing scree..

Screen 22 Affinity Publisher Affinity Photo

PicPick - Image 5

3. When you're done sharing, go to your meeting controls and select Stop sharing.
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Meet Now

Turn a conversation into a meeting.

Note Regarding Calendar Meetings

At this time, the ability to add a calendar
meeting is still being added to Teams.

Until then, use Meet Now instead of booking a
calendar meeting.

People

Meeting chat

1. Select Meet Now (4

2. Use an existing Chat to keep context. You can also start
from a new Chat.

In the preview, enter a meeting name, select Meet Now.

4. Enter Team member names to invite.

1. Look for the meeting notice icon .

2. Select Jump In.

Add apps

1. Select Apps H5 on the left.
2. Select an apps you want to use in Teams.

3. Choose the appropriate settings, and Add.

B

o ..
%9 Join or create a team €3
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Search for stuff

1. Type a phrase in the command box at the top of the app and press Enter.

2. Select the Messages, People, or Files tab.

3. Select an item or select Filter to refine your search results.

research

Messages  People  Files \Y4

Sales Results Overview.xlsx 2/25
Retail / Shared Documents

| Campaign Sales Data.xIsx 1/25
Mark 8 Project Team / Shared Documents

v | CE Annual Report.docx 11/13/18
Retail / Shared Documents

$ X1050 GTM Plan.pptx 10/18/18
Mark 8 Project Team / Shared Documents

Stay on top of things

1. Click Activity Llon the left.

2. The Feed shows you all your notifications and what has happened
lately in the channels you follow.

Next steps.

Explore the new and improved features in
Microsoft Teams and the other Office apps. Visit
https://go.microsoft.com/fwlink/
2linkid=871117 for more information.

Visit https://go.microsoft.com/fwlink/
?linkid=2008318 to explore our free training
options.
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