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Microsoft Teams brings together the full depth of Office 365, to provide a true chat-based hub
for teamwork and give you the opportunity to create a more open, fluid, and digital environment.
Microsoft Teams is built on existing Microsoft technologies woven together by Office 365 Groups.
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Activity - See recent
activity from all Teams
you are a member of

Chat - IMor call
individuals outside of a
Team conversation

Teams - Find a list of
the Teams you are a
member of

Calendar - View your
schedule and join
meetings

Files = See your
recent and Team files
in one location

More Options - Add
apps to your Team

Channel - Each Team
can have different
channels, General is
the default

New Chat - Start a new
chat with a contact

Search - Use keywords to
find what you are looking for

Profile - View your profile and
personalize your Teams experience

Microsoft Teams
Teams

Your teams
. Sales and Marketing

General
Monthly Reports

Mark 8 Project Team
General
Design
Digital Assets Web
Go to Market Plan

Research and Development
Retail
General

NC460 Sales

For more information please contact

info@0365support.com.
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‘ General Posts Files Wiki + ®org e Add a Tab - Add
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Here are some things to get going... apps to yOUr Team
with the + feature
ol Ja
Files - Store and
share files with your
Team members
Add more people Create more channels Open the FAQ
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ifiistrator has added Johanna Lorenz and 16 others to the team.

s made Isaiah Langer a team member.

Posts — Chat with your
e team in an organized
. environment

rator has added Debra Berger to the team.

rator has added Diedo.

MOD Administrator has made Johan

MOD Administrator has made Miriam Graham a team member.

MOD Administrator has made Nestor Wilke a team member.
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MOD Administrator has created channel Monthly Reports. Hide channel

Team - Select a
Team to view

Start a new conversation. Type @ to mention someone.
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Files

Files that you share in a channel are stored in your team's SharePoint folder. Files
that you share in a private or group conversation are stored in your OneDrive for
Business folder and are shared with the people in that conversation.

Public | No classification

X1050 Launch Team > Design #

Conversations ~ Files  Usability Priorities  +
—

i Editin Teams
@i Design ) _
@ Open in Word Online
[R Open P Getlink [ Makethisatab 1 Download i Delete @ Open in Word
B> Open in SharePoint
Meetings v Type Name S Move
€] ] XT1050 Usability test 2.3.doc @ Ccopy
4 Download
m; XT1050 Marketing Collateral Timelines_V2.docx & Delete
ﬂg marketing-initiatives-FY17.xlsx =b Rename
& Getlink
ﬂg bearing-44DDF-stress-test.xIsx (7 Make this a tab
v m; Usability Testing Priorities.docx

Posts

Team posts are a space to connect with your entire team quickly and easily. Use @
mentions to target a specific member in a post. The convenient formatting options
allow you to create a dynamic collaboration environment.

: Emily Braun 1/14 10:29 AM
Anyone attending the sales conference in Orlando this April?

Henrietta Mueller 1/14 10:29 AM
@ | am! Excited to get some sun!

Pradeep Gupta 1/14 10:29 AM

| can't make it. Maybe next year.

< Reply

For more information please contact
info@0365support.com.

Add Tabs

Tailor your workspace to include
content and capabilities your team
needs every day. Add Tabs to
provide quick access to frequently
used documents and cloud
services like PowerPoint, Planner,
SharePoint, and Power Bl.

Create a Channel

Channels are dedicated sections

within a Team to keep conversations
organized by specific topics, projects, or
disciplines. Within Channels everyone
on the team can have conversations,
share files, schedule meetings, as well
as add applications such as Planner

to stay on task. Creating channels is a
great way to keep your projects and
your team organized and on task.

Profile/Settings

To see or change your Microsoft Teams
settings, click on your profile picture in
the bottom left corner. You can change
your picture, set your status, themes, app
settings, notifications, language, keyboard
shortcuts and more. There's even a link to
download the mobile app.

Add a tab x

Tum the team’s favorite apps and files into tabs at the top of the channel,
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Excel PowerPoint Planner Word OneNote
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SharePoint Freehand by Trello YouTube Wrike
Invision
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# Remove favorite

' Contoso #02

B werenouse 202

8% Manage team

o = Add channel

& Add members

n New York #03

w%  Mark 8 Project Team

%& Leave the team
General

Engineering & Editteam

Manufacturing o Getlink to team

Marketing

ﬁ Delete the team
Research and Development

MOD Administrator

Change picture
@ Available >
[ saved

33 Settings

Help

Keyboard shortcuts

About >
Download the desktop app

Download the mobile app

Sign out
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