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Getting Started

Microsoft Teams is a communication and collaboration Objectives
tool, part of the Office 365 suite, that you can use to
work with other people in your organization. You can Sign In and Out
chat one-on-one or in groups, participate in meetings Understand the Screen
and group calls, and share and collaborate on files.
View Activity
In this module, you’ll learn how to get started with Change Your Status

Teams. You’ll learn how to sign in and out of Teams
and learn the different parts of the Teams screen.
You'll also learn how to view activity relevant to you
and how to update your status.

© 2022 CustomGuide, Inc. 7



]Sign In and Out

The first step to getting started with Teams is signing in. You’ll use the same email address and password

that you use for the rest of Office 365 to sign into Teams.

]Sign In\

o Enter your email address in the [ e
Sign-in address field.

o Click Sign in.
o Enter your password in the
password field.

o Click Sign in.

Once you're signed in, you can chat
with your colleagues, participate in
group conversations, hold meetings,
and share files.

Microsoft Teams

Enter your work, school or
Microsoft account.

kayla@customguide.com|

Not on TeaWWet? Learn more

sign up for free

K@ Login to Microsoft Teams

B Microsoft
4 kayla@customguide.com
Enter password

cocscseseed

Forgot my password

Terms ofuse  Privacy

8 [Your Company Name]

Commented [IG1]:
Practice File: None.

Commented [IG2]:
1. Enter your email address in the Sign-in address field.

2. Click Sign in.
3. Enter your password in the password field.

4. Click Sign in.




‘Sign Out‘ Commented [IG3]:
1. Click the account icon in the upper right.

If you need to sign out of Teams—for example, if you're on a shared computer—just closing the program

won't automatically sign you out. 2. Show students the Sign out option (no need to actually

sign out).

Click the account icon in the - o
upper right.

Teams = General posts 2more - b G O
. Y
o Select Sign out.
e
i Aravio .
- Marketing = _ | Yl everyone, I'm out of the office the next week, 50 if you need

nything, make sure to ask me before Friday.

Genera

You're signed out as the Sign In screen
reappears.

psa a
Trade Shows

® - /@ Kayia Gaypool
alenca Website ‘! Have fun on your trip}

Lucas Bodine 207 411
Gt Thanks! Have fun!

« Feply

Lucas Bodine. 1001 AM s
brought in some leftover cookies from my party this weekend!

hey're in the break room, and feir game for anyone.

@ o ien a
Thanks! They were delicious!
r‘ Reed Stephens 1050 A
Thanks a lot!

&8 Join or create ateam &

- ik

2

Teams

B General posts 2more -

rika Araujo 1005 4 =
o [ vereting - o | ¥l everyons & Accounts & orgs
| W = nything, make s + Ad personal sccount
Geners
e —
radle Shows
® (@ YayiaQaypost 1007 A [ Saved
==t Website @ -~
ave fun on your trip! %2 Setings
& Lucas Bottine 1097 A
als Thanks! Have fun! b e
 Resly
fies Keyboard shorteuts
Lucas Bocine 1001 AM
About >
3— brought in eftover cookies fri
They/re in the bresk ram, andfair g Check for updates
Downlead the mebile zpp
e 3
Thanks! They were» Sign out
r‘ Reed Stephens 1050 A
o Thanksa lot!
< ey
8§ Join or create a team s

© 2022 CustomGuide, Inc. 9



Practice File: None.

Understand the Screen e e o,

Point out the main areas of the Teams interface for your

The Teams window has several main screen elements that you can use, no matter which view you’re in. Sclnss
- @ Your status is being set to busy D — a
Contacts - g ‘ Lucas Bodine  chat 3more - o% @s 6
Chat 3 Lucas Bodine esday 4:40 P
7] if you have any questions about anything that comes
k‘ Alisha Natvig up in, | think I'll be free to answer emails and chats
friday morning for a wh
5 Erika Araujo
- M, Jeff High Wednesday 16:51 PM
Got it! Thank you
@ ’ Jon High
:\.-J\ - I'll take note
P Lucy Moran
Files pinnedGroup
3 Erika Araujo
e Jeanne Trudeau
’ Lucas Bodine
5' Paul Tron
™ Reed Stephens
&8
e Type a new message
@ &8 Create a new contact group b 1 2 O P B e 8 & e B
o App Bar: This is where you can switch G Content Pane: This is where your chat
between the six main views—Activity, Chat, conversation with your contacts is
Teams, Calendar, Calls, and Files. You can displayed.
also add other apps to Teams and access
them here.

e List Pane: Depending on which view you're Q Command Box: This is where you can

in, this will display a list of teams, chats, search for a contact, team, meeting, or
contacts, or other categories of anything else in Teams.
information.

10 [Your Company Name]



Wiew Activity\

Commented [IG5]:
Practice File: None.

The Activity Feed is one of the views available on the App bar. It's where you can quickly view other people’s
recent activity that's relevant to you, as well as your own recent activity.

Mew the Activity Feed

Click the Activity button on the
App bar.

When you first open the
Activity view, it will display the
Activity Feed. This feed
displays all sorts of
notifications involving you,
such as @ mentions in team
discussions, replies to threaded
conversations, likes on
messages, and missed calls and
voicemails.

Click an item in the Activity
feed to display it.

When you select an item in the Activity
Feed, that item’s chat or channel is
displayed in the Content pane.

S

Your teams

Marketing
General

Trade Shows

Join or create a team

B ceneral P 2moe -

Erika Arsujo 1
- | #v1evenyone, im out of the office the next week, so i you need
nything, make sure to ask me before Friday.

:: Kayla Claypool 10
Have fun on your trip!

4 Lucas Bodine 1007 AV
Thanks! Have fun!

o reply

Lucas Bodine

eftover cookies from my par
reak room, and fair game for anyone.

Jeanne Trudesu 10:4% A
Thanks! They were delici

'_.‘ Reed Stephens
Thanks 2 lot!

Sl

Feed -

[

ed mentioned

stings Website
had to rebuild the sutomss

eplisd

sting> Website

« Lucas replied
Marketing>
just got on

(@ Paul mentioned

1021 AM

rad

1041 AM

2d to rebuild the automated.

1007 AM

n Website posts 2more - R o -

out al at once this weekend 5o that's ready to go live by Monday
morning. Is there anything that isn't ready yet, and if so. could you
give mean ETA?

g o
o tomarrow moning.
o Ry

Jeanne Trudeau 1035 A
New pricing infi should be ready Iater today.

rounding up 3 few new
i add. Il send those to you

P Kayta Claypool 1030 AM
% Did | miss something, or have we not gotten the site traffic report
lately?

Reed Stephens 0414

had to rebuiild the automated process the oth
it looks like | missed some email addresses! Sorry
Claypool Lucas Bodine

day, and
Kayla

& Reply

Commented [IG6]:
1. Click the Activity button on the App bar.

2. Click an item in the Activity feed to display it.

© 2022 CustomGuide, Inc. 11



]Filter the Activity FEEd‘ Commented [IG7]:
1. Click the Filter icon.

If you have a lot of items in the Activity Feed, you can narrow down what it shows by filtering it.

o Click the Filter icon. - =

2. Select a type of activity.

3. Click a filter to clear it.

This menu shows the different | 2 frade shows 0 < [ Tradeshows posi 2mere - arn G O
types of activity that will

finished this afternoon. Il send it Gver after that.

,\ ¢ Lucas replied © Unread
- @ Mentions ! P

appearin the feed. - e the other day Don't send the brochure over yet, 'm working on a new

i ! « Replies one with some updated infa.

.. , @ Paul ment )

Select a type of activity. SN ¢

5] Varkeing T

¥ Missed call

= We nearly ran out

Clayposl 10:24 AL

The Activity Feed is filtered, so % ® Voicemsi oed he tade show brochure withsome new
Calls update the client testim:
that only the selected type of 8 Apps p

dine have any really good one:
2 Trending

L & ;
activity appears. e

1just got ene the other day that Il forward you!

o Click a filter to clear it. o=

. .‘! FYI the new booth is in! We're going to go through setup and take
When you clear a filter from the o lter tocay, 5o amyone that wants tsee enaw can come
help!

Activity Feed, all types of activity will e
be shown again.

®
|

- S

| ., Typetofitter @x x [ Website posts 2more- +

. kv at nce this weekend so tha's reacy o go v by Monday

ything that isn't readly yet, and if so. could you

Marksting > Wabsite

()] had to rebuikd the automated..
B, ©@ el mentioned 107 av e Jeanne Tmdeau 10394 1
E] S you New pricing info should be rezdy later today.
e arketing > Trade Si

Lucss Bodina 1037
We nearly ran out 3 LE
[ ’ Erika Araujo and | have been rounding up a few new
customer testimonials we can add. I'll send those to you
tomorrow moming,

o)

« Reply

4 Koyta Claypool 1039 AM
&F Did | miss something, or have e not gotten the site traffic report
lately?
I had to rebuild the automated process the other day, and
it looks like | missed some email addresses! Sorry Kayla
Claypool Lucas Bodine

< Reply

8
@

12 [Your Company Name]



Wiew Your Activity

You can also use the Activity view to display only the most recent Teams activity made by you.

Click the Feed list arrow.

Select My Activity.

Now, you can browse through
the comments, replies, and the
other activity that you've been
up to lately.

Click an item to display it.

o

When you click an item in this feed, the
Content pane displays the chat or
channel that activity took place in.

Ao

%

]

- el

Feed vo =@

Feed v/

My Activity
r‘ ¢ Reed replied 1041 AM
© warketing> Wessite

1 had to rebuild the automatad.

’_ ¢ Lucas replied 1026 AM
Marketing> Trade Shows
1just got one the other day that 1l

51‘ @ Paul mentioned 1015 AM
i

Marketing>Trade Shows

We nsarly ran cut of brochures st

. Website Posts 2more - @ Team
T outallatonce this weekend so that's ready to go live by Monday

morning. ls there anything that isn't ready yet, and if so. could you
g an ETA?

Colsprs a1
e Jeanne Trudeau 105 4 1
New pricing info should be ready later today:
’ Lucas Bodine 1037 A1 1
i Erika Araujo and | have been rounding up a few new
customer testimonials we can add. I'll send those to you
tomorrow morming

« Reply

‘ Kayla Claypaal 1038 Al
1o | Did I miss something, or have we not gotten the site traffic repart
lately?

’_ ¢ Lucas replied 1007 aM | Reed Stephens 1014
Marketing> General © | had to rebuild the automated process the other day, and
Thanks! Have fun! it looks like | missed some email addresses! Sorry Kayla
Claypool Lucas Bodine
< Reply.
% New conversation
Q, Search =
My Activity ~ = & [ TradeShows posts 2more- - ——
" finished this afternoon. 11l send it Gver after that.
1039 AM
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* Raplid in Webses

Didf | miss zomathing, or have e 1

@

updstad th

;g You
Replied in Trade Shows
e

Denizzznd v

| A“g You
*  Replied in Gensral

Have fun on your tip!

& Dor't send the brochure over yet, I'm working on a new

(P KayiaCiaypool TeiSAN 1
one with some updated info.

< Reply

Kayla Claypool 1024 AM
ow brochure w
to update the
ne have any

some new info, and this
t testimonials 25 well
2lly good ones come in

‘_ Lucas Bodine 1026 A
just got one the other day that Il forward you!

& Reply

Erika Araujo 10:27 AM

o FYlthe new booth is in! We're going to go through setup and take
down later today, 50 anyone that wants to see it now can come
help!

< Reply

o
=30

o
@ O

Commented [IG8]:
1. Click the Feed list arrow.

2. Select My Activity.

3. Click an item to display it.
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Change Your Status

Your status gives other Teams users an at-a-glance indication of whether you're available to chat, busy in a
meeting, or just temporarily away for a few minutes.

You can see your current status represented by an icon next to your profile picture in the upper-right corner.
By default, your status is listed as "Available." Teams will automatically change your status when you're idle,
in a meeting, or on a call.

]Set a New Status

While Teams will automatically
change your status when
you’re busy or away, you can
also manually set it. Click your
profile picture in the upper
right.

Click your current status.

A status menu appears, with
several statuses to choose
from.

Select a new status.

© Available means you are
online and available to meet or
chat.

® Busy indicates that you are
online but occupied by a call or
meeting. Notifications will still
appear.

© Do Not Disturb means that
you are online, but do not
want to be disturbed.
Notifications will be hidden.

Be Right Back means that
you have stepped away for a
few minutes and will return
shortly.

Appear Away will make it
look like you are away from
your computer, allowing you to
work and respond to messages
later.

- o

Teams

@ .

arketing
General
Trade Shows

Website

in or create a team

= B Trede Shows osts 2more p ? Kayla Claypool
g

finished this afternacn. Il se)

4 Kayla Claypool
% [ saved

& Reply 63 Manage accoun

+ Add personal account

Sign out

date the
< have any really good anes come in

ucas Bodine 1025 4
st got one the other day that Il forward you!

iin! We're going to go through setup and take
50 anyone that wants to see it now can come

Q

Teams

Your teams

&

Marketing
General
Trade Shows

Website

Join or create a team

;‘g | Available
# Busy
« Reply @ Do not disturb
Be right back
{’ | Appear away

B =
have any real

3‘ Lucas Bodine 1025 A
just got one the other day that

Appear offiine

© Duration

in! We're going to go through setup and take
s anyone that wants to see it now can come
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Commented [IG9]:
Practice File: None.

Commented [IG10]:

Explain to students that while Teams will automatically
change your status to Away when you’re idle or Busy when
you’re in a Teams meeting or call, you can also manually set
it.

1. Click your profile picture in the upper right.
2. Click your current status.

3. Select Busy.




Note: Manually setting your status will
prevent Teams from automatically
setting it based on your activity.
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]Reset Your Status Commented [IG11]:
1. Click your profile picture in the upper right.

Once you no longer need the status that you have manually set, you can reset it so that Teams will resume
automatically setting it. 2. Select your current status.

o Click your profile picture in the - — S Sl oo : -GG
upper right.

L Teams = B TredeShows poss 2roe - + gg
o Select your current status. O " e 55 sfemac. il
Marketng - &) oo e borare cve [ Seved
€@  Select Reset status. o B
5] Trade Shows & Reply i
Your status is reset to Available and Website B R "
will change automatically based on & i beag e St
L. Erika Araujo Li & have any really good ones c:
your activity. ey '

e
Lucas Bodine A
1just got ane the other day that Il forward you!

« Reply

Erika Aravjo 1027 Al

5 FYIthe new booth isin! We're going to g0 through setup and take
down later today, 5o anyone that wants to se it now can come
help!

& Reply

€8 Join or create a team &

- el

D feams = n Trade Shows posts Zmore - + 4
’ — &
o) inished ths sfemoon. 1 52
: i P Kayla Clayposl 1010 AM .
- & Dot e ochiresve |
— e with some updzted infe. o Busy
Trade Shows. + Reply ¢ @ Do ot disturb
Website Be right back
Kayta Claypoel 102
(8 o | 1updated the trade show brochure w ¢ © Appear away

would be a great
Erika Arauja L
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N © Dursten
TG

just got one the other daaat |
o Reph C Resetst

Erika Araujo 1027 A

5 FYlthe new bacthis in! We're going to go through setup and take
own Iater today, so anyone that wants to see it now can come
help!

< 0 update the

e have anyreall © ApPear offine

< Reply

& Join or create a team &
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\Set a Status Message Commented [IG12]:
1. Click your profile picture in the upper right.
You can also set a custom status message to provide some extra information to your colleagues—for
example, if you're working from home instead of the office. 2. Select Set status message.
. . . . 3. Enter a message into the text field, such as “Working
Click your profile picture in the : ¢
o u EZ i h": P - o 2 - from home today.”
pper right. B Teams = Trade Shows posts 2more -~ + :\8 Kayla Claypoal i -
o Select Set status message. O T T B stmcn s - iekiin Ger sk Mg iy [ e
i RN RO = @ Coriobe bochre o 1 s 5. Select Today so the stat ill expire aft
o Enter a message in the text o 3::;5;2 h . Select Today so the status message will expire atter
field. 8 Trade Shows S ) Manage Sl tOday'
Calendar Website + Add personal account.
o Click the Clear status message % &, | s, e 6. Click Done.
after list arrow. o o e e
e Select when you want the ‘ ([ Voo ~EA—
status message to expire. o
You can select one of the .ﬂ i1 ihe o bt et re g S oh setup and take

dov later today, so anyone that wans to se= it now can come

automatic options or select
Custom and set another time.
You can also select Never to
keep your status until you clear @

i 8 loin o create ateam &
it -

&

S teams = [ TradeShows pome 2moe. 4 < E

(5] finished this aﬁfmmt W Working from home today

o ‘ Kayla Claypool

e [l Verketing i§, o

E g
Trade Shows </ Reply
|G}
Caeno Website
‘ Kayla Claypool 24 AM
[} 3 dated ow brochure v 2=

o update the

(T ETSS 1 peopic message

&} me
P
‘_ Luces Bodine 102 I -
oot g0t o he other day {153 e s

1 Hour v

o Reply

Never
Erika Arasio 10:27 AM
&— FYl the new booth is in! We're going

1 Hour
down later today, 50 anyone that wa

help! 4 Hours
Today

This week

€ Join or create a team @
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o Click Done. -Qs.m ~ o x
. S Teams = [ tredeshows pome v 4 < e

The custom status message is set. N Tt dooen o] [ —

) s (§ oo
Tip: To clear a custom status manually, | & a
click your profile picture in the upper 8 Trade Shows

. . . Calencias Website:
right and click the Delete this status 5 & et
message button. e would be a grs ﬂme"h?uphdztelhe

cine have any Show when peoplemessage ()
- Lucas Bodine 1025 . ~
just got one the otner day " TS message sfer
Today ~

o Reply

5 F

new booth

We're geing
anyone that wa
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