Microsoft Teams

Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels Start a new chat Add tabs Use the command box Manage profile settings
Click one to see the files and Launch aone-on-one Highlight apps, services, Search for specific items or Change app settings,
conversations about that or small group and files at the top of a people, take quick actions, change your pic, or

topic, department, or project. conversation. channel. and launch apps. download the mobile app.

Move around Teams

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

Search or type a command

Favorites

#w% Mark 8 Project Team > Research and Develbpment # - [ - Lynne Robbins
#%  Mark 8 Project Tegn 7 Change picture .
H aanii Conversations ~ Files  Planner PowerBl + _
o B © Avilable >
View and organize teams Engineering T ﬁ, erion Crtianea 41327 Al 0 Saved
Manufacturing Weekly Sync

Click to see your teams. In
the teams list, drag a team

Marketing Manage your team 8 Settings

pesearch and ey Add or remove members,

E Mark 8 Project Sync

Occurs every Monday @11:30 AM

g Keyboard shortcut:
name to reorder it. create a new channel, or £ Repl e
X1050 Launch Tea . ! About >
get a link to the team. ! - :
. Patti Fernandez I Check for updates
Business Developt...... ".;‘ Hi team! This: ™ = * o " *ett =t ' Please use this team site for doc repository, m X
Find personal apps — Add files Download the mobile app
a 2 (B8 Contoso Finance
Click to find and manage B dreslesfomye ) ot people view a file or Sign aut
our personal a S. Human Resources & Reply .
Yo [2 pp work on it together.
Business Development Lidia Holloway /4 R 0BG
E ' Here are the design proposals for the fllark 8 copter.
Engineering

Social Haur ans

Your message is attached

3 replies from Lee, Megan, and Enrico

< rerly @ to a specific conversation.

Lidia Holloway 3
Join or create a team ‘ I am having so much fun with the prototype. Check out this overhead view of my house.

Compose a message

Type and format it here. Add a
file, emoji, GIF, or sticker to
liven it up!

Find the team you're looking
for, join with a code, or

make one of your own.
Add apps

Launch the Store to browse
or search apps you can add
to Teams.

Start a new conversation. Type @ to mention someone l

8" Join or create a team & A & Q@ B S o B




Activity

Notifications

The Activity feed shows you all relevant notifications, including channel
activity, mentions, replies and more.

Feed

@ Megan Bowen 7727 8§
Added you to the team Contoso HR

Filter

Filter your activity by clicking the filter icon Y in the top right corner. [
Users can also choose between seeing their feed or their activity.

@ Unread
(@ Mentions a Search Q &
Activity
é_’ Replies |?| Foed v 7
() Reactions Chat
Feed v |
& Missed call N ies
Team Activity =)
o
B Apps
Q Suggested




Compose

Chat allows users to host 1:1 or group chats. Group chats can include up to
50 participants. To start a new chat, right click on the chat icon and select
New Chat, or click the compose new message icon. Enter the name of the

contact you would like to chat with. For group chats, enter multiple
participants.

To: 0 Pam Hoover X

Compose your message and click the send message icon or prese enter.
You can also include file attachments, GIFs and emojis with your
message.

Hey Pam! How are you?

Escalate Chat

Use the video, call or share icon at the top of your chat to escalate a chat
into collaboration.

0@ Tom Cradick chat 3morev~ +

Pin Frequent Chats

Pin frequently contacted chat participants to your chat list for quick access
to chat. Find the name of the conversation you want to pin and click More
Options ... > Pin. This ensure that the chat stays at the top of your list.

Chat Recent Contacts Y G@ Tom Crac
Recant Conversation  Files
ecent — Chat Recent Contacts
? Tom Cradick
© You: hi
» Suggested - Pinned
68 Mark as unread
& Pin Q Tom Cradick 11/22
© You: hi
& Add to favorite contacts
Suggested
Z Mute
& Hide
& Notify when available
B Manage apps

Share File via Chats

To share a file through a chat, drag and drop a file into the body of the
message, or use the attachment icon. Browse to your file and click send.

Recent

& 0

Hey Pam! How are you?

A ¢ © @ B B F -

Browse Teams and Channels

OneDrive

Upload from my computer



Teams and Channels

Teams vs. Channel Private Channels

A Team is a collection of people, conversations, file and tools all in one Private channels enable users to create channels within existing teams
place. A channel is a discussion in a Team, typically dedicated to a that can be viewed and accessed by only select members of that team.
department or topic. Users can create a private channel by selecting "Private" under the privacy

settings of the new channel.
When a user is invited to a Team, they will receive a notification in their

activity feed. In this example, the Team is Northwind Traders, and the

channels are listed below the Team. )
Create a channel for "Mark 8 Project Team" team

Channel name

Favorites :
Northwind Traders > Ma Budget and other financials ©
MNorthwind Traders
General Conversations Files OneNote -+ Description (optional)
Bl shiiaess e
arketing : 3 S £
have put in for this Help others find the right channel by providing a description
Overview long history with tl
Performance it is very important
Shiproom Several of you haw
Telemetry P Privacy
32 more channels & Reply Standard - Accessible to everyone on the team v @
Tailspin Toys
Charlotte de C 14 AN
s T Standard - Accessible to everyone on the team v
Can you guys please send

B Account Team es

General 4 repiies from Maja, Franz, and Private - Acc&ible only to a specific group of people within the team .
Accounting | Daniela Mandera

# Veeonet canfidane @




Teams and Channels

Pin a Channel

To pin a channel, go to a channel name and select More options ... > Pin.

This ensure the channel stays at the top of your list.

L) Channel notifications
Teams
€2 Pin
Pinned
2 Manage channel i Performance
w Northwind Traders
Teams
& Get email address Test
@ Get link to channel - co""m
General
A6 Connectors

Get Someone’s Attention

Get someone’s attention in a channel post or a group chat with @-mentions.
Simply press the @ key before typing a person’s and select the right contact
from the list of suggestions. They will receive a notification, which they can
click to go directly into the point in the conversation where they were
mentioned.

Patti Fernandez A ® 1
X1050 Launch Team! Let's grab lunch on Monday to make sure we're on the same page about
timeline. And also just to get together!

@

See more

Collapse all

@ Christie Cline 1
If you're available and like to come, please confirm end-of-day. I'll try to reserve a table for us
at our usual place!

Nestor Wilke
+1

« Reply

Create a Team

To create a Team, click Join or create a team at the bottom of your list of
teams. Select Create a team.

Join or create a team

P

Create a team

Bring everyone together and get to work!

. Sales and Marketing

General

Monthly Reports

28" Join or create a team =3

Join a Team

To create a Team, click Join or create a team at the bottom of your list of
teams. Search for a public Team to join [private Teams are not visible in a
public search]. Or if you have a code to join a private team, enter that code.

Join or create a team

P

Create a team Join a team with a code

000 e code

Bring everyone together and get to work! Got a code to join a team? Enter it above.



Teams and Channels

Guest Access Posts

To invite a guest to your team, browse to your team, click the ... more Posts take place within a channel and are visible to all members of the
options icon, and select Manage Team. Click Add Member and enter the channel. To start a post, select a team and channel, compose your
guest's email address. Note: Only team owners can invite guests. By message, and click send.

default guest members cannot add or delete channels.

% Hide
+
< Add member
I@ Manage team I
& Add channel Add members to User Adoption Services [UAS] Practice
g Add member Start typing a name, E.jIStI'IbUtIOn |I5t: orAsecurlty group to ad.d to yc?ur tea‘m. You can
also add people outside your organization as guests by typing their email addresses.

% Leave the team . Start a new conversation, use @ to mention someone

guest@guestdoma|n4com|

i | 4

&7 Edit team & ¢ O E W 2

9 Add guest@guestdomain.com as a guest
@ Getlink to team

Delete the team

=k

Add a Tab Channel posts are organized by date and then threaded. Find the thread

you want to reply to and click Reply.

To add a tab, click the + at top of your channel, select the app you want to
integrate, and follow the prompts. You can also Search for apps.

Add a tab x

Turn your favorite apps and files into tabs at the top of the channel. Search Q
Tabs for your team

B OO0 R

Document ...  Excel Forms ‘OneNote Planner Power Bl

@[e]>[5 ¢ o

PowerPoint SharePoint Stream Website Wiki Word




Team Owners

What to Expect

As a Team owner you have access to permissions and settings that
members do not have:

» Invite and approve members [for private channels and/or private Teams]
* Remove members from Teams

» Access and set settings policies including

*  Member permissions

* Guest permissions

* And more

* View analytics and activity of your site

* Delete channels and Team sites*

*Please make sure you talk to your IT or service desk to prevent any issues
before deleting channels or Teams sites.

Settings

Team Picture: Add a team icon
Member Permissions: Allow members to

» Create and update channels

» Create private channels

+ Delete/restore channels

» Add/remove apps

* Upload custom apps

» Create/update and remove connectors

* Delete their own messages

« Edit their own messages

Guest Permissions: Allow guests to

» Create and update channels

» Delete channels

@mentions:

* Show members the option to @team or @teamname

» Give members the option to @channel or @channelname

Team code: Create a code so people can join the team directly without
owner having to get join requests

Fun stuff: Allow Giphy, emojis, stickers and memes, as well as set filter for

inappropriate content



Meetings

Schedule New Meeting

Use the Calendar app to schedule Teams meetings. Click the Calendar tab
and select a date and time for your meeting. Enter a meeting title and select
the date and time of your meeting. Include all meeting participants in the
Invite People field. Once you have filled out the required fields, click
Schedule.

New meeting

Title Select a channel to meet in

None (optional) v

Location Invite people
v Invite someone
Start End Repeat (3 organizer
Oct 1,2019 500 PM Oct1,2019 530 PM T Craick

TCradick@netrixlic.com
© Scheduling assistant

Details
07 U S % A B ey B e s o

Type details for this new meeting

Meet Now

To start an ad-hoc meeting, use the Meet Now feature.

—_ People X
04 Meet now

@

Invite someone

Currently in this meeting (1)

Q Tom Cradick
( ]

Calendar

Join Meeting

To join a meeting, click the Join button next to the meeting title from the
calendar, or from the meeting invite.

Touchpoint
: : Join
Microsoft Teams Meeting 1

Prepare your audio and video settings. Use the slider in the middle to
enable Blur. This features blurs out the background around you and
focuses on just your face. Blur is a great feature for those who often work
remotely.

Join now

& C® 2 Jabralink3ro




Meetings =

Calendar

Meeting Controls Meeting Roles

Organizers can now choose what roles your invitees have during your
meetings. Once you have sent your meeting invite, open that meeting from
the Calendar tab and click Meeting options.

Meeting options Close m

Who can bypass the lobby? People in my organization v

) Training 00:21

Who can present? Everyone v

Toggle video
Toggle audio
Share content
More options

End meeting

View meeting chat

View meeting participants

1.
2.
3.
4.
5.
6.
7.
8.

Change settings
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