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Teams provides a modern conversation
experience for today's teams.

Microsoft Teams is the hub for
collaboration in Office 365 that
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 emojil

All in one place, shared with all team
members.
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-8 Collaboration on
8 Microsoft Teams

Teams
Calls . . Teams Y Sl General rPosts Files Wiki Videocall =+
« Allin one place, shared with all team members: —
d all files can be saved in the channel and ‘ea;pm . ®General
Files eve ryO n e Ca ﬂ WO rk d I re Ctly frO m th e re. Digital Workplace ] New Upload @ Getlink 4 Add cloud storage Q Open in SharePoint
General v Type Name Modified Modified by
Private Information &
PR Public information Email Messages 10/23/19 App di SharePoint
° Work together Seamless'y: Say g OOd bye to the freining session £ Sample Folder 3/7/19 Giulia Gargaglione
-FI |e Ve rSIOn ConfUSIOn by Workl ng together i Acopton i commumest Q= Sample file 3.docx 12/9/19 Giulia Gargaglione
directly on the same file. Sync the files and @ Hi--product Deveop.. | -
. : . N @ Sample file 2.docx 11/26/19 Giulia Gargaglione
these will update automatically. Nothing get B reo -
L. . m How to cre 11/13/19 Giulia Gargaglione
lost, all revisions are listed, you can see how [§\ Dpisital Atitude | B
v E] Sample File.docx 3/7/19 Giulia Gargaglione

files evolve over time and you can restore
previous versions.

@ Behavioral Designers

[l Demo Team

oot
e Join or create a team @

« Co-author with confidence: preview and edit files together with your colleagues, you'll see their changes live. You
Apps and your team can draft, comment, and edit together. Add or reply to comments next to the text you're
discussing so everybody can follow the conversation.
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28 1. How to add files in a channel
Ses
Teams
': General | Posts Files | Wiki Videocall —+
' You can upload files directly to the Files tab in .
Files @ General
any channel.
ol . . ) (] Niw Uploa @ Getlink -+ Add cloud storage QOpen in SharePoint
You can click Files at the top, then click Upload or
simply drag and drop. Folder Modified +
. . Word document
To create a new file, click New. 10/23/19
B Excel spreadsheet
@ PowerPoint presentation 3/7/19
wE Sample file 3.docx 12/9/19
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2. How to share a file

Sometimes words aren't enough, and you need to
attach a file to a channel conversation or to a chat.

1. Click on the attachmenticon &
2. Select afile, click Open, and then Send.

The files added through a post to a channel are all
automatically saved in the Files tab.

(& New conversation ~  Everyone can reply [P Postin multiple channels

B / U = T OA M Paragraph T, = = =

Add a subject

Start a new conversation. Type @ to mention someone.

e ¢ ¢ W B a > 9

Copy the link from the Files tab
Insert the link in your compose box by clicking

on the link icon

General

O

O

@ Open ~ @ Copylink ™) Make this a tab

Name ~~

Email Messages

Sample Folder

Sample file 3.docx

COLLABORATION

You can also choose to only share a link to the file:

Copy link

Make this a tab
Download

Delete

Pin to top

Rename

Open in SharePoint

Move

Copy

B 7 U S % A W Paragraph ~ T, < »= = i= " > ]
IMPORTANT!

1 also need to ask you a very important thing for the next meetup event!

Al OB BE E B Q - =
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3. How to organize files in a channel

Each channel has its own file folder where you can save
and files with the other members.

To access that folder go to the channel and click Files
on the tabs above the conversation window

From here you can click:

* New to directly create a new file in Word, Excel or
PowerPoint online or to add a folder

« Upload to upload afile

« Getlinkto copy the link of your files referring to both
Teams and SharePoint

« Open in SharePoint to open your file directly in
SharePoint

General F sts Files W« Videocall -+

i@ General

[] New Upload @ Get link

Folder
Word document

Excel spreadsheet

L )

PowerPoint presentation

wE Sample file 3.docx

-+ Add cloud storage Q Open in SharePoint
Madified »
10/23/19
3/7/19

12/9/19
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=8 4. How to edit a file

ugs
Teams
. To make changes to Office files, open them in their
g respective Office or Office Online apps. 2 Editing ~ O || Bl conversation | | = | Close
i Open the file, click More options next to the file name fv ISV 2 3= =v e v Open in Desktop App
_— and select the app. .
Open in Browser

If you are making small changes you can edit a file ' Download

directly when you open it within Teams. )

Please consider that some functionality is not yet

available online.

If you wish to make bigger changes, we suggest you

open it with the desktop app from (you will be working

from your PC).
Apps Please note: currently it is not possible to edit and change an Excel file containing macros in the

Excel Online version. You should open it in the Excel client version (desktop app).
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=l 5. How to move or copy a file from one

Ll team to another

@ Open ~ @ Copylink ] Make this a tab
Make this a tab
g . General Download
Calls To move or copy a file from one channel to another one orto a e
different team: O Namew im0 top .
F
] « go to the channel and then select the Files tab on the top. O M  Emil Messages — &
Files . ! . 1
' * locate the file you'd like to move and click on the three dots e Folder Open in SharePoint )
icon next to it Move
« select Move or Copy and choose the new location by ) sample fle 3dacx Copy i
browsing with the arrow on top (you can move your file even © B Sample file 2docx o More > 6
to other team) -
When you add a file to a conversation it is saved directly in the Move to
Files tab. To move this file in a folder, follow the same s erouse reamsanct channete | & Bis cenere
procedure.
@& OneDrive Type Name Modified «
Email Messages 10/23/19
Sample Folder 3/7/19
B Please note that you are only allowed to copy files from one
Apps
Team to another, but not folders.
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=8 6. How to collaborate with co-authoring

Ses
Teams

. . 1 ot God7ln_IK a7 ha 8 _7_7_ ; ==l nagbeene) [\ B assoceoe AQBI AaBbCcl AaBbCeDd
R If anyone else is working on the document, you'll see N maen B 1 47 WSS 8T | rom [ i i s e
Calls their presence and the changes they're making. 9

! We call this co-authoring, or co-editing collaboration.
les

Executive summary

If yO u I d rath er wo rk | N yO ur VVO rd da p p, se | eCt ”O pe n | n he current consumer electronics market is experiencing unprecedented change—and with that
" . changes comes great opportunity. Together, Litware and Contoso are ideally poised to take a
Desktop App”, near the top of the window. I

LN N ]
market leadership position and deliver quality, consistency, and innovation to their customers.

Increasingly, peop|pjirssitarassgisiheir devices in hand. They are always on and always connected, so
they require more from these devices—more power, more speed, more seamless integration. The

H: anyone else |S WOFkIﬂg on the dOCU ment, youlll see industry challenge remains clear: Understand your customers, anticipate their future requirements, and
. | . deliver above their expectations.
their presence and the changes they're making.

That’s why a Litware-Contoso partnership makes sense. No one in the consumer electronics market has
a better understanding than Contoso of its long history of exciting innovation, turbulent disruption, and

. . . kabl th. And inth : tl igates th h th h d
You will not need to save your work while real-time co- empowes s partners ke Contoso, hot JELIUELY " "evlatas hrough fhesa changes an
aql'clhorlng a doclltlment. .T?e application you are using Why Contoso?
Wi aUtomatlca y sSave It or you Of all the companies that Litware can work with, what makes Contoso different? Four key points,

discussed in more detail below, prove how our partnership would be unique and powerful:

Page2of6 971words [[%
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28 /. How to stay on top ot things
Ses
Teams
Feed v '
L
Calls e . . AG /7 Anna posted 1/22
Notifications let you know when someone @mentions you, likes o
(] something you've posted, or replies to a thread you started. Ciao Luca, Paolo, Simone, Oggi son...
Files -
.. . . st MP () Monica +2 1/22
The Activity feed helps you stay on top of all your notifications.
reacted to your post
s ‘. Digital Attitude > Travel info
1. CIICI( ACtIVIty Calls Hello Digital Attitude. In order to...
2. Feed shows you a summary of everything that's happened in a 2% 3 Anna mentioned o
the channels you follow. General

H.I. - Product Develop... > General
Hello General! can someone share...

0 =] Angelo 1/22
mentioned Teams...

H.I. - Product Develop... > Teams H...
Other feedback from users in...

 Click Filter to show only certain types of notifications
such as @mentions or likes.

« Select Feed > My Activity to see a list of everything

you've been up to lately in Teams.
AG = Anna mentioned 1/22
Teams Habit

H.l. - Product Develop... > Teams H...
Hello Teams Habit: just received a...
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8. How to moderate a channel

In Microsoft Teams, team owners can:

« Turn on moderation for a channel to control who
can start new posts and reply to posts in that
channel.

* Addteam members as moderators. A team owner
might not have the subject matter expertise at the
channel level to best support channel moderation.

By allowing specific team members to moderate a
channel, the responsibility of managing content and
context within a channel is shared between team
owners and channel moderators.

Channel moderators can:

 Start new posts in the channel: when moderation is
turned on for a channel, only moderators can start
new posts in that channel.

« Add and remove team members as moderators to a
channel. Keep in mind that by default, team owners
are channel moderators and can't be removed.

« Control whether team members can reply to
existing channel messages and whether bots and
connectors can submit channel messages.
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=8 9. How to set up channel moderation

Teams In Teams, go to the channel General, click More options > Manage channel.
fnn From here you can turn on and turn off moderation, add team members as moderators,
and set preferences.
Calls -
Channel settings
‘ |
Files
~ Permissions Set channel moderation preferences
Channel moderation
Off "
Who can start a new post?
e @ CEveryone can start a new post
O Everyone except guests can start a new post
13
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Help

To link a specific conversation and share it with
your teammates, you simply need to click
More options > Copy Link.

Then, you can simply paste the link within one
of your messages.

10. How to link a conversation

COLLABORATION

caller

L Every day, S5teven Collier [MVP] and thao
ledium.

s [

& Edit

e
=

[ Delete

&8 Mark as unread

& Copy link

T

=y Immersive Reader

=

14
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Conversations on
Microsoft Teams

» The Posts tab appears in the General channel,
as well as any additional channels created. All
channel members can view and add to
conversations in the General channel.

» Conversations are different from chats
because they are visible to everyone in a
channel and not private. Documents shared in
a conversation automatically become part of
the Files tab in that file.

COLLABORATION

Marketing (Northwind Traders) | Microsoft Teams
(T a #  [B) Northwind Traders > Marketing # -
Favorites Conversation  Fi Notes  Planner +
Northwind Traders

Gordon Withite
* Here's the most recent copy, let's try to have all changes made by 5 pm today.

Gen
2 Customer Accounts
w
Teams Development
Marketing -
Social Media o @ Col D8 Gup
©  This is the latest budget and campaign proposal. We need to get this approved by EOD, so please send your feedback ASAP.
Website
ng 160724-WinterCampaignBudget m 160724-WinterCampaignProposal oay,
& Reply
® Can someone please point me to the latest FY2017 strategy presentation? | need to start polishing the template
&) Miguei Siva
Fun stuff @ There's still quite a bit of content missing from this deck. You can definitely start working on the template
but we'll still be adding new slides. We also need help improving the charts if you have time!
Marketing
Weekly Specials
Marketing Review 01:13
Q

Learn how to speak to the right audience and get your
receiver’s attention with the message formatting options.
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11. How to start a new conversation

In order to talk to all your teammates you can
use the collaboration chat.

Collaboration chat thread is different for each
channel.

Within this space everyone in the channel can
see whatever you post, no matter if it is
addressed to a specific person. Therefore, be
careful with what you write here.

Collaboration chat is suitable for posting
project/department/team updates,
mentioning specific people, catch someone’s
attention on a specific document etc.

In order to publish your first post:

1.

2.

Click Teams, then pick a team and a
channel.

In the compose box, say what's on your
mind and click Send.
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o8 12.H form m

. Aow to Tormat a essage

ugs

s Feel like doing some formatting? Click Az In the expanded compose box, you can create a new
) beneath your compose box to expand it and paragraph  without accidentally sending your
Calls open more formatting options: message. You can even add a subject line.

] « Bold, jtalicize, underline, and highlight text.

Files

* Change your font color and size (small,
medium, or large).

* Create bulleted or numbered lists. o . I -
. ew conversation veryone can reply OST In multiple channels
° Add a |Ink° . B Ve g % LE’" A Y\ Paragraph I,( e = 99 @ (f)
» Mark a message as important.
Add a subject = Insert horizontal rule
Start a new conversation. Type @ to mention someone. HH Insert table
! Mark as important
3 Undo typing
C Repeat typing
A ¢ ©@ W B ctr @ - B

Help
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Teams
’ Angelo Larocca 11/8 6:17 PM @
Y Luca, Giulia, this might be interesting for us ‘&
ﬁ < Reply <—
y N
o Press on Reply below
a message

& Giulia Gargaglione 5:.08 PM
Hello Ottavia. Can you send me the invoices we talked about yesterday?

9 Ottavia Mariani 5:11 PM @

Giulia yes, of course.

< Reply
K Your message is displayed below Pay attention: do not start a new conversation to reply a
Apps the message you answered to message, otherwise the recipient won't be notified of new

messages.

@ 18
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Help

14. How to add an emoiji reaction to a

message

You can react with more emotion to messages.
Microsoft Teams supports six emaoiji reactions to
messages.

The emojis include a thumbs up, a heart, a happy
face, a surprised face, a sad face, and an angst face.

13 giugno 2019

Ottavia Mariani 13/06 09:37

Reaction
Choose how to react to a message. 566 E

& Rispondi

COLLABORATION

19
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28 15. Conversations upper menu
ugs
Teams
B Choose whether to send a Choose who's allowed to Decide whether to
Calls Standard message, or to rep|y your message post your message in
a create an announcement (everyone, or just owners multiple channels
= and moderators)
v
[ New conversation ~ | | Everyone can reply (d7 Post in multiple channels E]F
B / U & % A M Paragraph T, = = = = 1N @ «p
B

20
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16. How to create an announcement

Announcements look sharp and "important”. <] Announcement v Everyone ¢
You can also post an announcement with a background

illustration.

4 New conversation A

<J Announcement

=]

<] Announcement ~  Everyone can reply [ Pest in multiple channels

B 7 U S % A M Paragraph v I, | = = ees

1. Choose Announcement as your post type.

Dioramas are due tomﬂ'row!
]

= 2. Choose an illustration or Upload an image to
Don't forget! decorate your pOSt.

General Please bring your volcano models to the cafeteria where we'll be setting up our
Science Fair tomorrow morning.

A ¢ @ @ B G B

COLLABORATION
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28 1/. How to @mention someone
s
Teams

A @mention is like a tap on the shoulder—a way to get Each person you @mention gets a notification in their
% someone's attention in a channel conversation or a Activity feed on all their devices.
Calls chat.
g If you @mention the whole team by using @[team
FF In the compose box, type @, then type the first few name], you can ensure that everyone on the team, or

3 letters of the person’s name. specific channel is notified about your message/post.
You can also @mention entire teams and channels. Check for a red circle next to Activity right now to see if
someone has @mentioned you!
Select the person. Repeat for as many people as you
want to @mention.
AAA manra mamnrm la Craata mara rhannale c
Suggestions
S G .+) Ottavia Mariani
E yourname@company.com
EEP? @o
A ¢ © @ B o

Help =



COLLABORATION

= |
Chat °
17. How to @mention someone

ws

Teams

L How you see the message

Calls

Files Giulia Gargaglione (Ospite) 4:00 PM

crsc54321 (Guest) what do you mean by "search for key words in the guide"? Please, may you bring me an
ceo example?
<’ Reply

How your colleague (Giulia in this case) sees the message

Luca, Giulia, this might be interesting for us ‘&

‘ ’ Angelo Larocca 11/8 6:17 PM @

Apps ¢ Reply

@ 23

Help




