Microsoft Teams

Media Guide
Reasons/Uses:

Microsoft teams is a unified communication and collaboration platform that combines persistent workplace chat, video
meetings, file storage (including collaboration on files), and application integration.
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Channels:

Within a team, members can set up channels. Channels are topics of conversation that allow team members to have team
conversations, set up meetings, and share files:

< All teams
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Information Technology

General

Alerts

Food \

Random

At the top of the channels, you’ll find tabs which are links to your favorite files, apps, and services:

Random Posts Files Polly Flow -+

Files:

To find the files that have been shared in a Channel, go to the Files tab at the top of the channel:

Random Posts| Files Polly Flow -+

To see files that have been shared across Teams, select the Files icon on the left-hand tool bar:




Once a file has been added to the channel conversation, you and your team can edit the document at the same time or

add comments.

e To edit the file, select the more options next to the file.

e Select Edit in Teams.

d / Extra-Curricular Events e

$ Edit in Teams

g Open in Browser
I’ Open in Desktop App
| Download

@ Getlink

Chat:

To talk privately with someone or a group, select the Chat icon on the left hand toolbar:

Click the New Chat icon at the top and type in the name or names you would like to start a chat with:

Note: The chat messages are not threaded like they are when you post in Teams, however you can still ‘react’ to messages

that have been sent.
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The toolbar under the textbox allows you to:

1) Change the format of your message by changing the style, size, color, etc. of font:
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Type a new message
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2) Set delivery options for your message:

5 Standard o

Message will be sent as usual

y Important
’ Message will be marked as important

!:\ Urgent
Recipient notified every 2 min for 20 min

3) Share files via OneDrive or your computer:

& OneDrive

Upload from my computer
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@ Documents > Documents

Type Name Modified v Mdified by
[l Printer Scan.tscproj 6/6/19

] Returning toner cartridge.trec 6/6/19

[l Filling Paper.trec 6/6/19

[l Swaping Toner.trec 6/6/19

] Printer Scan.trec 6/6/19

[l Training Video - Fluke Training.tscproj 5/29/19 \

4) Send Gifs, emoji's, or stickers:

I Popular Eearch Q

Monster Friends Popular stickers and memes
Fruit Crew
Pets In Space
Planets

Periodic Pals

Adventure Fri...
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Coral Reef

Tide Pool
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Deep Sea
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5) Schedule a meeting:
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6) Send praise badges to your employees:
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Praise =
Send praise to people

Badge To
¥ Thank you

Note (optional)

Thanks for all your hard waork!

Praise x
Send praise to people

What will see

sent praise to
Thanks for all your hard work!

Thank you
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Calling:

To make a call directly from chat, click the Video Call icon or the Audio Call icon:
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You can also use the Call icon on the left hand tool bar:




After selecting the icon, choose the Make a call option at the bottom of the screen. Then, type a name to
search, or enter the phone number:

i, Make a call

Make a call

I‘I’ype a name
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Calendar:

With the calendar tool you can see all your appointments for the day/week or schedule a meeting.

Note: The calendar syncs with your Outlook calendar.
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Meetings:

Meetings can be scheduled or impromptu. Users visiting the channels will be able to see that a meeting is currently in progress.
Teams also has a plugin for Microsoft Outlook to invite others to a Teams meeting.

Meet Now:

You can Meet Now, on the 1) Toolbar within Teams, or in the 2) Calendar area:
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2) 4 Meet now



Audio and Video options will appear. After you set your preferences, select Join Now/Meet Now:

Choose your audie and video settings for

= = Want to add a subject?
Meeting with E

Join now

O @@ & cusomSep

Meet now

Other join options

G GO (] Schedule a meeting

Note: Join before adding other participants.

During Meeting:
Invite Participants: On the right-hand side there is a space where your can invite participants either by name or number:

Once your select the person’s contact, Teams will call the individual, adding them to the meeting:
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People X Invite someone
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Invite someone Currently in this meeting (

Currently in this meeting (1)
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Calling...

Activate/Deactivate Audio & Video:

Share Screen:
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Participant list:

Adjust Options:

£33 Show device settings

B Show meeting notes

T Enter full screen

[€€] Turn on live captions (preview)

i Keypad

(@ Start recording

End meeting

Turn off incoming video

After you end the meeting, you can view the meeting or meeting details as a recent entry in the chat area. You can also se-
lect Join if you accidently get disconnected from the call:

Chat Recent |Contacts Meeting with Chat 3 more v “ ol
ecent B joined the meeting. /

I;In_ﬂ Meeting ended 1m 465 11:39 AM




Scheduled Meeting:

In the Calendar area, select the + New meeting option in the top right corner:

04 Meet now + New meeting .

Fill in the appropriate meeting options:

New meeting Details Scheduling Assistant

Time zone: (UTC-06:00) Central Time (US & Canada) v

Z  |ddtitle

= Add required attendees + Optional

Mar 31, 2020 3:30PM ~ Mar 31, 2020 400PM  ~ 30m @ All day

(%] Does not repeat v

= Add channel

© Add location
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Type details for this new mesting

Select Send:

Calendar invite will be sent to participants:

Prep For Conference
Mecrasclt Teamds Mesting

Participants can select Join in the invite to attend the meeting.

Activity:

The activity icon lets you catch up on your unread messages, at mentions, replies, and voicemails:

You can use the command box to search for specific items or people, take quick actions, and launch apps:

Search or type a command




