Microsoft Teams Overview

Table of Contents

What Is Microsoft TeEams and WHY USE [t ...ccuuiiiiiiiie ettt ettt e e eae e e e evte e e e eabae e e e nraeas 1
JANolol =T [ oY= =T T L PPRRPPPTRE 2
V=T oY o o Mo T VAV T a o [ 1V A3 Y o o OSSP 2
Downloading the Windows Application FOr YOUr PC......coociiiiiiiiiiiiciee ettt eee e 2
134 oo oY=V o o PSRRIt 3
L8 LYo ¥ = =T o [ PPRPPRY 3
LI 1101 =N 3
TRAMS ACTIVITY ..evetietie ettt e e e e s s sttt e e e e s s s s bbb aeeeessssssssbebeaeeesssasssbeaaeeeesssassssanaeeeas 4
TEAMS CNAL 1einiiiiiiie ettt ettt et e bt e e st e e sttt e sabeesabee s beeesabeeeabbeesabeesabaeesabeesabeesnteesabaeanes 4
Teams Collaboration — The ‘Team’ iN TEAMS ....cccueiiiiiiiiiieeete ettt st st sbe e sbeesaee e 5
TEAMS CallS. .. ettt ettt h ettt e e et e e e bt e e bt e sat e sa bt e bt e bt e beesbeeeheeeaeeebeenbeenreesaneea 6
TEAMS FlES ..ttt ettt ettt e s e e sttt e s ab e e sabee s bb e e sabeeeabbeessbeesabeeesabeesabeesnteesabeeanns 6
Setting up a Conference Call With TEAMS ....cc.eiiii i e e s seae e e e 7

What Is Microsoft Teams and Why Use It
Microsoft Teams is a collaboration tool that has features like Skype and Slack. Out-of-the-box it enables:

creation of team collaboration channels, messaging in a chat format, tele and video conferencing, file
sharing and repository, a wiki for easy documentation.

The chat feature, called ‘Post’ in Teams, is designed to keep a visible running conversation for the entire

team. Using email can lead to lost threads of communication and context, where Teams keeps all
discussion and decisions visible.
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Accessing Teams

NOTE: For any of the versions of Teams below, log into Teams using your GVI network ID. Example:
janderson@globusandcosmos.com

Web App or Windows App
Go to https://teams.microsoft.com

When an associate goes to teams.microsoft.com, they can choose to download the Windows app to
their personal desktop or use the web app (Browser version), see below. I've used both the Browser
version and the downloaded version and they have the same features.

Microsoft Teams

Download the Teams desktop app
and stay better connected.

Get the Windows app

i Coolies  © 2020 Microsoft

Downloading the Windows Application For Your PC
Click this link to download: https://teams.microsoft.com/downloads
Download and run the installer. After installing once, it will be available going forward.

The window below will appear for log in. Select the ‘Work or School Account’ option and remember to
login using your GVI network ID. Example: janderson@globusandcosmos.com

B Logn to Microseft Tearms - Q x

BY Microsoft

[t Iooks leke this email is used with more than one account
from Microsoft. Which one do you want to use?

Created by your IT department
termunall @ glotuaandcosmet.com

@ Work or school account

Personal account

termanal Solobusandcosmat.com
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iPhone App

There is also an iPhone app available(lI’'m sure Android has it but | don’t use that) that works great. If you
want to use your phone instead of a laptop/PC, the app enables you to connect without using a phone
number.

From the Apple Store, search for Microsoft Teams, download and then find the icon to start it up. Use
the same credentials as mentioned above.

wll AT&T 5Ge 10:19 AM -
Done View in Store
Microsoft Teams Produ ctivity
o
3
4.8 %%k kK 4+ v
Teams Authenticator
What's New Version History

Bug fixes and performance improvements

Preview

Using Teams
If you’re new to Teams, there are some helpful tools available from the home page.

Training
At the very bottom left of the application is a Help icon.

+ .
6 Join or create a team EE?

Q
[

I

Click that and then ‘Training’ to learn more. There is a short video available that is very helpful.

Topics

Training

What's new
Apps

Suggest a feature

o Give feedback
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Teams Activity
The Activity tab will show all interactions across chat, Teams channels or mentions. It will highlight if you
are mentioned.

Search or type a com
T Inv&d
10:37 AM 112
’ Th
reacted to you
Inv & Ops scrum =
unable to join today due to conflict .
Remi
A : A
Mg Matias reacted to ~ 2:30 AM
your message e Charle]
New Time Thursday - EOS Daily Sta... —~
hey there. | am in anather.., iy
e (@ Charles 318
mentioned you Brian
Inv & Ops scrum 0 You'll
Thanks, Jeff, for protecting the...

Teams Chat
This is just like Skype IM. You can do individual chats or group chats.

[E Search or type a command

@ Alex Breed cChat 3 more

a. Ellen, Robert, and Vedika 2/6 Dd
P Vou: thank you. that is very helpful,
Bart and Wade 1722 Alex Breed 12/27/19 4:01P
You: thanks. Everything set for me to Snap ||
Softchoice/Globus Vouche... 1/21
@ Connor Hughes: 67369223 12/27/19 402 P
Metrics on Hexacta 115 e[
Charles: Created meeting notes fo... LEL
Kathie Aspenwall 115
Hello
Charles Flatt /9 Alex Breed 12/27/19 4:06 P
Yep, be over in a little bit. | want to... 0 is done
Alex Breed 12727
is done

Page 4 of 9



Teams Collaboration — The ‘Team’ in Teams

Click on the ‘Teams’ icon at left and you will see the Team set up by an administrator or manager to
which you have been invited. Under the Team are channels, with a default channel named ‘General’. In
this example, there is a Team named “Bromley Transition” and the channel “General” underneath. Click

on the General channel.

Search or type a command

. General Posts Files Wiki +

é,' Jetf Anderson has added Massimo Lauricla o the team

€% Jeff Anderson removed Massimo Lauriols from the team

& Jeff Anderson has added Di Lorenzo Massimiliano (Guest) as a guest 10 the tean
DM Di Lorenzo Massimiliano (Guest)

Hi Jett Anderson (&

Jeff Anderson
? excellent. great to hear from you. | will be inviting cthers fr(

To the right, click on the ‘Posts’ tab. This is the chat feature of a team. It will keep a running
conversation that can be reviewed by everyone at any time. You may use @mentions here if you want a
person’s Activity icon to highlight, ex. “Hey, @jeff anderson, bring donuts tomorrow.”

Search or type a command

Y . General Posts Files Wiki +

= Jeff Anderson has adee Lauricla to the team
Your teams
%',. Jeft Anderson removed Massimo L om the team
. Bromley Transition
& Jeff Anderson has added Di Lorenzo Massimiliano (Guest) as a guest to the tear|
General
Di Lorenzo Massimiliano (Guest)
DM %

Hi Jeff Anderson &

Jeff Anderson
} excellent. great to hear from you. | will be inviting others fr

Next to ‘Posts’ is the ‘Files’ tab. Here you can upload directly from your drives. A file that is pasted into a
conversation will be saved here. These files are shared across the team and may be edited by multiple

users.

General Posts Files Wiki +
—\
+ New T Upload @ Copylink < Download { Add cloud storage @ Open in SharePoint
General
Name Modified | Modified By
“ AgencyPhoneFixExceptionsProd.txt 3 minutes ago Todd Cone
B'  2.28-3.13 Transition Issue Logdsx 10 hours ago Terri Woollard
B March Departures as of 12 Mar.xisx 4 days ago Kelly Howell
B EIPP & EIAP DECIMAL CODES.xlsx 4 days ago Terri Woollard
TestAgencyPhoneFixExceptions.txt 5 days ago Todd Cone
a March Departures as of 11 Mar.xlsx S days ago Kelly Howell
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The ‘Wiki’ tab is for documentation that may change more rapidly than something like an Excel
document.

. General Posts Files Wiki +

Bromley Transition

Bromley Transition
1. Contacts Last editeck Aust nov

Contacts

Jeff Anderson jeffanderson@globusfamily.com

Teams Calls
Similar to Skype, this is for using Teams for a computer to computer call. You will need a headset, or
speakers and microphone.

Search or type a command

Calls

Speed dial

%, Speed dial
[2) Contacts
® History Faverites
Voicemail Ellen Roseman Eric Bonney
\ E I g
[mIS o %
Make a call

Type a name John Marko
Away
Suggested
Teams Files

This is a single window into all documents that have been added for all Teams you have.

A Search or type a command Group Voyagers Inc. ~ ﬁ
Files (© Recent
Views
Py - o Mesies e
6 Microsoft Teams - ,
i Transition Issue Log.xlsx 2/28/20 BromleyTransition / General
4 Downloads
] Transition Bookings 2020-02-27-19-1...  2/27/20 BromleyTransition / General
Cloud storage
@& OneDrive [« ] 2.28 - 3.13 Transition Issue Log.xlsx 3/16/20 BromleyTransition / General
L] 2.28 - 3.2 Transition Issue Log.xlsx 3/3/20 BromleyTransition / General
[« i} 2.28 Transition Issue Logxlsx 2/28/20 BromleyTransition / General
i Transition Issues Log 2 Maradsx 3/2/20 BromleyTransitian / General
DPG_Developers_Guide_Appendices_v... 12/16/19 EOS / Credit Card Auth
] CMS logins - Go Apps.docx 10/20/19 05 / Go Apps
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Setting up a Conference Call with Teams

In Outlook, you should see a Teams icon on your top banner of the Calendar view. You can click this first
and create a meeting, then invite others, etc., as you normally do.

Send / Receive Falder View Help Acrobat Q Tell me what you w,

& Q & E=E BB
) 0
e g
New New  New New Skype New MNew Teams Today Mext7 Day Work
Bppointment Meeting ltems ~ Meeting Meeting Meeting Days Week
Mew Skype Meeting | TeamViewer | Teams M@ating Go To [
1 March 2020 y
SU MO TU WE TH FR SA 4« » March 15921, 2020 Denver, Coloral
23 24 25 26 27 28 29
1 2 3 4 5 6 T SUNDAY MONDAY
8 9 10 11 12 13 14 15 16
1 e 47 4o M an oy

Note that a Teams link is in the body of the meeting notes. This link should be used by attendees (more
below).

Some users will have a phone number attached to the invitation. This number may be called directly via
phone BUT you are encouraged to use a headset or PC speakers and microphone.

Fie [V lnset  FormatTest  Review  Help Q' Tell mewhatyouwantto do
=D - szl e8 [l
A = m 2l &
XE ® B = @ S [ x 22 Y o
Delete . | Login | Appaintment Scheduling | Skype Online | JoinTeams | Cancel Address Check Res|
Assistant | Meeting | Meeting  Meeting | Invitation Book Names Opl
Actions Highfive Show Skype Mee... TeamViewer Teams Meeting Attendees

) vou haven't sent this meeting invitation yet.

. | [l

=T supjea

Send | ocatjon | Microsoft Teams Meeting
starttime | Thu 3/19/2020 | [s00pm w| [ A day event
Endtime | Thu 3/19/2020 [ [e30pm -

Join Microsoft Teams Meeting
+1719-299-2146 States, Pueblo (Toll)
Conference ID: 804 469 287#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

When you click the “Join Microsoft Teams Meeting” link, a browser will default with choice of using the
Windows App or web app. If Teams is already installed, wait a second or two and it will pop up.
Otherwise, you can use the web app by clicking “Join on web instead”.

Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

Already have the Teams app? Launch it now
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The meeting will look like this. Click “Join now” and you will be in the meeting.

Search or type a command

Group Voyagers Inc. v

Choose your audio and video settings for

Meeting now

Join now

& @@ &3 K-USBUHEADSET

Other join options

%) Audio off %, Phone audio [#) Add a room
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When in the meeting, there are controls for turning on your camera (the default is turned off), your
microphone (default for organizer is turned on), and the button for sharing your screen. Clicking this will
prompt a pop up to allow you to pick your entire desktop or a single program, like Word or a Browser.

Other features should be explored.

Note that using fewer devices like speakers, headsets, cameras, etc., the better. For example, don’t have
a wired headset and a wireless headset connected, because you may struggle with Teams using the
appropriate one for your conference call.

Search or type a command Group Voyagers Inc. v

Clwith - Waiting for others to join...

When finished with the meeting, click the red phone button at the right.
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