An intro to MS Teams


https://products.office.com/en-GB/microsoft-teams/group-chat-software

What we'll cover

- What is Teams?

» Teams desktop & web app

- Updating Teams

- Channels

+ Posts

- Chat = individual & groups

* Files = navigating, editing & collaborating

Join on Thursday for g session looking at Calls & Meetings



What is Teams?!
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Bring your team together

Create an open, collaborative
workspace for your team. Use
channels to organize conversations by
topic, area, or anything else.

Chat 1:1 and with groups

Outside of open team conversations,
chat privately and share files and notes
with anyone in your organization.



Make video calls and schedule
online meetings

Have impromptu or scheduled
meetings in any channel. Or just call
someonel]

Team files, notes, and apps in one
place

Your team's tools are organized and
Integrated in Microsoft Teams with
the power of Office 365.
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Teams quick reference card
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Philippa Leary 07:07

Just been testing az screen recorder app on my phone. Thinking it could be useful to share a quick how to for tech
support in how to make a team call with peeps we are working with? £X and you can sent an attachment too with a
step by step. KateKate White Alice Linell Colin Cregan Nine Htet Sorrel Parsons

@ IMG_2903.JPG how to make a team call. mp4
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Alice Linell 08:41
Brilliant, thanks Philippa, I'll check it out. | wasn't sure, was there meant to be sound on your recording?

9 Philippa Leary 09:09
No just testing how the app records. It records everything - so you would chat your way through what your
are doing, why and which buttons to press etc.
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Start a new conversation. Type @ to mention someone.
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Update to the latest version of Teams

- Click on the 3 dots to the left of your profile pic / initials at the top right of your screen
« Click Check for updates
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Yes, it works

Download the mobile app

No, it doesn't 0% (0)
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The left hand menu bar

Microsoft Teams Apps

[eams

Calendar

N

Calls

The activity app is your single inbox for all activity across Teams — when someone posts something in a team
or sends you a message the Activity icon will alert you.

Chat & share files one-to-one or in a group outside of a Team.

Chat & share files with your team. The indicates that you or one of your teams has been mentioned in a
post

Schedule meetings with your team and have it synch with your Outlook calendar

Call people both internally & externally




Structuring your Team with Channels

Team

Beverly
Close

Channels Fundraisin | Marketing

Waverly The Lindens Christmas [l Befriending

Trustees Finance

g & Comms House staff staff party project

Staff

Areas of work Sub teams Specific projects <
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Alignh work groups and manage projects

Microsoft Teams

Conversations, files and
tools in a shared workspace

Teams v [ FY Event Planning > Promotion Planning -

Threaded conversations
and announcements
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- Finishing Touches . « apg epe .

o Public visibility plus private
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@mention - to flag a person or team when posting
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Creating and using Tags

Click on the 3 dofs next to

your Team name

1 hidden channel

KVA Staff

General

Big Yellow ©

Select the Tag tab and
manage or Create a tag. Then
you can @mention a Tag and

all members will be alerted

KVA Staff -

General KVA staff communications and Project Channels
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Microsoft Teams — a summary

- An online collaboration space for your team
- Conversation, Wiki & Files tabs by default
- Add your own extras e.g. Planner, Forms, Weblinks

» Upload key doguments and collaborate in real time (no more
attached docs

- Chat and @mention to alert colleagues

- Arrange meetings — links with Outlook calendar + video [ audio
calls

- Invite external partners into the space (or what about
trustees?%


https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://products.office.com/en-GB/microsoft-teams/group-chat-software
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Further resources to help you get started...

New to Teams — well show you around - Superhighways
blog post with screen shots

Getting started with Teams — chats, calls and
meetings - Superhighways blog post with screen shots

Microsoft Teams Quick Start Guide = MS resource

Microsoft Teams YouTube channel - Good range of
videos as reminders or to share with others

Microsoft Teams Video Training - as above

instructor Led Live Training - from Microsoft - book a
date and join
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https://superhighways.org.uk/latest/new-to-teams-we-ll-show-you/
https://superhighways.org.uk/latest/getting-started-with-teams-c/
https://superhighways.org.uk/latest/getting-started-with-teams-c/
http://download.microsoft.com/download/D/9/F/D9FE8B9E-22F5-47BF-A1AB-09539C41FCD0/Teams QS.pdf
https://www.youtube.com/watch?v=jugBQqE_2sM&list=PLXPr7gfUMmKxiPKpMocZRkA-AUDI9N1RB
https://support.microsoft.com/en-gb/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-us&rs=en-gb&ad=gb
https://docs.microsoft.com/en-us/microsoftteams/instructor-led-training-teams-landing-page#pivot=home&panel=home-all

Digital Foundations programme

There are many ways we can help small community organisations make sound choices about the digital
tools and technology they use.
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Communications made easy Digital basics Websites for communities
Raise your profile using digital Work and collaborate online Put your website at the heart of
tools to engage supporters and using free and affordable digital your charity or community
fund your future tools and technology organisation’s story
Read more » Read more » Read more »

Find out more about the Digital Foundations programme



https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations
https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations

About Superhighways

Providing tech support to small local charities in London

for over 20 years
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https://superhighways.org.uk/training-advice-and-technical/training/
http://www.datawise.london/
https://superhighways.org.uk/training-advice-and-technical/
https://superhighways.org.uk/e-news/

" superhlghwoys

homessnngec ology for community benefit

Thank you for listening

Kate White & Paul Firby

info@superhighways.org.uk
@SuperhighwaysUK



mailto:info@superhighways.org.uk
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