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Loading Microsoft Teams...

Microsoft Teams

Microsoft Teams is a chat-based
collaboration tool that is part of the Office
365 suite of services. Teams enables
co-workers to work together & collaborate
through a commonnworkspace, using
features such as team chat, one-on-one
chat, video calls, scheduled meetings and
document collaboration.

To download the Teams App on your PC:

1. Goto https:/products.office.com/
en-us/microsoft-teams

2. Enter your username, then click Get
Started

Microsoft Teams
Meet the hub for teamwork in Office 365

davidjones@abcnet.com.au

3. Select your user profile

B2 Microsoft

Pick an account

@ davidjones@abcnet@

+ Use another account

Enter your Password
5. Click Signin

B Microsoft

davidjones@abcnet.com.au lE

Enter password

= |

You will be directed to the Teams App

Personal Profile

Go to your personal profile to set up your
preferences

Click on your profile Icon to view options
From your profile settings you can:

Add a profile picture

Change Presence status

View Saved Messages

Settings

Keyboard shortcuts

vV VY vV v vY

Access link to Download the mobile
App
» Signout

David Jones
Change picture

@ Available >
[ Saved
e Settings

Help

Keyboard shortcuts

About >
Check for updates

Download the mobile app

Sign out

Teams

Select Teams from the Menu bar
ClickJoin or CreateTeam
Click Create Team

Give your Team a name and a description

Select Privacy options from the
dropdown

Click Next

Create your team

Search for contacts to add to your Team
Click Add

Add members to "The Collaborators”

Start typing a name, distribution list, or mail enabled security group to add to your team.

=

Click the More button on a Team to view
further options

Favarites

el The Collaborators

& Editteam
F Getlink o team

@ Delete the team

Manage Team
Add Channel
Add Members
Leave the Team
Edit Team

Get Link to Team
Delete the Team

vV Y vV v vV VY
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Teams Channels

Teams are made up of Channels, each
covering a different topic.

Favourite Channels will show up in the
left hand pane, other Channels will show
up if there is a notification for you

Channels are open to everyone on the
Team, so anyone can drop in at anytime to
see what is going on or add to the topic

Add Channel

1. Clickthe More icon ***| onyour Team

2. Click Add Channel

3. Entera Channel name

4. Enter a Description (optional)
5. Click Add

Manage Teams

From Manage Teams a Team owner can:
» Add new members and other owners
» Manage Team settings

- Enable / Disable @Mentioning

« All GIF’s, stickers, memes and
moderation settings

Rename the Team

v

» Delete the Team
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W Remove favorite

£ Manage team

& Add channel
&' Add members
Leave the team

Edit team

RN

Get link to team

Delete the team

5]

Note:

There can only be 10 Owners per
team

There can be as many as 600
members per Team

A member can add additional
Channels to a Team

Mentions

Get people’s attention by @Mentioning
them in a conversation

Type in the @ symbol before someone’s
name

Chat

Send Chat messages to a Team or an
individual

To send to an individual:

1.

Click the New Chat Icon

2. Search for contacts to add to the
Chat

3. The Chat will appear in the
Conversations pane to the right of
the home screen

Send a Chat message to a Team
1. Click Chat from the Menu bar
2. Selectthe Team

3. The Chat will appearinthe
Conversations pane to the right of
the home screen

The Collaborators > General

David Jones V=s: 11PM

Welcome to the Collaborztors Jade

<« Reply

Jade White 10:01 AM
Thanks David, loocing forward to collaborating with the team

« Reply

Jade White 10:02 AM
~
« Reply
Jade White 10:08 AM
Hsy David, can you send the project file?
« Reply
to mention someone.

Start a new conversation. Type @

b OEB S -

Send a File
While in a Chat, you can add afile:

1. Click the paperclip at the bottom of the
Conversations pane

2. Choose afile to upload

@(@)@ @ B &

You can also add Emoticons, GIF’s and
Stickers to a Chat

Note: Maximum file size you can upload is
10GB

Meet Now

Teams — Meet Now gives you the ability to
establish a spontaneous video conference
or schedule a conference for a later date
Meet Now has the added ability to do
screen sharing.

1. Select the Meet Now icon from the
bottom of the Conversation pane

A ¢ O @ @@q)...

2. Enter a meeting subject name

The collaborators weekly meetind

3. Select Meet Now to start an
impromptu meeting

4. Turn Camera setting On/Off

The collaborators weekly meetind
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5. Select Schedule a meeting to
schedule a new meeting

A new meeting window opens

Enter meeting details and select
attendees

Click Schedule a meeting

9. Go to Meetings to view scheduled
meetings

> Today =
All day events (0)

10am

1lam

Collaboration TEam weekly catch Up
12pm The Collaborators / General

test meering
Microsoft Teams Meeting

When in a call the following Call Control
icons are available to manage your call:

Q Stop / Start my Video

Q Mute

@ Share Desktop
Q More Actions

° Leave

Edit Headset Preferences

Headset preferences can be edited

or changed when on an active call. To
change your headset preferences whilst
onacall:

1. Select Settings [l
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Your default audio settings will
appear.

To change or edit the audio device
click on the Audio devices dropdown
and select your preferred audio
device.

When you select the audio device
ie Jabber, Teams will automatically
choose the relevant settings.

If you wish to change those
settings perhaps to use your
laptop microphone, click on the
Microphones dropdown and select
the relevant option.

Click Chat within the Call pane to
display the conversation window to the
left

Click B in the Conversation pane to
close the pane

Click vvhen in a meeting to display the
Participants pane and to Add people to
the meeting

Click in the Invite someone field box and
search for a contact to add to the meeting

SRR

#

Currently in this meeting

David Jones

Jade White

or,to send an email invite:

Click the Copy join info link ¢ |to copy
the meeting link, then paste into an email
to send the invite to a user outside of your
organisation

Join Microsoft Teams Meeting

Learn more about Teams

The email recipient will click the link to
join the meeting

While in a meeting click & to show the
meeting in full screen

Click = to leave full screen view

Headings - Files

The Collaborators > General - ineis Ao doseifcation

Co'\.s\s]i\c‘i Wiki  OneNote + il (i

i General

3/20/18

From the files tab you can manage, add or
upload files your files

1. Click Files

2. Click New to create a new folder or
file type

3. Click Upload to upload a new file

Click Get link to get a shareable link
to access your Microsoft Teams

5. Clickthe +icon to find and Add files
and Apps to your Headings

6. Click Save
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Headings - Add a Tab

Add a tab

Turn your favorite apps and files nto tabs at the top of the channel [ty Q

Tabs for your team

. Al .-
E .lll

Excel Forms  OneNete  POF  Planner B Powerpoint

Headings - Management

Right click on a Header tab to access the
following options:

» Rename

» Remove

Conversations  File:

Activity

From the Activities Tab you can view
a list of your mentions, Replies and Likes
activities you have been working on

Click the Filter icon to sort the activity view

Feed Vv @

Jade White 3hago ¢
© General
Hi David

ade White 220 | © Unread

@ General —
Hi D. @ Mentions
<’ Replies

Following

(O Likes

9

Missed call

Voicemail

B

Apps
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Calls

From the Calls tab [& you can view your
Contacts list, Call History and access
Voicemail

[® Contacts

@ History

Voicemail

[ Contacts

1. From the Speed dial tab, click on a
contact to call

2. Click Add to speed dial to add a new
Speed dial contact

Contacts

a

Kaye +6111352
First 22 Last 22
First 01 Last 01

Jade White
°

3. From the A-Z tab, click Add contact
to add a new contact to
your list

4. Rightclick on a contact to view the
following options:
» Addto Speed Dial
» Remove Contact

V¢ Add to speed dial

il Remove contact

(© History
From the History tab you can view a list of
Missed, Received and Placed calls

Click the More icon *** next to a call entry
to view the following options:

» Call back
» Add to speed dial
» Add to contacts

&, Call back

17 Add to speed dial

& Add to contacts

Voicemail

From the Voicemail tab you can access
you voicemail messages

e Ared badge with number indicates
the number of unread voicemail message
you have

Click on a message to view further
information

Voicemail

Name Duration Date Time

. Jade White 4 Ioans DOTPM e
"

You received a voice mail from Jade White

jadewhite@abcnet.com.au

Jade White 315 3728118 1207PM o
°

Click @ to play the message
Click @ to pause the message

Click sz to view the following further
actions

Mark as unread
Delete

Call back

PSTN Calling

Calling in Teams supports basic
Phone System features, such as call
answering and initiating (by name and
number) with integrated dial pad, call
holding and retrieving, call forwarding
and simultaneous ringing, call history,
voicemail, and emergency calling

1. From the Calls tab, use the dial pad
to enter a number

2. Click the dial icon or tap enter on the
keyboard to initiate dialling

3. From the Calling screen you can
manage the call features:

Calling
+6135550 2488
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Tap to Mute the call
Tap! to view further options

—
00 Hold

@ Transfer

i Keypad

Hold
1. Click Hold to place a call on Hold
2. Click Resume to take a call off hold

Transfer

1. Click

2. Enter the transfer destination number

Transfer the call

038694

. +6138694
o #hone number

3. Click Transfer to complete to transfer
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Files

From the Files panel E you can view
the different Sources where your files are
located

@® Recent
@i Microsoft Teams
4 Downloads

Cloud storage

#& OneDrive

1. Select Recent to view all the
documents you have been working
on lately

® Recent

m Test 3/26 TheCollaborator... ~ ***

[+ ] Collaborators 3/26/18

2. Selectthe Moreicon "*"|toview
options to edit or open afile in the
correct program

3. Click the link to get a copy of the
document link to cut and paste into
an email or other program

'Ii Edit in Teams

e} Open in OneNote Online
8 OpeninOneNote

& Getlink

4. Select OneDrive to view document
folders and files you have uploaded

TheCollaborator. @

Click | f] New | to create a new folder or
document

Click & Uslezd| to upload a file from your PC

Click ¢ cetlink | to access a link to your file
repository

Store

From the Store you can access a
variety of both Professional and Personal
Apps,

= (=

Settings
1. Click on your profile
2. Click Settings

 David Jones
Change picture

@ Available >
[ Saved

@ Settings

Help

Keyboard shortcuts

About >
Check for updates

Download the mobile app

Sign out

From here you can view and manage the
following Settings:

» General
» Notifications
» Calls

Settings

52 General

L Notifications

% Calls
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