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Teams Overview

A quick summary on core features of Teams and How to Download Teams
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Microsoft Teams
Your Hub for Teamwork in Office 365

Chat, video conferencing, and voice calls are combined

allowing you to work remotely with ease.

Download Teams —

v" Via Browser - https://aka.ms/getteams or

v Via i0OS/Android App store - Download Microsoft
Teams



https://aka.ms/getteams

Ll O Type here to search

Participate in 1:1 or Group Chat

Chat Recent Contacts
Microsoft 365 Orientation Session 2/21
& u
nknown: ho gya

vinay.shekhar@ril.com 2/21

hi External

Arnav Anand 2/20
You: Checkout FastTrack portal -resources section

Teams Adoption Office Hours - Option ... 2/19
Nydia: Team, here's how to get the app certified f...

Nealla Gomes 2/19
Hey Vinay! Reaching out as suggested by Anjali i...

(]
<o
[
a Terence Lim 2/19
®
@

Sure

Reliance Retail - Solution Approach - D... 2/19
Wachirawuth: Do you want to incorporate BVM sl..

Prakash and Terence 2/18
Terence: Craig tellalian

s sandip.rajput@ril.com 2/18
© sent External
K kamal joshi@ril.com 2/18
Presentation ready..? External

CSE & CSU - Mumbai - Open Office Ho... 2/18

Sujit: https://github.com/microsoft/bedrock

I Akshat Jetli 2/18
@ You: Have you check field adoption library

Adoption of Teams using People Mana... 2/18

Pradeep: Yes, there are located in Aka.ms/people...

Srinath Gopalakrishnan 217

SG
You: was it useful in ur context

(<)

Closing strong - get the most out of yo... 2/17
@ Abhishek: Thanks

Microsoft Teams for Managing Product... 2/17
Kiran: Sure Hina, will call you reg this and can wo...

. CSU Monthly All Hands call 217
Jaspreet: Thanks Aparna

® 18739368 - Teams Users are not able c... 2/16

Swati: Thanks Team Reliance and Team Microsoft....

ﬁ Akshat Jetli Chat Files Organization Activity -+

p

.

Wanted to get a data dump from you on the accounts you were working on as a TSP

Akshat Jetli A
When will you be free tomorrow?

194 M
Thing is the ATS is also new so he also wanted your inputs

September 6, 2019

Akshat Jetli 19 2:4
Hey! You had called

October 31, 2019

10/31/19 7:17 PM

™
h- Enabling Firstline Workers with ...

Akshat Jetli 1/19
Thanks

February 18, 2020

Akshat Jetli 2 17 PM
Hey Vinay!

Anjali said to reach out to you for eDM material on meetings for Teams

Have you created something for Reliance?

2/18 1:32 PM

Have you check field adoption library ©

Type a new message

A 0@ EFEDSQ bCOR B -

12:10 PM

3/16/2020

1211 @O @

<~ Akshat Jetli O &

CHAT

Hey! You had called

o N E
LTED &% .

@ Enabling Firstline Workers...

Thanks
February 18 1:17 PM
Hey Vinay!

Anjali said to reach out to you for eDM
material on meetings for Teams

Have you created something for
Reliance?

Have you check field adoption
library

Type a new message
B¢ @




Join or Schedule Meetings from any device

Call wil%}oshua. Babak, Sarah, and\Daniglle o0z01
. B o




Collaboration in Teams

Q, Search

R Teams Y
a QUr

Pinned

Teams atRIL &
Teams Engineering - India

e Did You Know
Teams Adoption

2. Microsoft@RIL (M365, Azure and D365) 3

Jio Rollout

‘. General

MA
M365 Adoption and Reliance Rooms Teams

i Bl General

Reliance Retail V-Team

Your teams

Test2 o

General

Grading B

Test private O
Test Public Channel 3

pT  CSM Demo

Microsoft ~ "

DT Coauthoring and Collaboration Posts Files Wiki 3 more v+

Sakshi Resume.pdf
« Reply
November 27, 2019

Vinay Shekhar 11/27/19 4:33 PM [fh

Demo at 5 PM Today

IMPORTANT!
McAnn demo
* Agenda is teams

<« Reply

Vinay Shekhar 11/27/19 434 PM  Edited
hi there ..Coauthoring and Collaboration

<« Reply

A

e

® Team Confidential

1 Guest

General

Apps 3
Bots

Coauthoring and Collaboration
Data and Insights

Finance RSS Feed

Integration

INVENTORY

Jio-Microsoft Partnership

Vinay Shekhar Sending...
Dear Team, Have attached few documents for the next discussion

E‘T FY18 PTC Core Priority Mapping.pptx

Teams Architect.pdf
CSM Demo > Coauthoring and Collaboration

CSM Demo > Coauthoring and Collaboration

@ Planning the demo.docx

)ﬁ Migration Planning.xlsx
CSM Demo > Coauthoring and Collaboration

CSM Demo > Coauthoring and Collaboration

« Reply

Live Events RoB

Etart a new conversation. Type @ to mention someone.

1216 & = T |

Coauthoring and Collaborati...
e CSM Demo (1 guest) ’g

POSTS FILES MORE

McAnn demo
* Agenda is teams

Reply

g You
B Nov 27,2019, 4:34 PM

hi there ..Coauthoring and Collaboration

Reply

You
12:18 PM

Dear Team, Have attached few documents for
the next discussion

Q Teams Architect. pdf
399,14 KB
Planning the demo.docx
17.22 KB
17.48 KB

FY18 PTC Core Priority Mapping.pptx
403.47 KB

|
g Migration Planning.xlsx
¥

Reply




Teams access from any where, any device

Download Teams — https://aka.ms/getteams or Download from iOS or Android appstores

Web

—— e Edge RS2+
e Ed g eC h rom I um

@ Google Chrome

p ' _ A Linux DEB 64-bit
@& o0sx10.10+ iPhone Android

A Linux RPM 64-bit


https://aka.ms/getteams

Click on any tile to learn

Teams Overview How to use Chat

A quick summary on core features of Teams and How to Download Teams One-on-one individual chats and group chats can be done on Teams.
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How to setup and join How to use Teams and
Meetings Channels

You can switch from an individual chat to a call or schedule a team meeting. Create a team or channel and start communication to share information with
specific members such as projects, departments and sections.
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How to use Chat

One-on-one individual chats and group chats can be done on Teams.

© Copyright Microsoft Corporation. All rights reserved.
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Start a 1:1 Chat

If you want to chat, call or share information individually, use Chat.

<To chat with someone who has chatted recently >

Z Search or type a command

i
¢ Chat Recent Contacts . . .
L Click on the list of users to chat with.
@@ H Recent Organization  Activity

Chat 2777813564?tenantld=3ec43cd0-8a0d-4759-802a-dbfbb3f6cde3&groupld=a99a

g @ user 00 ) 8:52 PM a097-

s & You: BTW, Would you like to go 10 lunch toget... c8e9f1a0406b& parentMessageld=15427778135648teamName=0G_SGW _Teams'

T pps @ @ AB9%93%EA%BCIOA_%ES%SD%S8%ES%BE%SC &ichannelName=F_%E3%83%AF%
QI user 00: THX 29 AF9E3%829%BT%E3%839%AT%E3%83%83%E39683%97 %E6%BC%94%E7%BES

CANTITTIOsOC A

Sendneteesann Click to select from candidate members.

Chat Recent Contacts I To: Start typing a name or group I
SIS

Search or type a command

Recent

Chat Recent Contacts Y To: user

New chat

user 00 d
USERO0 @'@
user 02

USERD2

Recent

a After clicking the “New Chat” button, « B
enter a na me for ”Mem ber”- Bt ﬁ :’Jg&nge‘v.Wouldyoullketogoto Iunchtogeti:‘?.sz

Qﬁ Mickey /7
' user 00: THX

user 03
USERO3

@06 &




Start a Group Chat

You can also use group chats to chat with multiple people, who are using Teams.

Create a Group Chat

@ Search or type a command

A

i Chat Recent Contacts Y To: 6 user 00 X 6 user 02 X
I Recent /%
.se New chat % @
."

Rename the Group Chat

Tor 6 user 00 X e user 02 X

/5%
\

Tor e user 03 X e user 04 X



Add more users to a chat

You can add users after starting a chat.

Converting a single user chat to a group chat

Af ouser00, ©user02

=

— X

006

10

b

Q00

H 3 participants

Conversation  Files
—

Add /SS

ouserOE X \ @

Cancel Add

Share chat history when adding more users to group chat

Q00

e 14 Il’_.’

Add

H |Enter name, email or tag
all
irc

@ Don't include chat history
O Include history from the past number of days: 1
O Include all chat history

Cancel

30



Start a call from 1:1 chat

You can switch from an individual chat to a phone call. User00 screen during a call

.
e e
@ user00

Conversation  Files  Organization  Activity aF

5 >
Pinned e o L L SN PR UL P A S T vt rs rur o =
Bk Mickey 1/7 2%AF%E3%82%B7%E3%83%A7 %E3%83%83%E3%83%97%E6%BC%I4%ET%BF%I28 created Time=1 @ @

icl
P user 00: THX 542777813564

Recent Contacts Y

Recent

December 14, 2018
Ae user 00 and user 02
W onart

e user 00
OK, KIT@

12/14/18 9:22 AM  Edited
Good morning!

$

Screen calling User00 User00 screen notification

user 01

Click the "Disconnect" button
to finish -

is calling you

o)
=




Start a call from Group Chat

Search for or type a command

A Recent  Contacts - i o
R Corta Perl‘m:‘rmnce Reviews ° 9 o o a @

9 Conversation Files -+
a ]
Parfonmance Fenswt 12

¥ou: Hiya, weliome 10 the perior,.,

7
>

" & Steve Goodman added Lady Gaga and Beadley Cooper 1o the comeriatcn
g rvichaal van hor Bsasmal 4300
i CNBEL.VE e e b _:F? Steve Gebodeman chinged the group name 1o Perfsrmancs Reviewi
¥ou: Hiyl, soery, rod been i my h
o] Bradiey and Lady a4

12405
Hiya. welcome to the performance rivinws chat!

Erndley: Good thanks
Hradbey Cooped o fat]

poy .

Lady Gaga el

Lisa (roodman (T

L
9299 @

Type & new message

A & QM E E ST IR =%



Click on any tile to learn

Teams Overview How to use Chat

A quick summary on core features of Teams and How to Download Teams One-on-one individual chats and group chats can be done on Teams.
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How to setup and join How to use Teams and
Meetings Channels

You can switch from an individual chat to a call or schedule a team meeting. Create a team or channel and start communication to share information with
specific members such as projects, departments and sections.
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How to setup and join
Meetings

You can switch from an individual chat to a call or schedule a team meeting.

© Copyright Microsoft Corporation. All rights reserved.
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Schedule a meeting in Teams

You can book a meeting in advance from Teams.

Search or type a command

Calendar &4 Meet now

B Today < > November 2019 E) Work week

New meeting ~~

T L3
@ Title Select a channel to meet in
Section meeting \ @ Project A / Share information v
Location Invite people
v Invite someone
Start End repeat (J | organizer

N

-
Nov 15, 2019 11:00 AM Nov 15, 2019 12:00 PM user 01 ..

& — @ userm@proiraBES.mnmmosof‘t. You Can |nvi‘te Speci'ﬁc
@ users to the meeting.

B 7/ U S v A A Paragraph v T, <= = eee

Please share the material in advance.

P You can also select a
BN\ channel for the meeting.
Users can join the meeting
using join link on the
channel.

[}
>
This is a Microsoft Teams online meeting. Everyone can



Schedule a meeting in Outlook

You can also set up a meeting to be booked in advance from Outlook.

8 = Calendar - vishek@microsoftcom - Outlook
File Home Send / Receive Folder  View Help Q  Tell me what you want to do

E @ % * E ﬁ ‘ + Q &fNewGroup Search People

ﬁf Browse Groups @ Address Book

New Ne\fw New New Tgams Today Next7 Day Work Week Month Schedule Add Share o = Untitled - Meeting
Appointment Meeting Items v Meeting Days Week View Calendar v Calendar v =
il Joois Mestiog £ Anange SO Mnago Caendar Siouis fid File  Meeting  Scheduling Assistant  Insert ~ Draw  FormatText  Review  Help Q  Tell me what you wan
—
< March 2020 > Today < N March 15 . 21 2020 Washin . Today o Tomorrow 5 Wednesday - . 111 Q e q
' gton;; D.C. 53°F/46°F 64°F /43°F 58°F/50°F -] Calendar 1L je o— Show As: Bus! v
SU MO TU WE TH FR SA . B I+ X = 2 L= = Eeusy A
Delete Join Teams Meetin Meetin: Cancel Address Check Response . Recurrence
23 24 25 26 27 28 29 —> Forward | ¥ ! ng 9 F Reminder: 15 minutes v
5 s s e Sunday Monday Tuesday Wednesday Thursday Meeting Options Notes Invitation Book MNames Options v Q
1 4
15 16 17 18 19 Actions. Teams Meeting Meeting Notes Attendees Options

0 11 12 13 14

fSéﬂ 18 19 20 21 @ .
S Add the relevant meeting attendees

29 30 31 8 AM

April 2020 > Title /5%
send Required % @
Optional
Start time Mon 3/16/2020 i1 300PM v [JAllday [ ] @ Time zones

When all entries are complete, press Send. frdtine | Mon¥1020 )| 330PM  v| O Meke Recuring
You can check what you've sent from both Loction Mictof Teams Meetng

the Outlook calendar and the Teams &% (3)

calendar. N

Join Microsoft Teams Meeting

| ocal numbers | Reset PIN | Learn more about Teams | Meeting op|

Describe the content of the meeting agenda.




Join the meeting from calendar or Teams channel

Join the meeting from Calendar tab in Teams
Or

Join the meeting booked from the Teams channel (if you booked from the channel when setting up the meeting).

Teams

Your teams

Project A

General

“ Search or type a command -

Section meeting

v Project A > Share information -

Wednesday, November 13, 2019
11:00 AM - 12:00 PM (1 hours)
Project A / Share information

Conversations  Files Wiki Meeting Notes (& ar
w Project A Some changes to the project overview.

& Reply

Share information

Chat with participants

user 01 Sunday 4:21 PM

Calendar

E.:rj Today { > March 2020

16 17

Monday Tuesd:

VIS USUTE ISUITS IS S U Y I T IV s
~l
<
)
-,
Calendar @ @ =
2 @

test
\inav.Shelhar
J

Gear Up - Compete Effectively ( External
Perspective)

Mirracnft Taamc Maatina

3 PM

ot
&5 Join or create a team

From Calendar

>
-
Hidden teams @ @

-

user 00 Please share yesterday's materials. .

K>
-
user 00 Yesterday 2:47 PM N € organizer.
@ user 01 Please take a look at this and give us feedback. X
cel meeting

@ Focus on Tokyo 2020.pptx

Please share the material in advance.
< Reply

° Yammer ‘esi

user 01 has removed the Yammer configuration that was created by user 01

<« Reply Join Microsoft Teams Meeting

@ user01 10:19 AM

Today Learn more about Teams | Meeting options

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

u Section meeting
Wednesday, November 13, 2019 @ 11:00 AM

Start a new conversation. Type @ to mention someone.

& b ¢ Q@ B G - B

From Channel in Teams



Turn the camera and microphone on / off

You can set the camera and microphone settings before or after joining the meeting.

<Set before joining> <Set after joining>

ON Status icon

u

OFF Status icon

When the camera is turned off, the photo will be displayed if the user's photo is registered.



Check the device settings for the meeting

This can be changed when multiple audio devices are connected.

Search or type a command

Device settings X

You can check the connected
device and change it if necessary.

Realtek High Definition Audio(SST) Y4

Speaker

Headphones (Realtek High Definition...

(=)} L

| £33 Show device settings
. Microphene
| [ Show meeting notes
a4 ‘ Headset Microphone (Realtek High D...

gaeennnnneni

O3 Enter full screen

\ 787 Start video with blur

# Keypad

Camera

© Start recording

Microsoft Camera Front v
(A4 Turn off incoming video

Meeting settings

Private viewing On

Allow participants to move through shared
presentations on their own




Share your screen with meeting participants

As a means of sharing materials during a meeting, there is a function to share the desktop
screen itself.

Not only the desktop, but also

windows (app screens) or

Ay Share PowerPoint.

0 icuesysem audo In addition, added apps are also
SO available!

Share Desktop (with System Audio)

or Share con




Blur the background

The background blur function recognizes the human face and blurs the rest of the background.

<Set before joining> <Set after joining>

Choose your audio and video settings for

Section meeting

Search or type a command

Choose your audio and video settings for

Section meeting

Join now
& @@ & Realtek High Definition A... {3 Show device settings

B Show meeting notes

| O Enter full screen

[ Add a room 7% Blur my background

@@ & Realtek High Definition A...

i Keypad

© Start recording

(#4 Turn off incoming video @ [ [}

= Add a room [ [ \!} ns a 88 Lo




Full screen display

For example, when sharing documents, it is easier to view by using full screen display.

@ntoso

|
£33 Show device settings

5 [ Show meeting notes FOC U S 0 N
.‘\.\\‘ / e — TO KYO 20 20 o LK el B Tomwvw b i W G s b Gwatame 4 3 P -~ % %

TOWARDS THE FUTURE wores 1t DA Dvdon  Wardices  inkeviwe  SBRihow  RrAw e i o
reill [ Thoa
an I a 4 s
i Bn e
"
tontoso

FOCUS ON
TOKYO 2020

[OAWARIXS | HE FLTURE

Full screen display is restored
with [Esc] key



Have someone interact with your screen 1

[Request Control] allows you to operate the presenter's screen.

<When requesting authority to operate>

1| Tr ends in expendltur e
2 I N A N TN Y T SN S NI T T T

Lhndbd

2

Spending -

Spending 1 33.00 375.00 33.00 45.00 375.00 201.00 0.00

Spending 2 238.00 238.00 238.00 123.00 111.00 98.00 0.00
7 | Spending 3 452.00 110.00 110.00 125.00 333.00 122.00 0.00

Spending 4 84.00 84.00

[ e

Stop presenting

v 25, Wrap Text General v @ @ @ @ E( E

—_— o .0¢ Conditional Formatas Cell Insert Delete Format
€= 3= Merge & Center ~ | B v 9 <9 29 :
- . 9 8 é ’ W SE Formatting ¥ Table ~¥ Styles ~ i ae 4 0

3l

Alignment MNumber [ Styles Cells

Spending

Spending 1

6 | Spending 2

Spending 3

Spending 4

1 .J.:M

Jan

33.00 45.00 375.00

238.00 123.00 111.00

110.00 125.00 333.00

The user icon is displayed on the
operating mouse.



Have someone interact with your screen 2

The presenter can give control to the participants and operate the displayed screen.

<When passing the authority to operate>

Presenting... Give control

""" i wuser 00

J— I ™ T
=== %+  HBwapText General v , W7 | & rmx IZ%'I 8

<When regaining authority to operate>

user 00 has control Cancel Control (] Stop presenting

When a user who is sharing a screen. points to the
top of the screen, a menu will appear.



Have a conversation during

a meeting

You can check if you're listening to audio or include important information in the chat.

£1=30Y> FOAD

& € B £ L e Search or type a command J =
45 55 —
2 Autosave (8 0f v s Trends in expenditure - Excel Miharu Soyama 8 45 BB (73
Fle Home Insert Draw Pagelayout Formulas Data Review View Help Share & Comments Meeting chat X
. = o " AutoSum v A
2w Tn x| =B 2 | Swasen J BB &8aRE| v iy O 4
Paste 3 - . Ay, B Merge ter v | B~ O « s Cell Insert Delete Format | . Sort& Find& | Ideas user 01
Clipboard I Font ) Alignment 5] & Styles < Editing Ideas. ‘Sensitivity ° ease share the material in
advance.
K1 - £ %
. ' J L A 8 c 3 F G " ' ) K L ™ N o - n Section meeting
5 = Wednesday, Novemb...
:|Trends in expenditure
2 Feb May [ (Ser 01 Ta3
33.00 375.00 33.00 45.00 375.00 201.00 500 Can you hear me?
o mspending |
238.00 238.00 238.00 123.00 111.00 98.00 u5pending 2
400
110.00 110.00 110.00 125.00 333.00 122,00 - Spending 3 10:43 AM
=5pending 4 Yes.
426.00 84.00 84.00 426.00 125.00 187.00 300 Spending 5
54.00 250
[P 200
150
BIaE Y
100
? . . ' J L
4 Spending - Jan -| Feb -| Mar - Apr -/ May - Jun - 3ul - Aug - sep - Oct - Nov -] Dec - oat - ome -
5 Spending 1 33.00 375.00 33.00 45.00 375.00 201.00 0.00 0.00 0.00 0.00 0.00 201.00  1,263.00 [\
6 Spending 2 238.00 238.00 238.00 123.00 111.00 98.00 0.00 0.00 0.00 0.00 0.00 440.00  1,486.00
7 Spending 3 452.00 110.00 110.00 125.00 3.00 122.00 0.00 0.00 0.00 0.00 0.00 12200 1,374.00 A0
8  Spending 4 84.00 84.00 84.00 426.00 125.00 87,00 0.00 0.00 0 0.00 187.00 __1.177.00 =
W somoen SR (Feb) Mar | Apr | May OGN Aug | 59 ’ 3
0 ,é = Request control -~
0, O p = B 5 @ = -
T I
user 01 % B
19:45

2019/11/13



Create meeting minutes

[Meeting memo] is prepared so that you can take notes during the meeting.

Search or type a command

Trends in expenditure - Excel

Home Insert Draw Pagelayout Formulas Data Review View Help earch % Share 2 Comments

28 Wrap Text General . E L:fl__;._:, E E;;l S Autosum v \ .
g : ge cha Meeting notes X

Insert Delete Format
v & Clear~

Meeting notes

H J

1) K L M N
1| Trends in expenditure
2 I N AT NI VI N I I ou fov

mSpending 1

Notes

notes or action ite

Capture meeting objectiﬁimportant

=Spending 2
spending 3
" £33 Show device settings mSpending 4
wspending 5

5 B Show meeting notes

J . . J ' J O Enter full screen .. L ®
% Start video with biur '
- Jan - Feb - Mar - Apr - May - - - Dec - & 2 5 J

Spending
Keypad

Spending 1 33.00 375.00 33.00 45.00 375.00 : g 201.00 1,263.00
X © Start recording )

Spending 2 238.00 238.00 238.00 123.00 111.00 2 . 440.00 1,486.00

Spending 3 452.00 110.00 110.00 125.00 peexyy  2¢ Tum off incoming video X X 12200 1,37400 N\ ____~ Go ahead and start takmg
N 5 !

spending 4 84.00 84.00 187.00  1,177.00 —~ N\ __ notes!

IR sumery [ [Febl Mar . . .
8 m o Notes you take are shared with

othe.rs and are accessible before,
A

:ﬁu (1) nd after the meeting.

user01 %

Meeting notes

11/13 meeting memo

Meetlng nOteS are dlsplayed In tabs SO Capture meeting objectives, important
everyone on the team can see them. notes oraction ftems




Record a meeting

You can leave a recording for users who could not join the meeting.

<When recording a meeting> <To stop recording>

£33 Show device settings

£33 Show device settings
e B Show meeting notes

% fa
é O3 Enter full screen T3 Enter full screen
\
Y 7% Start video with blur \

%8 Start video with blur

LT i Keypad

@ D) 0soreon '
art recoraing
' © Stop recording

(#4 Turn off incoming video
(4 Turn off incoming video

El B o~

Privacy policy

A recording message and a record button are displayed.




Watch the recorded meeting

When you record a meeting, it is automatically uploaded to Stream. The recording can be viewed from the

channel or if you want the meeting transcript, Open in Microsoft Stream.

<Watch the recorded meeting on Teams>

user 01 10:12 AM
Please share the material in advance.

£

u Section meeting
Wednesday, November 13, 2019 @ 11:00 AM

Collapse all

@ Section meeting started

$4  Meeting ended: 47m 18s

Meeting
Recorded by: user 01

$4  Section meeting ended: 19s

A How was the call quality?

<Watch the recorded meeting on Stream>

« Reply

® AV

user 01 10:19 AM
® Please share the material in advance.

u Section meeting

Wednesday, November 13, 2019 @ 11:00 AM

Collapse all

P o

@ Section meeting started

Gt Meeting ended: 47m 18s

Meeting
Recorded by: user 01

Open in Microsoft Stream Ky
Share @

Get link

Learn more
Report a problem

¢

Section meeting

You can get the Meeting Transcript

D)

d from Microsoft Stream

0:02 / 231

ii Welcome to Microsoft Teams

O Search transcript

00:01 Hi there, welcome to Microsoft Teams a
collaboration app that

00:05 helps your team. Stay organized and
have conversations, all in

00:10 one place. Let's start with what

00:12 else teams. Here you can see a list of all
the teams you're

00:16 part of. Teams are made up of channels
you can build them by

00:22  topic Department or just for

00:24 fun. Channels are where the real work




Start a meeting from a channel

You can start a meeting right away from a channel conversation.

<Start meeting>
Start a new conversation. Type @ to mention someone.

A ¢ O ® @---...@®

<Join the meeting>

Precondition meeting 00:26 ﬁ@

B¢« Precondition meeting started

&« Reply

42
Want to add a subject% @)

‘ _

(&1 Schedule a meeting

When the meeting is over, the channel is displayed.

o9 Precondition meeting ended: 47m 18s a

&

¢ Reply



Click on any tile to learn

Teams Overview How to use Chat

A quick summary on core features of Teams and How to Download Teams One-on-one individual chats and group chats can be done on Teams.
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How to setup and join How to use Teams and
Meetings Channels

You can switch from an individual chat to a call or schedule a team meeting. Create a team or channel and start communication to share information with
specific members such as projects, departments and sections.
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How to use Teams and
Channels

Create a team or channel and start communication to share information with
specific members such as projects, departments and sections.

© Copyright Microsoft Corporation. All rights reserved.
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Create a new team — Step 1

Create a new team, add team members, and create an information sharing workspace.

“ Search or type a command

Teams Y Join or create a team

P>

Create a team

2t

Create your team What kind of team will this be? X

People need permission to join

“,
? Private e a

Ain Public
T Anyane in your org can join

:l
+
Build a team from scratch @@

. » Create from...

An existing Office 365 group or team ° Private Team
Only the owner adds members. l

5 You can also base it on a team Public Team
@@ that you've already created. Anyone can participate.

< Back

What's a team?



Create a new team - Step 2

Some quick details about your private team X Add members to Project A Add members to Project A
Team name Start typing a name, distribution list, or security group to add to your team. You can also add people Start typing a name, distribution list, or security group to add to your team. You can also add people
outside your organization as guests by typing their email addresses. outside your organization as guests by typing their email addresses.
Project N @x @
Y, Start typing a name or group m Start typing a name or group
Description Ky ° user 03 Member %
Let people know what this team is all about @ x LR
e user 02 Member v o
USERO2

user 00 Member

Search for members and © =
click the add button

x

Entering a description is
optional

.5
< Back @@

Skip @' Close

lMembers can be added later.

In that case, click Skip.
® O

Share information with team immediately ! Nt



Add members to the team

You can add new users to your team as members.

= Search or type a command
Teams K v [ Project A > General - © e
o
@ Conversations ~ Files Wiki =+
Your teams —
! o Project A E
s 1
L — 2 Hido Welcome to the team!
Here are some things to get going...
€3 Manage team
:' & Add channel
@ I & Add member I
-
% Leave the team
¢ Edit team o i
@ Get link to team - s
@ Delete the team
Add members to Project A Add members to Project A
Start typing a name, distribution list, or security group to add to your team. You can 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. also add people outside your organization as guests by typing their email addresses.
[4
Start typing a name or group @ e user 04 x | “
—

Close

.5

@

Close

® O
N’

Only users with owner
authority can do this.

Add members to Project A

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

Start typing a name or group

user 04
v X
e USER04 Member

@' Close



Add members using a code — Step 1

For private teams, only the owner can add users, but the code allows users to join the team directly regardless
of private or public.

<lssuing code> >¢Only owner can operate

Search or type a command

Y i eam
Project A @ T
Project A

four teams
Project A Members ~ Pending Requests  Channels [ Settings Apps
ure @

Teams Y Project A

Conversations  Files

Your teams —— Share information > Team picture Add a team pict
N
-
= PI’OJE'Ct A @ @ E > Member permissions Enable channel creation, adding apps, and more
General % Hide » Guest permissions Enable channel creation
. » @mentions Choose who can use @team and @channel mentions
Y
= I @ Manage team
@ ~ Team code K Share this code so people can join the team directly - you won't get join requests
& Add channel @'
2 Add member Note: Guests won't be able to join with a team code
$% Leave the team
> Fun stuff Allow emaji, memes, GlIFs, or stickers
¢ Editteam
@ Getlink to team

+~ Team code Share this code so people can join the team directly - you won't get join requests

o o You can distribute the issued code or show 9zp3h2v
L/ the code to the participants using “Full Screen 7 Fullscreen O Reset @ Remove [ Copy
D|Sp|ay” to JOH’] the team Note: Guests w@e able to join with a team code

®



Add members using a code - Step 2

For private teams, only the owner can add users, but the code allows users to join the team directly regardless

of private or public.

<Join by code>

Join or create a team

Search or type a command

Teams Join or create a team

Your teams
HH

Project A h
Create a team Join a team with a code

General
e Create a team Join a team with a code

N

00 Op

Enter code . . . 9Zp3h2\e{
Bring everyone together and get to work! Got a code to join a team? Enter it above. &
Bring everyone together and get to work! .

@.‘m - ! ? - Join team
:@

Anyone who knows the code can participate,
Be careful with handling!!



Remove member from Team

Remove users who have left or moved from the project.

You cannot delete a user with owner authority.

Teams v Project A If you want to delete the user, change to member authority
Conversations  Files and delete |t

Your teams . ——
K » It h . b | "
D).
B Foicn @@E % See "Changing member roles”.
General & Hide
- Bl
R I £ Manage team ‘
= ¥ i
C% = Add channel Project A pep—
Project A
& Add member
Q& Project A Members  Pending Requests ~ Channels ~ Settings  Analytics Apps
Leave the team -
|
eeeee Search for members Q
ﬁ Edlt team are information
Owners (1)
@ Get link to team Name Title Locstion Role

@ user 01 Owner Vv

Members and guests (4)

=k

Delete the team

Title Location Role

user 04

D
user 00 Member \/.6
user 02 Member v

user 03 Member v X

A user with owner authority
can delete a member.

9D B9




Create a channel

You can create multiple channels as a place to discuss specific topics, projects, etc. and have a deeper
conversation.

Search or type a command,

Create a channel for "Project A" team

Channel name /@6

Conversations  Files Wiki
Your teams — ) .
Share information @ ©

Chat 4
« PA  Project A N E
HH ! \\é
feams General ®@ ) i
Z Hide e » Description (optional)

Teams v A Project A > General -

{3 Manage team Help others find the right channel by providing a description
| 8 Addchannel b
& Add member @@
€2 Leave the team ﬂ
¢ Editteam i Privacy
@ Get link to team Standard - Accessible to everyone on the team v @

Search or tyy show this channel in everyone's channel list

Teams Y pA Project A > Share inft' Cancel .@@

Conversations  Files Wiki +
YOuI'teamS ——

PA  Project A

[General channel] is the default channel.

ava
uge
Teams

It cannot be deleted.

Share information




Edit a channel

After you create a channel, you can edit the channel name and description.

Edit "Share information” channel in "Project A" team

Channel name

Teams Y A Project

Share information

Conversations  File
.|

Your t — .
our teams Description (optional)

/0%

Help others find the right channel by providing a description @x

PA  Project A

General
Share information @@ E

Ll Channel notifications

(] Automatically show this channel in everyone’s channel list

& Hide
£33 Manage channel

B Get email address Cancel

@ Get link to channel

@ & Edit this channel

&6  Connectors

1,

The general channel is “Default
Channel" ® o

SO you can't edit it. N

i Delete this channel



Set notifications for each channel

You can choose to be notified when a message is posted to a channel.

Teams Y PA Project

Conversations  File
Your teams ——

P& Project A
[ AX)
ugs
Teams General

~l
Share information (]:@

=

Channel notifications I
Hide CZﬁ
Manage channe

Get email address

3,

Get link to channel

S @ [ =

Edit this channel

L=
<o

Connectors

Delete this channel

Channel notification settings

Project A > Share information

All new posts
Notify me every time there is a new post in this channel

Channel mentions
Notify me each time this channel is mentioned

Reset to default

X
Oft v
I Banner and feed I K
Only show in feed @
Off
‘l



Show / hide channel

By showing frequently used channels and hiding less frequently used channels, you can perform work more

efficiently.

<Switch from channel show to hide>

Teams

Your teams
PA  Project A

General

Share information

A Project A > SI

Conversations
I

olglEx

L Channel notifications

Files  Wiki

| ~

Hide

Manage channel
Get email address
Get link to channel
Edit this channel
Connectors

Delete this channel

|52

Search or type a

Teams v Project A > General -

Conversations  Files Wiki +

Your teams
Project A
General Project A
1 hidden channel > I kY
| I
@ | I I Share information @@I S Show



Post a message

In addition to text, Emoticons, Giphy and Stickers are available.

Search or type a command

Teams Y ?A  Project A > Share information -

ons Files Wiki +

Share information ‘E I

an = AN
MM M N-N-
AN [ ] i ~— ‘
~ 55 =
Let's get the conversation start > > @ A 4
ry @mentioning people you want to collaborate with, or add som ur spac =€ 3 .
~
o * - N -
v,
£l A EEE @
e - y
Planner OneNote  Website 'Add tab
&
(O

- @ &= ¢

)
n B -
(!

Start a new conversation. Type @ to mention someone.

in or create a team & A ¢ O @ B S - > Z

You can break with the Shift + Enter. Thanik you n advance. @
Ay @ © B G e




Reply to message

Use the “Reply” field to reply to a message. When you reply, they'll be notified.

<If you want to reply.>

user 00 6:36 PM
o Canl share information the other day here?

I « Reply . I
N

IR 10 >

@ user 00 6:36 PM '
(-]

Can | share information the other day here?

Yes, thank you. Do you have any materialsj /‘Gs

Ar @ @ [ @ Ot e =
@\

<|f you receive a reply.>

user 00 replied to a conversation ¢ When you receive a reply, you'll see a notification. If the

you're in

Project A / Share information message is unverified, a number appears in the Teams
icon on the taskbar.




Format text to post

Adding a subject line not only makes it easier to distinguish between conversations, but also allows you to
set a format to emphasize the text.

B /7 U S w7 A A Paragraph T, = = [& New conversation ~  Everyone can reply (@7 Post in multiple channels
Bl7Z U S % A WA ey I = oo = E ek = E0]
s v k- = —==——-="~"~"7"7"7
‘ About the schedule of the workshop @ﬁ

\ The date of the workshop is
November 20 (Wed)
e time Is still being adjusted.

Please arrange as much as possible and participate.

Ae ¢ © @ B @ -

user 01 ©:44 PM

N Project A B | weomam If there is a subject line, the
About the schedule o ) "
General e conversation will be separated.
November 20 (Wed)

Share information The time s still being adjusted.

Please arrange as much as possible and participate.

An important mark is also

If a message with an important button pressed is i

unread, ['] is displayed to the right of the channel. displayed in the message.



Attach a file

Within the team, you can share files as well as conversations.

Start a new conversation. Type @ to mention someone.

v[Z]e @ B & -

0
Ry

@

Start a new conversation. Type @ to mention someone.

@ user 01 4:14 PM
)

Report.docx

<« Reply

@ Recent action to Yammer so group members will be notified for:
’ &5 Browse Teams and Channels You can also attach files from teams,
@ OneDiive channels, and OneDirive.

@ I Upload from my computer I
Type @ to mention someone.

Av @ © @ B ot -

s

If you don't click the “Send" button, it will not
be shared with team members, so be sure to
send it!!

You can also send text together.



Set up mentions 1

This function sends a notification to a specific user.

<When mentioning>

user 00
user00@protra365.onmicrosoft.com

& == Select a user from the list fromcandidate.
user02@protra365.onmicrosoft.com
° Sss:‘rgg(ziprotraSGS.onm\'crosoﬂ.com
& Getbots
(5% Entering @ will display
ET == Candidate users.

@ disappears and the username appears.

Type a text and send it.

user 01 421 PFPM
user 00 Please share yesterday's materials. The mentioned username and conversation is displayed

< Reply on the sender's screen.




Set up mentions 2

This function sends a notification to a specific user.

<When mentioned>

B Project A You'll see a notification when you're mentioned.
E— If the mentioned message is unread, a number appears on the
Share information ! I’Ight S|de Of the Channel.

user 01 4:21PM
user 00 Please share yesterday's materials.

¢ Reply A red @ mark appears to the right of the
mentioned message.

£

< Examples of other mentions >
@[Team name], @team A notification is sent to all members of the team that you enter after @

@[Channel name], Notifications are sent to team members who have favorited the channel
@channel entered after @



Search for messages

You can search from a large amount of information using keywords.

You can filter using the Message,
Participant, and File tabs. Enter the keyword you want to search.

4 materials

Messages  People  Files 7 @

user 01 2h ago
user 00 Please share yesterday's materials.

Project A / Share information
Messages  People  Files Subject
@ user 01 Yesterday

Yes, thank you. Do you have any materials? @ Leer 01 .y
Project A / Share information =

materials

user 00 Please share yesterday's material Date
Project A / Share information Select a date range

@ :;Est(t):‘nankyou. Do you have any m;:rei;dlz feam CI iCk the fi |ter button.

Project A / Share information Select team . .
You can filter by subject,
date, team, etc.

Type a name
I:‘ My @mentions

l:‘ Has attachment

Clear




Click on any tile to learn

Teams Overview How to use Chat

A quick summary on core features of Teams and How to Download Teams One-on-one individual chats and group chats can be done on Teams.
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How to setup and join How to use Teams and
Meetings Channels

You can switch from an individual chat to a call or schedule a team meeting. Create a team or channel and start communication to share information with
specific members such as projects, departments and sections.
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