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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.

© 2020 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 [ vicosort teams - x
Sign-in address field. Microsoft Teams :

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

o Click Sign in.

Once you're signed in, you can chat Enter your work, school or
with your colleagues, participate in Microsoft account.
group conversations, hold meetings, kayla@customguide.com|

orashareties = ]

Not on Tealm‘fet? Learn more

Sign up for free

i Log in te Microsoft Teams - m] X

BE Microsoft
& kayla@customguide.com

Enter password

ssssssssned

Forgot my password

Terms of use  Privacy &




Sign Out

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.

0 Click the account icon in the
upper right.
o Select Sign out.

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

& Search or type a command

Your taams m Marketing > General - i

u Marketing Conversations  Files Wiki

General &

Trade Shows

Erika Araujo 10:05 A

anything, make sure to as|
Website

Have fun on your

Thanks! Have fun!

& Reply

Lucas Bodine 10:01 AM
brought in some leftover cookies from my party this weekend!

They're in the break room, and fair game for anyone.

ol

e Jeanne Trudeau 10
Thanks! They were delicious!

M Reed Stephens
& Thanksa lot!

Start a new conversation. Type @ to mention someone.

" Jain or creste 2 team &

2O @D

FYl everyone, I'm out of the office next week, so if you need

Kayla Claypool 10:07

Lucas Bodine 10:07 AM

k me before Friday.

trip!

5

(=1}

T

© Search or type a command

Yourteams m Marketing > General = ¢ Kayla Claypool
L Change picture
m Marketing Conversations  Files +
(F] 3 Erika Araujo 10:05 AN Available >
5 FVleveryone, I'm cut of the office ne (g ¢ . ;
T e i et status message
racle Shows anything, make sure to ask me befon 9
Website - [] saved
€8 Settings
;f Kayla Claypool 1007 A
| 1 Have fun on your trip!
Zoom (85%) + & ]
Lucas Badine 10:07 AM
# Thanks! Have fun!
Keyboard shorteuts
& Reply
About >
Lucas Bodine 1001 AM Check for updates
brought in some leftover cookies fri
They're in the break room, and fairg,  D@wnlead the mobile app
Collapse al
Sign out
e Jeanne Trudeau
Thanks! They were delicious!
M, Reed Stephens 1050 4
‘ Thanks a lat!
« Reply
Start a new conversation. Type @ to mention someone.
1" Join or create a team & B 2 O W B G =

© 2020 CustomGuide, Inc. 9



Understand the Screen

The Teams window has several main screen elements that you can use, no matter which view you’re in.

Bl Fecent Contocts 3 Lucas Bodine o o @
. Favorites wee Conversation Files  Organization  Activity A
Chat
A Alisha Natvi
‘& Alisha hﬂt‘“g Wednesday 14:57 PM
igs : : u're welcome!
' 5 Erika Araujo yo
m M, leff Hig" 3 Lucas Bodine ednesday 4:40 P
Calendar ) 5  if you have any questions about anything that comes
’ Jon High up in, | think I'll be free to answer emails and chats
y friday morning for a while
_k p Lucy Moran = g '
a pinnedGroup wen Wednesday 16:51 PM

5 Erika Araujo
c Jeanne Trudeau

Type a new message

.
85 Create a new contact group A

&

Got it! Thank you

I'll take note

0@ B & -

App Bar: This is where you can switch
between the six main views—Activity, Chat,
Teams, Calendar, Calls, and Files. You can
also add other apps to Teams and access
them here.

List Pane: Depending on which view you're
in, this will display a list of teams, chats,
contacts, or other categories of
information.

Content Pane: This is where your chat
conversation with your contacts is
displayed.

Command Box: This is where you can
search for a contact, team, meeting, or
anything else in Teams.

10



View Activity

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.

View the Activity Feed

o Click the Activity button on the - E— .
App bar.
e Marketing > General - imte
When you first open the Merketing G fn U
ACtiVity View, it Wi” display the fen‘e':h ﬂ E;Yik:'z:)g:e, rr\gczut of the office next week, so if you need
.. . race shows anything, make sure to ask me before Friday.
Activity Feed. This feed Webste e
displays all sorts of | (§ e oo
. . . . { Have fun on your trip!
notifications involving you, ey i
. . Thanks! Have fun!
such as @ mentions in team e
discussions, replies to threaded
. . Lucas Bodine 10:01 AM 5
conve rsatlonsl Ilkes on a‘ T:‘vr'oughtlr'| sclﬂelefb::ver:::oqes-fr:m my rsa‘rt',I t-‘lsv.-eek.e‘cl
=y're in the break room, and fair game for anyone,
messages, and missed calls and Cotspse
voicemails. @ o oo :
. . . . . 1 Reed Stephens 050 A
e Click an item in the Activity Thanks a ot
feed to display it. —
Start a new conversation, Type @ to mention someone,
When you select an item in the Activity 8" Join or create s team b & OB & - =
Feed, that item’s chat or channel is
displayed in the Content pane.
© Search or type a command o x
Fesd v Marketing > Website - s

you
Marketing > Website

&/ Reed replied

t' (@ Reed mentioned  10:41 AM

had to rebuild the automated...

to rebuild the automated..

Conversations  Files Wiki Meeting Notes t
- out all at once this weekend so that it's ready te go live by
Monday moming. Is there anything that isn't ready yet, and if so
could you give me an ETA?

Collapse al
e Jeanne Trudeau 1026 A
New pricing info should be ready later today.

Lucas Bodine A

/" 3 Erika Araujo and | have been rounding up a few new

) customer testimonials we can add. I'll send those to you
tomorrow morning.

& Reply

F Kayla Claypool 10:32 AM
: Did | miss something, or have we not gotten the site traffic report
lately?

1 Reed Stephens 1041 4 Edited
had to rebuild the automated process the other day, and
it looks like | missed some email addresses! Sorry Kayla
Claypool Lucas Bodine

© 2020 CustomGuide, Inc. 11



Filter the Activity Feed

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

0 Click the Filter icon.

i Search or type a command

This menu shows the different Feed v Y
types of activity that will

appear in the feed.

@

f' (@ Reed mentioned 104
you @

Marksting
had to rebuild the automated...|

e Select a type of activity.

The Activity Feed is filtered, so
that only the selected type of
activity appears.

e Click a filter to clear it.

’ & Lucas replied L=
Mzrketing > Tr2ce Shows e

just gotone

ther day that
erdaythatll o

Paul mentioned 10:15 AM

Wi nearly ran ou

Lucas replied 10:07 AM

4o

When you clear a filter from the
Activity Feed, all types of activity will
be shown again.

L _Marketing > Trade Shows -

Unread
ks Meeting Notes  Wiki  +

Mentions hiched this afternoon. I'l send it aver after that.

Replies

ayla Claypool 10:19 &M
jon't send the brochure over yet, I'm working on a new
ne with some updated info.

F Missed cal

) Voicemail
Apps poal 10:24 AM
| the trade show brochure with some new info, and

Trending H be a great time to update the dient testimonials as

wreweermE Araujo Lucas Bodine have any really good cnes come in

| lately?
Lucas Bodine 102
“ just got one the other day that I'l forward you!
& Reply

Erika Araujo 10

: FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

« Reply

Type a new message

b ¢ © @ B G - B

Frivate

Search or type a command

~ @ Mentions %

@ Reed mentioned i AM

you 4
Marksting > Website
I had to rebuild the automated

ul mentioned

Marketing > Website -

Conversations  Files Wiki Meeting Notes
- out all at once this weekend so that it's ready to go live by
Monday moming. Is there anything that isn't ready yet, and if so
could you give me an ETA?

Collapse 3l
e Jeanne Trudeau 1036 A
New pricing info should be ready later today.

Lucas Bodine A

3‘ Erika Araujo and | have been rounding up a few new
customer testimanials we can add. I'll send those to you
tomarrow morning.

« Reply
Kayla Claypool 10:39 AM

Did | miss something, or have we not gotten the site traffic report
lately?

| Resd Stephens 102414 Edited
had to rebuild the automated process the other day, and
it looks like | missed some email addresses! Sorry Kayla
Claypool Lucas Bodine

& Reply

Start a new conversation. Type @ to mention someone.

A2 O@B &

7
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View Your Activity

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

7 Search or type a command

Feed o 7 [ Marketing > Trade Shows - P

Feed V04T AM Conversations Files Meeting Notes  Wiki

My Activity ed finished this afternoon. I'll send it over after that.

;\E Kayla Claypool 10:12 &M
Don't send the brochure over yet, I'm working on a new

0 Click the Feed list arrow.
e Select My Activity.

Now, you can browse through
the comments, replies, and the

other aCtiVity that Vou've been 4 T cne with some updated info.
2d to rebuild the automated... & Reply
up to lately.
€ Lucas replied 10:26 AM o
Marketing > Trade Shows ;g' Kayla Claypeol 10:24 AM
just got one the other day that I'.. - updated the trade show brochure with some new info, and

this would be a great time to update the dient testimonials as

6 Click an item to display it.

well, Erika Araujo Lucas Badine have any really good ones come in

'%', @ Paul mentioned 10

lately?
When you click an item in this feed, the g TS § o
. : S just got one the ather day that I'l forward you!
Content pane displays the chat or §, cuee wow ©

channel that activity took place in.

Erika Araujo 10:27 AM
- FYl the new booth is in! We're geing to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

« Reply

Type a new message

b EODB & - >

Search or type a command

m Marketing > Trade Shows -+ e

Ky Conversations  Files Meeting Notes Wik +

thing, or have wa n.. finished this afternoon. I'll send it over after that.

:f Kayla Claypool 10:19
{ Don't send the brochure over yet, I'm working on a new
Posted in Trade Shows ’

e one with some updated info.
0 « Reply
1019 AM

:£ You
¥ Replied in Tr

this would be  great time to update the dient testimonisls as
well, Erika Araujo Lucas Bodine have any really good cnes come in
lately?

4 Kayla Claypool 10:24 AM
A lupdated the trade show brochure with some new info, and

3- Lucas Bodine 5
just got one the other day that I'll forward you!

& Reply

Erika Araujo 10:27 AM

- FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

« Reply

Start a new conversation. Type @ to mention someone.

e ¢ @ B B

b

© 2020 CustomGuide, Inc. 13



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

Search or type a command

change your status when
you’re busy or away, you can

Kayla Claypool

Change picture

i

[ X

Marketing > Trade Sho -;\E.

. . Marketing Files Meeting Notes gl
also manually set it. Click your i N | ausiable >
1 1 1 T = P % Set status message
profile picture in the upper @ o e
rlght. ) ﬁ:IJDnE with some updated info. @ sext ngs
o Click your current status. (g | o e ew o+ 0
. updated the trade show brochure w
. his would be a great time to update  Keyboard shortcuts
A status menu appears, with el £k Ao Lo o e .
Iately? o
several statuses to choose T Check for updstes
from |just got one the ctherdaythat ~ Download the mobile app
&« Reply
Sign out
e Select a new status. A et 057
13 FVI the new booth is in! We're going to go through setup and
. takedawn |ater today, o anyone that wants to ses it now can
© Available means you are come help
online and available to meet or o
Chat' Start a new conversation. Type @ to mention someone.
. . " Join or create  team @ A QD W B G - =S
® Busy indicates that you are o e
online but occupied by a call or
meeting. Notifications will still . )
A Search or type a command i = x
appear. =
. Marketing > Trade Sho :Rs Kayla Claypool
© Do Not Disturb means that Varketng oot i P IR
you are online, but do not vailzble i} Siis >
. Trade Shows Busy & Set status message
want to be disturbed. e S s
- ; ) . Website @ Do not disturb -
Notifications will be hidden. Be right back & Settings
Appear away _ ear
. Zoom {83%) e
Be Right Back means that 33
[0 Reset status
Keyboard shorteuts
you have Stepped away for a well. Erika Araujo Lucas Bodine have About e 5
few minutes and will return e R
shortly. e
& Reply
Appear Away will make it o et

look like you are away from
your computer, allowing you to
work and respond to messages
later.

" Join or create a team

@

FYI the new booth is in! We're going to go through setup and
takedown |ater today, so anyone that wants to see it now can
come help!

«* Reply

Start a new conversation. Type @ to mention someone.

b2 OB DB G - S
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Note: Manually setting your status will
prevent Teams from automatically
setting it based on your activity.

© 2020 CustomGuide, Inc. 15



Reset Your Status

Once you no longer need the status that you have manually set, you can reset it so that Teams will resume

automatically setting it.

a Click your profile picture in the
upper right.

o Select your current status.

e Select Reset status.

Your status is reset to Available and

will change automatically based on
your activity.

Search or type a command

Your teams

u Marketing

General
Trade Shows

Website

3 loin or create a team

& ke @ © @ B Gt - B

m Marketing > Trade Sho :£ Kayla Claypool

y+ Changs picturs
Conversations  Files  Meeting Notes i
finished this afternool ® Busy
7 Set -
:: Kayla Claypool 10:19 4M ] Set status message
Dor't send the brockure ovel [ Saved
one with some updated info.

{8 Settings
« Reply

Pl Kayla Claypoal 10:24 &M
2 updated the trade show brochure w
this would be a great time to update  Keyboard shortcuts

well. Erika Araujo Luca:
lately?

Zoom (85%)

About
Check for updates
' Lucas Badine 10:26 &
ljust get one the other daythat ~ Download the mobile app

« Reply
Sign out

Erika Araujo 1027 &

= FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

« Reply

Start a new conversation. Type @ to mention someone.

B

Search or type a command

Your teams

u Marketing

General
Trade Shows

Website

Join or create a team

. Change picture

m Marketing > Trade Sho :£ Kayla Claypool

Conversatinne  Filae  Maatina Natae Wil

Available ® Busy
® Busy % Set status message
® Do not disturb [ Saved
Be right back & Settings
Appear away
ppear away oo .

e v

1) Reset status
b Keyboard shortcuts

well. Erika Aral icas Bodiny v
well. Eka Aratjo Ly finehave
lately?
Check for updates
a_ Lucas Bodine 10:26 A
ljust got one the other daythat ~ Download the mobile app

« Reply
Sign out

Erika Araujo
FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

& Reply

@

v

16




Set a Status Message

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.

Click your profile picture in the

upper right.

Select Set status message.

Enter a message in the text

field.

Click the Clear status message

after list arrow.

Select when you want the
status message to expire.

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

it.

Search or type a command

Your teams

u Marketing

General
Trade Shows

Website

B Join or create a team

&

m Marketing > Trade Sho :«F Kayla Claypool

Conversations  Files  Meeting Notes ~ Wiki

finished this afternoon, Ll se|

:QF Kayla Claypool 10:19
Don't send the brochur€ove

one with some updated info.

& Reply

Kayla Claypool 10:24 AM

updated the trade show brochure w
this would be a great time to update
well. Erika Araujo Lucas Bodine have
lately?

Lucas Bodine 70:26 AL
Ijust get ene the cther day that

« Reply

Erika Araujo 10:27 &

s Cnangs picture

Available
& Set status message
[1 Saved
{8 Settings

Zoom (85%)

Keyboard shortcuts
About
Check for updates

Download the mobile app

Sign out

FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can

come help!

« Reply

Start a new

b ¢ © @ B G -

conversation. Type @ to mention someone.

Search or type a command

Your teams

u Marketing

General
Trade Shows

Website

& Join or create a team

@

[ Marketing > Trade Sho < ==

Conversations  Files  Meeting Note:

finished this afternoon. I'll se

one with some updated infa,

:‘s Kayla Claypool 10:12 AM
Don't send the brochure ove

& Reply

Kayla Claypool 10:24 AM

updated the trade show brochure v
this would be a great
well. Erika Araujo Lucas Bodine have
lately?

update

Lucas Bodine 10:25 A

Ijust got one the other dathat
& Reply
Erika Araujo  10:27 A

FYI the new booth is in! We're going
takedown later today, so anyone tha
come help!

& Reply

Working from home today]

Clear status message after

1 Hour

Never

1 Hour
4 Houre
Today

This week

Start a new conversation. Type @ to mention someone.

b2 OB B I -

© 2020 CustomGuide, Inc.
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Click Done.

o

The custom status message is set.

Tip: To clear a custom status manually,
click your profile picture in the upper
right and click the Delete this status
message button.

Search or type a command

Your teams

u Marketing

General
Trade Shows

Website

pet -
£0° Join or create 3 team

@

m Marketing > Trade Sho

Conversations  Files  Meeting Notes  Wiki

finished this afternoon. I'll se

:‘s Kayla Claypool 10:12 AM
Don't send the brochure ove
one with some updated infa,

& Reply

Kayla Claypool 10:24 AM

updated the trade show brochure v
this would be a great time to update
well. Erika Araujo Lucas Bodine have
lately?

Lucas Bodine 10:25 A
Ijust got one the other day that

« Reply

Erika Araujo  10:27 A

FYI the new booth is in! We're going
takedown later today, so anyone tha
come help!

& Reply

< Back

Working from home today

23,280

Clear status message after

Today ~

Start a new conversation. Type @ to mention someone.

b2 OB B d -

v
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Chats

You can use Teams to chat with your colleagues, from
simple one-on-one conversations to lively group

conversations. Chats can even include emoji, GIFs, and Start a Chat
stickers, and can also be used to share files.

Objectives

Format Chats

In this module, you’ll learn how to initiate a chat and Group Chats
how to use advanced text formatting in your chat Manage Chats
messages. You’ll also learn how to start and manage
group chats, pin, mute, and hide conversations, and
share files through chats.

Share Files in a Chat

© 2020 CustomGuide, Inc. 19



Start a Chat

You can use Teams to chat with other members of your organization one-on-one, or in groups.

Start a New Chat

The message is sent to the chat

Click the New Chat button.

Teams switches to Chat view,
and a new blank chat is

started.

Enter the name of the person
you want to chat with in the To
field, then select them from

the search results.

Enter a message in the
message box at the bottom of

the Content pane.

Click Send.

recipient.

x

Search or type a command

i Contacts
-

New chat

B Jeanne Trudeau
Sounds great!

€
s
3 ;:jaéBocins
5

, Paul Tron
You: OK

A\ Alishs Natvig
* OK. great! You bet! @

To: Erika a4

Erika Araujo
ERIKA

Type a new message

A ! ¢ @B -~ B

“

Search or type a command {a - o x

Recent  Contacts
New chat

Jeanne Trudeau
Sounds great!

, Reed Stephens

You: Sure!

Lucas Bodine
You

W e m M

Paul Tron
You: OK

k\ Alisha Matvig

OK. great! You bet! @

To: 1 Erika Araujos X ~

You're starting a new conversation

Type your first message below.

Great job on the presentation this morning] y

¥ 1 20 @B B - B

20



View a Recent Chat

While you're in Chat view, the List pane displays all the recent chats you've had. This lets you easily manage
multiple chats at once and return to a recent chat quickly.

o Select a chat from the Recent
list.

The chat displays in the Content pane.

Start a Chat with a Contact

Search or type a command @ — O

Contacts

You: Grest job on the presentati

Jeanne Trudeau
Sounds great!

, Reed Stephens
B

‘ou: Sure!

Lucas Bodine

3
€
£
&
&

, Paul Tron
e

M\ Alisha Natvig
& O great! You bet! @

e

B FErika Araujo OO@

Conversation Files Organization Activity +

Erika Araujo 2:42 PM

ZAZPM
Great job on the presentation this morming!

Type a new message

! ¢ @ BB & - B

You can also browse your Contacts list and start a new chat with a contact there.

o Click the Contacts tab in the
List pane.

a Select a contact.

If you’ve never chatted with that
contact before, a new chat is started.
Otherwise, you’re brought back to your
last chat with them.

L] Search or type a command
Recent  Contact: s
;
>
Favorites

k\ Alisha Natvig
pinnedGroup

5 Erika Araujo
e Jeanne Trudeau
’ Lucas Bodine
F: raiton

2 Rec Stephens

B’ Create a new contact group

c Jeanne Trudeau ° o @

Conversation Files Organization Activity
Do you have lunch plans yet? I'm thinking about

checking out that new sandwich shop down the
street.

1100 AM
- I brought something in for today, but I'd like to try
that place too! Want to try it tomorrow?

leanne Trudeau 0z A
Sounds great!

Type a new message

1 0O EB & - B

© 2020 CustomGuide, Inc.
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Reply to an Incoming Chat

Whenever someone sends you a message, a pop-up notification will appear on-screen. This will include who
the message is from, a short preview of the message, and the option to quickly reply.

Click Reply in a notification
pop-up.

The Reply button changes to a
text field, where you can enter
a reply.

Enter a reply and click Send.
The message is sent. If you
want to continue the

conversation, you can view the
entire chat thread.

x

Search or type a command

§ - o

Recent  Contacts

Favorites

k‘ Alisha Natvig
pinnedGroup

ﬂ Erika Araujo
Jeanne Trudeau
Lucas Bodine

= Paul Tron

5w n

! Reed Stephens

8" Create a new contact group

0000

ﬂ Erika Araujo
Conversation Files Organization  Activity

242 PM
Great job on the presentation this morning!

ay  Paul Tron
M) Kayla, how are you now?

Type a new messay )
- & Reply

=

Search or type a command

Recent  Contacis

E—
[
pinnesGroup

B e dmio

™ Jeanne Trudeau
Lucas Bodine

= Paul Tron

D wten

! Reed Stephens

" Create a new contact group

. FErika Araujo Q006

Conversation Files Organization Activity T+

242PM
Great job on the presentation this morning!

Type 3 new messa

A ! ¢ @

Good, and youl]

22



Click a notification to view the
message in context of the full
thread.

The full chat thread appears in the
Content pane.

x

Search or type a command

Q _

Recent  Contacts

f—
t‘ Alisha Natvig
pinnedGroup

ﬂ Erika Araujo
Jeanne Trudeau
Lucas Bodine

+  Paul Tron

nten

Reed Stephens

B8 Create a new contact group

5 Erika Araujo
Conversation  Files Organization Activity

242PM

000®

L

Great job on the presentation this morning!

oL

Type a new message

Paul Tron
Oh, not so bad

]

© 2020 CustomGuide, Inc.
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Format Chats

Your chats in Teams are not limited to plain text. You can add style to your chat messages with plenty of

formatting options.

Format Text

o Click the Format button below
the chat message compose
box.

Formatting buttons appear
above the compose box.

e Select the text you want to
format.

o Click a formatting option.

You can use the standard text
formatting options, like bold,
italic, and underline, as well as
change the highlight color, text
color, and font size.

o (Optional) Click the More
Options button to view more
formatting options.

From here, you can insert a link
or monospaced code snippet,
change the paragraph
formatting to add multiple
heading levels, or even insert a
table.

o Click Send.

The message is sent, with the extra
formatting applied.

o Search or type a command
fecent  Contacis 3. FErika Araujo
- Grmrsitr o Gpmrmten A
Jeanne Trudeau = —
e Sounds great!
B, Reed Stephens 1036AM
| Sl ‘
—
’ Lucas Bodine 5 AN
You "
. PolTon 814 -
You: OK
- -
*’Q Alisha Natvig &/16 v v
OK, great! You bet! @
You're starting a new conversation
Tysgiaur first message below.
vy
B 7 U S |9 A & = |- [}
[T on the presentation this moming!
y
bt 2O BB & B
“ Search or type a command {?. = (@
Recent  Contacts ﬂ Erika Araujo o o @
o Conversation Files Organization  Activity
Jeanne Trudeau e
'e_ Sounds great!
f, Reed Stephens 1036 AM
S '
—
’ Lucas Bodine AN
You "
“%. Paul Tran 8/14 -
You: OK
- e
R Nisha Natvig a6 -

OK. great! You bet! @

You're starting a new conversation

Type your first message below.

B 7 U S & A & = = o]

T on the presentation this morning!

A ! ¢ R WRE - =
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Use Quick Text Formatting

You can also apply some basic formatting when writing a message, without having to open the Format
options. Teams supports a few markdown formatting options, which lets you use some text shortcuts to
apply formatting on the fly as you type.

Bold *Bold* Bold

Italics _Ttalics_ Italics
Strikethrough ~Strikethrough~ Strikethrough
Link [Link text](URL) Link text
Unordered List * List item e Listitem
Numbered List 1. List item 1. Listitem

© 2020 CustomGuide, Inc. 25



Send Important and Urgent Messages

You can choose to mark a chat message that you send as Important or Urgent, if it’s crucial that the

recipient see it as soon as possible.

Click the Set Delivery Options
button below the compose
box.

Select an importance level for
the message.

e Standard: The message will
be sent as usual, showing
the recipient a notification
when it's received.

e Important: The message will

be flagged as important
when received.

e Urgent: The recipient will
receive a new notification
every two minutes for 20
minutes, until the message
is read.

Enter a message.

Click Send.

©
o

The message is sent and will appear as
Important or Urgent to the recipient.

X

Search or type a command

Erika Araujo

You: Grest job on the presentat

Jeanne Trudeau
Sounds great!

You: Sure!

Lucas Bodine 1005 AM

You: @

Paul Tron 8/14

You: OK

@ Aisha Natvig #/1

OK, great! You bet! @

3
o fexd tephen: 1036 AM
&
5

ﬂ Erika Araujo
Conversation Files Organization Activity +

1:42 PM

Great job on the presentation this marning!

Standard

Message will be sent as usual

Important
Message will be marked as important /

p Urgent

Recipient notified every 2 min for 20 min

1 ¢ 0 @B @ -~ B

000®

Search or type a command ":?. — 0O

Recent  Contacts

Erika Araujo
=3t job on the presenta:

Jeanne Trudeau
(& Sounds gres!

B, Reed Stephens 1036 AM

You: Sure!

You:

=, Paul Tron 8/14

You: OK

OK, great! You bet! @

Lucas Bodine 1005 AM

Alisha Natvig 8/16

ﬂ Erika Araujo

000®

Conversation Files Organization Activity +

142 PM

Great job on the presentation this moming!

Notify recipient every 2 minutes for 20 minutes
URGENT!

Fresh coffee and treats in the breakroom! They're going fastl /J

Al ¢ 0 BB &
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Use Emaji, GIFs, and Stickers

If your organization’s culture is a bit more casual, you can send emoji, GIFs, and stickers as part of your chat

messages.

The emoji, GIF, or sticker is sent in the
chat thread.

Click the Emoji, GIF, or Sticker
button.

Search for or browse emoji,
GIF, and sticker categories.

Click Send.

Select an emoji, GIF, or sticker.

X

Search or type a command

Recent  Contacts

ﬂ Erika Araujo

Conversation Files Orga

g Erika Araujo 1:42 PM
You: Fresh coffes and trestsin t...
e Jeanne Trudeau 1102 AM
Sounds great!
1
lﬁ. Reed Stephens 1036 AM
You: Sure! Popular
Lucas Bodine 1005 AM
’ You @ @‘ Office Drama
'e Paul Tron 814
3 You: 0K 5 Meme
™) Alisha Natvig 8/16 -
* OK, great! You bet! @ ‘3}, Designers
o "7 Devs
L Leal
A Teemsauatch
&b Bummer Bert
= Cats In Suits
&) Word Art

nization  Activity +

142 PM

Great job on thy ntation this morning!
FoN

000®

Q

Popular stickers and memes

=

LCANFIXIT

Q@ ol

5%

IT WORKS ON
MY MACHINE

N:;MOI

b

| =

]
(REATIVE!

)
Cmm®

-9

[

Search or type a command

Recent  Contacts

. Erika Araujo

Conversation

Files Organization Activity +

142 PM

Great job on the prasentation this morning!

Erika Araujo 142PM
© You: Fresh coffes and rests int...
B, Jeanne Trudeau 1102 AM
© Sounds great!
1
'_3. Reed Stephens 1036 AM
You: Sure! Popular
’ Lucas Bodine 1005 AM
& You @ t$ Office Drama
. Paul Tron 814
® You OK F Meme
"\ Alisha Natvig 8/16 oy .
i© OK, great! Youbet! @ b Designers

Devs o

b
¥ L

I A Teemsavetn
£ Bummer Bert

f:% CatsIn Suits

) Word At

EOR Yo

A ! ¢ B

B e & -
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Group Chats

If you need to chat with several people about the same topic, you can begin a chat with multiple contacts at

once.

Start a Group Chat
o Click the New Chat button.

e Enter the name of a person in
the group you want to chat
with, then select them from
the search results.

If you wanted to chat with only

one person, you would now
start entering a message.
Instead, continue expanding
your group.

o Continue entering contacts in
the To field until you have
everyone you need.

o Enter a message for the group.

o Click Send.

The chat message is sent to everyone

included in the To field. Every message

sent in this conversation, by everyone
involved, will be seen by everyone in
the group.

Search or type a command @ —

Mew chat

Erika Araujo
You: Sent an image

e Jeanne Trudeau
Sounds great!

B, Reed Stephens
You: Sure!

rel

’ ::-:aéBoclne
8

&, Paul Tron

Alish
Qe

To: Erika|

Erika Araujo
ERIKA

Type a new message

A ! 2 @ @B - =]
© Search or type a command {2 = @
focent  Contacts To: '(1 Erika Arauje X ,E,; Paul Tran ¢
New chat y
‘r} Erika Araujo 5 AM
You: Sent an image
e Jeanne Trudeau
{6 Sounds great l
‘:, Reed Stephens 036
Vou: Sure! —
’ Lucas Bodine 5
You -
'%_ Paul Tron 814
o X
k‘) Alisha Natvig 8/16 . .
OF great! You bet You're starting a new conversation
Type your first message below.
Hey everyone! Is anyone interested in carpooling to the airport? 2
A ! 20 8B & - B
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Invite People to a Group Chat

After a group chat has been started, you can continue to add new members as they’re needed.

0 Click the Add People button at
the top of a chat screen.

e Enter the name of the person
you want to add, then select
them from the search results.

o Choose how much of the
group’s chat history the new
person can view.

You can allow the new person
to see all of the messages in
the group’s chat history, set a
number of days they’re able to
view, or bring them in without
allowing them to see any
history at all.

o Click the Add button.

The new person is added to the group
chat. They are also able to see the
existing chat messages, if you allowed
them during the invitation.

Search or type a command

Recent  Contacts ‘ﬁ Erika Araujo, ©Paul Tron # o o @ e
i 3 participants
- Conversation  Files Add
& Erika Araujo and Paul ... 1137 AM =
PautI'm imerested. but don't forget b Jeanne| _
= sERE - & Kayla Claypugetd
3 E"'kﬂ Araujo TS AM Jeanne Trudzau
‘ou: Sent an image T
Jeanne Trudeau 1102 AM
{& Sounds grest (O Include SIrchat history
‘-‘. Reed Stephens 1036 AM Cancel
You: Sure! ‘% PaulTron 1137 A
'y 3 I'm interasted, but uon L orget w ask seanne:
’ Lucas Bodine 1005 AM =
You: @
.%_ Paul Tron 8/14
You: OK
n Aisha Natvig 816
OK, great! You bet! @
Type @ new message
1 O @B B - =~

Search or type

a command — m]

Recent  Contacts ‘-li;

,1% Erika Arauio and Paul .. 11:37 AM
PautI'm interested, but don't forget ... o
3 Erika Araujo 11:15 AM

You: Sent an image
e Jeanne Trudeau 1102 AM

[® Sounds great!

r' Reed Stephens 1036 AM

You: Sure!

b !

’ Lucas Bodine 1005 AM

You:
‘%. Paul Tran 8/14

You: OK

2\ Alisha Natvig 316
# OK. great! You bet! @

Conversation  Files Add

00060

Erika Araujo, ©Paul Tron #
pants

€ Jeanne Trudeau X
Kayla Claypool add/

O Don'tinclude
© Include history

@ Include all chat history

chat histary

m the past number of days: 1

Cancel “

Paul Tron

I'm interested, but uum torget w ask seanne:

Type a new message

! COMBE ® - B
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Leave a Group Chat

If you’re part of a group chat that you no longer need to be in, you can leave it. Everyone else in the group
will still be able to chat with each other, but you’ll no longer be included.

Hover your mouse over the

Search or type a command

8 - o

number of participants link at
the top of the chat.

Recent  Contacts

Erika Araujo, +2 11:37 AM
Paut'm interested, but don't forget ..

A menu appears, listing

everyone in the group. | it A
B Jeanne Trudeau 1102 AM
Sounds great!
Select Leave. N
F' Reed Stephens 36 M
You: Sure!
A notification will appear, @, oo o
asking you to confirm that you §. T wne
You: OK
want to leave the group. @ s i
OK, great! You bet! @

Click the Leave button.

o

You’re removed from the group
conversation and will no longer receive
new messages from it. You will still be
able to access the chat history from the

1} Erika Araujgge Jeanne Trude: & @
4 participants
comy 5 Erika Araujo
R and Paul Tron to the conversation,
Y Jeanne Trudeau
;s Kayla Claypaol
You ne! Is anyone interested in carpooling to
ﬁ‘. Paul Tror

to ask Jeanne!

& Kayla Claypool addzd Jeanne Trudeau to the conversation and shared all chat history.

Ao ! ¢ @ BB E - B

time you were still in the group.

Leave the conversation?

You'll still have access to the chat history.

Cancel
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Manage Chats

When your chat list builds up, it can be tough to keep track of them all! Thankfully, you have a few ways to
manage your chats.

Pin a Chat

First, if you have a chat that you participate in frequently, you can pin it as a favorite.

“ Search or type a command

o Click a chat's More Options

button in the List pane.
P Recent  Contacts . FErika Araujo Q06
e SE|ECt Pin. = . 7 Conversation  Files  Organization Activity T
The chat is pinned to the top of the list [ i | 55 Mok Greatjob on the presentation this morning!
panel SO that you can alwayS get to it “" :‘:,Eds_srfphys - £ Add to favarite contacts
quickly without having to search your @ o w0ss) 2 Mute
. @ Hide
Chat IISt' 5_' \:-:iJICTEm 1 @ Notify when available
# Manage apps
Type a new message
A ! ¢ © @ B E - B
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Mute a Chat

If a chat is very active and resulting in a lot of notifications you’d prefer not to receive, you can mute it.

0 Click a chat's More Options

4 Search or type a command

button in the list pane. e _ )
fecent Contacts 3. FErika Araujo Q006

o Select Mute. '-M;:En_kamum e Conversation Files Organization  Activity -+

The chat icon changes to show ij;ﬂ@ P  Grent job o the presentatin this morring!

that it is muted. New messages (= - e —

in this chat will still appear in . Resg Stepnens T ok as unresd

the chat itself and in the @, toine e ﬁ‘ ;:dmammm

preview in the list pane, but §: PoaTen & vt o

you will not get notifications & Hide

anywhere else. ety shen svalacls

B Manage apps

e Click a chat's Unmute button,

at the top of the chat, to

unmute it.
When a chat is unmuted, you will Type 2 new message
resume getting notifications from it. preeeEE - "

@ Search or type a command

fecent  Contacts e Jeanne Trudeau # o o @

Corversation  Files  Organizatifile Wlktvity +
Erika Araujo 11:02 &M s 4
Thankst Do you have lunch plans yet? [ m thinking about
. checking out that new sandwich shop down the
street,
Jeanne Trudeau 1103 AM
Luezs is interest=d in trying it 0.
= = o
0 oo Stephens Tz I braught samething in for todsy, but I'd fike to try
e that place too! Want to try it tomorrow?
’ Lucas Bodine 1005 AM
You: @
Jeznne Trudeau 0z Al
ﬁ-. Paul Tron 3/14 e Sounds great!
You: OK

Lucas is interested in trying it out too

Type a new message

' OB E E - =

Ar
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Hide a Chat

When you are done with a chat and do not need it appearing in the recent list anymore, you can hide it.

0 Click a chat's More Options
button in the list pane.

e Select Hide.

The chat is hidden and will no longer
appear in the recent list. If more
messages in that chat come in, though,
it will reappear. The message history
will be saved as well.

Search or type a command

e

Recent  Contacts

Erika Araujo
Thanks!

Jeanne Trudeau

=

i

{6 Lucas is interested in tying it o...

T

&

B

Reed Stephens

You: Sure!

Lucas Bodine
You

Paul Tron

You: OK

Ea

B R (g

B &

e Jeanne Trudeau o o @

Conversation Files Organization Activity +

De you have lunch plans yet? I'm thinking about
checking out that new sandwich shop down the

street.
1100 AM

Mark as unread | brought something in for today, but I'd like to try
Bin that place too! Want to try it tomorrow?
Add to favorite contacts
Mute
Hide sted in trying it out too
Notify when available

Manage apps

Type a new message

[m]

1 O @B & -
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Share Files in a Chat

If you have a file that you need to share with someone, you can send it through a Teams chat.

Share a File

o Click the Attach button below
the message box.

e Select a source for a file.

Choose whether you want to
share a file that's saved to your
OneDrive or upload one from
your computer.

Select a file.

Click Open.

The file is uploaded to Teams,
but not yet sent. You can add a
message before sending it or
send it without one.

Search or type a command

Recent  Contacts

s, Paul Tron
You: Just finished it!

Jeanne Trudeau
Sounds great!

B, Reed Stephens
You ure!

Lucas Bodine

£ Paui Tron 000
Conversation Files Organization  Activity
11:08 AM I
G, PeuiTen s
&0 Is the new trade show brochure ready?
1036 AM 1108 AM
Just finished it!
5 AM
@ OneDrive

> (] Upload from my computer

A 1 g ? & - B

L/

x

Search or type a command

H - o

-

ety EﬁOpen

« « 4 [ » ThisPC > Documents v

Organise ~

7 Quick access
@ OneDrive

~ O This PC
1 3D Objects
[ Desktop
[£] Documents
& Downloads
B Movies
b Music
=] Pictures

“m Local Disk (C:)

File name:

New folder

x

Search Documents p-l

= - m @

brochure

brochure j Al Files () v

S

A1 2OER & - >
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Search or type a command

Recent  Contacts 5 Paul Tron o o @

Conversation Files Organization Activity +

e Click Send.

The file is sent, and your recipient can
open or save it.

%, Paul Tron 1108 AM

You: Just finished it! y Paul Tron  11:08

Jeanne Trudea oo 5' Is the new trade show brochure ready?
{© Sounds grezt!

B, Reed Stephens 1036 AM 1108 &M
You: Sure! Just finished it!

Lucas Bodine
You @

How does it look?

brechure.pdf x 9

! 2 OEE ® - >
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View Shared Files

Files that are sent through a chat are first uploaded to Teams. This allows you to view and download files
that you have either sent or received at a later time.

o While in a chat, click the Files
tab.

All of the files shared by
anyone in the conversation are
displayed in one place, so you
don’t have to sift through a
long message history to
relocate a file.

e Select a file to view command

options.

You can download a file, get a link to it,
or open some supported file types.

Search or type a command

Recent  Contacts

, Paul Tren
You: How does it look?

%, Jeanne Trudeau
Sounds great!

B, Reed Stephens
You: Sure!

,%- Paul Tron

Conversation Files Organization  Activity

11:08 AM
e {] Share
036 e 7\‘5”&
] brochure.pdf
B Screen Shot 2019-08-16 at 15.3643.png
o Quality Assurance Checklist.docx
[:] Trade Show Expensesadsi

8 - o
000®
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Teams

You can use Teams to collaborate with an entire group
of your colleagues at once. By organizing people into
teams, and organizing discussions into channels,
everyone can easily work together on projects.

In this module, you will learn how to join or create a
team, and how to use team channels to have
conversations. You’ll also learn how to manage shared
files, team membership, team settings, and shared
team wiki pages.

Objectives

Join and Create Teams

Use Team Channels

React to and Save Messages
Manage Shared Files
Manage Team Membership
Manage Team Settings

Use Wikis

© 2020 CustomGuide, Inc.
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Join and Create Teams

A team is a group of people within your organization working together for something specific. You may have
a team for a specific project, for your entire department, or maybe even your entire organization. You can
be a member of any number of teams. For example, your organization may have separate teams for each
department, with some people being members of multiple teams.

Teams are made up of channels, which are conversations on specific aspects of what the team is working
towards. For example, a Marketing team may have one channel for work on the company website, and
another channel to coordinate for an upcoming trade show. A team can have any number of channels,
including the default General channel. Everything that happens in a team—conversations, file sharing, or
meetings—takes place in a channel.

Join a Team

Click the button in the
App bar.

Click the
link.

Search for a team, select one
from the list, or enter the team
code.

Search or type a command

Join or create a team

-

Create a team

&' Create team

e
HH
Join a team with a code

Enter code

4" Join or create 2 team @

- o

Search teams Q

Marketing

Public
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o Click the Join Team button.

Once you join a team, it will appear in
the Teams list, with the channels in
that team appearing below it.

If it’s your first team, that team’s
General channel will automatically
open. Otherwise, you can select a team
channel in the List pane to view it.

Search or type a command

oin or create a team

Join or create a team

-

Create a team

H Y
Join a team with a code

Enter code

Search teams

Marketing
Public

Join team

© 2020 CustomGuide, Inc.
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Create a Team

If you have the proper permissions from your organization’s administrators, you can create new teams that

others will be able to join.

a Click the Join or create a team
link at the bottom of the
Teams list pane.

o Click the Create team button.

When you create a team, you
have the option to base it on
an existing Office 365 group,
which will automatically
include everyone from the
group in the team. Instead,
let’s create one from scratch.

e Click Build a team from
scratch.

@ Search or type a command

Your teams Join or create a team
m Marketing
General
Tradle Shows -
Viebsite Create a team
©
W

Join a team with a code
Enter code

Got 3 code to join a team? Enter it abov

©

%' Join or create a team &

Search teams Q

Create your team

+
Build a team from scratch

' »  Create from...
An existing Office 365 group or team

What's 3 team?
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Select a privacy level for who
will be allowed to join the
team.

e Private: Requires invitations
to join.

e Public: Can be joined by
anyone in your organization.

e Org-wide: Will automatically
include everyone in your
organization.

Enter a team name.
Enter a team description.

Click Create.

What kind of team will this be?

Private
People nesd permission to join

Public

Anyone in your org czn join

Org-wide

Everyone in your organization automatically joins

Some quick details about your private team
Team name

Research

Description

Coordination for market research

© 2020 CustomGuide, Inc.
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0 (Optional) Add members to the
team by entering their names
in the text field, then clicking Add members to Research

Add . Start typing a name, distribution list, or security group to add to your team. You can also add psople
outside your organization 3s guests by typing their email sddresses.

You don’t need to invite B Fecd Stephers B
everyone at this step, since you
can add more people later.

o Click Close.

The team is created, and if public, will
appear for everyone in your
organization as an option to join.
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Use Team Channels

Channels are where you communicate with your team members. Each channel within a team is for a specific
task or topic within that team's scope. Each team includes a General channel, where you can chat with your
team members about general topics that are outside of the purpose of other channels.

View a Team Channel

Every channel in a team will be listed in the Teams list pane below the team’s name.

© Search or type a command @ — 0O X

o Click a channel in the list pane.

Marketing > General - Pl

The conversation threads in that
channel will appear in the Content
pane.

Marketing Files Meeting Notes  Wiki -+

General Erika Araujo A

Trade Shows FYI everyone, I'm out of the office next week, 5o if you need
—— anything, make sure to ask me before Friday.

Vyebsite

:‘g Kayla Claypool 10:07 AM
Have fun on your trip!

3_ Lucas Bodine 1007 A
Thanks! Have fun!

& Reply

! Lucas Bodine 10 A 5
brought in some leftover cookies from my party this weekend!

They're in the break reom, and fair game for anyone.
e Jeanne Trudeau 1045 A
Thanks! They were delicious!
B, Reed Stephens 1050
t Thanks 2 lot!

Start a new conversation. Type @ to mention someone.

8" Join or create 3 team & b & O @ B G - =
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Start a Channel Conversation

Unlike a chat, which is a single thread of discussion, a channel can have multiple conversations going on at
once. The first message in a conversation begins a thread that everyone else can reply to.

Click in the conversation text
field at the bottom of the
Content pane.

Enter a message.

When using channels, you're
also able to tag (or mention)
other people in a message.
This sends them a notification,
letting them know that they
need to see this message. You
can mention someone by
typing the @ symbol, followed
by their name.

Click Send.

The new conversation thread is added
to the channel, and everyone in the
team can view it and reply to it.

Search or type a command

Marketing
General
Trade Shows

Website

B Join or create a team

@

Conversations  Files Wiki Meeting Notes =

ﬁl

Marketing > Trade Shows -

We nearly ran out of brochures at the last trade show, so we need

« Reply

Kayla Claypool 10:24 AM
updated the trade show brochure with some new info, and

this would be a great time to update the dient testimanials as

well, Erika Araujo Lucas Bodine have any really good ones come in

lately?

3 Lucas Bodine 10:26 A
i |just got one the other day that I'll forward youl

& Reply

Erika Araujo 1027 4

FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

& Reply

Qur order of business cards arrived! Paul Tron

% ¢ QO @M B G - B
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Reply to a Channel Conversation

You can respond directly to a specific thread to keep all dialog about that topic together. This helps keep
vibrant conversations, with several participants and various topics, organized and in context.

Click a conversation's Reply

Search or type a command

button.

Your teams

Enter a message in the reply
text field.

Marketing

The reply is added to the conversation
thread, and notifications will be sent to
everyone else participating in that
conversation.

General
Trade Shows

Website

Click Send.

1 Join or create a team

Marketing > Trade Shows - Pl

Conversations Files Wiki Meeting Notes  +

© Heply

this would be a great time to update the dient testimonials as
well. Erika Araujo Lucas Bodine have any really good ones come in

4 Kayla Claypool 1024 41
updated the trade show brochure with some new info, and
lately?

3 Lucas Badine 10:26 A
5 ljust got one the other day that I'l forward you!

& Reply

Erika Araujo A

3 FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

& Reply

4 Kayla Claypool 1122 AM
A Our order of business cards arrived! Paul Tron

« Reply

Start a new conversation. Type @ to mention someone.

& b & © @ B Gt -

v

Search or type a command

Your teams
Marketing
General
Trade Shows

Website

8" Join or create a team

Marketing > Trade Shows -+ Pl

Mesting Notes  +

Conversations ~ Files Wik
& Heply

r Kayla Claypool 1024 AN
< updated the trade show brochure with
this would be a great

well. Erika Araujo Lucas Bodine have any really good ones ¢
lately?

some new info, and

e client testimani

3 Lucas Badine 10:26 &
5 | just gotone the other day that I'll forward you!

¢ Reply

Erika Araujo A

.& FYI the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

can't wait to see it!

e ¢ @ @ B Gt B

4 Kayla Claypool 1122 AM )
i Qur order of business cards arrived! Paul Tron 4

Start a new conversation. Type @ to mention someone.

@ e & @ @ B G B
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Manage Channel Notifications

By default, you'll get notified whenever someone replies to a conversation you're involved in, or one that
you started. If a particular channel is very important to you, you can choose to get notifications whenever

there's any activity in it.

Click the More Options button

Search or type a command

next to the channel's name in

m Marketing > Trade Shows -

the List pane.
m Marketing o Conversations  Files Wiki Meeting Notes
o Select Channel notifications. == | ’
The Channel nOtIflcatlon 0 . Channe notfications ';e:ag'eattma to uacatet':ec'enttest\mf:;'\ialsda:
. . A Hide Araujo Lucas Bodine have any really good cnes come in
settings dialog box lets you . ' e
. . . Manage channe -
CUStomlze the nOtIflcatlon &3 Get email address ::;:::;et‘l;:‘tha'dayl"atl‘\lfonva'dyou!
settings for all new posts, as o Gatlincto channl
well as channel mentions. ¢ Fa e
0 Connectors w booth is in! We're going to go through setup and
. .. . B Delete this channel later today, so anyone that wants to see it now can
e Click an activity type's list B peeet '
arrow. | & e
& Reply
o Select a notification setting.
;g | Kayla Claypool 1122 AM
& Our order of business cards arrived! Paul Tron
e Banner and feed:
Notifications Wi” display in a Start a new conversation. Type @ to mention someone.
&' Join or create 3 team & B @ @ @ B @ - B

pop-up banner, as well as in

your Activity feed.

e Only show in feed:
Notifications will appear in
your Activity feed but won’t
pop up on the screen.

e Off: No notifications will
appear for this activity.

Channel notification settings

Marketing > Trade Shows

All new posts
Notify me every time there is 2 naw past in this channel

Banner and feed

« 2

Motify me each time this channel is mentioned Off

. Only show in feed
Channel mentions

Reset to default

Cancel
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e (Optional) Click the Include all
replies check box.

This setting will enable
notifications for all replies to
all posts in a channel. This may o
. e . Channel notification settings

result in a lot of notifications, Marketing > Trade Shows
depending on how active the All mew posts

. Motify me every time there is a new post in this channel
channel is.

Banner and feed

Include all replies

i Channel mentions
G C I | Ck Save . Motify me each time this channel is mentioned Banner and feed

Your notification settings for the
channel are updated.

© 2020 CustomGuide, Inc. 47



Create a New Channel

A team can have any number of channels, so if you have been granted the proper permission, you can add

new ones when they’re needed.

a Click the More Options button
next to a team in the list pane.

o Select Add channel.

e Enter a name for the channel.

o Give the channel a description
(optional).

e Click Add.

The channel is added and is available
for everyone in the team to use.

@ Search or type a command

Your teams m Marketing > Trade Shows -
- n Marketing Conversations  Files Wiki Meeting Notes +
General 2 Hide
Trade Shows
B - rpool 10:24 AN
Website & Manage team | the trade show brochure with some new info, and
o & Add channel d be a great time to update the dient testimonials as
a Araujo Lucas Bodine have any really good ones come in
& Add member
G Leave the team ucas Badine 10:26 Al
£ Getlink to team just got one the other day that Il forward you!
Erika Araujo A
F¥1 the new booth is in! We're going to go thraugh setup and
takedown later today, so anyone that wants to see it now can
come help!
;: Kayla Claypool 1122 AM
| can't wait to see it!
« Reply
4 Kayla Claypool 1122 2M
fie | Our order of business cards arrived! Paul Tron
Start a new conversation. Type @ to mention someone.
' Join or creste 2 team & be & @ @M B Gt - B

Create a channel for "Marketing” team
Channel name

Strategy

Description (optional)

Help others find the right channel by providing a description

SIE m
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React to and Save Messages

Since channel conversations involve multiple people, they can move fast! You can react to messages to give
feedback or save messages that you need to refer to later.

React to a Message

Reactions are little bits of feedback that let you reflect how a message made you feel.

o Hover your mouse cursor over

“ Search or type a command x
a message.
Marketing > Trade Shows -+ Fuble
When you hover your mouse Marketing Comersations. Fies Wiki  Mesting Netes
over a message, a pop-up “h o
menu with some options Website & with some newnfo, o
. client testimonials as
appears above it. These .‘ ey really good enes came n
reactions will let you express § e
Whether you I|ke a message' . just gone one the other day that I'll forward you!
love it, or if you find it funny, vopae|-
surprising, sad, or angering. ,g 1 e e oot i n Welre going to go throrgliup and
takedown later today, so anyone that wants to 4 Bw can
. . . come help!
e Click a reaction button in the | (g, oo 13
pop_up menu. bl can't wait to see it!
. 4 Kayla Claypool 11:22 AM
The feedback is added, and the person $ | Our orcer of business cords arrived: Paul Tron
that made the post or comment is Startanew comversation.Type @ to mention someane.
notified. t' Join or create a team & be @ O @ B Gt -
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Save a Message

If a conversation is moving quickly and you feel the need to return to a specific message later, you can save
it so that it’s easier to find when you have time to review it.

The message is saved and can be found
later in your saved messages.

Hover your mouse cursor over

Search or type a command @ - o X

a message.

Aarketing

Click the More Options button
in the pop-up menu.

General
Trade Shows

Website

Select Save this message.

ot
" Join or create a team

&

| Marketing > Trade Shows - Foble

Conversations Files Wiki Meeting Notes
& Heply

this would be a great time to update the dient testimonials as
well, Erika Araujo Lucas Bodine have any really good ones come in

4 Kayla Claypool 10:24 4\
3 'm updated the trade show brochure with some new info, and
lately?

3 Lucas Bodine 10:26 A
just gone one the other day that I'll forward you!
« Reply /

venaee -
Erika Arauje 1027 A _ [l Save this message
FYl the new booth is in! We're going to b o
takedown later today, so anyone that wants tose  $8 Mark as unread
come help!
& Copylink
m Kayla Claypool 1123 &M _
{ can't wait to see it! M2 Translate
& Repl G Immersive Reader

& Tum off notifications

4 Kayla Claypool 11:22 AM
: Qur order of business cards arrived! Paul Tron
Start a new conversation. Type @ to mention someone.

b ¢ Q@B G - =

View Saved Messages

Your saved messages list lets you quickly find all the messages you’ve saved and view them in the context of
the chat or channel they were originally in.

Click your user icon.

Search or type a command

@@ -

Select Saved.

Your teams

Marketing

The List pane now shows all
the messages you've saved,
including the chat or channel
they were in.

General
Trade Shows

Website

ot
8" Join or create a team

&

Marketing > Trade Sho ¢ Kayla Claypool
Y. change picwre
Conversations  Files Wiki  Meeting Notes
Y Available >

(4 Set status message
4 Kayla Claypool 10:24 40

\g 'm updated the trade show (ZA T 1 Saved

this would be a great time toupdate 13 Settings

well. Erika Araujo Lucas Bedine have

lately?
Zoom @s%) + O

3 Lucas Bodine 10:26 A
just gone one the other day
Keyboard shortcuts
& Reply
About >

& Erika Araujo 10:27 A Check for updates
Yl he new booth isin! We'e 0In0 1,2 e mohile app

takedown later today, so anyone tha

come help!
Sign out
m Kayla Claypool 1123 M
can't wait to see it!

& Reply

4 Kayla Claypool 11:22 AM
: Qur order of business cards arrived! Paul Tron

Start a new conversation. Type @ to mention someone.

6 O@B & - =
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Click a message in the List
pane.

The message is displayed in the
Content pane, in context of the chat or
channel from which it originated.

Saved

3

Search or type a command

Marketing/Trade Shows n
Erika Arauje: FYl the new booth
is in! We're going to go...

Marketing/General n
Lucas Bodine: | brought in
some leftaver cookies from m...

m Marketing > Trade Shows -

Conversations  Files Wiki Meeting Notes =+

.

© Keph

Kayla Claypool 1024 41

'm updated the trade show brochure with some new info, and
this would be a great time to update the dient testimonials as
well. Erika Araujo Lucas Bodine have any really good ones come in
lately?

3 Lucas Bodine 10

G | just gone one the other day that I'll forward you!

o Reply

Erika Araujo 1027 A 1
FVI the new booth is in! We're going to go through setup and

takedown later today, so anyone that wants to see it now can
come help!

4£ Kayla Claypool 1123 M
J can't wait to see it!

& Reply

Kayla Claypool 1122 AM
QOur order of business cards arrived! Paul Tron

Start a new conversation. Type @ to mention someone.

e & @ W B o

v

Public

© 2020 CustomGuide, Inc.
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Manage Shared Files

In addition to sharing messages, you can use a team channel to share files amongst its members.

View a Channel File Library

Each channel has its own file library, separate from the other channels in the team, that houses all the files
that have been shared in it.

o Click a channel in the List pane. » E——— f o
e Click the Files tab. Marketing > Trade Shows =
Marketing C s Files Wiki MeetingNotes

We naglleran out of brochures at the last trade show, so we need
to gd ber run printed! |s there anything else we need to add
to theSiE order? Kayla Claypool Jeanne Trudeau

General

The channel’s file library appears in the
Content pane.

Trade Shows

Website

Pl Kayla Claypool 10:24 44
K updated the trade show brochure with some new info, and

this would be a great ti to update the dient testimonials as
well, Erika Araujo Lucas Bodine have any really good enes come in
lately?

3 Lucas Bodine 10:26 A
i 1just got one the other day that I'll forward you!

o Reply

Erika Araujo A

; FYl the new booth is in! We're going to go through setup and
takedown later today, so anyone that wants to see it now can
come help!

& Reply

Start a new conversation, Type @ to mention someone,

8" Join or creste 3 team & b & O @ B G - B
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Create a New Document

A channel’s file library looks similar to a chat’s file library but has a few extra features, including the ability to

create Office documents right from Teams.

“ Search or type a command

“ While viewing a channel’s file
library, click the New button.

Your teams m Marketing > Trade Shows -+

m Marketing o Conversations  Files Wiki  Meeting Notes  +

General

You can create a subfolderin a
file library or create an Office
document.

i Trade Shows
Trade Shows

Website 0 {1 New (2] Upload & Getlink

Select a file type. Folder

ll Word document

ﬂ Excel spreadshest

Enter a file name and click
Create.

@ PowerPoint presentation

An online version of the
associated Office app opens up
right in the Teams window.
Any changes to the document
are automatically saved.

18" Join or create a team &

&)

Create a new Word document
Word document name

Itinerary|

© 2020 CustomGuide, Inc.
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o Modify the document and click
Close when finished.

The instance of the Office app closes,
and you return to the file library.

Search or type a command

@ Itinerary.docx Start conversation Close

ltinerary - Saving.. @D Ssimplified Ribbon

File Home Insert Layout References Review v Open in Desktop App ¢ Search

v (v % | Galbiody) ~[11 v B I U - | iZv =~ o | &v| Ov B #

Trade show travel itinerany]

Psgelof1  4words  English (US) - 90% + Give Feedback w Microsoft
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Upload a File

You can also upload a file to a file library directly from your computer.

0 While viewing a file library,
click the Upload button.

e Select a file.

While you're limited to the
Office file types when creating
a new file, you can upload any

type of file.

e Click Open.

The selected file is uploaded to the file
library and can be viewed by anyone in

the team.

Search or type a command

Your teams
Marketing
General
Trade Shaws

‘Website

B8 Join or create 3 team

Marketing > Trade Shows -

Conversations  Files

& Trade Shows

] New ] Upload o Getlink

Type

[: 8]

Itinerary.docx

Trade Show Expensesxisx

Travel the World.docx

Wiki Meeting Notes +

&

Search or type a command

f - o

i Open

« v 4 [E s ThisPC 5> Documents

Organise v New folder

st Quick access
@ OneDrive

~ O This PC
_J 3D Objects
[ Desktop
%] Documents
¥ Downloads
B Movies
b Music
=/ Pictures

e Local Disk (C:)

File name:

brochure

~| 0

brachure

|

Search Documents

=

All Files (%.7)

i O ]

Cancel

P

X

Jain or create a team

@
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Share a Link to a Library

You can get a shareable link to a file library, which will send someone directly to the library without having
to navigate to it.

© Search or type a command

“ While viewing a channel’s file
library, click the Get link
button.

Your teams m Marketing > Trade Shows - Public
n Marketing Conversations  Files Wiki Meeting Notes  + e

i Trade Shows

A Get link dialog box opens,
with some links you can copy
and share.

Trade Shows

Website {1 New fi] Upload & Getlink

Tyee Mame o [o]

e Select Teams or SharePoint. brochure et
e Teams link: This will open W ey
the library in the Teams web B Trade Show Expensesalax
app when clicked. ] Travel the World.doc

o SharePoint link: This will
open this team channel
library on your
organization's SharePoint
site.

e Click the Copy button.

#' Join or create a team &

The link is copied and can be pasted
into a chat or email.

Get link
Trade Shows

Microsoft Teams
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Manage Team Membership

If you're a team owner, you can add and remove team members, as well as manage team members' roles.

Add a Member

Click a team's More Options
button.

Select Add member.

Start typing a person's name,
then select them from the
suggestions menu.

Click Add.

The new team member is
added. If you have more than
one team member to add,
continue typing names and
clicking Add.

Click Close.

The team members are added.

1 Search or type a command

Your weams

- m Marketing

General P
Trade Shows
Website &
Q-
e
)90
18" Join or create a team &

u Marketing > General - Puble

Conversations  Files Mesting Notes  Wiki  +

Hide

Manage team

Add channel

7 Add member

Leave the team

Get link to team

o

o 1005 AM

one, I'm out of the office next week, so if you need
, make sure to ask me before Friday.

I

ayla Claypool 10:07 AM

tave fun on your trip!

ucas Bodine 10:07 41
hanks! Have fun!

& ey
Lucas Bodine A 5
brought e leftover cookies from my party this weekend!
They're in the break room, and fair game for anyone.
Collapse sl
e Jeanne Trudeau 10:42 A
Thanks! They were delicious!
& Reply
Start a new conversation. Type @ to mention someone.
e ¢ @ W B G o B

Add members to Marketing

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your arganization as guests by typing their email addresses.

) Reed Stephens x

9
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Manage Team Member Roles

If you’re a team’s owner, you can change other team members’ roles, promoting someone to an owner or

demoting an owner to a regular member.

0 Click a team's More Options
button.

e Select Manage team.

The Members tab shows the
team owners in a separate
group from the rest of the
members.

e Click a group heading to
expand the group.

o Click a member's Role list
arrow.

There are only two roles a
team member can have,
Owner and Member. Owners
have permission to manage the
team settings, while members
do not.

e Select a role.

The team member’s role is updated.

Search or type a command

Your teams
Marketing
General
Trade Shows

Website

1 Join or create a team

Marketing > General - Pl

Conversations  Files Meeting Notes  Wiki

& Hide sjo 1005
iio A
one, I'm out of the office next week, so if you need

25 Manae o  make sure to ask me befors Friday.
£ Manage tesm !

=] Add channel
ayla Claypool 10:07 AM

= Add member tave fun on yeur trip!

=
Y wve th
e Leave the team Incas Bodine 10:07

& Getlink to team kst Have fumt

o ey

! Lucas Bodine 10:01 A 5
brought in some leftover cookies from my party this weekend!

They're in the break room, and fair game for anyone.

Collapse 2l

e Jeanne Trudeau 10:43 A
Thanks! They were delicious?

& Reply

& Kayle Claypool has added Reed Stephens o the team.

Start a new conversation. Type @ to mention someone.

& b & © @ B Gt -

v

Search or type a command

Your teams
Marketing
General
Trade Shows

Website

B8 Join or create a team

Marketing Bublic

This test team is for the development of our Teams course

Members Channels  Apps

Search for members Q

Owners (1)
Hame Title Location Role
w Kayla Claypool Owner v

Members and guests (&)

Name Title Location Aol
e‘ Reed Stephens Member ~ X
3 Erika Araujo Member ~» X
G Jeanne Trudeau Quiner P
Member
_%l Paul Tron Member v X
& 3_ Lucas Bodine Membe B
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Remove a Member

If a team member is no longer needed on the team, you can remove them from the Manage Team window.

0 Click a team's More Options

button.

o Select Manage team.
e Click a member's Remove

button.

The team member is removed from the

team.

Search or type a command

Your teams

5 m Marketing

General

Trade Shows

Viebsite o B Manage tearm
I

Jgin or create a team

o m Marketing > General -

Conversations  Files Meeting Notes Wik +

' Hide o 1005 A
one, I'm out of the office next

 make sure to ask me before Friday.

Public

so if you need

= Add channel
ayla Claypool 10:07 AM
o
< Add member lave fun on your trip!
fe Leave the team | A ——
3 ' Have fun!
& Getlink to team hanks! Have fun!
[——
§ Lucas Bodine 10:01 A B
brought in some |eftover cackies from my party this weskend!
They're in the break roam, and fair game for anyone.
e Jeanne Trudeau 10:43 A
Thanks! They were delicious?
& Reply
& Kayle Claypool has added Reed Stephens o the team.
Start a new conversation. Type @ to mention someone.
& 2O @B & - =

Search or type a command

Your t=ams

m Marketing

)

General
Trade Shows

Website

Join or create a team

Marketing -
This test team is for the development of our Teams course

Members Channels  Apps

Search for members Q
Owners(2)
Name Title Location

& Koo Caypoo
5‘\ Paul Tron

Members and guests (5)

Mame Title Location

";‘ Reed Stephens

ﬁ Erika Araujo

© e

3_ Lucas Bodine
&

Public

Owner v

Role

Member ~ X

Member ~ 6

Member ~ X

Member ~ X

© 2020 CustomGuide,

Inc.
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Leave a Team

If you’re no longer needed on a team, you don’t need to wait for a team owner to remove you. You can
leave a team voluntarily as well.

“ Click a team's More Options
button.

e Select Leave the team.

& Search or type a command

Your teams ° Marketing Public

. m Marketing y This test team is for the development of our Teams course

General & Hide
You will be prompted if you're Tack Shows [ Ao
Website 23 Manage team . o
sure that you want to leave. . e =@

S Add member

=
Title Location Role
% Leave the team

Get link to team 200l Owner v

e Click the Leave the team
button to confirm that you
want to leave it.

‘le Paul Tron QOwner v

Members and guests (4)

You are removed from the team and

will no longer have access to any of its q, ca s b
o Araujo lember
channels.
e Jeanne Trudeau Member v X
35 Lucas Bodine Member X
' Join or creste a team @& *.g Alisha Natvig Member v %

Leave "Marketing" team

Are you sure you want to leave the team "Marketing"?
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Manage Team Settings

If you’re a team’s owner, you can customize several settings to change how the team looks and works.

Edit a Team

You can edit a team’s basic properties in the Edit Team window.

o Click a team's More Options
button.

e Select Edit team.

The Edit Team window opens,
where you can edit some of
the team’s basic properties—
its name, description, and
privacy level.

e Edit a team's basic properties.

o Click Done.

The team’s name, description, and
privacy settings are updated.

& Search or type a command

. ¢ m Marketing > General - e

. m Marketing Conversations  Files Mesting Notes  Wiki  +
General & Hide lio 1005 A
Trade Shaws one, I'm out of the office next week, so if you need
Website & Manage tesm  make sure to ask me before Friday.
= I
=] Add channel
o ayla Claypool 1007 &M
< Add member {ave fun on your trip!
4% Leave the team | I
o £ Edit team banks! Have fun!
o Getlink to team
- [ A 5
Delete the t
W Delete the tzam tin some leftover cookies from my party this weekend!
- They're in the break room, and fair game for anyone.
Collapse 2l
c Jeanne Trudeau 1045 A
fio  Thanks! They were delicious!
Reed Stephens 1050 A1
Thanks a lot!
& Reply
Start a new conversation, Type @ to mention someone,
t" Join or creste 3 team & b 2 @@ B G - B

Edit "Marketing” team

Cellaborate closely with a group of people inside your organization based on project, initiative, or
commen interest. Watch a quick overview

Team name

Marketing

Description

This test team is for the development of our Teams course

Privacy

Private - Only team owners can add members
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Manage a Team's Advanced Settings

You can access more advanced options for a team

o Fun Stuff: This category

in the team’s Settings tab.

Click a team's More Options

“ Search or type a command {a = o
button.
Marketing > General - s
Se|ECt Manage team. Marketing Conversations  Files Mesting Notes  Wiki
Click the Settings tab. ; fh /f Wt :Ez:k'sﬁ{uéittzf;;:::;:;?F‘._v_:: S
Here, you have a few more [ e Lo e
settings categories. i ‘“;d .
e Team Picture: This lets you f e [
add a custom picture for the N —
team’s thumbnail, instead of e e ey ey e
the default text. f
@ e e ceious
e Member Permissions: These s
settings control whether Trerksalot
team members can create o
new channels, add apps, and et anew conversetien Type @ fo menten semecne
edit or delete their e O oo E e -
messages.
e Guest Permissions: This e P f - o
category lets you control }
whether guests can create e g oo e
or delete channels.
Trade Shome Members  Pending Requests  Channels  Settings  Apps
e @mentions: This category Website + Team picture 2kd i Ppcture
lets you control whether
members WI“ be allowed to » Member permissions ‘E""ji\sz"an"el creation, adding apps, and
use @mentions to send . Guest permissions erabie chanmel cretion
messages to the entire team
ora SDECiﬂC Chann8|. » @mentions -‘C"h::if:r;;,hucauuse @team and @channel
e Team Code: These settings + Team code Share s code s0 people can i the tearm
let you reset, remove, or e mme——
copy the team code. » Funstuff Allow emdji, memes, GIFs, or stickers

controls whether team

8" Join or create a team

@

members will be able to use
emaoji, GIFs, stickers, and
memes.
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Change a Team’s Picture

If you want to have a more descriptive image thumbnail to represent a team, you can update it from the
team’s Settings tab.

© Search or type a command

“ From the team’s Settings tab,

click the Team picture heading
i Yourteams Marketing ' privace
to expand It' m Marketi m This test team is for the development of our Teams course
rketing
H H General
The current team pICture IS - Members  Pending Requests Channels  Settings Apps
rade Shows —_—
shown. Webste
= Team picture Add a team picture
e Click Change picture. 6 m
Click Upload picture.
o Change picture
+ Member permissions Enable channel creation, adding apps, and
mare
+ Guest permissions Enable channel creation
+ @mentions Choose who can use @team and @channel
mentions
» Team code Share this code so people can join the team
directly - you won't get join requests
1" Join or create a team & » Funstuff Allow emaji, memes, GIFs, or stickers

Change picture

2] Upload picture

il Delete
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Select a picture.

Click Open. w6 Open X

« « 4 [E s ThisPC > Documents v|®| | Search Documents P

The image is uploaded, and a
preview of it appears.

Organise ¥ New folder E~- m @

> 7 Quick access

& 9O

Click Save. > @ OneDrive
. . ~ [ This PC
The image is set as the new > 730 Objects

marketing-team

team image. > B Desktop
Documents
o Click Close.

>
> J Downloads
> [ Movies
The team will now be represented by ’
the uploaded image.

b Music
[&=] Pictures
i Local Disk (C:)

File name: | marketing-team ~ | AllFiles (%)

Change picture

@ Upload picture

il Delete
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Use Wikis

Each team channel can have one or more wiki pages, which
information and notes available for later reference.

View a Wiki Page

Click a team channel's Wiki
tab.

The wiki screen opens. Wiki
pages can be short documents,
or they can contain multiple
pages with multiple sections.

Click the Expand Wiki menu
button.

Every page and section of the
wiki is listed.

Select a page or section within
a page.

The wiki tab now displays the selected
section or page.

Edit a Wiki Page

Wiki pages are not static documents. They can be edited by anyone with access, making them excellent

collaboration tools.

Click a section in the wiki page.

Search or type a command

E Marketing

General
Trade Shows

Website

' Join or create a team

Marketing > Trade Shows -+

Conversations  Files  Wiki v b Notes

Trade Show Schedule +-

1ol
2qQ2
3.Q3
S go, CA - January 18-21
408 tending

Equipment List don, UK - March 4-9

ouver, BC - May 27-30

members of that team can use to keep

- Chicag, IL - June 12-14

ston, MA - July 8-11

lanta, GA - August 15-16

& ] New page

- Minneapalis, MN - September

© Search or type a command {a = @ =
Once you click within a text Marketing > Trade Shows -
field in a wiki page, you can BA varketing Tnrms s (D RS sl
begin editing it. e =[B 7 Uus v inm ===
. . . Website i i
e Start typing in a section. ’ Equipment List
. . St Closet
o Use the formatting options to oresetee
* Booth + Table
format text. ¢ brmaen cre
. Extr’a USSi"argmg plugs
Print Shop =]
Business cards
15" Join or create a team &
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Mention People on a Wiki Page

Since wiki pages are collaborative, you can work on them with other people on your team. If you need a
specific person's input somewhere, you can use @ mentions to get their attention.

While editing a wiki page, type
an @ symbol followed by the
beginning of a person's name.

Select a person from the
suggestions list.

The selected person will get a

notification that they were mentioned

in the wiki page.

Search or type a command

Your teams
E Marketing

General
Trade Shows

Website

B Join or create a team

Marketing > Trade Shows -

Conversations

Files Wiki ~  Meeting Notes

U Si% A s =

Equipment List

Last edited: 6/13

Storage Closet

* Booth + Table

Extension cord
Power strip

Extra USB charging plugs Suggestions

{_- Paul Tron
<&y o

paulcustomguide

Print Shop

 Business cards — Check with @Paul

@
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Start a Section Conversation

While wiki pages themselves are collaborative and can be edited by anyone, you don’t necessarily want a lot
of discussion happening on the content page itself. Instead, you can discuss a section of a wiki page in its

own separate conversation thread.

o Click the Show section
conversation button at a
section's right margin.

A conversation pane appears
on the right, showing the
conversation thread for that
section of the wiki page.

e Enter a message and click
Send.

You can chat with other team
members about this section of the wiki
page, and the conversation will also
appear in the team channel.

“ Search or type a command @ - o x
Your teams Marketing > Trade Shows - e
E Marketing Conversations  Files Wiki~  Meeting Notes -+ @ O

General = B 7 U & =AM 2 2 =E @

Trade Shows

Website

8" Join or create a team

Equipment List

Last edited: 6/12

Storage Closet
= Booth + Table
« Extension cord

« Power strip
« Extra USE charging plugs

Print Shop P |

» Business cards — Check with Paul Tron

& Search or type a command = @ &=
Vaurams Marketing > Trade Shows - i
Marketing Conversations  Files Wiki~ Meeting Notes + P S A

General =
Trade Shows
Website . . i x
Website Equipment List Conversation
Last edited: Just now
11:58 AM
Storage Closet The conversation about Print
Shop in Equipment List has
s Booth + Table begun.
* Extension cord
« Power strip
* Extra USB charging Print Shop in Equ...
11:58 AM
Print Shop Paul Tron was mentioned in
Equipment List.
* Business cards —C
The new business cards are m!l -
& Join or create a team & A = = = 4
b € © B B O e B
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Meetings

You can use Teams to conduct meetings via conference
call while also taking advantage of other collaboration
features. You can switch between video and audio calls
while also sharing your screen or a PowerPoint
presentation.

In this module, you will learn how to schedule
meetings in Teams and how to join those meetings
when they’re scheduled to start. You’ll also learn how
to manage meeting attendees, take meeting notes, and
record a meeting for later viewing. Finally, you’ll learn
how to manage your audio and video settings, share
your screen, and edit or cancel meetings that have
been scheduled.

Objectives

Schedule a Meeting

Join a Meeting

Manage a Meeting

Take Meeting Notes

Record a Meeting

Manage Audio and Video Settings
Share Your Screen

Edit and Cancel Meetings

© 2020 CustomGuide, Inc.
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Schedule a Meeting

By scheduling and conducting meetings right within Teams, you can easily work with remote colleagues
online, or, meet with co-located colleagues without needing to find an available meeting room.

Schedule a Meeting

Meetings in Teams can be scheduled from the Calendar view.

“ Search or type a command

o Click the Calendar icon on the

App bar.

Calendar
The Calendar view displays a by (> Srptmimr2H8
timeline of your work week, 09 10

fondsy Tuesday

with any meetings that may be
scheduled.

o Click New meeting.

The New meeting dialog box
opens, where you can add
meeting details, such as a title,
location, start and end time,
and additional details.

Enter the meeting's details.

Select a team channel or select
invitees individually.

If you choose to host the
meeting in a team channel,

everyone in that team will be . 9
able to join. If you instead e
InVIte people dlreCﬂy, |t Wonlt Title Select 3 channel 1o mest in

Travel Plans Marketing / Trade Shows

appear for the rest of the
Location Invite pecple
team. e "v:e someone

Click Schedule. e epaat O | organier
Sep 11,2019 10:00 AM Sep 11,2019 11:00 AM ;«F Kayla Claypool

tayla@customguide.com

@ Scheduling assistant

The meeting is scheduled. It will s

appear on your calendar and, if it's a W AT Eariz rmieains
team channel meeting, in that
channel's conversation as well.

S ¥ A M pasgmphe T, | = oz e

Let's meet to finalize the travel plans for our upcoming trade shows

&
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Join a Meeting

You'll have several different ways to join a meeting in Teams, depending on how you were invited.

Join a Meeting from a Channel

If a meeting is being hosted in a team’s channel, you can join that meeting from within that channel’s

conversation view.

o Click the Teams icon on the

Search or type a command

App bar.
e Select a team channel.

Your teams

B Marketing

Marketing > General * i

Conversations  Files Meeting Notes  Wiki

. . . General 3 Erika Araujo 1007 A
Even if the meeting hasn't Tradie Shows , 5 Pl cveryane, [ out of the offce next wesk, 50 ifyou ned
. Webeite 5/ anything, make sure to ask me before Friday.
started yet, you can still see Cotapee
the meeting in the channel | @, e fomomyour
conversation. & s
. . . & Reply
e (Optional) Click a meeting to
view its details. a lu:i:su;: e Ieftover cookies from my party this weskend! :
They're in the break raom, and fair game for anyane.
Once anyone joins the Colpe o
meeting, a banner appears @ o oy seious:
above it in the conversation. [ J e
This banner shows how long « Rty
it's been gOing onl and Whols Start a new conversation, Type @ to mention someone,
already jOined. t" Join or creste 5 team @ A 2 @@ B G - B
o Click the Join button.
After you click Join, you'll be @ o -
prompted to configure your .
. . . Your teams " Marketing > Trade Shows -+ Frivee
audio and video settings. — R J
Marketing Conversations Files Wiki Meeting Notes +
General d Kayla Claypool Yesterday 11:53 AM
Trade Shows "g Paul Tron was mentioned in Equipment List.
‘Website The new business cards are in!
& Reply
’ :'s Kayla Claypool 2:33 AM
! Let's meet to finalize the travel plans for our upcoming
trade shows
| Wednesday, September 11, 2019 @ 10:00 AM
W Meeting started
& Reply
Start a new conversation, Type @ to mention someone,
8" Join or creste 5 team & A 2 @@ B G - .
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Configure your video and audio | T S p—

settings.
You can toggle both your T T e T
camera and microphone. If you [ Travel Plans

have multiple cameras or
microphones, you can click the
Settings icon to select which
camera and microphone to
use.

Click Join now.

{23 PC Mic and Speakers

When you join the meeting,
you can see the other
participants represented by
either their video feed, or an
icon if they're not sharing their
video.

s Audio off (=] Add arcom

A row of controls will also
appear along the bottom,
where you can toggle your
camera and microphone, as
well as access other sharing and
audio/video options.




Join a Meeting from the Schedule

Your schedule will display all of your meetings, both those in team channels and those you’ve been invited

to directly. Any meetings and appointments made on your Outlook calendar will also appear. You can join

Teams meeting directly from your calendar.

“ Click the Calendar icon on the
App bar.

e Select a meeting.

That meeting’s details appear,
showing its scheduled time,
location, and invited
participants.

e Click Join.

Next, you'll be given a chance
to configure your A/V settings,
toggling your camera and
microphone.

& Search or type a command

Calendar

Today £ > September 2019 -

09 10

E Work week
Wednesday Thursday Friday
Travel Plans
Marketing / Trade Shows
Kayla Claypool

=]

——————

SEO Research
Marketing / Websitz | &

©

SEQ Research

Wednesday, September 11, 2019
2:30 PM - 4:00 PM (30 minutes)
Marketing / Website

Vugnm's rzzting
cept 7 Tentative X Decline

Chat with participants

Join Microsoft Teams Meeting

Leam more about Teams | Meeting options

Organizer
Lucas Bedine
Organizer
Attendees

Marketing

Unknown

M

;ﬂg Kayla Claypool

Accepted

This is a Microsoft Teams online meeting. Everyone can join anline.

© 2020 CustomGuide, Inc.
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Configure your video and audio
settings.

o Click Join now.

You join the meeting, seeing other
participants represented by their video
or user icon. You'll also see a row of
controls near the bottom of the

window.

Search or type a command

Choose your audio and

SEO Research

settings for

3 PC Mic and Speakers

[%] Add a room
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Leave a Meeting

When a meeting has concluded, you can leave it by hanging up.

0 CIiCk the Hang Up bUtton On “ Search or type a command
the meeting controls bar.

You leave the meeting and return to
the channel conversation.

Jeanne Trudeau %
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Manage a Meeting

While a meeting is in progress, there are several ways to manage the record of the meeting and the people

participating in it.

View a Meeting Conversation

Every meeting also has a text conversation that you can use, which will be saved after the meeting is over.

o Click the Show Conversation
button on the meeting controls
toolbar.

The meeting chat pane opens
on the right, showing the
conversation so far.

e Enter a message in the Reply
field and click Send.

e Click the pane's Close button.

The pane closes, and the meeting takes
over the whole window again. When
the meeting is over, the conversation
will be found in the team channel that
the meeting took place in. Or, if it’s not
part of a channel, the conversation
appears in your chat history.

Search or type a command @ = O

Meeting chat ®

938 AM

Let's meet to finalize the travel
plans for our upcoming trade
shows

Travel Plans ..
Wednesday. Septemb...

.%‘ PaulTron 10:03 A
'® s everyone ready? Where's
Enka?

.
£
)

Paul Tron Jeanne Trudesu

I'l check with her| 4

o ¢ @ E B - B

P I ae— 9 - O

Meeting chat X

238 AM
Let's meet to finalize the travel
plans for our upceming trade

Travel Plans. .
Wednesday, Septemb._

‘%‘ Paul Tron 100 &
® s everyone ready? Where's
Erika?

1003 AM

I'll check with her

Paul Tron Jeanne Trudeau

Reply

A é QW E - B
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View Meeting Participants

If you're in a meeting with several people, it can be challenging to keep track of who's there. You can view a

list of all participants to see everyone involved.

0 Click the Show Participants
button on the toolbar.

The People pane opens, where
you can see all the participants
in the meeting.

Below the list of participants,
you’ll see a list of suggested
participants.

e Click the People pane’s Close
button when you're finished.

The People pane closes.

Invite Participants

Search or type a command ":? -

People

Invite someone

Currently in this meeting (3)
(£, rayis Claypool

o faviaClaypoo
c Jeanne Trudeau

L)

ﬁ.. Paul Tron

Suggestions (2)

ﬂ Erika Araujo

k) Alisha Natvig

If you need someone new to join a meeting after it’s started, you can invite them to join through the People

pane.

0 Click the Show Participants
button on the toolbar.

9 Click a suggested person's
More Options button.

e Select Ask to join.

A call is automatically placed, and the
invited person can choose to join the
meeting or reject the call.

Tip: If the person you want to invite is
not in the Suggestions list, you can
enter their name in the Invite
someone field and select them from
the search results.

Once you're finished adding
participants, you can close the People
pane.

Serrn e s T @ ~

People

Invite somecne

Currently in this mesting (3)
(£, raytsClaypool

o fayiaClaypoo
c Jeanne Trudeau

L)

‘%.. Paul Tron

Suggestions (2)

ﬂ Erika Araujo

o Ackioioin
&> Ask tojo

© 2020 CustomGuide, Inc.
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Mute and Remove Participants

You can also mute another meeting participant’s microphone (for example, if they stepped away from the
meeting and have a background noise causing disturbance), or remove them from a meeting entirely.

o Click the Show Participants
button on the toolbar.

e CIiCk a personls More Options < 1 Search or type a command Q — O
button. -

. People
Here, you have some options

to manage a person. You can
mute their microphone, which

Invite someone *

Currently in this meeting (5) Mute 3

will prevent everyone else in §, xerecaroo
the meeting from hearing their &, s
audio. You can also remove [
them from the meeting & oroae
entirely. £ puaton

X O Mute participant
SOgSstior

42 Pin

e Select Mute participant or

Remove participant. o~ Remove participant
That person is muted or removed from
the meeting. They’ll be able to rejoin
the meeting or unmute their

microphone at any time.
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Take Meeting Notes

If you're having a productive meeting, you can take notes to capture main points without leaving the
meeting window.

Take Meeting Notes

You can start taking meeting notes by opening the Meeting Notes pane.

Search or type a command

° Click the More Actions button
on the meeting controls
toolbar.

e Select Show meeting notes.

The Meeting Notes pane opens
on the right. If meeting notes S
have already been started for ' . (5] Sem s fng it
this meeting, they'll be
displayed. Otherwise, a new
note appears.

O Enter full screen

% Start video with blur

i Keypad

. . . . © Start recordi
Click in the notes text field. AiEL r- .
[ Tum off incoming video i

Type your meeting notes.

mY @ e B OB e~
Notes will automatically be ‘““"“ Wiy )
saved as you fill them out, so
there’s no need to manually

save.

o Use the available formatting . Serch or type a ommand ® - o
options to format the note
text. Meeting notes X

0 (Optional) Click the New SR
Section button to add a new Notes o

section.

Filling out the airport carpool
¢ Lucas Bodine
Erika Araujo

+ Kayla Claypool

Adding more sections to a note
can help you keep separate
topics organized.

A &Y

i ]
Lucas Bodine Erika Aruil| ‘i\\\{.f L
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o Click the Close button at the

top of the Meeting Notes pane.

The Meeting Notes pane closes. If you
need to take notes again later in the
meeting, you can reopen it and resume
taking notes where you left off.

Paul Tron

&

Lucas Bodine

A 5y
w8 ] R R

Meeting notes

Filling out the airport carpool
* L ne

« Erika Araujo
+ Kayla Claypool

Q3 Shows

Jeanne Trudeau Discussed who wants to attend the Q3
shows

\\\,ﬂ -

Notes '3
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View Meeting Notes

After a meeting has concluded, you can check the notes that were taken to refresh your memory as an

attendee or get caught up if you missed it.

View the team channel or chat
the meeting took place in.

Search or type a command

Teams v P Marketing > Trade Shows - e
e CIiCk the Meeting NOteS tab- S Conversations  Files Mesting Notes~  Wiki + @ O -
H A7 Aarketing -
If a channel has held multiple e
meetings where notes were Tace Shows Ynitied page
taken, they'll be saved as Website Notes °
separate notes pages. Filingout th arort carpeol
* Erika Araujo
e Click the Expand Wiki menu » Kayia Claypool
button.
Q3 Shows
o Select another page_ Discussed who wants to attend the Q3 shows
The selected notes page is displayed.
1" Join o create a team &
© Search or type a command @ — a X
Teams v Marketing > Trade Shows - FEEE
B Conversations  Files Meeting Notes ~  Wiki  + " O -
Marketing =
General Untitled page
Trade Shows 1. Notes
Website 2.Q3 Shows @
Expo Prep
the Q3 shows
18" Join or create a team & €] Newpage
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Record a Meeting

You can record a meeting as a video, allowing people who missed it to view it later. A meeting video will be
saved to the Microsoft Stream service, where it can be viewed later.

Record a Meeting

Before you record a meeting, make sure that everyone involved knows that a recording is being made. You
can start recording after the meeting has begun.

o Click the More Actions button
on the meeting controls bar.

e Select Start recording.

Search or type a command

When the recording starts,
everyone in the meeting will

)

be notified. {3 Show device settings
[ Show meeting notes -
e Click Dismiss to clear the

recording notification. : 1 Enter fll screen

. . . . & /8 Start video with blur
While the meeting is being 5 eypad
recorded, a recording icon will @ oo
appear to remind everyone Bl _ﬂ |

involved. W oy

o ~~ t
"
1A S
Al m\ (:{ I

When you've finished the part
of the meeting that you want
recorded, you can stop
recording.

Search or type a command

A You're recording Let everyone know that they're being recorded. ; i Dismiss

@’

-~
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o Click the button B Seaech o type a commmord
again.

o Select

A dialog box asks you to
confirm that you want to stop
recording.

[E Show meeting notes

o Click the )
-' I Enter full screen

button.
Start video with blur
. . w
Once the recording stops, it needs to : . © Stoprecor
: e o
be processed and saved to a service 7 ey e A
—

called Microsoft Stream. This process
will take a few minutes, depending on
how long the recorded meeting was.

When the processing is finished, the
recording will be available to watch and
share.

Stop recording?

If you stop, the recording will end at this point.

Cancel Stop recording

.
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View a Meeting Recording

Once a meeting recording has finished processing on Microsoft Stream, it will appear as a thumbnail in the
team channel or chat the meeting took place in.

0 Click a meeting recording in » — f - o
the meeting's conversation
feed. Teams v Marketing > Trade Shows - P
R Col ns Files Meeting Notes Wiki
The video of the recorded FA tsrkeing
meeting will appear in a media Q2 | o S £ e, Kata Claypo were mentonsd i
Trade Shows
player. Website
e Click the Play icon to play the P ———
video. ‘,g ;tﬂ'i.;nastta finalize the travel plans for our upcoming trade
. [y e Pns
The recorded meeting plays. Wenessa,Segtemier 11,2019 @ 1020 A
. é
You can use the media controls - 15ea
to move forward or backward s
in the video, or even adjust the T
playback speed. I
o Click the Close icon when U
art a new conversation. ,’PE‘LtD mention someone.
you're finished. t8" Jain or create a team & b & Q@ B Gt B

The media player closes.

Meeting in “Trade Shows"

e
P 49 000/ 135
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Share a Meeting Recording

You can share a meeting recording with someone who wasn’t able to attend. There are several ways you can
share a meeting recording.

Click a meeting recording's
More Options button.

Here, you have several ways to
share a meeting recording.

e Open in Microsoft Stream
opens the meeting
recording in a web browser.

e Share lets you change the
permissions for the meeting,
allowing more people access
to it.

e Get Link copies a link to the
video to the clipboard.

o Make this a tab allows you
to create a tab at the top of
the chat or channel that links
to the video, making it easier
for everyone to find.

Select one of the sharing
options.

Search or type a command

Teams

E Marketing
General

Trade Shows

Website

1 Join or create a team

Marketing > Trade Shows -

Conversations Files Meeting Notes  Wiki

&

*»  Open in Microsoft Stream

= Share
q Kayla Claypool 233 A1
Let's meet to finalize the tral B o Getlink
shaws [9 Make this a tab

1} Learn more

& Report a problem

S]]

Start a nev rsation. Type @ to mention someone.

Ae &

Different sharing options may have
additional steps. For example, if you

select Share, you'll need to specify who

you want to share the video with.
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Manage Audio and Video Settings

While you're prompted to set up your audio and video settings whenever you join a meeting, you're also
able to change those settings again after joining.

Toggle Camera and Microphone

While in a meeting, you can use the buttons on the meeting controls bar to toggle your camera and
microphone on or off.

° Click the Camera or
Microphone buttons on the
meeting controls bar to toggle
them off or on.

Search or type a command

While a device is turned off, its icon is
changed to have a slash through it.
Click it again to turn it back on.

When your camera feed is on, your
video will appear as a thumbnail in the
bottom-right corner.

86



Blur Camera Background
While you're sharing video, you can blur your background to prevent anything distracting from appearing
behind you.

0 Click the More Actions button

on the meeting controls bar.

e Select Blur my background.

Search or type a command

Your background is blurred. You can
select this option from the menu again —

R | k Show device settings
to toggle it off. - =% Enter fll screen

00 Hold
£+ Transfer
Consult then transfer
Blur my background
i Keypad

@ Tumn off incoming video

M e G

Change Audio and Video Devices

Depending on your computer's setup, you may have more than one microphone or camera. You can switch
between these devices during a meeting.

Search or type a command

0 Click the More Actions button
on the toolbar.

e Select Show device settings.

The Device Settings pane

opens, and you can see your A
. . . 3 i A 9
audio and video device T EJ
Options. = ter full screen
00 Hold

The speaker and microphone % e
setup that you're currently T

. . . Don't blur background
using will be listed under the L
Audio Devices heading. You e r _

can also see your speaker
volume setting, and your
current microphone input
levels.

You can see the camera that
you're using under the Camera
heading.
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Changes you make to your audio and
camera devices will take effect

Change your audio or camera

device settings.

immediately.

Paul Tron

Search or type a command

Device settings

Audio devices

PC Mic and Speakers

Speaker

Speakers

0]
Microphone
Microphone

&

Camera

HD Camera (Display)

Meeting settings

o
3

Private viewing
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Share Your Screen

You can share your screen during a meeting, which allows all the participants to see the contents of your
screen. You can show off images, documents, and anything else on your screen.

Share Your Screen

Click the Share Screen button
on the meeting controls bar.

A pane appears at the bottom
of the meeting screen, where
you can choose to share your
entire desktop, or a single
window.

Select a desktop or window to
share.

While sharing your screen, the
part being shared will be
outlined in red. A small
meeting window will also
appear in the corner with some
basic meeting controls.

Click the Stop Sharing button
when finished.

The screen sharing stops, and the
bigger Teams meeting window
reappears.

Search or type a command

Paul Tron

[ Include system aw’

PowerPoint

|

Employes Orientation

a

< S

elearning

Microsoft Office Trainini >

O {ny ) | httpsy//www.customguide.com/

Custom

Proven Learning Method

Measure existing
skills with simulation-
based assessments

Improve skills gaps
aitbh hite sizad

Browse ‘Whiteboard
%
Microsoft Whiteboard

mn
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Share a Presentation

You can also share a PowerPoint presentation in a meeting and control that presentation from right within
the Teams meeting window.

Search or type a command

o Click the button
on the meeting controls bar.

Shortcut: In addition to the
desktop and open windows,
the screen sharing pane will
display some recent
PowerPoint presentations
you've opened on your team's
SharePoint site or your
OnebDrive. If the presentation
you want to share appears
here, just click it.

Paul Tron

() Inchude system audio

Desktop PowerPoint

: " $ Browse Teams and Channels

o CliCk . - oo a OneDrive

= _ ‘mployee Orientation 0 *|  Upload from my computer

You can browse for a SO - ‘
presentation in a team
channel's file library, select one
from your OneDrive, or upload
a presentation from your

|

computer.
Search or type a command
o Select a location.
i Open
o Select a presentation. € ot [ Thepc > Documens w[o] [[Search Documents
Organise »  New folder =
e Click
F Quick access
The presentation is uploaded & Onedrive m
to the file library of the ~ B ThisC
meeting's team channel, or to S Cvenristion
your OneDrive if the meeting ] Documents
isn't taking place in a team ;';W‘”
channel. b wusic
| Pictures
Once the presentation is i Local Disk (C)
uploaded, it starts on the first
slide. A small controls bar File nsme: | Giving a Great Presentetion | [anFies )

appears, showing your
progress and letting you
navigate through the
presentation.
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o Use the left and right arrows ‘ T —
to navigate the presentation.

As you move through the
presentation, everyone else in
the meeting will automatically

move through it with you. What Do You Want To
o Click the eye icon to toggle Know After Today’s

private viewing.

Presentation?

While private viewing is
enabled, meeting participants
will be able to move through
the presentation on their own.
If private viewing is disabled,
everyone will be restricted to
viewing the slide that you're
on.

e Click Stop presenting.

The presentation closes, and the Teams
meeting window returns to normal.
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Edit and Cancel Meetings

Once you've created and scheduled a meeting, you can still make changes to it by rescheduling it, changing
its name and description, or inviting additional people.

Edit a Meeting

o Select a meeting to view its
details.

e Click Edit.

All of the meeting's details are
now open for editing.

“ Search or type a command

A - o

Calendar

Today < September2019 -~

Monday

—_—

Q4 Trade Show

Marketing / Trade Shc &3

23 24 25

B Work week

26 27

Q4 Trade Show Scheduling
Monday, September 23, 2019

2:00 PM - 2:30 PM (30 minutes)
Marketing / Trade Shows

You are the organizer.

X Cancel meeting

Join Microsoft Teams Meeting

This is 3 Microsoft Teams online mesting. Everyons can join online.

Organizer
p Kayla Claypool
{ Organizer

anendees

Marketing
Unknown
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e Edit a meeting's details.

Marketing / Trade Shows

You can Cha nge the meet|ng’s Title Select 3 channel to meetin
. 0 Trads Show Schedulin Marketing / Trade Shows
name, date, time, and 2 :

. . . . Location nits people
dESCI’IptIOH. You can also invite Marksting / Trade Shows v nuite someone
additional people to the ] ] .

Start End Repest | J Organizer
meeting from this screen. Sep 23,2019 230PM Sep 23, 2019 300 PM @ ecors

Free: Sep 23 230 - 3:00

o Click Update when you're . T —
fInIShed B 7 U S ¥ A M rpasgeph T, = = e m Marketing

Unknown

The meeting’s details are updated.

Join Microsoft Teams Meeting

Learn more sbout Teams | Meeting options
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Cancel a Meeting

You can also cancel a meeting when it’s no longer needed, or if the people that need to be there can’t make
it.

0 Select a meeting to view its

“ Search or type a command
details.
Calendar 4 Meet now
e CIICk Edlt' Today < >  September 2019 ~~ =1 Work week ~
The meeting’s editing screen 5-’: ) = = = =

appears.

[ S

Q4 Trade Show
Marketing / Trade Shc 53

(1]

SEOQ Training

Monday, September 23, 2019 Organizer
4:00 PM - 5:00 PM (1 hours) =

. N ’ F Kayla Claypool
Marketing / Website ‘f ! Organizer

“ Chat with participants Antendees

Marketing
Unknown

M

You ars the organizer.

X Cancel meeting

Join Microsoft Teams Meeting

Leam more sbout Teams | Meeting options

This is 2 Microsoft Teams online mesting. Everyone can join online. Meeting options Close “
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e Click Cancel meeting.

Marketing / Website

You're prom pted to Conflrm Title Select 3 channel to meet in
, SEQ Training Marketing / Website
that you’re sure you want to
. Location rwite people
Cancel the meetlng' Marketing / Website R nvite someone
Click Cancel meeting again to s repeat (1 crganier
. Sep 23, 2019 400 PM Sep 23, 2019 500 PM p Kayla Claypool
confirm. @ s
Fres: Sep 23330 - 2:00 - 2:00pm ... T Scheduling
Details Attendess
The meeting is canceled and is B I U S ¥ A M psgene L & o5 W Mersting

removed from the schedule.

Join Microsoft Teams Meeting

Learn more about Teams | Mesting options

o —

Are you sure you want to cancel this meeting?

Close
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Calls

You can use Teams to make audio and video calls to Objectives

anyone in your organization. If your organization has a

supported phone plan, you may even be able to use Make Calls

Teams to make external phone calls as well. Receive, Hold, and Transfer Calls
In this module, you will learn how to make calls Use Voicemail

through Teams, and how to hold and transfer calls as View Your Call History

well. You’ll also learn how to access and manage your
voicemail inbox, how to view your call history, and how
to add and organize contacts in Teams.

Add and Organize Contacts
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Make Calls

You can make both audio and video calls to other people in your organization through Teams’ Calls view.
You may also be able to make outside calls, if your organization has a supported phone plan.

Call a Contact

Click the Calls button on the
App bar.

You're brought to the Calls
view, which displays the Speed
Dial screen by default. This
screen displays the contacts
you've saved to your speed
dial, followed by the rest of
your contact groups.

You may also have a dial pad, if
your organization has a
supported phone plan. You can
use this number pad to call
telephone numbers both inside
and outside of your
organization.

You can also view a simple list
of all of your contacts.

Click Contacts.

The profile picture and
availability of each contact
displays here. It's wise to check
availability before making a call,
so that you're not calling
someone who's already busy.

Each contact also shows calling
buttons—one to make a video
call and one to make an audio

call.

g Search or type a command

Calls Speed dial

%, Speeddial
[ Contacts

(D History Speed dial

=) Voicemail Reed Stephens
S away
¥
3
Lucas Bodine
Availzble

4 5 6
7 8 9

j. :I ist:I:%Natviq
. &

L 3 — o
5" Add speed dial 5’ New group
Jeanne Trudeau
- Available
[a} [ Y
Paul Tron
b5 Availzble
A ‘r 3
ul(
O« LS
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e Click a contact's Call button.

An audio call is placed, and the
other person's computer or
mobile device will start ringing.
Once they answer, the call
begins, and call control buttons
appear near the bottom of the
window.

o Click Hang Up when you're
finished with the call.

The call ends, and you return to the
Teams Calls view.

[ Search or type a command
Calls Contacts
A, Speed dial
Find a contact Q
[ Contacts
(O History Name Title hone
= Voicemail
,ft" Alisha N...
lona Ford WRITTER  +1 669-736-0082
e t Jeanne T
Kerri Oki +1 675-900-267
1 2 3 3_ Lucas B.
s s o B
e‘ Reed Ste SALES
7 8 9
* 0 #

or type a command

© 2020 CustomGuide, Inc.

99



Receive, Hold, and Transfer Calls

When another person in your organization uses Teams to call you, a notification will appear on your screen.
You can use the buttons that appear on the notification pop-up to answer it or decline it.

Answer a Call

You can choose to answer an incoming call as either an audio-only call or a video call.

Click the Accept with Video or
Accept with Audio button.

& Search or type a command

Calls Speed dial

\, Speed dial
[ Contacts 5" Add speed dial 5" New group

The call starts, and the call screen takes
over the Teams window.

(D History Speed disl
= Voicemail
Reed Stephens Jeanne Trudeau
R Away - Avsilable
v
[ R T [n L T
234
Lucas Bodine Paul Tron
Availzble & | Ak
W
1 2 3 =
o &
4 5 6 Lucas Bodine
Favoritss is calling you
7 8 J : Alisha Natvig ‘a )
xR =
/A
* 0 #
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Place a Call on Hold

While you’re on a call, you can place it on hold to step away from it without ending the call entirely.

0 While on a call, click the More
Actions button on the call
controls bar.

e Select Hold.

The call is placed on hold, and
everyone else on the call is
notified. While a call is on hold,
all audio, video, and screen
sharing is stopped for everyone
on the call.

A Resume button will appear
on the call screen during a
hold.

e Click Resume.

The call resumes, and any video or
screen sharing that was active before
will be resumed as well.

Search or type a command

Show device settings
5 Enter full screen
00 Hold

Transfer

Consult then transfer
4&: Start video with blur
i Keypad

[ Tum off incoming video

g e

Search or type a command

A

o

11 On hold 00:01

Lucas Bodine
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Transfer a Call
If you’re on a one-on-one call, you can transfer your end of the call to someone else in your organization.
0 While on a one-on-one call,

click the More Actions button
on the call controls bar.

Search or type a command

Here, you have two ways you
can transfer a call.

e Consult then transfer lets
you check in with someone -
how device settings

via chat before transferring ‘ o Enter ful
a call to them. .

e Transfer will transfer the call
immediately to another
person.

Select Transfer.

Start typing the name of the
person you want to transfer
the call to.

Select a person from the
search results.

o Click Transfer.

oS 90

Search or type a command

The call is transferred, and you're fransfer the call

disconnected from the original call. . Enia

. ‘:! Erika Araujo
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Use Voicemail

If someone calls you in Teams when you're unable to answer, they can leave you a voicemail that you can

check later.

Check Your Voicemail

If you have unheard voicemail messages, a red dot will appear as an indicator on the App bar’s Calls button.

o Click the Calls button on the
App bar.

A link to your voicemail will be
in the List pane, with a number
displaying how many unheard
messages you have.

e Click Voicemail in the List
pane.

All voicemail messages will be
shown in the Content pane,
with the contact who left the
message, the message
duration, and the date and

time of the message also listed.

o Select a voicemail message.

Teams will try to transcribe
your voicemails after they're
recorded. If it's a simple
message, you can read it
instead of listening to it.

o Click Play.

The voicemail message plays. If it's a
long message, you can also adjust the
playback speed so that it plays faster.

Search or type a command

Calls Voicemail
Y, Speeddial
[ Contacts Name Duration Date Time
@ History i .%f\ Paul Tron 13s 9/27/19 12:06 PM +ee
Voicemail e
i 3 Erika Araujo 17s 9/26/19 QI03AM ..
i 3_ Lucas Bodine 95 9/24/19 A1APM  eee
J
e Search or type a command
Calls Voicemail
A, Speed dial
B Contacts Name Duration Date Time
© History ‘3‘ Paul Tron 13s o279 1206 PM
Voicemail [}
° ® 00:00 Sorry | missed you, I'll call back later.
) 5 Erika Araujo 17s 92719 12:04PM oo
3. Lucas Bodine 9s ©/24/18 TULBM  eae
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Delete a Voicemail Message

Once you've heard a message, you can remove it to keep your voicemail inbox from getting too cluttered.

0 While viewing your voicemail,
click a message's More Actions
button.

From this menu, you could also
mark the voicemail as unread,
or return the person’s call.

6 Select Delete.

The voicemail message is deleted from
your mailbox.

Search or type a command

Calls

% Speed dial
[ Contacts
() History

Voicemail [}

Voicemail

® Markas unread

@ Delete
° oo B somimsseayou | & Callback
¢7 Add to speed dicl
) 3 Erika Araujo 17 R rosem o

J. Lucas Bodine 9 924119 FLEM eee
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Change Voicemail Settings

There are a few settings you can adjust to change how your voicemail works. For example, you can set how
long a call rings before it goes to voicemail, record a new voicemail greeting, or choose to forward your calls
directly to voicemail.

Click your user icon.

4 Search or type a command

@@ - -

Select Settings.

Calls Voicemail :£ Kayla Claypool
M. | Change picture
Click Calls. b e Avelable >
H“ Contacts Name Duration - ) )
. . (4 Set status message
Change call and voicemail @ Hstory ", o Ario - ] Saved
settings using the available e (2] @ s @ Settings
ucas Bodine 95
options. Zoom @) + O
The first set of options controls feybosrdshorteuts :
. . About
forwarding calls directly to Check o updetes
voicemail, whether to send Download the mobile app
unanswered calls to voicemail, Sign ot
and how long a call needs to
ring before going to voicemail.
Click Configure voicemail.
This menu is where you can P
change some of the more
advanced voicemail options.
You can change the call answer
rules, choosing whether the — *
caller can leave a message, & Genera Call answering rules
3 Privacy Choose how you want to handle incoming calls.
whether they can transfer to 2 S ®Calkrngme O Forwerd my call
someone else, or whether to & Devices funanswered  Voicemail v
JUSt play your greetlng' 5 ;EI"’".SS‘DHS Ring for this many seconds before redirecting
% Calls
/‘ 30 seconds v

You can also change the
language of the default system
greeting or create your own
text-to-speech greeting
instead.

Finally, this menu is also where
you can record a new
voicemail greeting.

Voicemail

Voicemails will show in the calling app with audio playback and transeript.

Configure voicemail

Ringtones
Chose a ringtone for incoming calls

Calls for you Bop ~
Accessibility

Tum on TTY 1 use text ta communicate over the phone line. To get this
working, be sure to connect a TTY device.

() Tumon TTY mode
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Click

A new call is started, this time
to a settings menu.

e Press 1torecord a new

standard voicemail greeting.

e Press 2 to record a new out-
of-office voicemail greeting.

Press 1 or

Voicemail

You'll find your voicemail messages and transcripts in Calls.

Record a greeting

Call answer rules

How would you like us to handle your calls when they go to voicemail?
Let the caller record a message

Greeting language

Which language should your default greeting be in?

English (United States)

Text-to-speech customized greeting option

Do you want 1o rep!

Your custom greeting:

Your custom out of office greeting

Out of office greeting

When should your custom out of office greeting play?

O Althe time

Search or type a command

106
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e Record a new greeting.
e Click the button.
The call ends, the new recording is

saved, and will be used for your
voicemail greeting.

Search or type a command
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View Your Call History

Teams keeps track of all the calls that you make and receive. You can see who you called, who called you,
and when those calls took place.

View Your Call History

If you're trying to remember when you had a certain call, or who it was with, you can check your call history.

o Click the Calls button on the
App bar.

e Click History in the List pane.

E Search or type a command {a = O

Calls History

Y, Speeddial

[E) Contacts
All your past calls are displayed. @ History )
= voteemall Vioicem... % outgeing = TMTTAM  eew
The first column of the Content pane . oy B
displays the contact the call was with. ) o .
Voicem... > utgoing 85 /2T 12-30 PM ee
Next, you can see whether that call e
i Reed St.. F Missed ca /2T 1Z0EPM  wew
was incoming, outgoing, or missed. To
. . 5‘\ Paul Tron % Missed ca /2T 1Z05BM  wee
the right of the call type, the duration
. ﬂ Erika Ar... 9 2:03 PM
and time of the call appears.
3_ Lucas Bu.. T M 0/27T 1156 AM  ee
3_ Lucas B... % incoming 2m4zs Q/24315BM  wen
3. Lucas B... T Missed cal 924 I1IBM  wew
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Return a Call

If you see that you missed a call, or just want to follow up with someone you talked to earlier, you can call
someone back right from the call history.

Double-click a call in the
history.

1 Search or type a command

Calls History
A new call is placed to that contact. s A ) . .

@ History

TEATAM  oee

=) Voicemail
Voicemn... % Outgeing ses MITAM  eae

e Voicern... % Outgaing 2z 100 AM  -en

e Voicern... % ourgoing 288

e- Reed St... T Missed csl 9/27 1208 PM
Eﬁ\ Paul Tron T Missed c 9/27 1205 BM s
3 Erika Ar... T Missed ca 9/27 1203 BM s
3. Lucas B... T Missed cal 9727 TIE6AM  -an
’_ Lucas B... % incoming 2m 42 G/Z4315PM  ees

J_ Lucas B... T Missed ca QZLTTIEM  ees
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Start a Chat from the History

If you want to follow up with a call in your call history, but another call isn’t necessary, you can start a chat
with someone from your history instead.

a Click a call's More Actions
button.

® Search or type a command

Calls History
o Select Chat. W Spesc i

© Contacts Mame Type Duration Date (i |
A new chat is started with the contact. @ History

Vioicemail e Veicem.. ¥ outosing - & Call back

o & Chat
e Voicem... % Outgaing 2z R
e Voicemn... % Outgeing 285 9/27 1Z30PM  sae

E- Reed St... T Missed cal 927 1208 PM e
‘e\ Paul Tron B Misszd ca 92T IZOEPM een
5 Erika Ar... T Miszed cal 9/27 1203 eee
J_ Lucas B... T Missed csl 92T BB AM  een
3_ Lucas B... % Incoming 2m 425 O/24315BM  aae

:. Lucas B... T Missed ca 9/24313BM  1as
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Add and Organize Contacts

You can manage the contacts that you interact with via chats, meetings, and calls through the Calls view.

Add a Contact

You can add a new contact to the Contacts list, so it will appear with the rest of your existing contacts.

o Click the Calls button on the

“ Search or type a command

App bar.
Calls Contacts
e Click Contacts in the List pane. « et
P Find a contact =%
All your contacts are displayed o
. . . D History Name Title Phone
in a single list. -
ﬁ\ Alisha N... ER=R= R
You can add contacts Wlthln 0 lona Ford WRITTER ~ +1669-7360082 & B 0O¢ & -
your organization or outside of o P e
. curmemRRr IS = Jeanne T... L
it. However, you'll only be able
. Kerri Oki +1678900267 G & O¢ % -
to call people outside of your
organization with a supported ! 2 : & et R
calling plan. 4 5 6 B et ER=I-NY
. S Reed Ste... SALES B &= o8 & o
o Click Add Contact. 7 8 9 ¢
o Enter a contact's name. * 0 #
If the name you entered is in

your organization, a suggestion
will appear in a pop-up. If that
is who you want to add, you
can select them from the list to
automatically add their
information.

Otherwise, you can continue
adding their information

manuaIIy, Add to contacts

Joel Nelson

e Click Add. e BETH
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0 Enter additional information.

o Click Add.

The contact is added to your Contacts
||St Add to contacts

Full name™

Joel Nelson

Company

CustomGuide

Phone™

535-555-1234
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Add a Contact to Speed Dial

You can add people from your Contacts list to your speed dial.
before anyone else in the Calls view.

People in your speed dial will appear listed

“ While in Calls view, click Speed

Search or type a command

dial in the List pane.

Calls
e Click Add speed dial. s 0
The contacts that you've added ? c““
to your speed dial appear at e
the top, with your Favorites
and other groups appearing
below. -
Tip: You can quickly call a
contact from here by clicking ! 2
one of the call buttons. 4 5
e Enter a contact name, then 7 8
select them from the ) o

suggestion list.

Speed dial

Speed dial

@ Reed Stephens
V Away

% x

K

="

Lucas Bodine
Avzilable
3

o %

Favorites

Alisha Natvig
£ Avzilzble
2.
# e

€

[mI Y

mT

(29

Jeanne Trudeau

Available

Paul Tron
Avilasle

o Click Add.

The contact is added to the speed dial.

Add speed dial

Erika Araujo
erika@customguide.com

Cancel
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Add a Contact Group

In addition to your speed dial and favorites lists, you can create new contact groups to keep related people

organized together.

“ While in Calls view, click New
group.

e Give the group a name.

e Click Create.

The group is created, and the next step
is to begin adding people to it.

Search or type a command

Calls

Y, Speed dial
[@ Contacts
@ History

Vaicemail

Speed dial

Speed dial 6
Erika Araujo Jeanne Trudeau
Available - Availzble
] ©

[N [T
Lucas Bodine Paul Tron
Availzble "l Avsilzsle
»
] =40
[n i O B e
Reed Stephens
) Away
‘$
[n N

Create a new contact group

Organize your contacts into groups to find them more easily.

Contact group name

Work Friends

Cancel
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Add a Contact to a Group

Once you've created a group, you can begin adding contacts to it.

Search or type a command

0 Click a group's More Options

button.
Calls Speed dial
o Select Add a contact to this P
group. [@ Contacts
. Lucas Bodine Paul Tron
@ History JR— %l Available
e Enter a contact name, then o v
select them from the T ST

suggestions list.

o Click Add.

The contact is added to the group. Just
repeat this process until a group has
everyone it needs.

m Reed Stephens

il Awzy

bt 3

[=T I S o

Work Friends

Other Contacts
& Add a contact to this group

Joel Nelson

Custemeues =h Rename this group

f Delete this group

Add to contacts

§ Paul Tran
¥ paul@customguide.com

S m
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Tools and Settings

Teams has several settings that let you customize how
it works, ranging from privacy settings to the way the
app looks. It also includes an app store, where you can
find new apps to add new features to Teams.

In this module, you will learn how to access and
customize Teams’ settings. You'll also learn how to
manage files that have been shared between chats and
teams. Finally, you’ll learn how to access the app store
to add new apps for yourself and for your teams, as
well as remove apps that are no longer needed.

Objectives

Teams Application Settings
Manage Files
Add Apps

Remove Apps

© 2020 CustomGuide, Inc.
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Teams Application Settings

You have a few settings available in Teams to customize how it looks and works.

Change Your Profile Picture

You can change your profile picture that other Teams users will see.

Click your profile picture in the
top right.

Select Change picture.

A larger thumbnail of your
current profile picture appears,
with options to upload a new

picture or to remove the
current one.

Select Upload picture.

Search or type a command

Teams

Your teams

Marketing

General
Trade Shows

Website

B Join or create 3 team

v Y Marketing > General - @ Kayla Claypool

Conversations  Files  Meeting Notes ~ Wiki

Erika Araujo 10:05 Al
- FYl everyone, I'm out of th

e office ne

anything, make sure to ask me befon

Collapse al

:f Kayla Claypool 10.07 A1)
' Have fun on your trip!

Lucas Bodine 10:07
Thanks! Have fun!

& Reply

AM

Lucas Bodine 1001 AM
brought in some leftover cookies fri

They're in the break room,

Collapse al

and fair gi

e Jeanne Trudeau 10-43 A}
Thanks! They were delicious!

Reed Stephens 10:50 AN
@ Thanks alot!

« Reply

Start a new conversation, Type @ to mention someone.

Y6 OBB & -

Change picture

Availabl :a >
& Set status age

[] Saved
€8 Settings

Zoom - (&%) + O

Keyboard shorteuts
Abaut >
Check for updates

Download the mobile app

Sign out

Change your profile picture
It be updated for all of your Office 365 apps.

@ Upload picture

@ Remove picture
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o Select a new profile picture.
e Click Open.

The preview thumbnail
updates to use the newly
uploaded picture.

° Click Save.
o Click Close.

Your profile picture is updated for
Teams, and the rest of your Office 365
apps as well.

i Open x

« v 4 &l > ThisPC » Pictures » v O Search Documents »

Organise *  New folder =~ ™ @

» 7t Quick access
» @ OneDrive

v [ This PC

5> 2} 3D Objects

> [ Desktop
Documents
& Downloads
B Movies
b music
[&] Pictures
e Local Disk (C:)

File name: | Photo | [anFies ¢

e

Change your profile picture
Itl be updated for all of your Office 365 apps.

& Upload picture

i Remave picture

© 2020 CustomGuide, Inc. 119



Change Teams Application Settings

Teams’ Settings window includes a variety of settings options that allow you to customize how Teams looks

and works.

0 Click your profile picture in the

top right.
e Select Settings.

The Settings window opens.
Several different categories are

listed on the left.

General contains general
settings, including the

appearance theme,

language settings, and

application settings.

Privacy lets you select
priority access contacts and
toggle whether to send read
receipts when you view

messages.

Notifications controls what
type of notifications you’ll

see.

Devices allows you to set
audio and video devices used
in meetings and calls.

Permissions sets what
information apps added to

Teams can access.

Calls controls how incoming
calls are handled, how your

voicemail functions, and lets
you change your ringtone.

- e rm
Teams v Marketing > General - ¢ Kayla Claypool
YP
Y. | Crangs picture
—— s Files Meeting Notes Wik
. Erika Araujo 10:05 A Available >
E Marketing FYl everyone, I'm out of the office ne (4 Set status message
_ anything, make sure to ask me befon
General —— [1 saved
Trade Shows {5} Settings
" F Kayla Claypool 10:07 A
Website Al
Have fun on your trip!
Zoom (85%) + B
Lucas Badine 10:07 AM
3‘ Thanks! Have fun!
Keyboard shorteuts
& Reply
About >
Lucas Bodine 10:01 &AM Check for updates
brought in some leftover cookies fr )
/e in the breck room, and fairg ~ DoWnload the mobile app
h Sign out
e Jeanne Trudeau 1043 A
Thanks! They were delicious!
M Reed Stephens 10504
r Thanks a lot!
« Reply
Start a ny versation. Type @ to mention someone.
t' Join or create a team & e & @ @ B G- =
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Select a settings category.

That category’s settings will
appear in the right pane.

Change the available settings.

As you update settings, they’re
automatically saved.

Click Close.

The new settings are in place.

O -

Settings
{33 General Theme
B Priacy = ]
1 Notifications L.}
£ Devices
Default Dark High contrast

BB Permissions

% Calls

&

4 4

Application
Auto-start application

] Open application in background

® Cn close, keep the application running
D Disable GPU hardware acceleration (requires restarting Teams)
) Register Teams as the chat app for Office (requires restarting Office
applications)
Language
Restart application to apply language settings.
App lznguage determines the date and time format.

English (United States) ~

Keyboard langusgs overrides keyboard shorcuts.

English (United States) %

© 2020 CustomGuide, Inc.
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Manage Files

Once you start sharing files with people and groups, it can be tricky to keep track of everything. Each chat
and team has its own file library, but you can use the Files tab to see important files in one place.

Browse Files
o Click on the App bar.

The Files tab opens. The List
pane in this view displays files
in several views.

& Search or type a command @ - m]

Files @ Recent

() Recent Type Name Location O

W Microsoft Teams

2] Travel the World.docx Kayla's OneDrive /...
e Recent displays files that L Downloads
, . ] tinerary.doox Marketing / Product ...
you’ve recently viewed.
& OneDrive [} BookB.xdsx Kayla's OneDrive /...
L4 MicrOSOft Teams Wi” ShOW m Annual Tourism Assessment.pptx Kayla's OneDrive / ...
files that have been shared P R
or created within the team _ )
[} Book11.xlsx Kayla's OneDrive
channels you’re a member
[ Milage xlsx Kayla's OneDrive
of.
<] Bon Voyage Excursionsxds: Kayla's OneDrive
hd Downloads WI” Show flles ﬂﬂ Baok3.xlsx Kayla's OneDrive

that you’ve downloaded
from Teams channels to
your computer. This view

-+ Add cloud storage

also includes a button to
open your computer’s
Downloads folder.

® The options under the Cloud
Storage heading will let you
browse through any cloud
storage services you've
connected to Teams. By
default, this includes your
OneDrive, although you can
add more, including Dropbox
and Google Drive.
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View and Edit a File

You will be able to view and edit some file types directly in the Teams window from the Files view. You can
view images and PDF documents, and you can edit Word documents, Excel spreadsheets, and PowerPoint
presentations.

© Search or type a command

a Click a file's name.

A preview of the selected file Files (© Recent
appears right in the Teams
window. If it’s a file type you ® Recent o
. . . 6 Microsoft Teams o " . . ;
can edlt, an Edlt button WIII . ] Travel the World.docx Kayla's OneDrive / ...
appear at the top of the [ tinerary.docx Marketing / Product ..
. Cloud storage
window. & OneDrive o BoakB.xlsx Kayla's OneDrive / .
e C||Ck the Edlt button. @ Annual Tourism Assessment.ppix Kayla's CneDrive / ...
. . o o Wilage slsx Kayla's OneDrive / ..
An online version of the o
. i i BaokTTxlsx Kayla's OneDrive
relevant Office app opens in
. o bret ayla's OneDrive
the Teams window. . B
[ ] Bon Voyage Excursions.xlsx Kayla's OneDrive
[ Book3 xx Kayla's OneDrive
1 Search or type a command {2 — (m]

Iﬁj Travel the World.docx ﬂ. Close

iw

<7 Travel the World x@m %.ys

“The purpose of life is to live it, to taste experience to the
utmost, to reach out eagerly and without fear for newer and
richer experience.” - Eleanor Roosevelt

Why travel with Bon Voyage?

Have you ever wanted to just get up and go
somewhere and not stress over the details?
Here at Bon Voyage we plan your trip around
YOU. Our team of expert travel planners will
create a unique personal profile matched to
your interests, budget, and adventure level
Whether you're a daredevil adventurer or a
casual sight-seer, our mission is to make your

next vacation truly an excep]
~ v ofl &
|
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e Edit a document.

Since the file is stored online,
any changes you make are
automatically saved.

o Click Close.

The Office online app closes, and you
return to the Files view.

File Home Insert Layout References Review v~ Open in Desktop App ¢ Search ]

Pzge 1

Search or type a command

Travel the W... - Saved @D Ssimplified Ribbon

v [lv & |calibiBody) ~11 v B I U - | i=v =v oo | fov| Ov Bv| §

Gon iy

“The purpose of life is to live it, to taste experience to the
utmost, to reach out eagerly and without fear for newer and
richer experience.” - Eleanor Roosevelt

‘!‘ Travel the World

Why travel with Bon Voyage?

-
»

of 1 102words  English (US) = 100% + Give Feedback w Microscft
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Add Apps

You can expand the capabilities of Teams by adding apps. There are several types of apps that can be added,
some by regular Teams users and some only by Teams administrators. Teams includes an app store, allowing
you to browse apps by different vendors to add more functionality.

There are four different types of ways you can interact with Teams apps, outlined in the table below. Many
apps will include more than one of the methods, depending on what exactly the app does.

You interact with Bots by chatting with them, either one-on-one or in a team

Bots . .
channel. You can ask a bot for information or tell a bot to perform a task.

Tabs Tabs add extra content tabs to the top of a chat or team channel window. You can
use these tabs to add quick access to certain files, websites, or other information.
Connectors send notifications from other services, like project management

Connectors

software or RSS feeds, directly into chats and channel conversations.

Messaging apps add extra functionality to chats and channel conversations, letting
Messaging you send new types of content. For example, a messaging app may add the ability to
conduct a poll or share a video.
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Add an App for Yourself

You can browse the Teams app store to find an app that adds the functionality you need.

° Click the Apps button on the
App bar.

i Search or type a command

Apps
o Browse the app store by type, PP Browse available apps and services
by Category, or by a Ssea I"Ch . o h— Add your favorite app for yours for a team.
Al ? See our top picks b

Personal apps

ots Trell H
rello ow
Tabs E Project managemant Warkfiow + business manag

e Click an app’s thumbnail.
That app’s page opens,

showing more information o e e el e
. Messaging Trello's boarcs, lists. and cards enzble y... 2nd srvices with Microsoft Flow,
about its features. Each page —
op picks
shows the ways you can Aralytics and B 7 o
. . . . T Utilities Developer tools
interact with it and explains Develaper and|
.. . . Education Gather real-time insights with simple. 2r and ship faster
the permissions it requires. I Stk
. Productivity
o Click the Add button. S
Sales and support o s \“ Jra Cloud ene
The app is added and automatically —— e | | B

des
Mestings bot helps you invite... release world-class software

opens to its own tab on the App bar.
Depending on the app, you can interact
with it via chat or through tabs at the
top of the screen.

a W
Flow S
| I Workflow + business management, Productivity, Developer tools

Dynamics 365
salesforce

Be more productive with Microsoft Flow

Automate time-consuming and repetitive tasks by integrating your favarite apps and
services with Microsoft Flow.

Tabs

Use in a tab at the top of a chat or channel

Bots

(ad
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Add an App to a Team

You can also add an app for an entire team channel to use.

i Search or type a command

a Click the Apps button on the
App bar.

Apps
o Browse the app store by type, PP Browse available apps and services
by Category, or by a sea I"Ch . o h— Add your favorite app for yours for a team.
Al ? See our top picks b

Personal apps

e Click an app thumbnail.

fote Trell Fl
rello ow
Tebs E Project management Workfiow + business manag

You can install an app just for

H_- b I k h Add Connectors Trello lets your team work more ne-consuming and repstitive
yourself by clicking the i colldboratiel end get more done tasks by ntegrating your ovorite apps
Messaging Trello's boards, lists, and cards enable y... and services with Microsoft Flow.

button, but you can also install
some apps for your entire
team to use.

o Click the Add button’s list
arrow.

e Select Add to a team.

Top picks.
Analytics and BI

@ Polly o) Fe

Utilities

Developer and IT Developer tocks

insights with simple

2r and ship faster
rch, find work.
ith your team.

Education

Human resources
Productivity

Project management
Q Sl e

Sodial and fun

Start o join Cisc

Vebex Mestings Jira Cloud is an issue management ool
directly from Micros <. The Cisco designed you plan, track and

a Webex Mestings bot helps you invite... release world-class software.
Flow S
I I Workflow + business management, Praductivity, Developer tools

Now, you’re asked which team
channel you want to install the
app to.

iy O
LB

.
Be more productive with Microsoft Flow

Automate time-consuming and repetitive tasks by integrating your favorite apps and
services with Microsoft Flow.

Tabs

Use in a tab at the top of a chat or channe

Lt 13 Add to a team

© 2020 CustomGuide, Inc. 127



O Select a team channel to add
the app to.

You can select a team channel
by entering the team or
channel name in the search

field, then selecting the team Select a channel to start using Flow

or channel from the sea rch Flow will be available for the EntirEtEaThEI)J:zE;j:u(an start using it in the channel you
results.

Type 2 team or channsl name

o Click the Set up button. =

All the app’s features are installed to
the team channel.

Tip: If you wanted to install only one of
an app’s features (for example, only an
app’s bot), you could instead click the
Set up button’s list arrow and select
the feature you want to install.
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Add an App Tab

You can add an app tab to a team channel to add a prominent link to important content, like a specific web

page, document, or wiki page.

0 Click the Add a Tab button at
the top of the Content pane.

A gallery of apps appears,
showing a list of apps that can
be added as a tab to the
channel.

e Select an app.

Depending on what kind of tab
you're adding, you'll need to
set some additional options.
These options will vary based
on what app you’re adding but
will generally include specifying
the content that the tab should
display.

© Search or type a command

Teams v P Marketing > General - Erens

Conversations Files Meeting Notes  Wiki  +
Your teams —_—

- <Bz  FYleveryone, I'm out of the office next ek so if you need
Marksting anything, make sure to ask me befor
General Collapse al

Trade Shows | ;\s Kayla Claypool 10:07 4%

. nony in!
Website Have fun on your trip!

Lucas Badine 10:07 AM
Thanks! Have fun!

& Raply

! Lucas Bodine 10:01 AM 5
brought in seme leftover cookies from my party this weekend!

They're in the break room, and fair game for anyone.

Collapse al
e Jeanne Trudeau 10:48 Al 1
Thanks! They were delicious!

Reed Stephens 10:50 4%
® Thanksa lot!

& Reply

B Kayla Claypool has added Flow to the tesm

Start a new conversation. Type @ to mention someone.

#' Join or create a team &

b2 Q@B o - =

Add a tab

Turn your favorite apps and files into tabs at the top of the channel
More apps

BEEOEAER

Document  Excel Flow Forms OneNote
Library

s AEDB0E

Power Bl PowerPoint  SharePoint Stream Website Wiki Word

YouTube

Planner

) Manage apps
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e Set up that app's tab options.

o Click Save.

The tab is added to the channel, and
everyone in the team can click it to
view the tab’s contents.

I Excel

Tab name
Exccel

T & General

| Book1.xisc

@ Fost to the channel about this tab m
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Use a Messaging App

Once a messaging app has been installed, you can use it in chats and channels to extend Teams’ messaging

capabilities.
0 Click the Messaging Extensions
button below the chat field.

A list of apps appears, showing
apps you’ve installed and other
apps that are available.

Note: You may have buttons
for installed messaging apps
below the chat field. You can
click a button there to access it
directly instead of through the
Messaging Extensions menu.

Select a messaging app.

A window appears, where you
can set up the message using
the messaging app’s options.
The options here will change,
based on what the app can do.

Set up the message using the
app's options.

Click Send.

The message is sent, using the
messaging app’s extra
features.

@ Search or type a command

Teams v ] Marketing > General - s
Conversations  Files 3more~ +
Your teams —_—
Marketing Lucas Bodine 10:01 AM H
brought in same |eftover caokies from my party this weekend!
General They're in the break room, and fair game for anyone.
Trade Shows Collapss 2*
Website Praise
1 Show gratitude for peers who went above and ..
E' F  Suggestions
e 1
YouTube
& Reply Search for videos on YouTube

News
Stay on top of the latest news

ﬂ e
Get info about different piaces

4 Kayla Cla;
o | Tebeom M Stocks

Get raal-time stock quores

B B
Get the [atest weather report

« Reply W Wikipedia Search

Share anticles from Wikipedia

B Kayla Caypa

Startam B Moreapps

b2 O@E o -

#' Join or create a team &

Praise
Send praise 1o people

Kayls Claypool sent praise to

Lucas Bodine

Cancel
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Remove Apps

If you install an app for yourself or a team to try and find that it’s not what you need, you can remove it.

Uninstall an App for Yourself

0 Click the More Added Apps
button on the App bar.

Apps that you've installed
appear in a list.

e Right-click an app.
e Select Uninstall.

You’re asked to confirm that
you want to uninstall the app.

o Click Uninstall.

The app is removed. If you need to use
its features again, you can reinstall it
later.

Search or type a command

My Activity v P Marketing > General
—_— Conyersations  Files 3more~ +
F—— a Kayla Claypool has added Flow to the team.

(ned ] | Kayla Claypool 1120 AM
@ Block jo | Tab conversation has begun.
Flow @l Uninstall Brner

Excel
-8
u Ep o
Shifts Stream Who Wiki
| Kayla Claypool 1122 4M

[« [

' Lucas Bodine

More apps >

Lucas Bodine

& Reply

Start a new conversation. Type @ to mention someone.

Y6 OBB & -

v

Private

Uninstall Flow

Are you sure you want to uninstall Flow?

e m
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Uninstall an App from a Team

If you’re a team owner who’s able to add apps to a team, you can also remove unnecessary apps from a
team too.

Click the Teams button on the
App bar.

Click a team's More Options
button.

Select Manage team.

The Manage Team screen for
that team opens.

Click the Apps tab.

A list of the apps installed to
this team is displayed. Each
app has an uninstall button to
its right, in the shape of a trash
can.

Click an app's Uninstall button.

You'll be asked to confirm that
you do want to uninstall the
selected app.

Search or type a command

Teams

Your weams

- Marketing

General
Trade Shows

¥

@t

Marketing > General -

Conversations  Files 3more~ +

B}  Kayla Claypool has added Flow to the tesm.

Hide

Website o 5} Manage team

1 Join or create a team

# (o (I

IR

o]

Add channel
Add member
Leave the team
Edit team

Get link to team

Delete the team

rpoel 1120 AM
ersation has begun.

Excel

rpoel 1122 AM

Praise

9 (ayls Claypool sent praise to

' Lucas Bodine

Lucas Bodine

& Reply

Start a new conversation. Type @ to mention someone.

Ae &

@B S -

v

Search or type a command

Teams

Your teams

Marketing
General
Trade Shows

Website

B8 Join or create 3 team

Marketing -

T i e fertoa o AT aimr e (:uQ

Members Pending Requests  Channels Settings  Analytics  Ap

Name

ol riow
FE] Forms
- OneNote
O -
. SharePoi...
o RS

Apps

Eriva

asks, receive updates, and communicate at the same [JENSSRN Y ISR
2ntion 3 bot or add a tab in 2 tzam channe

Automate time-consuming and repetitive tasks by \mio [}

Essily creste surveys, quizzes, and polls.

Use OneNate notebooks to collaborate on digital content and...

Planner makes it sasy for your team to stay organized, assign t

Send praise to people

Add 3 SharePoint page or list. Lists can be edited. Pages are re.

Share 3 YouTube video with other members of the channel. S:

Create an cutgoing webhook

(o]

&

o)

(o]

o]

e
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0 Click Uninstall.

The app is uninstalled from the team.

Uninstall Flow

Are you sure you want to uninstall Flow?

— m
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