A

v

v -
S Microsoft Teams

User Manual

Information Technology

€\



Table of Contents

What iS MICIOSOft TEAMIS .. evuiiiiiiiii et et et e e e et e e e e e e e e s e et e et e e e e e eaeeaneeanneeen 3
[ oLV (o I o [= = U Lo =Yoo T PPN 5
HOW to Sign in With tEAMS ... .cue i e e 6
AT T [ I =T PP 7
=TT g o To UL B (=T 1P 7
Add MEMDEIS t0 @ 1AM .. ..uuiiuiiiei et e e e e e e e e eaeean s 8
Manage team settings and permissions iN TEAMS ... .vcvvrveiiiiiiieiiie e eneaae 8
AT [ I 5 F= T =Y PP 9
Create a channel in TEAIMS .. ..o e e 9
Things to Know about Chat in MiCrosSoft TEamMS.........vvuuiiiiiiiiieiieeee e 14
Share afile iIN TEAMS ...ivuu it e e ean e eaaas 22
SNAME @ LINK 1etuieiiie ettt e e e e e eaa 22
MEETINGS IN TEAMS ..etieeeti et e et e et e et e et e e et e e et e e e e e e e ea e e eea e e eaa e e eaaeeeaneeeens 24
SChEUIE @ MEELING .. evuieeeie ettt e e e e e e e e e eaaeeeans 24
Invite people outside MNGHA ... e e e e 27
RV AL 4T T=Y 1T o PPN 27
JOIN @ TEAMS MEETING .. .evtueieieeeti et e et et et e et e e e e e e e e e e e e e e e e eaneeenanes 30
Schedule a Teams meeting from OUOOK ............ooevuiiiiiiiiii e, 35
Y2 VT T Y/ o 1= PP 35
Secure files in MICroSOft TEAMS ....u.iuuiiii i ees 39
Syncing your OneDrive using MicroSoft TEAMS ....c.veuvviiiiiiiiiiir e, 40

Public and Private MS TEAMS SECUILY ....uuevuuerrnierneeteeteeeneeetseeaeeeneeanaeeseesneesnaeenaes 47




What is Microsoft Teams?

Microsoft Teams is a unified communication and collaboration platform that combines
persistent workplace chat, video meetings, file storage

It's a hub for team collaboration that integrates the people, content, and tools
your team needs to be more engaged and effective, in addition, it keeps all
your team's chats, meetings, files, and apps together in one place.
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ﬂi; Microsoft Teams
Work remotely without feeling remote.

Microsoft Teams is a collaboration app that helps your team
stay organized and have conversations—all in one place.

Teams Calls

Meetings Activity
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Teams - Teams allows groups, or teams to join through a specific URL or invitation sent by a

team administrator, you can hold on-the-spot meetings, have conversations, and share files.

Channels - Within a team, members can set up channels. Channels are topics
of conversation that allow team members to communicate without the use of email or group

SMS (texting). Users can reply to posts with text as well as images.

Chats and Video conferencing
o Instant messaging

o Video conferencing inside the client software

Meetings - Meetings can be scheduled or created, and users visiting the channel will be able
to see that a meeting is currently in progress. Additionally, This calendar syncs with your

Outlook calendar.

Live events - are an extension of Teams meetings that enable you to schedule and produce

events that stream to large online audiences!

Files: Teams makes it easy to share files and work on them together. If your files are
Word, Excel, PowerPoint, or Visio files your colleagues can even view, edit,

and collaborate on them, right within Teams.




How to Get and Sign In

iT
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ﬂii Microsoft Teams

Work remotely without feeling remote.

Get the app you want

4 From your desktop
4 iOS [App Store]

4> Android [Google Play]

4> Use Teams on the web at

https://teams.microsoft.com

e From your desktop
e i0S iPhone and iPad [ ]
e Android [ ]

e Orjust use Teams on the web at



https://apps.apple.com/us/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en
https://teams.microsoft.com/

How to Sign in with teams

e Sign in with your MNG-HA username i.e. [Username@ngha.med.sa] and the
Password.

i@ Microsoft Teams - X

Microsoft Teams

Enter your work, school,
or Microsoft account.

User@ngha.med.sa

Not on Teams yet? Learn more

Sign up for free




Work in Teams

Learn about teams

A team is a group of people gathered to get something big done in your organization.

Sometimes it's your whole organization.

Teams are made up of channels, which are the conversations you have with your teammates.

Each channel is dedicated to a specific topic, department, or project.

Morthwind Traders

General —
Marketing

Overview

Performance
Shiproom

Telemetry

32 more channels —

Team

Channels

Channels are where the work actually gets done—where text, audio, and video conversations

open to the whole team happen, where files are shared, and where apps are added.

While channel conversations are public, chats are just between you and someone else (or a

group of people). Think of them like instant messages in Skype for Business or other

messaging apps.

FYI—If you're working in Teams offline, or on a low-bandwidth network, you'll be able to switch

between chats and channels and keep working. You'll see everything from the last time we

were able to sync to your network, and we'll trickle messages in as bandwidth allows.



https://support.office.com/en-us/article/meetings-in-teams-e0b0ae21-53ee-4462-a50d-ca9b9e217b67
https://support.office.com/en-us/article/share-a-file-in-teams-0c4d34ee-5dd8-46d5-ab35-0d227b5e6eb5
https://support.office.com/en-us/article/add-an-app-to-teams-b2217706-f7ed-4e64-8e96-c413afd02f77

Add members to a team
Your team can hold up to 5000 people.

If you're a team owner, go to the team name in the teams list and click More options > Add
member.

[

Morthwind Traders e

General P

@ Manage team

'El Add channel

o Add member ‘
=
&

When you're done adding members, select Add.
e FYI, you can make someone a team owner by selecting the down arrow next
to the word Member. There can be multiple owners in a team.
Select Close. People you add to a team will receive an email letting them know they are now
a member of your team and the team will show up in their teams list.

Manage team settings and permissions in Teams

If you're a team owner, you're in control of a lot of the settings and permissions of your
team. Here's how to adjust them.




Work in Channels

Create a channel in Teams

Each channel is dedicated to a specific topic, department, or project.

By default, all members of a team can create channels. A standard channel is open for all
members and anything posted is searchable by others. If you need a smaller audience for a
specific project, you can create a private channel for your team.

When you need to create or edit a channel, use the steps below.
Create a standard channel

To create a standard channel, start in the team list. Find the team name and click More
options > Add channel. You can also click Manage team, and add a channel in the Channels
tab.

Morthind Traders

Performance

& Add channel

You can create up to 200 channels over the life of a team. That number includes channels
you create and later delete.




Create a private channel

If you want a focused place to discuss sensitive information such as budgets, resourcing,
strategic positioning and so on, create a private channel for your team. Only owners or
members of the private channel can access it.

You can create up to 30 private channels over the life of a team.

Note: Your admin can change this permission and limit private channel creation to certain
roles.

To create a private channel for a team:

Go to the team you want to create the private channel for and choose More options > Add
channel.

Enter a name and description for your channel.

Under Privacy, select the down arrow on the right, and then select Private — Accessible only
to a specific group of people within the team.

Select Add. This adds a private channel to the team.

Teams W

ﬂ Marketing

General
Announcernents
Budgst &
Messaging pillars

Strategy &




Add members to a private channel

As a private channel owner, you can add or remove members, and edit private channel
settings. Each person that you add must first be a member of the team.

To add members of your team to a private channel:

1. Next to the private channel name, select More options > Add members.

standard channel

Strategy &

= Add members

2. Use the Members and Settings tabs to add or remove members and assign roles. Your
private channel can have multiple owners and up to 250 members.
3. When you're ready, select Done. Members can now post messages in the private channel.

Manage private channel creation
As a team owner, you can turn on or turn off the ability for members to create channels.

To see and change this option, go to the Settings tab for the team.




Edit, delete, hide, or leave a channel

Select More options next to the channel name. Then, use the menu to edit, delete, hide, or
leave the channel as desired.

Note: Team owners get to decide which team members can delete channels.

Keep in mind that once you delete a channel, you also lose its entire conversation history.
However, the OneNote sections associated with that channel will still show up on your
team's SharePoint site.

1. Go to the team name and click More options > Manage team.

Morthwind Traders

General

b

Manage team *

Add channel

m &

Add member

% ® (o




2.

In the Settings tab, check or uncheck the options or permissions you want to use.

» Team picture

* Member permissions

» Guest permissions

» @mentions

» Team code

+ Fun stuff

» Team expiration

Settings

Add a tearmn picture

Enabile channel creation, adding apps, and mare
Enable channel creation

Choose who can use @team and @channel mentions

Share this code so people can join the team directly -
you won't get join requests

Allow emaji, memes, GIFs, or stickers

See when your team will be expiring or up for renewal




Things to Know about Chat in Microsoft
Teams

o Chats can be one-on-one or in a group.

Sometimes you'll want to talk one-on-one with someone. Other times, you'll want to have a
small group chat. In Chat, you can do either.

You start one-on-one and group chats the same way: by selecting New chat [4 at the top
of your chat list. Once in a chat, you'll be able to send messages that include files, links,
emojis, stickers, and GIFs—whatever you need to get your point across!

Conversation
————————

How are things? (=

A @ @ B

Here are some more details about each kind of chat.

One-on-one chat

Once you've selected New chat [ and entered the person's name, COMpose your message
in the box and select Send & . This starts the chat.

Type a new message

Av ! ¢ @@ B E @ - B




Group chat

Use a group chat when you need to talk to a small group of people. Start one the same way
you start a one-on-one chat: select New chat [4 at the top of your chat list. Select the down
arrow to the far right of the To field and type a name for the chat in the Group name field.
Next, type the names of the people you'd like to add in the To field.

Group name: |

To: Start typing a name

Once the chat has begun (whether group or one-on-one), just click it in the chat list to dip
back into it and send more messages.

Recent Discussion of marketing plan
4 participants
Pinned

Conversation
——

Discussion of marketing p... 5/30
User added

.

b ¢ @ B E

e Press Shift+Enter to start a new line.
o If you keep hitting Enter to start a new line, which goes ahead and sends the
message before you're ready, try this tip:
o When you want to start a new paragraph, press Shift+Enter to insert the line
break, and you're done. FYI—If you've opened-up all your formatting options
(see step 3 for details), you can press Enter to start a new line of text.




A4
How are things? [Press Shift+Enter]
New line...
Ae ¢ © @ @ B 0@ - B

e Select Format to see all your formatting options
o There are lots of formatting options for messages.
o To open your formatting options, select Format Ae beneath the box where
you type your message. In this expanded view, select the text you want to
format, then choose an option like B, |, or U to bold, italicize, or underline the

text.
B 7 Ulw A W[ E ]9 £ - ]
Bold, italicize, underline, and highlight text.
Change the font color and size (smal, medium, IE I'gE].
Create bulleted or numbered lists.
Add a link or mark a message as IMPORTANT!|
18] om B

o There are also options for highlighting, font size, lists, and more. Check out
More options for additional formatting options, and the buttons below the
box for attaching a file or inserting fun stuff like emoji.

e Chat happens in channels, too.
o When you go to any channel in Teams the very first tab is Posts. Think of
this as one big group chat. Everyone who has access to the channel can see
the messages on the Posts tab.




Let's get the conversation started

al.

e You'll have to judge based on your organization and culture what messages are
suitable for the Posts tab in a particular channel.

e The other important thing to know about messages in a channel is that replies
to a channel message stay attached to the original message. This way, the
whole thread of the conversation can be easily followed by anyone reading it.
This is the beauty of threaded conversations!

e Toreply to a channel message, be sure to use the little Reply link underneath the
message.

‘ - ML e o Mo ey

‘ @ (e  Wiser Niide ' Merage

;:% -t g v gw

@ @ B o m@ - B

e There are a few ways to search for and find messages.

o Depending on what you remember about the sender of the message or the
characteristics of the message, a different way of looking for it might make
the most sense.

* You can Find a chat based on a person's name or a keyword that you
remember.




Type the person's name in the command box at the top of the app. You'll see their name
and any group chats they're a part of with you listed. Select their name to go to your
one-on-one chat with them, or a group chat to resume that one.

Isabel

a Q

= _ Isabel M. Solomon

* Find a message that has a keyword that you remember

Start typing a keyword into the command box at the top of the app and press Enter. You'll
see a list of results that include the keyword.

= Filter to show certain types of messages
From the Activity feed, select Filter T to show certain types of messages such as unread

messages, @mentions, replies, and likes. For a more specific search, go to the Feed menu
and select My Activity.

* Find your saved messages

To save a message, select Save message A just to the right of the text.

Isabel M. Solomon 2:03 PM . x{j

To see a list of your saved messages, select your profile picture at the top of the app, then
choose Saved. Or just type /saved in the command box at the top of the app.




Megan Bowen
Change picture

®

© Available >

Q& Set status message

[J Saved ‘

@ Settings

Keyboard shortcuts
About >
Download the desktop app

Download the mobile app

Sign out

e Hide or mute chats to keep them out of your way.

o While you can't delete an entire chat conversation in Teams, you can hide the
chat from the chat list, or mute it so you stop getting notifications, or pin

messages.

¢ Send a message to a channel in Teams

o When you go to any channel in Teams the very first tab is Posts. Think of
this as one big group chat. Everyone who has access to the channel can see

the messages on the Posts tab.

e

Q General Posts

4 replies from

¢« Reply




1)

\ 4

The other important thing to know about messages in a channel is that
replies to a channel message stay attached to the original message. This
way, the whole thread of the conversation can be easily followed by anyone
reading it. This is the beauty of threaded conversations!

To reply to a channel message, select the little Reply link underneath the
message.

I - ML e o e e

e L N

4;;‘0 -t g v @
LR ~

To send a message to everyone in a particular channel (the whole team),
follow these steps:

First, select the channel you want. Then, click Reply to respond to an existing
thread or go to the compose box at the bottom of the Posts tab to start a
new one. Next, type your message in the box and select Send B voila!
Your message is now live in the channel.

e Share your screen in a chat in Teams

o When you're chatting with one or more people in Teams, you can instantly

share your screen.

- 00@ B 3

o Choose a window to share that specific program and its content, or select

Desktop to share everything on your screen.




1)

v

o The other participants in the chat will receive a notification asking them to
accept your screen share. Once they do, they'll be able to see your screen
and continue the chat.

o When you're done sharing, go to your meeting controls and select Stop
sharing.

Note: Linux users can't share screens in a Teams chat at this time.




Share a File iIn Teams

To send a file in a one-on-one or group chat, select Choose file @ beneath the compose
box, select the file you want to share, and then send. You can also upload a file by going to
the Files tab and clicking Share. You can select a file from your computer or OneDrive
for Business account.

To share a file with your team in a channel, select Choose file @ beneath the compose
box or go to the Files tab and select Upload.

Northwind Traders > Marketing

Conversations  Files OneNote

] New @ Upload & Getlink B» Open in SharePoint -
v Type Name
Contoso_Project_Condor

Fabrikam

Ath CAffan

Once you share a file, you can also share a link to it. That way, you don't have to upload
multiple copies of the same file to share it in different places.

Share a Link

You can grab a link to a previously uploaded file without leaving the channel you're

chatting in. Just click Choose file & beneath your compose box, then select Browse
Teams and Channels. Go to the file you want, and then click Share a link. Teams posts
your link in the channel conversation, including the name of the team and channel where
the file is stored.



https://support.office.com/en-us/article/get-a-link-to-a-file-in-teams-7bd003ce-87e2-4b4e-9f30-b27ef5ea471f

v
T @& General D)
Type Name Modified + Modified by Size
]  graphs-draft-3.png Minutes ago Corey Little 24 KB
[N} budget-graphs-1 Yesterday Corey Little 2.4K8

budgetreport-draft.xlsx

Daniela Madera

ﬂg budgetreport-draft-presentation.pptx Yesterday Daniela Madera 59 KB
ﬂi budget-julytracking.onenote 6/20 Daniela Madera 2KB
@ budget-graphs.ai 6/20 Daniela Madera 1.2 MB

Share a link

Alternatively, you can go to the file's location in Teams, click More options “** next to

the file name, and then select Get link. You can now paste the link into any channel or
chat.

Don't forget that you can share links to files in other channels (even if they belong to

different teams). That way, you never have to upload multiple copies of the same file to
work with it in different places.




Meetings in Teams

Meeting in Teams

Start virtual meetings quickly with Microsoft Teams

Schedule a meeting

1. Select New meeting.




$

Calendar

Calendar

B Tody < D

9AM

11 AM

12PM

30

Sales Team Meeting
Conference Room - Adams
Lidia Holloway

Q

A Weekly Sync

Online Meeting
Megan Bowen

Search or type a command

September 2019 - October 2019

Weekly Sync | Weekly call
Online with

Meeting Online

Megan Bowen | Megan Bov (3

(%)

02

Company
Meeting
Christie Cline

Weekly Sync
Online
Meeting

O | Megan Bowen

o

G¢ Meet now
Thursday Friday
Lidia Holloway Legal and Executives Bi-Weekly
Conference Room - Crystal
Lidia Holloway
o o
\
Weekly Sync s Tailspin Weekly Sync
Online s Project Online Meeting
Meeting N My Office Megan Bowen
Megan Bowen 3 Isaiah Lang (3
o 5
Tailspin Sync
Microsoft Teams Meeting Nesto
Weekly Marketing Lunch
18D
Adele Vance

Q

2. Type in a meeting title and enter a location.

An online meeting is created by default.

3. Choose a start and end time, and add details if needed.

4. Enter names in the Invite people box to add them to the meeting.




New meeting ~~

Title

Mark 8 Campaign Update

Let's review the results from the Mark 8 marketing campaign so far.

Select a channel to meet in

None (optional)

Location Invite people
Microsoft Teams Meeting A Invite someone
Start End Repeat O 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 w A Paragraph ~ 1y = = .. p CariD@example.com
Unknown

Debra Berger
Unknown
Patti Fernandez
e |
= nknown

Note: To invite someone outside MNGHA, type in their email address and they'll get an invite to

join as a guest — even if they don't have Microsoft Teams.

5. See everyone's availability in the Attendees list and, if needed, choose a
suggested time or select Scheduling assistant to see more available times in a

calendar view.

e

A

Start End Invite people
Oct 7, 2019 2:30 PM Oct 7, 2019 3:00 PM Invite someone
Mon 10/7
10am 11am 12pm 1pm 2 pm 3 pm 4 pm 5 pm 6 pm

Megan Bowen
MeganB@contoso.com

CariD@example.com
Unknown

Debra Berger

Patti Fernandez

®

Alex Wilber

6. Under Select a channel to meet in, select the drop-down arrow to manage your

meeting's privacy settings:
o Select None to keep your meeting private.
o Select a channel to open the meeting to team members.




New meeting -~

Title

Mark 8 Campaign Update

Location

Microsoft Teams Meeting

Start End

Oct 7, 2019 2:30 PM Oct 7, 2019
Free: Oct 7 2:30 - 3:00pm, 3:00 - 3:30pm, 3:30 - 4:00pm ...
Details

B 7 U S w A A

Let's review the results from the Mark 8 marketing campaign so far.

Paragraph

Repeat D

3:00 PM

@ Scheduling assistant

Select a channel to meet in

MNone (optional)

MNone

Pick a channel so anyone in

the meeting.
Mark 8 Project Team
Retail

Sales and Marketing

Attendees

CariD@example.com
Unknown

Debra Berger
Unknown

Patti Fernandez
a2 i
pac” nknown

C

Channels can't be edited or added once the invite is sent.

with the updated channels.

You'll need to send a new invite

Note: When you have a meeting in a channel, everyone in the team will be able to see it and join it in

that channel.

Once you've added the people you want, select Scheduling Assistant to find the best time.

If it's a recurring meeting, open the dropdown menu next to Does not repeat (just below
the date). Choose how often you want it to occur from the default options, or select

Custom to create your own cadence.

If your meeting gets posted in a channel, it'll appear under the Posts tab. Team
members can set agendas, share files, or add comments.
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ELL IEalll s nEdEdiLl dilu YEVEIUPITIENL =
Posts erBl 1morev +
and Debra @
ger 8/8 146 AM Alg

f the challenges we face in Greece is that our partners and customers do not see the full
value of moving to the cloud. We have created a hybrid environment pilot program for our top

customers

lopment
2 replies from Adele and Diego
« Repl

9 Ply

Today

! Megan Bowen 11:24 AM
@ | Let's review the results from the Mark 8 marketing campaign so far.

m Mark 8 Campaign Update

Monday, October 7, 2019 @ 2:30 PM

< Reply

Invite people outside MNGHA

Teams lets you invite people outside MNGHA, including those who don't have a
Teams license. You'll need their full email address to invite them.

1. Go to where it says Add required attendees. If anyone is an optional attendee,
select Optional instead.

2. Type the person's full email address (ex: Joe@example.com).

3. Select Invite. They'll receive an email with a link to the meeting.

View meetings

« Select Calendar to view your appointments and meetings for the day or work
week.




Search or type a command = O

v Mark 8 Project Team > Research and Development - e
Posts Files Wiki PowerBl 1more~ =+
We
am " @ Mark 8 Performance Overvie... *** Mark 8 Parts and Spec Listxlsx ***

Day I | 3 replies from you and Debra @

« Reply

Debra Berger v Al
slopment ~  One of the challenges we face in Greece is that our partners and customers do not see the full
value of moving to the cloud. We have created a hybrid environment pilot program for our top
Gr (eting customers

Callapse all

athly Reports. ' re Adele Vanee
g That's great to hear! &

. Retail # Diego Siciliani

l;l General “J© Wonderful news. If you need any help from corporate, please feel free to reach out

NC460 Sales cbaply

_ — (N ¥
Calendar G¢ Meet now + New meeting

[5] Teday < > September 2019 - October 2019 E) Work week
Monday Tuesday Wednesda Thursday Friday
Company Lidia Holloway Legal and Executives Bi-Weekly
Meeting Conference Room - Crystal
I NG A0 ] Sales Team Meeting Christie Cline Lidia Holloway
Cenference Room - Adams o o
Lidia Holloway
[
0AM | Weekly Sync Weekly Sync | Weekly call Weekly Sync Weekly Sync §1.i|sgin Weekly Sync -
Online Meeting Online with Online Online  Project Online Mesting
Megan Bowen Meeting Online Meeting Meeting X My Office Megan Bowen
}
Megan Bowen | Megan Bov 5 & | Megan Bowen Megan Bowen } Isaiah Lang ¢
11 AM
(&} 5] o o ]
X
§ Tailspin Sync
% Microsoft Teams Meeting Nesto
12PM Weekly Marketing Lunch
TBD
Adele Vance
o

Note: The calendar shows you everything that was scheduled in Teams.

« Select a meeting invite to see what the meeting's about, who's attending, and to
respond to the meeting.




oy, Guaw

Calendar

() Today < >
30

Monday

Search or type a command

September 2019 - October 2019

02

&) Work week

03 04

Thursday

Friday

Company Lidia Holloway Legal and Executives Bi-Weekly
Meeting Conference Room - Crystal
[OOSR A | sales Team Meeting Christie Cline Lidia Holloway
Conference Room - Adams o o
L Lidia Holloway
o
10AM [ weekly Sync Weekly Sync | Weekly call Weekly Sync Weekly Sync t Tailspin Weekly Sync
Online Meeting Online with Online Online { Project Online Meeting :
Megan Bowen Meeting Online Meeting Meeting S My Office Megan Bowen
Megan Bowen | Megan Bov (3 & | Megan Bowen Megan Bowen { Isaih Lang (3
1AM
(5] (%] o o o
Meeting Nesto
12PM Weekly Marketing Lunch
18D
Adele Vance
o
S .
Tailspin Sync
Friday, October 4, 2019 Qrganizer
11:20 AM - 12:00 PM (.30 minutes) Nestor Wilke
Microsoft Teams Meeting Organizer
“ Chat with participants Attendees
B Brian Johnson (TAILSPIN)

You did not respond to this meeting,

Accept 7 Tentative

* Decline

Join Microsoft Teams Meeting

Conference ID: 616 313 183#

+1 323-886-7051 United States, Los Angeles (Toll)

Weekly sync to review client feedback, Please bring your own lunch,

Unknown

Debra Berger

Unknown

Megan Bowen
Mo response

Cloce




Join a Teams meeting

Join by link

All you need to join a Teams meeting is a link.

Join Microsoft Teams Meeting

Select Join Microsoft Teams Meeting in your meeting invite to be taken to a page
where you can choose to either join on the web or download the desktop app. If
you already have the Teams app, the meeting will open there automatically.

If you don't have a Teams account and the organizer has allowed it, you may
have the option to enter your name to join the meeting as a guest. If you do have
a Teams account, select Sign in to join with access to the meeting chat and
more. Then, depending on the organizer's settings, you may join the meeting
right away or go to the lobby where people in the meeting can admit you.

Join from Calendar

1. In a Teams meeting invite, select Join.




oy, Guaw

= Search or type a command

. Calendar

Today < > August2019 E) Work week

26 27

Tuesday

Got invited to a
| Teams meeting?

9AM Sales Team Mee'llnq Christie Cline Lidia HO”WB)‘
Conference Room - Adams o
Lichia Holleway
o
10AM Weekly Sync Weekly Sync WeeklySync  {Tailspin Project | Weekly Sync
Online M OnlneMeeting | Online Meeting ~ { Discussion Online Meeting
Magan Bowen Megan Bowen My Office Megan Bowen
o { saiah Langer ¢y
1AM
4] [+ [4]

Search or type a command

Calendar

Today < ) August2019 - =) Work week

26 27
Monday Tuesday

You have a few
REE to join

IAM | sates Team Meeting Christie Cline Lidia Holloway
Conference Room - Adants O
Lidia Holloway
o
10AM Weekly Sync Weekly Sync § Tailspin Project Weekly Sync
Online Meeting Online Meeting E Discussion Online Meeting
Megan Bowen Megan Bowen Megan Bowen  \ My Office Megan Bowen
[s} § Isalah Langer (3
1AM
o o o
12PM | Weekly Marketing Lunch N

2. You have two choices:




o Join Microsoft Teams Meeting: Enter a meeting from your Teams meeting

Either the team has been deleted or you

are not a member.

ket
& Chat Details “ Close
[ Remove from calendar Tracking
) Jaithen, Jenan
March 23, 2020 1:30 PM - 2:00 PM @ Organizer
=2 n ISID

Lr AL FARAL LAMIA
® No response

IJoin Microsoft Teams Meeting I
bout Teams | Meeting options

invite.

o Dial-in number and conference ID: Use these if you need to call into the
meeting

Weekly Sync

CF 1P YC W UULIVUR AN

See a dial-in number
and conference ID?

You're viewing a single occurrence of a series

Conference ID: 534 378 092#
N




3. Choose the audio and video settings you want.

your audio and video settings for

Canceled: PPS test

Join now

£33 Custom Setup

Other join options

[# Add aroom

Cho y idio and ngs
Canceled: PPS test

I

Join now

If a meeting takes place in a channel, you'll see an invitation to join, relevant
content, and who's in the meeting right in the channel. Just select Join.




Copy Review 01:13

& Aihil Tickes 109 &
Hi, everyone. Thanics for meeting up; can we start a thread in this meeting to take minubes but also to tradk changes
1o thie copy that need to be made? Let's start screen sharing 1o vies the doc

Molien Jamsa 1200 prn
%0, it looks ke there needs o be a grammarspelling pass on this doc at the very keast. | loocked through really
quickly and found a couple typos, sic

Ml Melircar 12002 o
Mlsa, a lot of these taghnes and ad copy need bo be updaied io reflect sentence case, not kile case

o Bmply

Join from Chat

If the meeting has already begun, it appears in your recent chat list. Select the
meeting in your chat list and then select Join at the top of the chat.

Marketing meeting & “

Conversation Files Meeting Motes  Whiteboard

Add a Room While You Join

When you’re choosing your audio and video settings, you have the option to add a room so

you can use a meeting room’s audio and video devices.

Schedule a Teams meeting from Outlook

Microsoft Teams includes the Outlook add-in, which lets you create new Teams meetings
directly from Outlook. It also lets people view, accept, or join meetings in either app.




Note: Currently, you can schedule Teams meetings from Outlook, but not choose a channel

to have them in.

To schedule a meetin

g:

1. Open Outlook and switch to the calendar view.

2. Click New Teams

[

Ba &

Meeting at the top of the view.

BEE

New New NewSkype New Teams | Today Next7
nent Meeting ltems~  Meeting Meeting Days
New 'Skype Meeting  Tcams Meeting|  Go To N

3. Add your invitees

to the To field—you can even invite entire contact groups

(formerly known as distribution lists).
4. Add your meeting subject, location, start time, and end time.

5. Click Send.

You can also invite people from outside MNGHA from Outlook. Just be sure
to add them as guests before the meeting starts or they will have to join

anonymously.

Live Event Types

There are two ways you can produce a live event:

\ Production Tool H

Description

Teams

Plug in your laptop and go...

Produce the live event using Teams, a lightweight option to
create the event and invite presenters and panelists to participate
on their own devices.

An external app or device

Professional camera and sound setup



https://support.office.com/en-us/article/add-guests-to-a-team-in-teams-fccb4fa6-f864-4508-bdde-256e7384a14f

Production Tool | Description

Produce the live event using an external hardware or software
encoder via Microsoft Stream. Use this option if you already
have a production setup (for example, media mixers) that
supports streaming to an RTMP service. This method is typically
used in auditorium events, such as town halls, where a stream
from a media mixer is broadcast to the audience.

Event Group Roles

Large live streaming events typically have several people working behind the
scenes—the event group—to make them successful.

|ROIe HResponsibiIities |
Schedules a live event and ensures the event is set up with the right
permissions for attendees and the event group, who will manage the
event.
e Creates the live event.
o Sets attendee permissions.
Organizer e Selects production method.
« Configures event options (for example, the moderated Q&A)
« Invites attendees.
e Selects event group members.
o Manages reports generated after the event is over.
For more info, see the organizer checklist.
As a host, makes sure attendees have a great viewing experience by
controlling the live event stream.
o Starts and stops the live event.
Producer e Shares own video.
e Share participant video.
o Shares active desktop or window.
e Selects layouts.
Presents audio, video, or a screen to the live event, or moderates Q&A.
Presenter Note: Presenters can only share audio, video, or a screen (desktop or
window) in live events produced in Teams.
Attendee A viewer. Watches the event live or on-demand, using DVR controls,
either anonymously or authenticated. Can participate in Q&A.



https://support.office.com/en-us/article/teams-live-event-organizer-checklist-44a80886-0fd9-42e5-8e7c-836c798096f8

Who Can Create Live Events

To be able to create a live event, a person needs to have the following things. Your IT
admin can provide more information.

e Permission to create live events in Microsoft Teams admin center.

e Permission to create live events in Microsoft Stream (for events produced using an
external broadcasting app or device).

e Full team membership in the org (can’t be a guest or from another org).

e Private meeting scheduling, screen sharing, and IP video sharing, turned on in
Team meeting policy.

Who Can Attend Live Events

Public events
If an event is public, anyone who has the link can attend without logging in.
Private events

If attendance is restricted to your org or to specific people and groups, attendees will
need to log in to join.

If the event is produced in Teams, they'll need a license that includes Teams. If it's
produced externally, they'll need one that includes Microsoft Stream.

Note: Attendees need to enable third-party cookies in their browsers to watch a live event.

System Requirements and Supported Platforms

e Supported operating systems: Windows 7 and later (32-bit and 64-bit), macOS
X 10.10 and later

e Supported mobile operating systems: Android 4.4 and later, iOS 10 and later

e Supported web browsers: Chrome (last 3 versions), Edge RS2 and later, Firefox
(last 3 versions), Internet Explorer 11, Safari

Note: Linux isn't supported for live events.

Supported Platforms




| I Desktop| Web| Mobile]
| Producer|| Yes || No | No |
| Presenter]| Yes | No | No |
| Attendee | Yes | Yes|| Yes |

Notes:
e Teams and Skype Room Systems and Surface Hubs can only support live event

presenters.
e Teams for Windows 10 S can't support presenters or producers.

Get Started

After your IT admin enables the Microsoft Teams live events feature for your
organization, you can start using it.

Step 1. Schedule a live event

Step 2. Invite attendees

Step 3. Produce your live event

Step 4. Present in your live event

Step 5. Manage the recording and reports



https://support.office.com/en-us/article/schedule-a-teams-live-event-7a9ce97c-e1cd-470f-acaf-e6dfc179a0e2
https://support.office.com/en-us/article/invite-attendees-to-a-teams-live-event-99c34ccc-296d-40c5-b06c-b0afbc6674f8
https://support.office.com/en-us/article/produce-a-live-event-using-teams-591bd694-121d-405c-b26d-730315e45a22
https://support.office.com/en-us/article/present-in-a-live-event-in-teams-d58fc9db-ff5b-4633-afb3-b4b2ddef6c0a
https://support.office.com/en-us/article/manage-a-live-event-recording-and-reports-in-teams-6d1f5da9-74b7-4771-977d-b89eba194578

Secure files in Microsoft Teams

Where are Teams Files Really Stored?

When you upload a file from your computer to Teams, it goes into the "Files" tab of
whatever channel you uploaded it to.

Every Team has a modern SharePoint site associated with it where channel documents are
stored. Every channel in a Team gets its own document library in the Team's SharePoint
site.

Files shared in a private or group chat are stored in your OneDrive for Business folder and
are only shared with the people in that conversation.

OneDrive experience in Teams

You don’t have to leave Teams to access OneDrive files directly. Teams and OneDrive
work better together, keeping you in context and productive.




Microsoft Teams - il i _

Files @ OneDrive
Views s
@ Copylink & Download (@ Delete =l Rename @ OpeninOneDrive [3 Move [ Copy X 1selected
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Cloud storage e pr—
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-+ Add cloud storage

In Teams, simply click Files > Cloud storage > OneDrive, to see all your files and
folders right inside Teams — and with the same new files experience as you see across all
apps — N0 compromises.

Note: files shared within private 1:1 chat is stored in the sender’s OneDrive, and
permissions are automatically granted to all chat participants as part of the file sharing
process.

Syncing your OneDrive using Microsoft Teams:

In Teams, you can simply sync your OneDrive by a few steps as follow:

1. Goto Files > Cloud storage > OneDrive, to see all your files and folders right inside
Teams.
2. In the same window you will find a Sync button click it.




Search or type a command

OneDrive

T Upload w Sync @ Copy link & Open in OneDrive

Modified | Modified By
orage Apps 4 days ago Vesku Nopane
OneDrive
Demo docs November 27 Vesku Nopane

Demo pics November 27 Vesku Nopane

Pictures. November 25 Vesku Nopane

3. You are instructed to login to your MNG-HA account.

Set up OneDrive

‘ Create account Sign in

4. You can choose to change the location of your OneDrive folder.

@ Microsoft OneDrive X

Your OneDrive folder

Your OneDrive folder is here




Open my OneDrive - nopanendev folder

Sharing a file in chat using OneDrive:
To share a file with someone, follow the steps below:

1. Inachat, select Attach file & .

4 Search or type a command m — O
Teams Y . General Posts Files Wiki -+ ® Team
Your teams
test Welcome to the team!
General Here are some things to get going...

Add more people Create more channels Open the FAQ

Start a new conversation. Type @ to mention someone,

28" Join or create a team 3 /}/C_) @ B G Q e B>




2. Then choose Attach from OneDrive.

“ Search or type a command — = X
Teams Y . General Posts Files Wiki + © Team
Your teams
test Welcome to the team!
General Here are some things to get going...

Add more people Create more channels Open the FAQ

® Recent

i Browse Teams and Channels
@ OneDrive

Upload from my computer

Type @ to mention someone.

Join or create a team 3 A @ © W B G > Q e B

&




3. A window will open with the available files you can upload, select the file you
want to upload and click Upload a copy.

“ Search or type a command
Teams W - General Posts Files Wiki + ® Team
Your teams
B - Welcome to the team!
General Here are some things to get going...

@ Documents > Microsoft Teams Chat Files

Type Name Modified + Modified by

Is Open the FAQ

Cancel Upload a copy

28" Join or create a team 3 A @ O W B > Q e B




Public and Private MS Teams Security

Teams & Channels in Microsoft Teams

Each Team is dedicated to a specific department, group of people, or a project. Within each

team is a number of channels. Channels are meant for discussing different topics related to a
Team.

By default, all members of a team can create channels. A Standard Channel is open for all
members and anything posted is searchable and viewable by other team members. If you
need a smaller audience for a specific topic, you can create a Private Channel for your team.

e Always use the “Private” option while creating new Teams in Microsoft Teams, to
limit content access (recorded meeting, posts and files) only to those who are members
of the newly created Teams. If you choose to create a Public Team instead, then
this team and all of its contents are visible to everyone in MNGHA.

¢ Do not share sensitive and classified data across MS Teams or any other online/cloud
storage.

o Create a Private Team

If you want a focused place to discuss sensitive information such as budgets,
resourcing, strategic positioning and so on, create a Private Team for your team. Only
owners or members of the Private Team can access it.

o To Create a Private Team:

1. First, click Teams button on the left side of the APP, then click Join or

Create a team




Teams Y

Your teams

Kp

+ -
29 Join or create a team @

2. Then click Create team (first card, top left corner).

Join or create a team

P

Create a team Join a team with a code

. . . Enter code
g0t Got a code to join a team? Enter it above.
20 Create team :

3. Choose Build a team from scratch.




Create a team X
+ From scratch From a group or team
) . p
s
We'll help you create a basic team. Create your team from an Microsoft 365
group that you own or from an another...

Select from a template

Adopt Office 365 s Manage a Project
General General
Create a Champion community to drive Coordinate your project.
adoption.

Manage an Event Onboard Employees
General 5 General

What's a team?

4. To limit content and conversation to a specific set of people, choose

Private.
What kind of team will this be? X
N Private
1 People need permission to join
() Public
N Anyone in your org can join
< Back

5. Name your team and add an optional description.




Some quick details about your private team X
Team name

Test @

Description

Tesd

< Back

When you're done, click Create.

Add members to team.

Add members to Test

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.

Start typing a name or group

Skip




o Convert a (Public) Team to a (Private) Team

1. Find the team name and click More options > Then click Edit team

—
TE  Test
General & Hide
@ Manage team
E] Add channel
& Add member
%& Leave the team

Edit team

I

Get link to team

Q @

Manage tags

 Delete the team

2. Under Privacy, select the down arrow on the right, and then select Private

— Accessible only to a specific group of people within the team.

Edit "Test" team

Collaborate closely with a group of people inside your organization based on project, initiative, or
common interest. Watch a quick overview

Team name

Test

Description

Test

Privacy

Private - Only team owners can add members v

Private - Only team owners can add members

Public - Anyone in your organization can join




o Create a Channel in your Team

1. Find the team name and click More options.
2. Choose Add Channel

Te  Test

General

!

Hide

Manage team

m

Add chanlvel I

Add member

Leave the team

Edit team

Get link to team

Q@8N # (g

Manage tags

Delete the team

Gk

3. Under Privacy

= Select Private — Accessible only to a specific group of people
within the team for a Private channel

= Select Standard — Accessible to everyone on the team for a public
channel.

Create a channel for "Test" team
Channel name

test

Description (optional)

test

e

Standard - Accessible to everyone on the team

Standard - Accessible to everyone on the team

Private - Accessible only to a specific group of people within the team

4. When you're done, click Add.




5. Add members to Channel.

Add members to the test channel

This is a private channel, so only the people you add here will see it.

tStart typing a name




o Create a Public Team

1. First, click Teams button on the left side of the app, then click Join or
create a team

Teams Y

Your teams

Kp

0o

88" Join or create a team £33

2. Then click Create team (first card, top left corner).




Join or create a team

P

Create a team Join a team with a code

000 eer code

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

25" Create team

3. Choose Build a team from scratch.

Create a team X

+ From scratch From a group or team
o0e
.ﬁ

We'll help you create a basic team. Create your team from an Microsoft 365
group that you own or from an another...

Select from a template

Adopt Office 365 s Manage a Project
General General
Create a Champion community to drive Coordinate your project.
adoption.

Manage an Event Onboard Employees
General 6 General

What's a team?

4. To limit content and conversation to a specific set of people, choose
Public.




What kind of team will this be? X
(o) Private
| People need permission to join
() Public
N Anyone in your org can join
< Back

5. Name your team and add an optional description.

Some quick details about your private team X
Team name

Test @

Description

Tesd

< Back

6. When you're done, click Create.




7. Add members to team.

Add members to Test

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.

Start typing a name or group

Skip

o Create a Channel in your Team

1. Find the team name and click More options.




2. Choose Add Channel

TE Test

General 2 Hide

@ Manage team
% Add member
Leave the team

Edit team

Get link to team

Q@ N #® (o

Manage tags

Delete the team

=]

3. Under Privacy

e Select Private — Accessible only to a specific group of people
within the team for a Private channel

e Select Standard — Accessible to everyone on the team for a public
channel.

Create a channel for "Test" team

Channel name

test

Description (optional)

test

Privacy

Standard - Accessible to everyone on the team

Standard - Accessible to everyone on the team

Private - Accessible only to a specific group of people within the team

4. When you're done, click Add.




5. Add members to Channel.

Add members to the test channel

This is a private channel, so only the people you add here will see it.

tStart typing a name




