Microsoft Teams

Stepping back: Click
forward or backward
through your navigation
history in the desktop
version of Microsoft Teams.

Navigation bar:
Switch to your activity
feed, chat, team
pages, meetings, and
Microsoft Teams files.

Team options: Mark a team as a favorite
to display it on the Teams list, or at the
bottom of the list, click Add team to
create a new team or map an existing

Microsoft Office 365 group onto a team.

Search or type a command

Favorites
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Rich text: Add emphasis to your
post with rich text editing tools.
Add bold, italic, or underlining.

Team Activity v

Postedfin Milestone
Delivefables

Replfed in General
Replied in General

sted in General

Activity feed: On the
navigation bar, click Activity
to see recent changes. Click
Team Activity to categorize
activity by Feed or My
Activity.
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© Call ended
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Private chats: On the Skypes
for Business framework,
Microsoft Teams brings
private, persistent chats to
your team workspace.

Reactions: Insert an
emoji, GIF, or sticker
into the conversation.

Milestone Deliverables

Project Bug Reporting

Teams and channels:

Find your teams and their
channels. Think of teams as
work groups and channels as
discussion topics or projects.

This Quick Start Card is for use by COMPANY employees only. Do not distribute.

Settings: Click your
profile picture to
adjust your availability
and make a slew of
other personalizations.

Open Activity . . ... Alt+1
Open Chat........ Alt+2
Open Teams ...... Alt+3

Open Meetings. ... Alt+4

FORMAT TEXT

Bold ........... *asterisks*
ltalic ........... _underscore_
Strikethrough . . . ~tildes~
Header......... ## before text
Block quote. . ... > before text

Meetings: Start an impromptu
meeting. Every member of the channel
will get an invitation to the meeting.

> Today

10am
Doctor's Appointment

11am

Budget Approval Meeting
Ned Price

Calendar: Your Microsoft
Outlooke calendar syncs to
Teams to ease appointment
management. Plus, join any
Skype for Business meeting
right from Teams.



DOWNLOAD THE TEAMS DESKTOP APP

Download the Microsoft Teams desktop
app to use all of the online features as well
as video calling. ==

To download the Teams desktop app:
Windows

1. In your web browser, navigate to
https://teams.microsoft.com/downloads.

2. Select the 32-bit or 64-bit version.

3. Follow the prompts to complete the<
installation.

Windows 7+

o7 Download (32-bit)

oy Download (64-bit)

WORK WITH OFFICE 365 GROUPS

Invite your Office 365 groups to the Microsoft Teams party
to facilitate collaboration without reinventing the wheel.
Additionally, each team you create in Microsoft Teams will
create a corresponding Office 365 group.

To create a team from an Office 365 group:

On the Teams navigation bar, select Teams.

At the bottom of your team list, click Join or create a team.
On the Suggested Teams page, click Create team.

At the bottom of the
Create Your Team
window, select Create a
team from an existing
Office 365 group. A
new window displays
the Office 365 groups
that you administer. ey

5. Select the group you e e
want to create a team
from.

Choose your team
Office 365 groups (of e thyf "2500" people) can have the functionality of Microsot Teams added
withor g in Outlook Sharepaint

AWM -

Create your team

Collaborate closely with a group of people inside your organization based on project, initative, or
mmor quick overview

Descriptior

6. Click C eany, The
o nsahyﬁmea(k n tea > A in your
ams lis Microsoft
e .

CREATE A TEAM

Starting a project? Create a new team page to sifp
collaboration and make sure everyone stays in

To create a new team:

1. On the navigation bar, select Team

or type a command

Join or create a team

4. Name your team and add a

description and privacy setting.

5. Click Next.
6. Invite individuals, groups, and distribution lists.

GET TO KNOW YOUR TEAMS PAGE

Access the main team page
from any channel by clicking the
title or clicking the More icon ---
and selecting Manage team.

AN

Find the team’s members,
channels, and apps. If you have
administrator permissions, you will
have access to the team settings.

/

@ coserics

B Baxter Land Pupchase # -
Baxter Land Purchase

Search for Assign member
a specific or administrator
member. permissions.

Change Team Settings

If you’re a team administrator, y

settiggs to fi

ide uch control to //

ur team members.

ct the level of access — |
n to guests.

Configure @mentions of —]
teams and channels.

[~ Guest permissions

|~ @mentions Choose who can use @team and @channel mentions

an chahge the team’s

iner Things Club * - Prvate | No clasification

o appreciate the finer things i life.

Member permissions

Allow members to add and remove apps

Allow members to create, update, and remove tabs

B a8

Everyone can delete their messages

e can edit their messages

@ Anyone can post messages
Anyone can post: show alert that posting will notify
everyone (recommended for large teams)

o or

o

post messages

Fun stuff Allow emoji, memes, GIFs, or stickers

Set up how emojis, GIFs, stickers, and memes can be used.

Add Team Members

When your project needs a wider perspective, invite more
team members from inside and outside your organization.
Guests from outside your organization need only an Office 365

account to join in the fun.
To add team members:

1. On your team page, next
to the team name, click
the More icon --- and select
Add members.

2. Type the member’s
contact name or email
address.

3. Click Add. If you don’t
have the necessary
permissions, work with
your IT department to
finish adding the guest and
setting access permissions.

4. When you finish adding
team members, click Close.

Add members to “The Finer Things Club”

Close

Members outside your organization
are labeled as guests wherever their
names appear in Teams, and your
team page indicates that guests

are included in the team. Guests
can access teams and channels,
participate in conversations, and
post on the channel.



CHOOSE A CHANNEL

Each new team includes a general channel by default. Add
more channels for specific topics, projects, or interests. All
channels are public, so every member of the team has access.

Create a Channel

Add channels to your team to create a dedicated space where
you and your coworkers can chat about specific projects or
topics.

Create a channel for "M400 Marketing Team” team

To create a channel:

1. On the navigation bar, select Teams.
2. To the right of the team name, click
the More icon ---.

3. From the menu, select Add channel.
4. In the new window, name your J
channel and add a description if ———

desired. Click Add. ——————1

Delete a Channel

When your project is over and your channel is no longer
relevant, clean up the clutter by deleting the channel.

To delete a channel:

* Remove favorite

& Edit this channel

1. From your team channel list, right-click the
channel you want to remove.

2. Select Delete this channel, and then click Delete
again to remove the channel from your team.

BS Connectors
& Get email address

& Getlink to channel

il Delete this channel

B2 Follow this channel

Note: Team channels can be deleted only by the team administrator.

Email a Channel

Want to share an important update with the entire team
Teams, you can email a message to a channel. Team

To get a channel email address:

1. Right-click the channel you want to
retrieve an email address for.

2. From the menu, select Get email
address. Choose advanced setting
to change the permissions for the
address.

3. Click Copy. The link is saved, ready to paste.

Add Connectors

Connectors are broadcast-only feeds, like

regularly, and never miss an update.
To add a connector to a channel:

1. Next to the channel name
the More icon ---.
2. From the menu, select Cab
3. Find the desired coa
click Configure.
4. Follow the promp

dithe connector.

Follow a Channel

If you don’t want to miss out on any updates, you can follow
a channel to receive a notification whenever there’s any new
activity.

To follow a channel: PR
B Connect 1

) Get email address

1. Next to the channel name, click the More icon ---.
2. From the menu, select Follow this channel.

& Getlink to channel

@ Delete this channel

B2 Follow this channel

Follow a Channel BB 1400 Marketing Team

If you don’t want to miss
out on any updates, you can
follow a channel to receive a ) =

. . s Project Bug Reporting :
notification whenever there’s o Getlink to channel
any new activity. .

Members  Chann

Launch Event Planning g

Connectors

Milestone Deliverables )
Get email address

PD Creation & Productio.. .
&2 Follow this channel

To follow a channel: f
1. Next to the channel name, click the More icon ---.
2. From the menu, select Follow this channel.

Get a Link

Get new eyes on your conversation by sharing a link to your
team or channel.

To get a link:

1. In your team list, right-click the team or chan
2. From the menu, select Get link to team or
3. Click Copy. The link is saved to your Clip

paste.

Get a link to the channel

https://teams.microsoft.com/I/channel/19:51

& coming bk
§
) i

in esired connector, and click Configure.
prompts to add the connector.

e a global search to find teams, channels, people, and more.
Use the search field to the right of the navigation bar.

Sort messages M
and files by All, conference
This team, or
This channel.

track Q x

Messages  People  Files
Select a date range

Al Thisteam  This channel

Team

Ned Price 5/9 Select team

Narrow the
search results
by using a filter.

Select a person

Hey team - please make sure you're
using Asana to track progress with
tasks. Thanks!

M400 Marketing Team / General

Growbot 4/28
]

L= Hi, I'm Growbot! I'm here to track all

of the amazing accomplishments on Enter the filter

your team.To give recognition ...
Eompan P i e G parameters and o
click Filter. — 1

SET YOUR AVAILABILITY

You can’t be available all the time. When you
really need to focus, change your availability

status to busy to let your team
members know you’re occupied.
1. Click your profile picture at =

the top of the window.

2. From the menu, select your status.
3. From the status menu, select your new
availability status. Sign out

A RebeccaBird

1Y Crnoe pcure

© Available >

[ saved

To change your availability status:

@ Settings

Help
Keyboard shortcuts

About >
Check for updates

Download the mobile app




MEET IN TEAMS

Hold meetings right in Teams. Schedule them from your
calendar or start a meeting from a private chat. If meeting
times are tricky for your group, use the scheduling assistant
to find the best time. Join a meeting from Teams or Outlook—
there’s one destination but many roads.

Start a Meeting from the Meetings Tab

To start a meeting from the Meetings tab:

1. On the navigation bar, [ mems
select Meetings. -

2. At the bottom of the
middle pane, click
Schedule a meeting.

3. In the New Meeting
box, fill in the required
information and click
Schedule a meeting. —|

Use the Scheduling Assistant

To use the scheduling assistant:

1. In the New Meeting box,
click the Scheduling
assistant link.

2. Select a date and time
for your meeting. Any
conflicts will appear on
the calendar.

3. Click Schedulea — |
meeting.

New meeting

saomM Mayas2om aoorm

Temo2pm 3pn 4pm o spm bpm  Tem

Join a Meeting

Join a meeting from a chat, a notification, yo
or even Outlook. To join a meeting from Team

1. On the navigation bar, click Meeti and then select the
meeting you want to join.

2. Click Join. Follow the prompts toj the eting.

Click outside the meeting window to minimize it so you can
when necessary. To expand the window again, just click it.

Baxter Land Deal Review

Chat with participants

Budget Approval Meeting

Baxter Land Deal Review
seztriin 5
[

®!

& - |
Click a meeting to view Respond to See who organized
details, chat with participants, the meeting the meeting and view
cancel, or join the meeting. request. the list of attendees.

Share Your Screen

Show what you mean by sharing your screen with everyone in
the meeting. To get started, click the Share desktop icon (2. To
stop sharing your screen, click the similar icon 3, located in the
lower-right corner of your screen.

MEET NOW

Need to have a meeting that can’t wait? No problem. Just open
your channel and click the Meet now icon &u.
Start a Meeting from a Private Chat

When you and your colleague need input from other team
members, start a video or audio call from your private
conversation. To start a call, click the Video call or Audio call

Y16

3 Ned Price <

Conversation  Files  Organization  Activity

£ Just a reminder, our team meeting will be canceled this
week due to the launch event happening on Wednesday.

4/17 2:05 PM
Sounds good. I've got a lot of work to get done s,
works great for me.

Add Participants

Quarterly Goals

te: When you start a meeting in a channel, anyone who has marked
he channel as a favorite can see that a meeting is in progress and can
join at any time.

Join a “Meet Now” Meeting

When a meeting has started, you can be notified in several
ways. Join the meeting from an open conversation, a
notification, or even Outlook or the Teams mobile app.

If you are currently working in Teams, you will see
a notification on the navigation bar. Click Chat to
view the notification and accept or decline it.

If you are already in a conversation with
the caller, you will see a notification in
the corner of your window.

Ned Price

is calling you
Whether you are actively working in
Teams or in another program, you
will see a notification in the lower-
right corner of your screen when
you receive a call. Click one of the
buttons to join a video call, join an
audio call, or decline the call.




WORK WITH TABS

In Microsoft Teams channels, you can add quick-access
reference tabs for files in Microsoft SharePoint., Power Bl.,
Excels, YouTube, and more. Create conversation tabs for
specific topics and even add a tab for a critical website.

Add a Tab

Add a tab from a range of services. Or use Microsoft
PowerApps. to build your own app tab.

To add a tab to a channel: & NedPrice 006

1. In your channel, click the
Add atabicon4+ —— |
2. Select the desired app or —|
service.
3. Follow any required
prompts, and then title the tab.
4. Click Save. The new tab appears
in your channel.

o [o]-[-1-
Mo EBRBA

Add a Tab for Microsoft Office Files

Create a channel tab for a Microsoft Office file so you can view
and edit it right from Teams.

To add a tab for a Microsoft Office file:

1. Upload a new document to your Conversations tab or
private chat.
2. Click the More icon --- next to the file name.

\

Open in Word
? Alan Steiner 1045 AM Edited

Here i the newest proposal for Baxter. Please review and share your thoughts. Open in Word Online

Download

mg Baxter Land Purchase Proposal.docx

Get link

Make this a tab.

O Reply

3. Select Make this a tab.
4. On the new tab, click the Edit arrow. Choose to €
document in Teams, in the desktop app,

Sales Operations > M400 * -

Conversations  Files FAQ_Contoso_Style_lssues v +

m; FAQ_Contoso_Style_Issues.docx

W catinwors

@ Editin Word Onl

Reorder Tabs

If you find yourself using some tabs more
others, rearrange them in a way that’s more

To reposition a tab:

for you.

1. In the channel you
want to edit, click and
hold the tab you want

to move.
2. Drag the tab to thee
appears, release

Remove Tabs

Have a few tabs that are no longer relevant? Clear up the
clutter by removing them.

To remove a tab: QuickHelp  SharePoint

1. In the channel you want to
edit, right-click the tab to
open its menu.

2. Select Remove.

=P Rename

MAKE COVERSATION

Control the conversation by learning how to access your chat
history, save messages, and share files. Teams saves both
private and group conversations, so jogging your memory
won’t raise a sweat.

View Chat History

Microsoft Teams saves all of your conversations so you don’t
need to worry about losing track of what was said, even if you
leave the conversation.

To view chat history:

1. From the navigation bar, select Chat.
2. From Favorites or Recent, select the chat you want to see.

00®

Qa “ s Ned Price

Conversation Files Organization  Activity +

Ned Price 4/17
s Just a reminder, our team meeting will
week due to the launch event happej
Wednesday.

Ned Price 1203 AM
You: Call ended

N hats for critical bits of info.
r important messages for easy

e, just click the bookmark icon next

Click the
More icon---
to mark the
message as
— unread.
A - o
cess Saved Messages L
ind your saved messages in a snap. 4% S e
To view saved messages: © Aviilable 2
[ saved
1. At the top of the window, click @ settings

your profile picture.
2. Select Saved. Microsoft Teams
displays your list of saved messages.

Help
Keyboard shortcuts
About >

H Check f dat
Note: To remove a saved message, click to ecklorupdates

clear the bookmark icon [J.

Download the mobile app

Sign out

Leave a Chat

Are you done contributing to a discussion? Leave a
conversation and you will no longer receive notifications.

To leave a
private chat:

"5 Alicia,

3 participants

1. On the navigation
bar, select Chat.

2. Right-click the
conversation you
want to leave and
select Leave.

Alicia, Carlos and Diane
You: Excellent news

Conversation  Files

= T-Bot 113

& Did you know we have a mobile Favorite

idid
Gr Carlos and Diane 119 Mute

You: Latest rts she 5% -
jou: Latest repos ows 3 5% ¢ Hide

w8 R D

ane 11 .
You: okay cave

Note: You will still have
access to the chat
history on the Conversation tab.




COLLABORATE ON FILES

Upload a document to a team channel, and your team can
comment in real time or edit the file in Microsoft Word.

Attach Files to a Channel

Give everyone access to the latest draft of your proposal by
uploading it to your team’s channel.

To upload a file to a channel:
1. At the bottom of the channel, click the paper clip icon &.

© T @ - o

B M400 Marketing Team > Milestone Deliverables * -

arketing Tear
d Conversations  Files Wiki Q1 Deliverables @+

Gt Meeting ended: 325
LaunchEvnt Pnring e
Milestone Deliverables A
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Upload from my computer use @ to mention someone
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2. In the menu, choose recent files, files that have been posted
to Microsoft Teams, files from OneDrive, or files from your
computer.

3. Select the file you want to upload and click Upload a copy.

Note: To upload a file without posting it on the channel’s Conversafi
tab, upload it to the channel’s Files tab instead.

Collaborate on Files in Real Time

When you attach a file to a channel, your whole te
collaborate on the file simultaneously, right fr. Mic
Teams. You can exchange feedback in real ti
open the file in its source program to edit it.

To comment on an attached file:

1. Click the file that you want to com
opens in the Teams window.

- Sales Conference Team > General -

Conversations  Files  Wiki +
April 19,2017

9, AanSteiner 1045AM
o Hereis the newest proposal for Baxter. Please review and share your thought.

[ ——

To modify the
document,
click the
Edit arrow.
Choose to
edit the file
online, in the
desktop app,
or in Teams.

3. Leave your feedback in the conversation pane.
4. When finished, click Close. The feedback is saved on the
channel’s Conversations tab.

USE THE TEAMS MOBILE APP

Stay in the loop with the Microsoft Teams mobile app.
Download the app for Android or iOS.

[clagigel]] A Download on the
® Google Play @& AppStore
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Since Windows 95, BrainStorm has been helping people do more
with their software. BrainStorm offers personalized learning and
solutions to increase productivity. Do what you do best—faster and
smarter than ever before.

BRAINSTORM QUICKHELP™

QuickHelp is a one-of-a-kind solution that offers
customized content in an intelligent learning platform.
QuickHelp provides users with a unique learning journey
that includes:

Thousands of searchable and shareable videos

Live, productivity-focused webinar events

PDF guides to support diverse learning styles
Assessments to reinforce learning and gauge progress

INSTRUCTOR-LED TRAINING
On-site and virtual training solutions give organizations
practical, hands-on experience.
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