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Teams provides a modern conversation
54 experience for today’s teams.

g Microsoft Teams is the hub for
FI' collaboration in Office 365 that
7 integrates everything your team needs
to be more engaged and effective.

The app is a workspace for real-time
collaboration and communication,
meetings, file and app sharing, and
even the occasional emoji!

All in one place, shared with all team
members.
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1. Meetings on Teams

A Teams meeting is held online in a channel, so you
can go from a conversation to a meeting with the click
of a button. Team meetings are open meetings, so
anyone in the team can join.

Team meetings include audio, video, and desktop
sharing. And because they're online, you'll always
have a meeting space and never need a room or
projector.

To start a team meeting, click Meet now beneath the
compose box in a new conversation.

When you start a meeting in a channel, the whole

channel team can see that a meeting is happening and
join.

CALLS & MEETINGS

Start a new conversation. Type @ to mention someone.
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2. An integrated meeting experience

Before a meeting:

During a meeting:

After a meeting:

Share files in the channel and
chat with participants to discuss
the agenda.

Keep the full context and
conversation together within the
meeting'’s channel.

Easily schedule a meetings as
you can see your participants
availability (free/busy/tentative).

HD audio and video experience .
from both web and mobile.

Automatic re-joining the call if .
the connection is not stable.

Content and screen sharing.
Background-blur technology.

Recording of the meeting to

capture audio, video and all
screen-sharing activities.

Share the notes taken
commonly.

Share recap and follow-up
actions in the channel for
everyone to see.
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28 2. How to schedule a Teams Meeting

8 from Outlook

et ro u O O File Home Send / Receive Folder View Help
—t  —] —t

ﬁ : | R % @ %=

st New New New New Teams Today Next 7

a 1. Open Outlook and select the calendar Sppointment Mesting Hems: Meeting Days

feature; |
Files New Teams Meeting Go To

2. From the top menu, click New Teams Meeting

3' Add your inViteeS to the TO field_you Can B save T Dizcard ra‘ Scheduling Assistant H Busy & Categorize .'l-j Response options
even invite entire contact groups (formerly
known as distribution lists). * _Add aiitle

2 Invite attendees Oiptional

4.  Add your meeting subject, location (useful if
you need to book a meeting room), start o s B e vz v @ Ay @D
time, and end time. Then click Send.

Search for a room or location Teams meeeting m

15 Femind me 15 minutes before

@ #ydd a description or attach documents

Help
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In your email invite, select Join Microsoft Teams
Meeting (link to a call).
You have two choices:

» Download the Windows app: Download the
Teams app.

= Join on the web instead: Join a Teams meeting
on the web.

If you select to join via web, type in your name and
select Join now.

If you have a Teams account, select sign in to view the
meeting chat and more.

Choose the audio and video settings you want.

Depending on meeting settings, you'll go to a lobby
where attendees can admit you.

3. How to join a Teams meeting
from Outlook

BMicroioM Teams Meeting

bimmeg Tus 473072015
End time Tue 4730205

Join Microsoft Teams Meeting|

T ooem
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2l 4. How to set you audio

Teams

Yo o, Device settings X

Choose your audio and video settings for

‘ . - . 1 1

' Meeting with Isaiah Langer Ao devices

Files PC Mic and Speakers %
Speaker

LR

Altoparlanti (2- Realtek High Definiti...

When you are entering the call you
can decide to mute your microphone

Microphone

Microfono (2- Realtek High Definitio... v

Join now
(2 Make a test call
Camera
To set up the minOphone and spea ker. Click Other jon opticias USB2.0 VGA UVC WebCam v

here to open the grey panel on the right.

% Audio off
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€53 Show device settings

B Show meeting notes

O Enter full screen

%% Start video with blur

Turn on live captions (preview)
i Keypad

© Start recording

(74 Turn off incoming video

»
-
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While in a meeting,
click the ellipses
(°°°) to access

the meeting
operative menu
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Click here to blur your
background during a call.
This is a useful feature if
you’re working remotely
from home or from a co-
working space

Click here to record
the call. It could be
useful to record the last
5 minutes in order to
collect the main take-
aways and share them
after the call

5. Meeting menu: in-app call features

During a call, you can leverage very interesting features:

£o3 Show device settings

E Show meeting notes

O Enter full screen

787 Start video with blur

Turn on live captions (preview)

it Keypad

© Start recording

(z4 Turn off incoming video

006 WM Y e ()
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Click here to open a
Wiki document.You
can real-time edit this
document with the
other attendees

Click here to share
your whole screen, or
just a window.

This way, all attendees
will see what you see
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Teams

. Desktop sharing lets you present your screen as you see it,

s or the app you're using during a meeting in Teams.

0] |. To share your screen in a meeting, click Share in your

B3 meeting settings.

2. You can choose to present your entire desktop, a Market

specific app, or a file. Srateay

Sales

Once you are in the meeting, you can share your whole
screen. The content layout lets everyone see what’s being
shared. Along with people’s facial expressions.

11
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=8 /. How to blur your backgroun
ws
Teams
.
Calls , — Meeting In “General
Files
Click More options button in a
meeting, then select Blur my
background.
The blur setting might not be available
depending on your camera hardware.
Apps

12
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=8 8. How to show meeting notes

s

Teams To add "Meeting notes” to your meeting, select the ellipses (°°°) and choose Show meeting notes.

These can be taken down collectively, and will remain available within the channel for all participants -

L and even for those who didn’t manage to join your call.

Calls

Files Search or type a command ' = X

L ]

Meeting notes have appea...

This feels like the Wiki, reborn. |
53 Show device settings wonder where these are visible after
the meeting.

Dow de ice g l.
B Show meeting notes

New section

O Enter full screen

I'll check after | end this
7% Start video with blur

@ i Keypad

© Start recording

[ Turn off incoming video
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=8 9. How to record your meeting

Teams

:‘1 Record your meetlngs in Teams to Recording has started. By joining the meeting, you have given consent for it to be recorded. Privacy Policy
capture audio, video, and screen sharing

¥ . . .

' activity. The recording happens in the cloud, Call with Darren, August, Sarah; Joshuas#l other » 0001 @

= and is saved to Microsoft Stream, so you 7 ™
can share it securely across your

sue organization.

|. Start or join the meeting.

2. To start recording, go to the meeting vy
controls and select More options |
button > Start recording.

3 Enter full screen

/s Start video with blur

Joshua Vanburen 01:06 Babak Shammas

@ 14
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Teams

Calls

“ o3 Show device settings

Hies B Show meeting notes

oo Click here to see the participants list.

You can mute a participant who might have B Enter full screen

a particularly noisy background.

P y y S %% Start video with blur
You can decide to mute singularly or all i Keypad

participants at the same time. © Start recording

(4 Turn off incoming video

006 W4 O [p) eee F

15

CALLS & MEETINGS

L



a

Activity CALLS & MEETINGS

=8 11. How to chat during the meeting

Teams

Calls

“ £33 Show device settings

hia Here you can communicate with all
all the participants.

B Show meeting notes

L ]

The chat will remain available after 1 Enter full screen
the meeting to all participants and to

those who did not manage to join. & Start video with blur
it Keypad

© Start recording

(4 Turn off incoming video

006 WA [g) e o8
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