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Chat privately one-on-one with your ‘ Office apps and services that you use every
colleagues. Join meetings with HD day - Word, Excel, PowerPoint, OneNote,
audio and video, all inone place, SharePoint - are built-in, giving you access
instead of multiple apps. to files and tools in one place, so you stay
in your workflow.

Teams is integrated into Office 365, Get notifications and content from
which means it features the services you care about.
enterprise-grade security
and compliance you need.

Your new hub for team files,
conversations, and meetings.
All'in one place, wherever you go.



NEWTO MICROSOFT TEAMS? USE THIS GUIDE TO LEARN THE BASICS.

MICROSOFT TEAMS - QUICK STARTGUIDE

Start a new chat
Launch a one-on-one orsmall
group conversation.

Every team has

channels
Click one to see thefiles and
conversations about that
topic, department, orproject.

Your |
. Mark 8 Project Team
General
Design
Digital Assets Web
Go to Market Plan
Research and Development

. Sales and Marketing

General

Move around Teams
Use these buttons to switch

between Activity Feed, Chat,

your Teams, Calendar &Files.

Monthly Reports

B v

General
NC460 Sales

Viewand

organizeteams
Click to see yourteams.
In the teams list, drag a team.

' Join or create a team

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

Add tabs

Highlight apps, services,and
files at the top of achannel.

Search o typela command

. Mark 8 Project Team > Research and Development -

Conversations ~ Files

Wiki  Power Bl  Mark 8 Project | Meeting Notes  +

Adele Vance £/ 145 Al

Here is the Mark 8 overview doc. | could use some help with the performance specifications chart and the parts sup|

€09 Mark 8 Performance Overviewdocx

|3 eptes from you s cebra

« Reply

Debra Berger /6 146 AM Az

One of the challenges we face in Greece is that ourpartners and customers do not see the full value of moving to th

a hybrid environment pilot program for our zop customers
2 replies from Adele and Diego

& Reply

£3) Mark 8 Parts and Spec Listxisx

October 4, 2019

Megan Bowen 10/4 1124 AM
Let's review the results from the Mark 8 marketing campaign so far.

October 18, 2019

Adele Vance 10/ 11

Has anyone revidwed the latest stats for next month's newsletter? | could use figures and suggested text from Alex, Megan, and Nestor.

« Reply

Start a new conversation. Type @ to mention someone.
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Reply
Your message is attached
to a specific conversation.

Use the

command box
Search for specific items or
people, take quickactions,
and launch apps.

Megan Bowen
Change picture

© Available
4 Set status message
Q saved

£} Settings

Zoom

Keyboard shortcuts
About
Check for updates

Download the mobile app

Sign out

Manage profile
settings

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

Add files

Let people view a file
or work on ittogether.

Manage yourteam
Add or remove members,
create a new channel, orget
a link to the team.

Compose anewmessage

Type here and click A to
format it. Add a file, emoji,
GIF, or sticker to liven itup!



In Windows, click Start >Microsoft
Teams.

If it is not installed on your
computer yet, you can access the
web version at:

https://portal.office.com

USERNAME: E-mail address
PASSWORD: Windows Password

With the whole team... Pick a team
and channel. Click on the Post Tab
you see at the top, write your
message in the message box and
click Send.

With a person or group...Click
New chat, type the name ofthe
person or group in the Tofield,
write your message. Click Send.

B® Microsoft
Signin
Fmail, phone, or Skyoe

No account? Create one!

Can't access your account?

Start a new conversation, use @ to mention someone

A ¢ O BB X
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A team is acollection of people,
conversations, files, and tools —
all in one place.

A channel is a discussion in a
team, dedicated to adepartment,
project, or topic.

Click Teams and select a team.

Pick a channel to explore the

Conversations, Files, and other tabs.

Open Outlook and create a new
meeting from your calendar.

From the top menu, click New
Teams Meeting.

Add your invitees andall the other
details then click send.

The link to join your Teams mee-
ting will be automatically added to
the invite.

B

FILE HOME
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Teams

B vorce et eam

General
Design

Digital Assets Web
Go to Market Plan

Research and Development

Sales and Marketing

Retail
General

NC460 Sales
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g . Mark 8 Project Team > Re

Conversations  Files Wiki PowerBl Mark 8

Adele Vance
Here is the Mark 8 oven

@) Mark 8 Perform

| 3 eptes trom you ana et

Debra Berger
P One of the challenges w
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trom Adee and
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To get someone’s attention,

Channel conversations are :
type @, then their name (or pick i @) Yoo ecomic

organized by date andthen
threaded.

R adereconT lient had some changes to our design fo

them from the ||St that a ppea rs). make those edits before our Wednesday

" Dwight Nesmith

dwight@northwindtraders.com

Type @team to message everyone

1 i Josh Nestor 2 include a section about the buy one ge
In ateam or @ChannE| to nOtlfy e fosh@northwindtraders.com 2d for August but she mentioned she got
every member of that channel.

Find the thread you want toreply
to, then click Reply.

& Addabot

Add your thoughts and click Send. sl

@n|

A ¢ OB @& -

Click sticker under the box where mp Meme Y AACHINE. Click Activity on the left.
you type your message, then pick &, Designers
a meme or sticker from one of S o The Feed shows you all your
the categories. = I(AN FIX IE notifications and everything that's Feed Vv
¥ Ll : ‘ happened lately in the channels
There are also buttons foradding B remsausen ‘ you follow. @ Megan Bowen ]
an emoji or GIF. § summersen RESEARCH (e AHV = * ' Added you tc the team Contoso HR
€3 Cats In Suits ‘f “ 1'50‘
§B Rubber Stamps 0 =58 -

o,

v CO@B @ -
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Click Attach under the box wher_e Click More options ... next to a S ——. LT
you type messages, select the file file. Make this a tab
location and then the file youwant. ®© Recent General Download
i Browse Teams and Channels Click on Copy link. Delete
You'll get options for uploading a b o Bin to top
copy, sharing a link, or other @ OneDrive When writing your message, O ©° Email Messages Rename
ways to share. _ click on the formatting menu Oven i Sharebeint
Upload from my computer | @ to mention someone A.Then insert the link by SRERRE ’
A @k© BB o clicking on the link icon. @ sample file 3.docx :I:::
(] Sample file 2.docx - More

researc
shared across all of your teams. | & wow command box at the top of

o B 1 D copy the app and press Enter. Messiges  Pegpier hiles v
Click Files at the top of achannel to L Download p—
see all files shared in that channel ' 0 ekr i 2= Results Overviewsdz o

. W Delete Then select the Messages, Retail / Shared Documents

. . . s T People, or Files tab- ] Campaign Sales Data.xlsx 1/25

Click More options ... next to afile S L Mark 8 Project Team / Shared Documents
ithi 7 Make th . . .

to see what you can C!O with it. = e Select an item or click Filter CE Annual Report docx 113718
In a channel,you can instantly turn # #®  Mark8Piot Program ppix to refine your search results. Retail/ Shared Documents

ilei |
afile into a tab at thetop. ] Mark 8 Performance chart xlsx @ X1050 GTM Plan.pptx 10/18/18

Mark 8 Project Team / Shared Documents



Click Apps on the left.

Here, you can select apps youwant
to use in Teams, choose the
appropriate settings, and Add.

oot
cO

Join or cre

' N
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Click + by the tabs at the top of
the channel, click the app you
want, and then follow the
prompts.

Use Search if you don't see the app
you want.

Add a tab

Turn your favorite apps and files into tabs at the top of the channel. Search
Tabs for your team

Document ...  Excel Forms OneNote Planner

II

PowerPoint  SharePoint Stream Website Wiki Word



