Document code:
IT.042

©OPIS

Microsoft Teams — User Guide Version:

Page 1 of 12
OPIS S.r.l.
Reference Microsoft Teams

Document Info:
Title Reference Microsoft Teams
Code IT.042
Date of issue 26/03/2020 Version 1.0




Document code:
IT.042

IT Guide
ePI S Microsoft Teams - User Guide Version:
Page 2 of 12

Sommario
1 INTRODUCTION ..oeeiitietteitteete ettt ettt sttt ettt e bt e she e s et et e e bt e bt e saeesaeeemb e e bt e beesbeesaeeenbeenbeenbeenseesanenane 3
P € - 1N LT TSP TP PRP PO PPRPPO 3
2.1 NEW CONVEISATION ettt ettt e e e e st e e s e e e e s et e e s e s et e e s anreeesenreeesenreeesennees 3
2.2 SRAME @ FIlE ettt st e e s bt et e s b e e s bee e s reeesareeaas 4
3 QUICK IMEETING ..t s 5
3.1 Ry =Y = e [0 ol 4 U= 4 [ V3SR UUSPNt 5
3.2 oY1 T O LW ol Q1 1Y, 1=T=Y o1 Y= RS 5
4 SCHEDULED MEETING ...uiieee s s s 6
4.1 Create @ SChedUled IMEELING ....ccocveeie et e e e bee e e e sabee e e esbaeeeenanees 6
4.1.1 Create MEEtiNG ON TRAMS ..uuieiiiieeie ettt e ettt et e e s s st e e e e e s s s s saabaraeeeesssasassseeaeeeesssnnsasns 6
4.1.2 Create Meeting from OULIOOK .........uuiiiiiec et e e e rae e e e 6
4.2 JOIN @ SChEAUIEA IMEETING.....ci it et e et e e et e e e st ae e e eeataee e e nsaeeesannaneenn 7
4.2.1 oY T o1V TR 7
4.2.2 JOIN FrOM CAlENAAN ..ttt et st e s bt e e sabeesaees 8
423 JOIN FFOM Chat ..t sttt s b e sbe e e sareesaes 8
4.2.4 L6 || T SO P PR URVSUSOPPOPROPRRPRPI 9
4.2.5 JOIN @ MEETING @S GUEST....eiiiiiiiiiiiiiiitieeeeeee e e e e e e ree e e r e e e e e rareaearaeaeaeaeseararsesearararernnns 9
4.3 Share Screen and RECOIAING .......oiiiciiieeeiiee ettt ecee e e et e e et e e e esate e e e e aaae e e e abaeeeensaeeesanneneans 10
5 CHAT GROUPS. ..ttt ettt et e e e e ettt e e e e e e s e a bt bt e e e e e s e nnb e e teaees e e annbeeeeaeeeesannsbeneeaaesann 10
5.1 Starting @ group Chat in TRAMIS . .ciii ittt e e e st e e et ae e e esabaeeesabaeeeesnnaeeean 10
5.2 Adding and removing people from group chats.......ccceiiiiiiiiiiiiieic 11




©PIS

IT Guide

Microsoft Teams — User Guide

Document code:
IT.042

Version:

Page 3 of 12

1 INTRODUCTION

Microsoft Teams is the ultimate messaging app for the organization—a workspace for real-time collaboration
and communication, meetings, file and app sharing. All in one place, all in the open, all accessible to everyone.

Every team has channels
Click one to see the files and
conversations about that
topic, department, or project.

Move around Teams

Use these buttons to switch
between Activity, Chat, your
teams, Calendar & Files.

l

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.

See your calendar
Click to see your schedule
and join meetings.

General

Monthly Reports

Access your apps
Find apps added for your
teams or your personal use

4

create a team

2 CHAT

2.1 New Conversation
With a person or group

" Manage your team
“Add or remove members,
+ create a new channel, or
get a link to the team.

Join or create a team

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

Use the command box Add tabs
Search for specific items or
people, take quick actions,

and launch apps.

Start a new chat
Launch a one-on-one
or small group
conversation.

Highlight apps, services, and
files at the top of a channel.

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

over o () —

B rescarch and Development s ries win

@

Nestor Wikke
Weecly Sync

Add files
“  Let people view a file or
work on it together.

é

he Mark 8 copter

@] Mark 8 Pilot Program.pptx

1_ Lee Gu
W Looks good hanges to the propeller housing based on discussions in our meeting yester

| @ it e
Reply

“ Your message is attached
to a specific conversation.

@

« Reply _’“es

h fun with the protetype. Check ou

( E ittty

Start a new conversation. Type @ to mention somecne.

8 ¥ C¢OBBGH A -

1 Atthe top of the app, click New chat 4 .
2 Inthe To field, type the name of the person or people you want to chat with.

is team site for doc repository, meeting

g Verce o sinc Set status messagy
Occurs every Monday @11:30 AM

& Roply

- 1)

i =
Available 7
oom (B5%) [ =}

Download the mobie app

sign aut

schemas as options for the ihree

Compose a message

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

$

3 Inthe box where you type your message, say what's on your mind and click Send B’.

Megan Bowen 9/25 822 AM  Edited

e

A ¢ © @ B G

Let's do a weekly catch up project for the Mark 8 launch.

019 @ 1:00 PM

Start a new conversation. Type @ to mention someone.
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With the whole team

1 Click Teams EE'E, then pick a team and a channel.

2 Inthe box where you type your message, say what's on your mind and click Send B’.

2.2 Share afile
Sometimes words aren't enough, and you need to post a file to a channel conversation.

1 Inyour channel conversation, click Attach @ under the box where you type your message.
2 Select from these options:

o Recent

o Browse Teams and Channels

o OneDrive

o Upload from my computer
3 Select a file > Share a link.

4 If you're uploading a file from your computer, select a file, click Open, and then Send B'.

You can always see all the files you post to a channel by going to the Files tab.

Recent

latest stats for next mor
Browse Teams and Channels

P & O

OneDrive

n

Upload from my computer
Type @ to mention sor

Ar ¢ ©@ @ B Qo -
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3 QUICK MEETING

3.1 Start a quick meeting
To start a quick meeting (also called Meet Now) you need to:

1
2

St Meet now .
select the button from the calendar window

Confirm preview with the button Join Now

¢ Meet now E® New meeting

[ Week

6 7

Saturday Sunday

Choose your audio and video settings for

Meeting with Randy Chapman

3 Then select the names of the team members you want to invite to the meeting.

3.2
if someone starts the meeting, you'll get a notification you can use to join
5

Join Quick Meeting
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4 SCHEDULED MEETING

Teams meetings are best when you join them from the Teams app or Teams on the web, and there's a bunch
of ways to do that—read on for details about joining by link, from your calendar, and more. If you can't use
the app or the web, some meetings let you call in using a phone number.

4.1 Create a Scheduled Meeting

4.1.1 Create Meeting on Teams
To create a Scheduled Meeting from Teams App following one of the two step

e Select the button New Meeting

f [ Week -

6 7

Saturday Sunday

OR
e Select the time slot directly from the calendar view to enter in the meeting information setup

Fill in the necessary information for the meeting, add the participant then Save the Meeting to Send the
invitation.

New meeting Details Scheduling Assistant

Time zone: (UTC-08:00) Pacific Time (US & Canada)

Mar 10, 2020 400 PM v

Mar 10, 2020 4:30PM  ~  30m

4.1.2 Create Meeting from Outlook
Another method to create a Teams scheduled meeting is from the Outlook interface.
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1 From the calendar view select New Teams Meeting

File Home Send / Receive Folder View

b HS B EE
MNew  New

New New Teamns Today Mext7
Appointment Meeting Items ~ Meeting Days
MNew Teams Meeting Go To = |

2 Fillin the necessary Meeting information the click Send

Untitled - Meeting 5.3 = O X

Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do

X Qv B~ & Meuy v 15mintes v | JER v e
b
0 You haven't sent this meeting invitation yet.
This appointment conflicts with another ane an your calendar,
' ] Title ||
1= ] -
Sove & Start time Tue 8/28/2018 E 12:00 AM | [ Al day O -@_Tlme 20
dve - .
end .
2 \ Close End time Wed 8/29,/2018 m 12:00 AM - {} Make Recurring
| Location Microsoft Teams Meeting -

Join Microsoft Teams Meeting

Learn more about Teams

4.2 Join a Scheduled Meeting
You have multiple choice to join a Teams Meeting

4.2.1 Join by link
In this case, all you need to join a Teams meeting is a link
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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.

4.2.2 Join from calendar

From the Calendar = on the left side of the app to see your meetings you can find the meeting you want,
and then select Join.

Marketing mesting m
Microsoft Teams Meeting Gra

Or, if someone starts the meeting, you'll get a notification you can use to join.

4.2.3 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.
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Marketing meeting &

iii )

Conversation Files Meeting Motes Whiteboard

424 Callin

If you're unable to use the Teams app or Teams on the web, you can join some meetings by calling a phone
number.

If there's a phone number and conference ID in the meeting invite, just dial the number to join.

+1 323-849-4874  United States, Los Angeles (Toll)
(866) 679-9995 (Toll-free)

Conferance 1D: 000 000 00#

Local numbers

The number in your invitation may not be local to you. Select Local numbers to find one that is.

4.2.5 Join a meeting as Guest

You can join a Teams meeting anytime, from any device, whether or not you have a Teams account. If you
don't have an account, follow these steps to join as a guest.

Note: Some meetings don't allow people to join as guests.

1 Go to the meeting invite and select Join Microsoft Teams Meeting.

Join Microsoft Teams Meeting
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2 That'll open a web page, where you'll see two choices: Download the Windows app and Join on the
web instead. If you join on the web, you can use either Microsoft Edge or Google Chrome. Your
browser may ask if it's okay for Teams to use your mic and camera. Be sure to allow it so you'll be
seen and heard in your meeting.

3 Enter your name and choose your audio and video settings. If the meeting room (or another device
that's connected to the meeting) is nearby, choose Audio off to avoid disrupting. Select Phone audio
if you want to listen to the meeting on your mobile phone.

4  When you're ready, hit Join now.

5 This will bring you into the meeting lobby. We'll notify the meeting organizer that you're there, and
someone in the meeting can then admit you.

e If no one admits you to the meeting within 15 minutes, you'll be removed from the lobby. If that
happens, you can try joining again.
e Some features of Teams meetings aren't available to guests.

Organizer's view
If you're the meeting organizer, we'll alert you when someone is waiting in the lobby.

Click Admit to let them right into the meeting, or View lobby to admit or deny them, as well as see a list of
everyone who's waiting.

4.3 Share Screen and Recording
(-

e Select the share screen icon to show your screen to the other people in the meeting.

e Select more options icon " to record the meeting. You'll be emailed when the video is ready so
you can view, edit, and share with others.

5 CHAT GROUPS

5.1 Starting a group chat in Teams
If you’ve used Teams before, then the basics of this will be familiar to you. Starting with Step A, choose a new

chat, then in B, type in the names of the participants.
To Start a Group Chat:

1. Select the icon “New Chat” K#l on left-top of the window
2. Type the Name of The Partecipants in the field
3. Click onicon to Open Drop-Down Menu and to show the field Group Name

10
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4. Enter a Group Name (is required to create a Group Chats) the start the group with a message

82
s Chat Recent Contacts VW To: - Start typing a name or group b

Chat Recent Contacts Y Group name: |°

To: Start typing a name ~

The Group Name is really what differentiates a normal multi-person chat from a group chat.

Technically, it’s just a title for the chat itself, but it means if you chat with the same people, but about
different on-going topics, then you won’t end up with one long, never-ending chat stream. Each group chat
will have its own group name.

When you've started a group chat you will notice that it’s very much like a light version of a Teams channel.

5.2 Adding and removing people from group chats

One of the key features of a group chat is the ability to add people to it as necessary. With Teams and
channels, the massive benefit of adding someone to a Team is they have access to the full history and
context.

-

11
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That is of course very different from the one-to-one or three-way chat scenario people are used to with Skype
for Business — and if you start off a chat with just one person, then add someone in and give it a group chat
name, you might want that history and context, or at least some of it.

When you add someone into the chat, then you have the choice to:

1. Notinclude chat history, like a normal Skype for Business chat
2. Include some chat history
3. Include all chat history — like a Teams channel

When you do choose to share chat history, note that in addition to chats being shared, permissions will be
granted to documents previously shared to the chat, too.

Performance Reviews &
3 participants o o

Conversation Files Add

ot @Lisa Goodman X
= Steve Goodman added Lady

& Steve Goodman changed the | @ Don't include chat history

O Include history from the past number of days: 1

O Include all chat history

12



