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

C

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 emoji!

All in one place, shared with all team
members.
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1. When to use a private chat

In private chats, only people involved will be
able to view shared messages and files.

Private chats are much more like an Instant
Message in which information is
confidential and kept only between sender
and recipient.
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What room do you wanna get?

And what floor?... oh btw here’s that Excel doc.

@ Marketing_Roadshow.xisx

Let's get the one by the coffee maker, | have a feeling we are going to utilize the proximity to that machine

pretty heavily, lol
o Smartldgit
Here's the deck for later...you can edit it now..
Lunch? You know everyone is going to be starving after the other big meeting that morning...
. Ilike it! You are a thinker. haha. Yeah let’s call up the place next door and see if they can deliver like what... 4

pizzas? | think that would be enough

We have like 12 people attending... lets see. Pepperoni, Cheese, probably a vegetarian. Do you know if they
have Gluten free?

We don't need gluten free pizza.

Haha Okay, 'l put the order in that moming, so we have it ready to roll. Do you have an agenda for the
®  meeting, and multiple people who want to present? Just wanna make sure that we are all set up for who
wants to speak.

1 think we will be fine. Good looking out!

Start a new conversation




=8 2. How to start a private chat

Teams

Write the name of the person you want to start a chat
with.

Calls You can insert more than one name to create a group

‘ chat.
A

Files

Search or type a command

Chat Recent Contacts To: angel

E Recent O Angelo Larocca

Chat (A.LAROCCA) Behavioral Designer

B New chat
Apps ujge

Teams

A 0 Mk 8




2. How to start a private chat

Chat

Teams

Chat Recent Contacts Y
Recent

New chat
o L gt [y by g s 172-20 DRk A

Click on New Chat.

You will see everyone's availability.

You can also set yours from the settings panel:

Available

@ Busy

© Do not disturb
Be right back

Appear away

D Reset status

c
* ‘ Your name
Change picture

Available
(4 Set status message

[] saved

£33 Settings
Zoom —  (100%)

Keyboard shortcuts
About

Check for updates




3. How to add people to a private chat

Company name v g} — X

Q00®

Click Add People

000

Write the name
of the person you
want to add, then
click on the name

or press enter

Add
angeﬂ
' Angelo Larocca mail account.
(A.LAROCCA) Behavioral Designer

can not be invited

You can chat also with externals that have a professional e-

Those with a free email account (ex. Gmail, Yahoo, Hotmail)
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Files

E3 Search or type a command

To create an urgent

a : . o -
e Chat Recent Contacts e Henrietta Mueller chat Files Organization Activity o ° @
message- a — I How are you?
= Recent
Henrietta Mueller 352 PM enrietta Mueller 1,29 4:35 P Edited
1. Openthe Chatwindow. [Pl @i, @ i
. . sab Suggested
2. Selectthe recipient. Today
AV Adele Vance
3. Create a new message, ‘B ssomm
. . AW Alex Wilber )
Cl ICk on th € A Wlth th € ‘ : Have you been to the latest update meeting?
b rus h ) D?;. Diego Siciliani m
Henrietta Mueller 3:51 Pi 1
4_ Cl iCk on th e ‘th ree d Ots ‘to - S Grady Archie Q Yes! You can find the meeting notes in the channel "=
reveal the exclamation 3 Johanna Lorens = & e
mark tO |abe| the JS.;. Joni Sherman ¢/> Code snippet
m essag e as u rg e nt' LG Lee Gu B 7 U = = A A Paragraph *~ T, L e = Insert horizontal rule
. (o] . @ Insert table
5. Theredline and the - IMPORTANT! | |
LH_ Lidia Holloway 1 also need to ask you a very important thing for the next meetup event!

. @ ! Mark as important
word IMPORTANT! wil Lty
. LR_ Lynne Raobbins :
appear automatically. ' & Repestiyping
' Megan Bowen
Compose and send the e

message as usual.

AD @D S - B

E‘r NW. - Nestor Wilke

©) PF_ Patti Fernandez

A 2 OB B BB g - =



5. How to call a colleague

Company name v g

Open a private chat
including the person
you want to call and
decide whether make
an Audiocall or Video
call



