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Overview

In this Microsoft Teams for Beginners article we’ll be sharing everything you need to know to setup teams,
channels and get started in Microsoft Teams.

Click on a topic to learn more:

¢ Welcome to Microsoft Teams

¢ What is Microsoft Teams

e Getting your team up and running
¢ Working in Channels

e Creating chats and group calls

¢ File Sharing and collaboration

e How to manage meetings

e Microsoft Teams training resources

Welcome to Microsoft Teams

1270 . 76%0

& Legal and Compliance '&—-]

X1050 Launch Team

Microsoft Teams CHAT FiLes MORE
I found a great article about copyright
e ' O m e infringement and piracy concerns. Worth a
quick read.
to I ea m S 2 replies from Lynne and Enrico

Johanna Lorenz Feb 9,222 PM
Cl
Megan Bowen

LFYl
€ Reply
' Isaiah Langer
o Feb9,222PM

Enrico Cattaneo
| found the document, lets work together on
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What is Microsoft Teams?

Think of Microsoft Teams as a collaboration hub that helps your team stay organized and have
conversations, meetings, and share files - all in one place.

6 modules and a command box form the core functionality of Microsoft Teams, we've included a description
of each module below, so you can get clear on what they do. But if reading isn’t your thing, this quick
interactive demo is a great way to get a guided tour and try out the basics for Microsoft Teams beginners.

= Microsoft

Microsoft Teams

Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels
Click one to see the files and
conversations about that
topic, department, or project.

Start a new chat
Launch a one-on-one
or small group
conversation.

Add tabs

Highlight apps, services,
and files at the top of a
channel.

Use the command box
Search for specific items or
people, take quick actions,
and launch apps.

Manage profile settings
Change app settings,
change your pic, or
download the mobile app.

Move around Teams

Use these buttons to switch

° N

between Activity Feed, Chat,
your Teams, Calendar & Files.

— o

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.

4

¢ [}

“* Manage your team
*  Add or remove members,

create a new channel, or
+ get a link to the team.

Find personal apps
Click to find and manage
your personal apps.

Join or create a team

Find the team you're
looking for, join with a code,
or make one of your own.

Add apps

Launch Apps to browse or
search apps you can add to
Teams.

Activity

. Mark 8 Project Team > Research and Develppment -

‘»h‘-

Adete Vance
Has anyone reviewed the latest stats for nest monthv's aewsletter? | could use figures and Sugpeste:

euwm

Adete Vance
Here Is the Mark 8 overview i use 50me help with Bhe performance specfications chart and the parts supy (] Save

©] Mark & Performance Overview.docx B Mark & Parts and Spec Listdhix

Add files
Let people view a file or e 4o ot see the $ull vakoe of moving 1o &
™ work on it together.

e of the ch

Reply
Your message is attached

' Q— 02 specific conversation.

Compose a
Type and format it here. Add a
file, emoji, GIF, or sticker to

liven it up!

Your activity feed is where you can get a quick at-a-glance catch up on all your unread messages,

@mentions, replies, and channel activity.
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Chat

Want to talk 1:1 or in a group? This is where chats come in, you can create private one-on-one chats or
group conversations here.

Teams

The teams module is where the majority of the magic happens, it displays all of the teams that you’re a
member of and the Channels that make up your teams. You can have several Channels within a Team and
can create them by topics, projects, departments or just for fun. Inside the Channels is where you can hold
on-the-spot meetings, have conversations, and share all important GIFs.

Calendar

Clicking the Calendar icon will show you everything you've got lined up for the day, week or month. It syncs
with your Outlook calendar, so you don't have to keep switching between Microsoft Teams and Outlook to
book appointments.

Calls

If your organisation has it set up, you can call anyone from Teams, even if they’re not using Teams. You
can also organise your contacts into groups for easy lookup and view your call history too.

Files

The files module shows you all of the files that have been shared in your Channels, the recent files that
you've been working on, and your OneDrive files that you can access directly through Teams.

Command Box

Use the Command Box at the top of Microsoft Teams to search for specific items, people, and perform
quick actions that make you feel like a Microsoft Teams wizard. Try it for yourself now:

s\ James Sutton X I'm a wizard James! :)

Microsoft Teams

Head over to Teams and hit CTRL+E to activate the Command Box
Type /chat and hit ENTER

Enter someone’s name and hit ENTER

Type a message and hit ENTER to send

P~

There's a bunch of extra quick actions that you can use too, just type the / symbol in the Command Box to
explore and play around with the options.
DS |
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How to get your team up and
running

To get your team up and running, you'll need to:

1. Create your team,
2. Invite members, and
3. Add channels

Here’s a video that walks you through all three steps, so you can follow along and setup your virtual
workplace in record time.

Note: For more information on the technical roll out of Microsoft Teams this Microsoft Teams
Implementation article provides more information.

Office Solutions IT ) Microsoft Teams for Beginners:101
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Step #1 Creating a team

1. Navigate to the Teams module and click on Create a new team

O X

Teams Y Join or create a team Bearch teams Q

X1050 Launch Team

General
Digital Assets Web i ’

Go to Market Plan

(4 Search or type a command 9

&
|

Launch Event Mark 8 Project Team

Join a team with a code
Legal and Compliance Public

Web and Social Trends Welcome to the team
Enter code N

assembled to create

1 hidden channel

n Warehouse #02
. Contoso #02

Got a code to join a team? Enter it above.

A 2
Business Development CO MA
General
) Contoso #02 [copy] Marketing (Alex's team)
i Join or create a team & Public Public

2. Select Build a team from scratch

Create your team oo @

+
. Build a team from scratch

. > Create from...
An existing Office 365 group or team

3. Choose whether you'd like your team to be:
A. Private (meaning people would need to permission to join the team),
B. Public (Anyone in your organisation can join), or
C. Org-Wide (Everyone in your organisation automatically joins the team)

Office Solutions IT () Microsoft Teams for Beginners:101
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N

What kind of team will this be?

Private
4 People need permission to join
A0 i
() Public
W

Anyone in your org can join

Org-wide

Everyone in your organization automatically joins

4. Give your team a name and a description

Some quick details about your public team
Team name

Project Falcon

Description

Discuss Project Falcon details]

< Back

Office Solutions IT
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Step #2 Inviting members

1. Add members to your team. Note: you can also add guests (people from outside your organisation)
too. To do so, just type in their email address and click Add.

Add members to Project Falcon

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.

'a’ Alex Wilber x ‘K Lidia Holloway X
‘ Lynne Robbins x 'a Adele Vance X

Mike Kellum (Guest) Z X %

Note: By default, your team will be created with the General channel. This is a good channel for
announcements and information that the whole team needs to see.

(4 Search or type a command 9 _h:; — ] X
-
Teams ¥ . Project Falcon > General - o ©
Conversations v Files Wiki -+
X1050 Launch Team aee VVEILUITNIE L0 uIe edin:

General Here are some things to get going...
Digital Assets Web

Go to Market Plan

4 hidden channels
a
n Warehouse #02
. Contoso #02

A s
Business Development

General
Add more people Create more channels Open the FA:
[0 Project Falcon
g Megan Bowen has added Adele Vance to the team
General ———
L Megan Bowen has added Mike Kellum to the team.
2" Join or create a team &3 £ New conversation

Office Solutions IT () Microsoft Teams for Beginners:101
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Step #3 Adding channels

1. To add additional channels to your team, click the more options icon (3 dots) next to your team
name and select Add Channel.

“ Search or type a command 9 g«o - () X
Teams Y . Project Falcon > General - _
Conversations v Files Wiki —+
X1050 Launch Team VVEILUITIE LU UIEe Ledin:
General & Hide Here are some things to get going...

Digital Assets Web

Go to Market Plan {3 _Manage team o f/
4 hidden channels B Add channel '\ / \\\ \ ‘
- | \d§
& Add member = | ) o
n Warehouse #02 A A /,A =
i& Leave the team ‘L(;\_,\ ,/ y A |
. Contoso #02 Z Editteam <\ |\_ [
v . & Getlink to team N g
Business Development
General i
@ Delete the team eople Create more channels Open the FA
= Project Falcon » E
L Megan Bowen has added Adele Vance to the team.
General o
& Megan Bowen has added Mike Kellum to the team

&’ Join or create a team @ [Z New conversation

2. Give your new Channel a name, a description and check the Show this channel in everyone's
channel list, then hit Add

Create a channel for "Project Falcon" team
Channel name

Product Specs

Description (optional)

Specifications for Project Falcon

Privacy

Standard - Accessible to everyone on the team

Automatically show this channel in everyone’s channel list

Cancel

Office Solutions IT () Microsoft Teams for Beginners:101
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Working in Channels

Channels are where your team members collaborate, share files and engage in discussions. Every channel
has a Posts tab, this is where you can post your messages. All of the channel conversations are stored in
the Posts tab, so all channel members can view the discussion history to stay up to date on the latest

“ Search or type a command "» - (=] X
Teams Y E General Pposts Files + ® Org
WS | ! can'tiing the missing asset, can anyone plug It into the database?
Your teams
Collapse all
' Warehouse #02
,e Adele Vance 10:43 AM
I have it. Just give me a second to plug it in.
@ Business Development
@_. Diego Siciliani 10:44 AM
General " You just beat me! You're fast. *®
Knowledge Share « Reply
Opportunities (1]
Pipeline (2] j’] Irvin Sayers 10:46 AM
f - i . i ?
Reports and Data Models Now that the database is complete, can folks double-check their numbers today?
Collapse al
X1050 Launch Team
§5. Diego Siciliani 10:46 AM
General % But, of course.
a
2021 Prototype O Megan Bowen 10:47 AM
Design I'monit!
Digital Assets Web « Reply
Go to Market Plan
Launch Event
Start a new conversation. Type @ to mention someone.
&' Join or create a team & ACO @B & B @ & B>

Getting attention with @Mentions

If you want to get someone’s attention in a channel, you can use @mentions. Simply type the @ symbol
followed by the person’s name and the person will receive a notification that they have been mentioned in
your post.

Y E General Posts Files + ® Org

Megan Bowen 10:25 AM
4 Who has last quarter’s verbatims? Couldn’t find them in the Files tab.

ment | @mir 4——
B
Suggestions
l Miriam Graham
(1] h o MiriamG@contoso.com
Collapse all
Models
(e Adele Vance 10:43 AM
m | have it. Just give me a second to plug it in.
@ Diego Siciliani 10:44 AM
3 “2© You just beat me! You're fast. ==

« Reply

%‘] I Irvin Sayers 10:46 AM

Want to get everyone’s attention? You can @mention entire channels too. Note: this feature will need to be
enabled by the Team owner.

Office Solutions IT () Microsoft Teams for Beginners:101
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When you have been mentioned in a post, you will receive a notification in your Activity feed letting you
know who mentioned you and in what channel it occurred. You'll also get a little red circle next to the
channels indicating how many times you've been @mentioned in that channel.

& e L

Teams Y E General Posts Files -+ ® Org
. Diego Siciliani 10:44 AM
Your teams " You just beat me! You're fast. #®
n Warehouse #02 « Reply
l::d! Business Development I Irvin Sayers 10:46 AM
&> | Now that the database is complete, can folks double-check their numbers today?
General
lod Collapse al
K ge Share ot
Opportunities (1] §s, Diego Siciliani 10:46 AM
i But, of course.
Pipeline (2]
Reports and Data Models @ e LS A
I'monit!

X1050 Launch Team o « Reply

General

. | Irvin Sayers 10:52 AM @
2021 Prototype & i aitn
&> | General: Trey Research is coming to town next month. Let me know if you'd like to be at the

Design dinner with them after the meeting.

Digital Assets Web « Reply

Go to Market Plan

Launch Event . .

Start a new conversation. Type @ to mention someone.
8" Join or create a team & A C O @B G Q & - B

Managing Notifications

When you're working on an important task focus is key - especially when you're working from home. After
all, with email notifications, reminders, and now Teams notifications popping up all over your desktop, it's
not just the dog or kids that are fighting for a sliver of your attention.

The good news: You can manage your Teams notifications, so you only get notified on the things that
matter most.

The bad news: The same can't be done for the kids (both the human and fur variety).

Here's how to manage your Teams notifications

Office Solutions IT () Microsoft Teams for Beginners:101
www.officesolutionsit.com.au Page 11 of 22
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1. Click on your profile picture and Select Settings from the drop-down menu

Search or type a command g:-

lCh Team > De5|gn S @ Megan Bowen

Change picture

Available >
t ~ 4 Set status message

[J Saved

and Johanna @ Settings

Zoom - WR120%) + O

Keyboard shortcuts

About >

Check for updates

, Alex, and Johanna

2. Click Notifications from the side bar

Settings X

& General

£ Notification: '
Q Devices %

T Default Dark High contrast
ermissions ) S
% calls Application

Auto-start application
(O Open application in background
On close, keep the application running

Register Teams as the chat app for Office (requires restarting Office
applications)

Language
Restart application to apply language settings.

Jate and time format

yboard shortcuts.

Delegation

Delegates can make and receive calls on your behal,

3. Customise your notifications

Settings

& General General

@ Privacy @D notification sounds

£ Notifications
Missed activity emails As soon as possible
©Q Devices
As soon as possible
8 Permissions Digest emalls P
Once every 10 mins
% Calls Chat
Once every hour
@mentions Once every 8 hours

Daily
off

Replies
Likes and reactions
All teams and channels

Personal @mentions Banner and feed

Replies to conversations | started Banner and feed

Replies to conversations | replied to Banner and feed

And customize the settings how you want

Trending Only show in feed v

Office Solutions IT () Microsoft Teams for Beginners:101
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Chats and Calls in Microsoft
Teams

While channels are where most of the magic happens in Teams, sometimes you need to collaborate
smaller groups or even talk privately in a 1:1 - enter Chats and Calls.

9 Conference prep & chat ¢

& Megan Bowen sdded Christie Cine and

* Adele and Patti we & Wegan Bowen churged the
y ease

Hi team, wai

Microsoft Teams

Startand @
pin chats

------------

Nestor Wilke "
Can you stop by my office when you §.

Alex Wilber
ﬁo 0 get your o

How to start a 1:1 or group chat in teams

1.
2.
3.
4.

Click on the chat icon to see your private and group chats.

To start a new chat, click on the compose new chat icon

Type in the name(s) of the people you want to reach out to

To make an audio call or video call to the members of the chat — click the corresponding icons in the
top right corner of your chat window

Note: To make your discussions easier to find, you can pin your chats by clicking the more options (3 dots)
icon and selecting Pin. This will keep the chat visible in your pinned list (you can pin up to 15 chats).

‘D
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‘g Search or type a command .

~
Chat Recent Contacts Y 6’ Conference prep & Chat Files +

¢ Mark as unread

DI
Pinned Aegan Bowen added Christie Cline and Nestor Wilke to the chat.

& Pin
Adele and Patti fegan Bowen changed the group name to Conference prep.
¥ You: Yes please! & Mut
Johanna Lorenz @ Hide 1/23/20 5:39 PM

© Do you think w t t 4 : < i
DYSLENIS WSS st soon R0 90 Hi team, want to meet next week to plan for next week’s presentatic

Manage apps

$ } Isaiah Langer

© Isaiah: Hey Megs! | just wanted to volunt¢

& Leave

Recent

G.i Conference prep

You: Hi team, want to meet next week t...

&M Alex, Allan, Brian, +2 1/23
i * Allan: Thanks, Alex. It'd be great to get thi

| Irvin Sayers 119
QO FYI, Patti and | synced last week and she’s..

Nestor Wilke 119
Can you stop by my office when you g...

e Alex Wilber 119
© Would love to get your thoughts on it

e Alex Wilber 173
© Alex: Please give final review by EOD so w...

File sharing in Microsoft Teams

Sharing files in teams is easy. You can share files within chats and channels, so you and your team
members can work on the files together at the same time. Better yet, if the files you are sharing are Word,
Excel or PowerPoint files your team members can even view, edit, and collaborate on them, right within
Teams.

Here's how to upload and share files in Teams

1. Much like attaching a file to an email, click the attachment paperclip icon in your chat or channel
window
2. Select your file

« Reply

( Adele Vance 42 AM
Thank's for the reminder. And getting me on Teams. Do we have any training on this?

« Reply

Megan Bowen 8/27 9:46 AM
o Free training here, some good videos and more: https://support.office.com/en-us/article/microsoft-teams-video-tr
4351-8084-b1089f0d21d7

Microsoft Teams video training
‘atch these video training courses for Microsoft Teams.
®© Recent

ii Browse Teams and Channels  Ipport.office.cc

4@  OneDrive

Upload fron yay computer
* Type @ to mention someone.

Office Solutions IT () Microsoft Teams for Beginners:101
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3. (optional) Enter your message or @mention someone to get their attention and feedback.

Joni Sherman ) AM
s Mine’s done. Then again, it was a very light week for X1050. Added folder.

« Reply

Adele Vance %42 AM
Thank's for the reminder. And getting me on Teams. Do we have any training on this?

« Reply

Megan Bowen 8/27 9:46 AM
o Free training here, some good videos and more: https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-

4351-8084-b1089f0d21d7

Microsoft Teams video training
Watch these video training courses for Microsoft Teams.

] Office

support.office.com

IB Adele Vance 2/27 957 AM

LR

mg International Marketing Strategy for V... X

Can everyone put their data in this doc? Joni Sherman: Please make sure the timelines are correct. Thanks!

A ¢ OB - -

Every chat and channel has a Files tab. Here you can see all of the files that have been shared in

the chat or channel.

Search or type a command

X1050 Launch Team > Design #

www.officesolutionsit.com.au

pment
Conversations  Files  Usability Priorities +
e i Design
eam Modified v Maodified by
1m ago Megan Bowen

feb .

m Design mock-up feedback.docx 8/24/18 Miriam Graham
an
sliance m XT1050 Usability test 2.3.docx mns Megan Bowen
| Trends

[wil XT1050 Marketing Collateral Timelines_V2.docx 1mns Megan Bowen
feam

ﬂ:] marketing-initiatives-FY17.xlsx 118 Megan Bowen

[x i} bearing-44DDF -stress-test xlsx 1Mns Megan Bowen

[w Usability Testing Priorities.docx mns Megan Bowen

Office Solutions IT () Microsoft Teams for Beginners:101
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Here's how to work on a file together in Teams

1. Select the more options icon (3 dots) next to the file that you want to open and choose where you
want to edit the file.

September 6, 2018

Megan Bowen 6 AM
& Thanks everyone for the status updates! Looking forward to continuing this work in Q3.

<« Reply

Megan Bowen 28 8 AM
s What's the latest on the upcoming legal requirements for Project Falcon?

Edit in Teams

| |  Irvin Sayers 9/6 12:1

© Megan Bowen we'rd C h O O S e W h e re toucht @3 Openin Powim

ﬂ! Open in PowerPoint Online

{ Download

you want to edit [

Megan Bowen |
3 Everyone, please take time 4 Make this a tab

ﬂg RD Expense Report.pptx

< Reply

Start a new conversation. Type @ to mention someone.

A ¢ © B B X - B

2. Teams will let you know who else is currently working on the file

Search or type a command ‘»

RD Expense Report.pptx

m PowerPoint Online

FILE HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  REVIEW  VIEW FORMAT

1
B I I
@

RD Expense Report Saving.

Q Tell me what you want to do OPEN IN POWERPOINT

On Track?

- Expenses On Track for 2017 Budget

« In Q2, RD Went Under Budget Due to Early Completion
of QT9009 Test Project

+ Request Additional Funding for Q4 for Proseware Project

9« Allotments to Engineering Competition account for 0

Spikes

3. If you need to ask a question about the file or get more information, you can start a conversation
from within the file by clicking the chat icon in the top right.

Office Solutions IT () Microsoft Teams for Beginners:101
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RD Expense Report - Saved O Megan Bowen
© Everyone, please take time to

Close

RD Expense Report.pptx

ng PowerPoint Online

FILE HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  REVIEW  VIEW FORMAT Q  Tell me what you want to do OPEN IN POWERPC add/edit your slides
1 m RD Expense Reportp.. ss»
1104 AM

Nestor Wilke, could you verify the
B O T k‘? expense amount for the Northeast
2 n lrackK: region?

I8 Expenses On Track for 201 7ul¥u(|get

- In Q2, RD Went Under Budget Due to Early Complc
! j— of QT9009 Test Project

- Request Additional Funding for Q4 for Proseware P

9. Allotments to Engineering Competition account for
Spikes

- Northeast budget on track

Reply

Ferper— ) wowe A ¢ @ @ B & - BN

Note: Your in-file discussions will stay with the file in your chat or channel thread, neat feature right!?

' Can you provide guidance on this, Joni Sherman?
<« Reply

September 6, 2018

Megan Bowen
o Thanks everyone for the status updates! Looking forward to continuing this work in Q3.

’Y Messages about the file
| stay with the file in Teams

Today

Megan Bowen 1]
o Everyone, please take time to add/edit your slides

m D Expense Report.pptx

|\2| Irvin Sayers 11:04 AM

© Nestor Wilke, could you verify the expense amount for the Northeast region?

« Reply

Start a new conversation. Type @ to mention someone.

Office Solutions IT () Microsoft Teams for Beginners:101
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Meetings in Microsoft Teams

Meetings. Undoubtedly one of Microsoft Teams best features. This is where you can setup 1:1 or group
meetings, host meetings in channels and even create live events. But for now, we'll keep this beginner 101
friendly, so head into your teams Calendar module to get started on managing your meetings.

Note: Your calendar stays in sync with your Outlook calendar and displays everything you've got coming
up, even if you have created an appointment outside of teams.

h or type a command

You're up to date!  [=] Work week

.
Microsoft Teams o > o
)y Y 3 Friday
Meeting Conference Room - Crystal
Christie Cline Lidia Holloway
a n a e Weekdy Sync Weekly Sync 3 Tailspin Weekly Sync m
Online Oniine 3 Project Online Meeting
° Meetng Meeting 3 My Office Megan Bowen
O | Megan Bowen Megan Bowen } lsaish Lang
Tallspin Sync
Microsoft Teams Moot ekl
Weekly Marketing Lunch
TeD
Adele Vance
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How to create a new meeting in teams

1. Click the calendar icon and select +New Meeting

4 Search or type a command i = O X
=
Calendar G4 Meet now -+ New meeting
) Today < > September 2019 - October 2019 “/ : lork week
Monday Tuesday Wednesday T y Friday
Company Lidia Holloway Legal and Executives Bi-Weekly
Meeting Conference Room - Crystal
Sales Team Meeting Christie Cline Lidia Holloway
Conference Room - Adams o (o}
Lidia Holloway
o
10AM Weekly Sync Weekly Sync Weekly call Weekly Sync Weekly Sync § Tailspin Weekly Sync
Online Meeting Online with Online Online s Project Online Meeting
Megan Bowen Meeting Online Meeting Meeting N My Office Megan Bowen
Megan Bowen | Megan Bov 3 © | Megan Bowen Megan Bowen 3 Isaiah Lang
1A
o o o o O
Tailspin Sync
Microsoft Teams Meeting Nesto
12PM Weekly Marketing Lunch
T8D
Adele Vance
o
1PM | Weekly check-in with Engineers Lidia/lsaiah 1:1
Engineering lab Lidia's Office
Megan Bowen Lidia Holloway

2. Give your meeting a title, select the start and end times, enter a description and invite people.

Note: (optional) You can also choose a channel to meet in. If you host your meeting in a channel,
everyone in the team will see it in the channels post tab, where they can comment, share files and

reply.

New meeting

Title Select a channel to meet in
Mark 8 Campaign Update None (optional) v
Location Invite people
Microsoft Teams Meeting v Invite someone
Start End Repeat () Organizer
Oct 7,2019 1:00 PM Oct 7, 2019 1:30 PM Megan Bowen
MeganB@contoso.com
Free: Oct 7 12:30 - 1:00pm, 12:00 - 12:30pm, 11:30 - 12:00pm ... ® Scheduling assistant
Details Attendees
B 7 U S % A WA Paragraph v T, = T e c CariD@example.com X
Unknown
Let's review the results from the Mark 8 marketing campaign so far.
Debra Berger x
Unknown
) Patti Fernandez X
£ Unknown

Close Schedule

Office Solutions IT () Microsoft Teams for Beginners:101
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How to join a meeting, even if you don’t use Microsoft Teams

1. If you use teams, you can simply click the Join button on your teams calendar appointment.

(& Search or type a command & - O
Calendar
Today < > August2019 v =) Work week Vv
26 27

Monday Tuesday

You have a few
| ways to join

9AM | Sales Team Meeting Christie Cline Lidia Holloway
Conference Room - Adams o
Lidia Holloway
o
10 AM Weekly Sync . Weekly Sync Weekly Sync § Tailspin Project Weekly Sync
Online Meeting Online Meeting Online Meeting s Discussion Online Meeting
Megan Bowen Megan Bowen Megan Bowen | My Office Megan Bowen
[s] { Isaiah Langer (3
1AM
o o (5]
12 Weekly Marketing Lunch Lunch?
80 T80
Adele Vance Lynne Robbins
[+} o
) —

2. If you don't use teams, you can click on the Join Microsoft Teams Meeting link in your email
invitation.

[ Delete 5 Archive © Junk v <« Sweep 21 Moveto v < Categorize v

V' Folders (© &aFocused 3 Other Filter v Weekly Sync

£  Inbox
. .
= |n your invite, select
/
Z  Drafts
L L] L]
e Join Microsoft Teams Meetlng
v Deleted
Work Em o OneDrive
Guest edited your shared fi Wed 8/21
Work Email Here's a daily summary of changes that mi..
B Archive July Join Microsoff\Teams Meeting
Conversation H... e MOD Administrator +1323-886-7051 States, Los Angeles (Toll
MOD Administrator shared.. 7/15/2019 Conference ID: 534 3789924
O Notes 3 MOD Administrator shared a file with you
Local numbers | Reset PIN | Learn more about Teams |
Personal Email = Microsoft
Updates to our terms of use 7/10/2019
New folder Hello, You are receiving this email because.

2 Microsoft account team
8 Microsoft account unusual ... 7/2/2019
Miccosaft accaunt Unusual sign o activt
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3. You'll be prompted to either:
o Install the Teams app and create an account, or
o simply join the meeting using your web browser without having to install or create an account

Microsoft Teams

Then download the app

or join via the web

Experience the best of Teams meetings with the desktop app

Download the Windows app
N
Already have the Teams%mn:h it now

Join on the web instead

4. Clicking the latter will take you to the meeting where you can enter your name and click Join Now

Type your name and
select Join now

N
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Teams Training Resources

Microsoft Teams has a bunch of neat features, like creating live events, hosting Q&A's and integrating your
favourite apps to bring your entire work suite into one convenient place. For more training material check
out the links below, drop us a line or leave a comment - we're more than happy to help.

e Free Microsoft Teams instructor-led online training
e Microsoft Teams Help
e Microsoft Teams FAQ
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https://support.microsoft.com/en-us/office/faq-f4644010-d5fa-4055-b42a-6a5317316e18?ui=en-us&rs=en-us&ad=us#BKMK_WhatsAWorkOrSchoolAccountForOffice365
https://support.office.com/en-us/teams
https://docs.microsoft.com/en-us/microsoftteams/instructor-led-training-teams-landing-page
https://www.officesolutionsit.com.au/contact-us/

