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SIGNING IN TO TEAMS

SIGNING IN TO TEAMS
1. Start Teams

-In Windows, click the Start Windows (icon) > Microsoft
Corporation > Microsoft Teams

- For Mac users, naviagte to the Applications folder and
then click on Microsoft Teams

- For mobile users, tap on the Teams icon

2. Sign in with your Office 365 username and password

PICKATEAM AND A CHANNEL

1. Click on Teams to the left side of the app and the
choose a feam

2. Choose a channel and explore the Conversations,
Files, etc.

B® Microsoft

Sign in

|Emai|, phone, or Skype

No account? Create one!

Can't access your account?

Favorites

Northwind Traders
General
Overview
Performance
Shiproom
Telemetry

32 more channels
Tailspin Toys

Account Team

General

Accounting

Northwind Traders > Mar

Conversations ~ Files OneNote +

@

5 Hey all, as the date f
have put in for this. |
long history with the
it is very important t

Several of you have
.................

See more

« Reply

Charlotte de Crum 914 AM
Can you guys please send -

4 replies from Maja, Franz, and b

| @ Daniela Mandera 91
% I'm nat confident in
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TEAMS AND CHANNELS

CREATEATEAM M
. |
1. Select Create team at the bottom of the teams list e
2. Enter the name and short description for your new team
ADDING PEOPLE TO THE TEAM o Now s fime to pickyour team. Who
pritspetiaiti D SRS
1. In the Create team prompt, enter a team member’s -

name and find them in the list.

2. Click Done

General (Public Test Team - Project ABC) | Mierosoft Teams

CREATE A CHANNEL FOR THE TEAM

aQ Public Test Team - Proje... > Gene... -~

‘T‘ Favorites. Conversations  Files  Wiki +
*k*x e Welcome to the team!
1. Select the row of dots (***) next to the team name @ [ e s

2. Select Add channel

3. Enter a name and a description for your channel ] [

Megan Hagedon added Kari Kol

Megan H

4. Select Add

en - Project ABC to Public Test Team - Pro..

© @ 02
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MEETINGS IN TEAMS

JOIN A MEETING ON YOUR SCHEDULE
1. Select Meetings
2. Choose a meeting to join

3. Select Join

SCHEDULE A MEETING
1. Select Meetings
2. Select Schedule Meeting

3. Enter a title, start and end time, and brief
description of the meeting

4. Enter the names of the people invited in Invite
People

5. Select Schedule Meeting

Search a @

jenda 5
:i,., New meeting

e e
1100pm - 1130 pm
08 X1050 Launch Teom |
Tomarrow
nnnnnnn
Noupcoming meetings.
sunday 177
Ho upcoming meetings

Microsoft Teams Meeti

stan
Monday 18
Company All Hands
500am - 530am
B X100 LaunchTeam )

Jan 15,2018

I Uxsyne B 7 U ¥
530 am - 690.m
B X1050 Launen Team/

Website Review

600am - 700am

B X1050 Launch Team /

Core Web Team Syn¢
830 am - 900 am
@ X1050 Launch Team /

Sales Team Meeting
900 am - 1000 am
Conference Room - Adar

Daily Standup.
900 am - 830 am

ng

Teddry, Thurdday 11,3

1000 am - 1030 am
About Team Pictures

B TenTeam

e reeTal

Teifdicw, Friday 1LY

Ho upsoming mestings
Safurday TS

Mo upcoming meetingi.
Sunday Tii6

Mo upeaming meslings.

Merddny M7

Ho uptoming mestings.

e repeat [

200PM Jan 15,2018 230 M

o joet T s Moot Teams onine mesting Everyone can fon

| Jein




i OMEGA | WE Q@ CUSTOMER SERVICE

Computer Services

04

MEETINGS IN TEAMS cowr

START A MEETING
1. Select the video icon in a new conversation, or
select the video icon in an

existing conversation to keep all the context

2. In your video preview, create a name for the
meeting, then select Meet now

3. Select the names of the team members who
you want to invite to the meeting

JOIN A MEETING

1. Look out for the video icon in a conversation to
find a meeting

2. Select Jump In to participate in the meeting

Northwind Traders » Mark

Planner  +
“wge  gning om

Conversation  Files  Wiki

& Reply

Annetle Gamble 1043
Let’s take cne final |

@

Search

Francisca, Irene, and Pa

Favorites

Nerthwind Traders

General

Customer Accounts

gl Siva
D hawe a mock of them app
see one. 5o t's hard to tell.

ing at the same time for reference? | looked through the designs and didn't

Aadi Kapaor
& Can anyene point me ta the logic for deciding 1o time out an sending video? I'm seeing most calls start without.
wideo in our branch, and the cccasional call start without in the develop branch.

Chrs Nakdos
Q Dioes anyone have a mock of them appearing at the same time for reference? | lnoked through the designs and didn't
50 ang, 50 it's hard ta tell,

Cassandra Dunn
%- Hey guys, can we please fix the Last bit of copy in the pitch deck as gart of the fit and finish pass

3 Reply

Viley eyes
W have a prod-blacker (#43311) about the upload dislag not being dismissed properly. €C Miguel

@
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SHARE FILES AND CHAT

STARTING A NEW CONVERSATION WITH THE
ENTIRE TEAM

1. Click on Teams, then select your team and
channel

Start a new conversation, use @ to mention someone

b0 OBB G -
2. In the compose box, type out your message

and then click Send

START A CONVERSATION WITH A PERSON ORA
SELECT GROUP

1. Click New Chat at the top of the application

2. In the To prompt, type the name of the person
or the people you want to begin chatting with

3. In the compose box, type your message and
then click Send

REPLYING TO A CONVERSATION
1. Locate the conversation you want to reply to

2. Click Reply, add your message and click Send
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SHARE FILES AND CHAT cow

USING EMOJIS, MEMES, AND GIFS
1. Click on Teams, choose a team and a channel
2. Click Sticker underneath you compose box

3. Select a sticker, meme, or whatever you
choose, enter a caption and click Done

SHARING A FILE

1. In the channel conversation, click on Choose
file, under the message compose box

2. Select a file, click Open, and then click Send

All the files you post in a channel are viewable in
the Files tab

Popular

Office Drama

I @ PsssﬂI Ei G
[Ey Meme
v
@/ Designers - g :‘m
0, Dews < \=/
4 \‘ i \.JL
Legal NFER™
¥ - E:ﬁ € A Yeart
ﬂ Teamsquatch N .\ a
GH FIVI
9 Bummer Bert d | \‘."-
f= Cats In Suits @m @
q OF T
Wl Rubber Stam... N 1) : O

A ¢ O @ B I -

(© Recent

i Browse Teams and Channels
. OneDrive

Upload from my computer | @ to mention someone

Ar é\© =T
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COLLABORATE IN MICROSOFT TEAMS

MENTION @ SOMEONE

ql % Noah McCormick

noah@northwindtraders.com lient had some changes to our design for the J

make those edits before our Wednesday clien

1. In the compose box, type the @ symbol, then Duight Nesmith
type the first letter of the person’s name. guight@nerthwindiragers cor

0 Josh Nestor o include a section about the buy one get one
josh@northwindtraders.com

ad for August but she mentioned she got the k

- You can also @mention entire teams and

Add a bot

channels
@n|

2. Select the person, then repeat for as many N 2O @B S -

people as you want to include

NOTIFICATIONS

1. Click Activity Teams

2. The Feed shows you a summary of everyhing Favorites
happening on the channels you follow Northwind Traders
) ) ) 0ol General
- Click Filter to show only certain types of e _
o . . . . jleans Marketing
notifications, like @mentions or likes
Overview

- Select Feed > My Activity to see a list of
everything you've been doing lately in Teams

seArcH For Messaces, PEopLE, orFiLes  [TTTEGEGEEE -~

Messages  People  Files Y

1. Type a phrase or keyword into the box at the .
top of the app and press enter B

m Release Plan
Contoso / Overview

2. Select the Messages, People, or Files tab
@ Brainstorm
Contoso / Marketing

3. Select an item in the search results m Video Revamp 2018

Contoso / General

[\ Content Production

. . . 2 -
- Or, you can click on Filter to refine your search oSty



&5 OMEGA | uE 4 CUSTOMERSERVICE 08

SET UP TEAMS ON MOBILE

ACCESS YOU TEAMS FILES ANYWHERE.

Work, home, or on the go. Set up the office apps
on your mobile devices.

CLICK ON YOUR MOBILE DEVICE

apple android windows

For more info, see:

Set up Office apps and email on a mobile device



https://support.office.com/en-us/article/set-up-office-apps-and-email-on-a-mobile-device-7dabb6cb-0046-40b6-81fe-767e0b1f014f?wt.mc_id=otc_sixsteps
https://products.office.com/en-us/mobile/office-mobile-apps-for-ios?wt.mc_id=OTC_SIXSTEPS
https://products.office.com/en-us/mobile/office-mobile-apps-for-android?wt.mc_id=OTC_SIXSTEPS
https://support.office.com/en-ie/article/set-up-office-apps-and-email-on-a-mobile-device-7dabb6cb-0046-40b6-81fe-767e0b1f014f?wt.mc_id=otc_sixsteps
https://products.office.com/en-us/mobile/office-mobile-apps-for-ios?wt.mc_id=OTC_SIXSTEPS
https://products.office.com/en-us/mobile/office-mobile-apps-for-android?wt.mc_id=OTC_SIXSTEPS
https://products.office.com/en-us/mobile/office-mobile-apps-for-windows?wt.mc_id=OTC_SIXSTEPS
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