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[1] Microsoft Teams

ABOUT THIS COURSE

COURSE PREREQUISITES

This manual assumes the user understands the basics of using a Windows-based computer.
Students should be comfortable using the keyboard, mouse, start menu, and an internet

browser.

COURSE OVERVIEW

Welcome to our Microsoft Teams courseware! This course is intended to help all users get
started with Teams, use messages and channels, communicate in different ways, and customize

Teams settings.

COURSE OBJECTIVES

By the end of this course, users should be comfortable using the Teams app in their day-to-day
workflow.

HOW TO USE THIS GUIDE

This course is divided into five lessons. Each lesson focuses on several key topics, each of which
are broken down into easy-to-follow concepts. At the end of each topic, you will be given an
activity to complete. At the end of each lesson, we will summarize what has been covered and
provide a few review questions for you to answer. Supplemental learning for selected topics is

provided in the form of Lesson Labs at the end of this book.

Due to the nature of Microsoft Teams, limited exercise files are provided for this course.
Therefore, it is recommended that students complete all lessons in order. Be sure that each
student completes Activity 1-1 so they have access to a team where they are the owner.
Students should also download the course’s Exercise Files to a convenient location as they will

be referenced throughout this course.
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LESSON 1:
GETTING STARTED

Lesson Objectives

In this lesson you will learn how to:
e Describe what Microsoft Teams is all about
e  Use channels and post messages

e Gethelpin Teams
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TOPIC A: Getting Started with

Microsoft Teams

Welcome to Microsoft Teams! To begin this course, we will learn what Microsoft Teams is and
how to get started.

Topic Objectives

In this section, you will learn:
e What Microsoft Teams is
e How to launch Teams
e About the Teams interface
e How to set up a new team, access different teams, and leave teams

e How to use the desktop and mobile apps for Teams

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[4] Microsoft Teams

What is Microsoft Teams?

Microsoft Teams provides a collaborative, cloud-based workspace where Office 365 users can
send messages, share files, and more. A team can be created for a department, a project, or for
anything you like! Each team has access to channels, which are places where people can share
messages, files, and more. Teams can be public (open to everyone) or private (accessible to
invited users only). You can be part of as many teams as you like, and you can join or leave
teams as needed.

Microsoft Teams also provides additional communication tools, such as chat, meetings, file

sharing, and more. We will learn about all these features during this course.

Launching Microsoft Teams

There are two ways to access the Microsoft Teams web interface. You will find an icon for it on
the Office 365 home page and app launcher:

B <3 ] Micosoft Office Home X | + - (m] X
& O ') 8 ‘www.office.com, < <= L =
Office 365 = John smitn (§4
Apps
n:’ﬁ Teams @ Sway
@ Install Office apps
-?\k/'- Planner m Store
Dynamics 365 /) Flow @ admin Security &
@ N B Compliance
Security & Co... Power Bl
F Forms n@ Flow Planner m Store Power Bl @ Forms

B Oynamics 365 [ stairub

B3 Acmin
All apps =
New
Documents -
h me Discover B
New ~

Last opened by you

Activity

Adventure Works Sales Proposal
sway.com
! posal Dec 12, 2017

Proposal Sample

sway.com Dec

Baking Cookies

httpst//teams.microsoft.com/

M Feedback @ Need help?
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Or, simply enter “teams.microsoft.com” into the address bar of your web browser:

B S ‘ B Microsoft Teams b4 | + — (m]

& > O m hitpsy/teams.microsoft.com, ¢ /discover jf( {5 /A

= S ROCRNT _

Suggested teams

Search

Browse and join any of the follewing public teams

P

Create a team

tee

There's always room for one more, create

To start, create a team here,

v

& Add team
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The Microsoft Teams Interface

Let’s look at the Microsoft Teams interface:

= | @& Microsoft Teams s ‘ + v _ o %
“ = O @ &) httpsy//teams.microsoft.com/_#/discover * 3= 7 &

1 - oo m

Suggested teams

Search Q,

Browse and join any of the following public teams

P

Create a team

180

a team no

- To start, create a team here.
“

@ Add team o

The top bar contains a command to start a new chat (1), search Teams or enter slash

commands (2), and access your Office 365 profile (3). (Note that this search field is different

from search commands, which may appear in the main window.)

Along the left side of the window you will see the sidebar (4). You can click each icon to access

different features of Teams. The related content will be displayed in the main window (5).

The bottom part of the sidebar (6) contains icons for the Store and Feedback. Next to this is a
contextual task pane (7) with commands related to your current activity. (For example, here
we are viewing the Teams icon, so we have commands for adding a team since we do not

currently have one.)
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Creating a New Team

To create a new team, ensure that the Teams icon is selected from the sidebar:

L] | @ Microsoft Teams X ‘ + v - u] X
&~ = O o B hitps//teams.microsoft.com/ #/discove Y = Lo’ -
Suggested teams - a
Browse and join any of the following public teams
Create a team
here's always room for one more, create
a team no
. “ N
Now, click “Create team:
a ‘ i Microsoft Teams X | + v - o X
L O~ O htips/Aeamsmicrosoftcom, #/discove W o= Low

- SeRrch orpe = command ‘

Suggested teams

Browse and join any of the following public teams

-

Create a team

180

d// To start, create a team here.

&' Add team

(If you do not see this button, click the “Add team” shortcut in the contextual pane first.)
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Now, the “Create your team” dialog will be displayed:

B S @ Micosoft Teams X | 4+ v — O X
| I
< = O M & ‘teams.microsoft.com g = 7. e
= Search or type a command s
Cirvmmmrtnd $anman
Search Q

Create your team

Collabora with a group of people inside your organization based on project, initiative, or
commaon | Watch a quick overview

Team name

Description

Privacy

Private - Only team owners can add members a4

Create a team from an existing Office 365 group
Cancel Next

l[ To start, create a te

& Add team

The top of the dialog contains a link (1) to an overview video, which you can watch if you need
help. In the main part of the dialog, you can enter the team’s name (2) and a description (3).
You can also set the team’s privacy (4); public teams allow anyone in your organization to join,
while private teams require an invitation or approval. Note that both types of teams are visible
to all members of your Office 365 organization.

You can also create a new team from an Office 365 group (5) by clicking the link at the bottom

of the dialog box.
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For this example, we will create a public team from scratch. Enter your information, and click

“Next:”

Create your team

Collaborate closely with a group of people inside your organization based on project, initiative, or
common interest. Watch a quick overview

Team name

Seattle Office (&%)

Description

This team is for all users located in the Seattle office.

Privacy

Public - Anycne in your organization can join v

Create a team from an existing Office 365 group

Now, you will be prompted to add members. You can add people, groups, and distribution lists,

which makes team creation quick and easy. As you type, suggestions will be displayed:

Add members to "Seattle Office"

Start typing a name, distribution list, or mail enabled security group to add to your team.

Safe Add

bur organization.

e Safety Committee
Core members of cur Safety Committee.

@ Safety Questions
SAFETYQUESTIONS

Skip
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You can click these suggestions to add them, or use the arrow keys on your keyboard to select
the desired entry and press Enter to add it. You can also skip this step for now, although by

default you will be added as a team member.

For this example, let’s add one user:

Add members to "Seattle Office”

Start typing a name, distribution list, or mail enabled security group to add to your team.

Jane Gibson ® %
Pssst! Y n add people, groups, and distribution lists from your organization.

Skip

Once a team member has been added, the dialog will change slightly:

Add members to "Seattle Office"

Start typing a name, distribution list, or mail enabled security group to add to your team.

rssst! You can add p

m

ople, groups, and distribution lists from your organization.

J.e:rlziﬁbson Member v X

Close

Each team member will be displayed in the main part of the window. You can click the chevron
next to their name to choose whether you want to set their role as a member or owner (which
has more control over the team), or click the X to remove them from the team list. When you

are finished, click “Close.”
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The team is now created, with the default channel (General) displayed:

B a | @5 General (seattle Office) X ‘ + v — o
&~ = O m B hiips://teams.microsoft.com/ #/conve hreadid e 8 ead.skypet Pie = 4 & -

Favorites Seattle Office > General - Public | No classification
Seattle Office
Conversations  Files Wiki +

General
Welcome to the team!
Here are some things to get going...
Add more people | | Create more channels I | Open the FAQ
& John Smith has zdded Jane Gibson to the team.
Start a new conversation. Type @ to mention someone.
2 Add team A ¢ OB B G =

2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[12] Microsoft Teams

Adding Members to Your Team

To add members to your team after creating it, ensure the Teams icon is selected from the

B a | @5 General (seattle Office) % | + — o X
&< > 0w £ hitps//teams.microsoftcom/ #/co al?threadid=19: 86e 8ds2dbce eadskypet pg = L' -
g SEIERCFROETITE ‘
Favorites Seattle Office > General - Public | No classification
Seattle Office
Conversations  Files  Wiki
General
Welcome to the team!
Here are some things to get going...
Add more people I | Create more channels I | Open the FAQ
& John Smith has added Jane Gibson to the team.
Start a new conversation. Type @ to mention someone.
@ Add team AC O @B G- B

Now, you can click “Add more people” from the main screen, or click the ellipses next to the
team name and click “Add members:”

a | % General (Seattle Office) X ‘ + v - o X
& = 0O m By hitps//teams.microsoft.com/_#/conversat al?threadid=10:2cf59386e41f47148d52dbcead 70 re * = 1 . -
= SN ROCh I —
Favorites Seattle Office > General Public | No classification
- [ seatie Office ‘“
. +
— les  Wiki
#  Remove favorite
& Manage team Welcome to the team!
& Add channel Here are some things to get going...
Add members
4L Leave the team
' Edit team
=
& Getlinkto team
i Delete the team
| Add more people | | Create more channels | | Open the FAQ
& john Smith has added Jane Gibson to the team.
Start a new conversation. Type @ to mention someone.
25 Add team A G Q@ B G B
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Either action will open the “Add members” dialog box, which works the same way as during

S| | @5 General (seattle Office) | + v — o X
&~ = O o A htps;//teams.microsoft.com/_#/conversations/General?threadid =10:2¢f59386e41{47148d52dbccad 70344 @thread.skype! ¥ = L.
g SEIEICAEROCRTITE
Favorits == = =
Favertss \?‘E Seattle Office > General - Public | No classification
K& Seattle Office
Conversations  Files Wiki +
General
Add members to "Seattle Office”
Start typing a name, distribution list, or mail enabled security group to add to your
team,
L
Open the FAQ
Close
Start a new conversation. Type @ to mention someone.
i Add team A C O @B G- B

Once you have added the required members, click “Close” to return to Teams.
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Changing Teams

You can view your teams using the Teams icon in the sidebar. In this view, any teams of which

you are a member are listed in the contextual task pane:

= s Microsoft Teams x| + v _ o %
< = 0O m B https;//teams.microsoft.com;_#/teamDashboard/Seattle%200ffice/19:2c59386e41147148d52dbcead70344c@thread.skyp e = L'
| ;
. Seattle Office * - Public | No classification

Seattle Office This team is for all users located in the Seattle office.

Executive Team

o Accounting Department Search for members Q2 members & Add member

@ Boston Office Name Title le=Fam Role

Members ~Channels ~Settings  Apps

London Office .
o John Smith Owner v

Marketing Department

Jane Gibson Member
Production Department “

i Add team

Note that the teams are separated into two categories: Favorites and More. If a category is

collapsed, simply click its heading to view all contents.

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved



[15] Microsoft Teams

To search for a team, click the “Add team” shortcut at the bottom of the task pane:

B a9 | i Microsoft Teams X ‘
€ > 0 @ 8
Favorites

Seattle Office
Executive Team

More

Accounting Department
B soston ofice

London Office

Marketing Department

Production Department

@' Add team

+ v

teams.microsoft.com/ #/tea

2 Search or type a command

Seattle Office * -

This team is for all users located in the Seattle office.

Public | No classification

Members Channels  Settings  Apps

Search for members Q. 2 members

& Add member

Name Title Location Role
< John Smith Owner v
Jane Gibson Member v

Now, type your search term(s) in the search field and press “Enter:”

= ‘ 5 Microsoft Teams X ‘ +
< - 0O o 8 hitpsy/tea
Favorites
Seattle Office

Executive Team

More

Accounting Department
B soswon ofice

London Office

Marketing Department

Production Department

i Add team

~

ms.microsoft.com/ #/discove

Search or type a command

Suggested teams

event planning| %

Browse and join any of the following public teams

-

Create a team

189

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.




[16] Microsoft Teams

The related results will be displayed, as well as a tile to add a team. You can move your mouse

over the tile to join it (or, if it is a private team, request to join it):

B 4 Microsoft Teams x4 v - m] X
| |

6 — O @ B hitpsy//teams.microsoft.com/_#/discover * fE :‘Z.. \9

“ S e RS e _

Search results

Seattle Office event planning X

Favorites

Browse and join any of the following public teams

Executive Team
Mare

Accounting Department h

E Boston Office Create a team Event Planning Committee
Public

London Office

There's always for one more, create

Marketing Department Join team

Production Department

Once the process is complete, the team will be available in the task pane. (If it is a private team,

your request must be approved first.)
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Leaving a Team

To leave a team, move your mouse over its name, click the ellipses, and click “Leave the team:”

B 4 | @5 General (seattle Office) X ‘ + v — o X
& = O m £ hiips;//teams.microsoft.com/ #/convers ral?thread 6ed1fA7148d
& Search or type a command
Favorites H
Seattle Office > General - Public | No classification
B8 seattie Office
- ons  Files Wiki +
General -

# Remove favorite

@ Manage team Welcome to the team!

Bl Add channel Here are some things to get going...

& Add members

L3 Leaveih@ham

# Edit team

)
& Getlink to team
il Delete the team
Add more people | | Create more channels I | Open the FAQ
& John Smith has zdded Jane Gibson to the team.
Start a new conversation. Type @ to mention someone.

2 Add team A ¢ OB B G =

Then, click “Leave the team:”

B a | @5 General (seattle Office) ‘ + v — o X
& = 0O £ hitps//teams.microsoft.com/_#/conv thread Ged 1147148
“ Search or type a command
Favorites Seattle Office > General - Public | No classification
B8 seattie Office
Conversations  Files Wiki +
General —
Welcome to the team!
Here are some things to get going...
/‘
fﬂa
Leave "Seattle Office” team
Are you sure you want to leave the team “Seattle Office"?
Cancel Leave the team
v“ 'pen the FAQ
& John Smith has added Jane Gibson to the team.
Start a new conversation. Type @ to mention someone.
@ Add team b 2 O @ B Gt - B

You will now be removed from the team.
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Using Microsoft Teams Desktop and Mobile Apps

Teams also offers desktop and mobile apps. To download either app, click your profile icon in

the top right corner of the window and click the appropriate link:

B s ‘ % General (seattle Office) X ‘ + v = o x

< = O 0 B httpsy//teams.microsoft.com/_#/conversations/Generalzthreadid=19:2cf50386e41f47148d52dbccad 703 44c@thread skypet Yo = L o' o

Search or type a command

Take Microsoft Teams with you on the go. Check out our mobile afilliF SN
[ ]

John Smith
Seattle Office N Crange picture
General Seattle Office > General o
& Available >
Executive Team Conversations ~ Files Wik + [] saved

3 Settings

Accounting Department  +ss Welcome to the team! el
elp
E Boston Office Here are some things to get going... Keyboard shortcuts
About >
Event Planning Committee ==+
e Download the desktop app
\

London Office Download the mobile app
a

Marketing Department Sign out

Production Department — 1y

Add more people Create more channels Open the FAQ

& John Smith has added Jane Gibson to the team.

Start a new conversation. Type @ to mention someone.

" Addteam VR I W = R =T B

The desktop app link will immediately start a download, while the mobile app link will prompt

you for your email address.

As of this writing, the desktop app interface is almost the same as the web version:

Search or type a command

Take Microsoft Teams with you on the go. Check out our mobsile apps.

Seattle Office

Seattle Office > General - Public | No classification

Executive Team

Conversations  Files Wiki —+

Welcome to the team!

Here are some things to get going...

Add more people Create more channels Open the FAQ

& John Smith has added Jane Gibsen o the team.

Start a new conversation. Type @ to mention someone.

e & Add team b o o@D G - .
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The mobile app provides a focused view on the currently selected content. Here, you can see a
channel:

< General

Seattle Office

You
Mar 14, 4:30 PM

Please take a moment to review our new
branding guidelines.

]

& Reply

Jane Gibson
Mar 14, 4:30 PM

Here's the agenda for next week's
conference.

mg Conference Agenda.docx

&<’ Reply

Start a new conversation
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Activity 1-1: Getting Started with Microsoft

Teams

In this activity, you will set up a team.

1. Open Microsoft Edge and log into your Office 365 site:

<3 | 1] Microsoft Office Home X | +
&< = O o ] ‘www.office.com,
Office 365
Good afternoon
Apps
E} Teams D Dynamics 365 D’E Flow uYL? Admin i;:;ﬁ;:;
B swey S Planner B store Power Bl @ roms
E StaffHub
Explore all your apps —
Documents
Recent Pinned Shared withme  Discover
[ Name Last opened by you Activity
u Adventure Works Sales Proposal B ), 201
sway.com -
a Proposal Sample T BET]
sway.com o
[ Baking Cookies BT
way.com o
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2.  Click the “Teams” tile on your landing page:

&1 | 1] Microsoft Office Home X | =
| I

S 0 6 a . office.com ¥ o= LB -

Office 365

Good afternoon

Apps Install Office apps

BB reams P Dynamics 365 A Flow I Admin Security &

Compliance

@ Sway }\‘{; Planner m Store Power BI Forms
B seiwo

Explore all your apps >

Documents New

Recent Pinned  Shared withme  Discover

[ Name Last opened by you Activity

a Adventure Works Sales Proposal

Dec 12,201
ssssss m

.| Froposal sample Dec 12,201
sway.com

a Dec 12,201

M Feedback @ Need help?

3. The Teams app will launch. Ensure the Teams icon is selected from the sidebar. Click
“Create team:”

B <8 I Microsoft Office Home @ Microsoft Teams X+ v o
l J

& > 0O h A teams.microsoft.com * = L 2 -

& SoEh orbpe s commene —

Suggested teams

Browse and join any of the following public teams

P

Create a team

tee

-~ To start, create a team here.
'4

& Addteam

(If you do not see this command, click “Add team” in the task pane on the left.)
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4. The “Create your team” dialog will open. Enter your name for the “Team name” and

“Sample team for training” as the description:

B a | ] Microsoft Office Home | d@# Microsoft Teams X | + v - o X
& = O =) ‘teams.microsoft.com. Pre e L e
“ S oree e commend
Ciimmnctad +anme
Search Q
Create your team
Collaborate closely with 2 group of people inside your erganization based on project, initiative, or
common interest. Watch a quick overview
Team name
John Smith
Description
Sample team for training]
Privacy
Private - Only team owners can add members v
Create a team from an existing Office 365 group
Cancel Next
‘[ To start, create a te
& Add team
5 Click the Pri m d click “Public:”
. IC € PFrivacy menu and clic uplic:
B 4 | M Microsoft Office Home | @ Microsoft Teams X | + v o X

c > 0 n | a teams.microsoft.com

“ Search or type a command

Cirmmnctad tanme

Search Q
Create your team

Collaborate closely with a group of people inside your organization based on project, initiative, or
commeon interest. Watch a quick overview

Team name

John Smith

Description

Sample team for training

Privacy

Private - Only team owners can add members

Private - Only team owners can add members

Public - Anyone in your organization can join

cancel )

Ve To start, create ate

&' Add team
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6.  Click “Next:”

Create your team

Caollaborate closely with a group of people inside your organization based on project, initiative, or

common interest. Watch a quick overview
Team name

John Smith

Description

Sample team for training

Privacy

Public - Anyone in your organization can jein

Create a team from an existing Office 365 group

7. Next, you will be prompted to add members. Skip this step:

B & 1) Microsoft Office Home @ Microsoft Teams X o4 v

&« Oa & teams mictosoft.com

Favorites

Suggested teams

B otn smith
. Browse and join any of the following public teams
Add members to "John Smith"
Start typing a name, distribution list. or mail enabled security group to add to your team.
.
&' Add team
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[24] Microsoft Teams

8.  Your team is now created and the default General channel will be displayed:
B ﬂlﬂ Microsoft Office Home | @ General pobn Smith [+ % | = n
O a & teams microsoft.com * %= L & -
Welcome to the team!
Here are some things to get going...
Add more people | | Create more channels Open the FAQ
' Addteam be ¢ O @ B G B
9. Take a closer look at the task pane. Are any other teams displayed?
B ~E||l] Microsoft Office Home @ General Uohn Smith) |¥ X | £ - o x
&“ O @ fat teame.microsoft.com
N John Smith > General - G e =i
Welcome to the team!
Here are some things to get going..
Add more people Create more channels Open the FAQ
(If so, take a moment to explore them by clicking their names. Return to your team
when you are finished.)
10. Leave Teams open for the next activity.
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TOPIC B: Using Channels

Earlier, we learned that each team has access to channels, which are places where people can
share messages, files, and more. Let’s take a closer look at this important feature.

Topic Objectives

In this section, you will learn how to:
e (Create, view, and use channels
e Mark a channel as a favorite

e Follow and unfollow channels
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About Channels

In Microsoft Teams, a channel is a central place where users can talk to each other. By default,
a General channel is created for team-wide communications and announcements. Microsoft
Teams users can also create their own channels for different topics. All team members will

automatically be added to all channels.

Viewing Channels

To view a list of channels in a team, move your mouse over the team and click the chevron to

expand it:

+= | B (1) General (Seattle Offi X | 4+

é —_ O ﬁh (i) httpsy//teams.micras

Seattle Office

Executive Team

More
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Now, click the channel you want to display:

gS) | @5 General (seattle Office) X ‘ + v _ o %

&< - O m

%
hid
~
5

eral?threadid=19.

(D) httpsy/teams.microsoft.com/ #/conversations/

Search or type a command

Take Microsoft Teams with you on the go. Check out our mobile apps.

Seattle Office > General - Public | No classification

avorites

Seattle Office

General

Executive Team

Conversations  Files Wiki +

More
Welcome to the team!

Here are some things to get going...

Add more people | | Create more channels | | Open the FAQ

& John Smith has zdded Jane Gibson to the team.

Type your questions here

2 Add team A ¢ OB B G =

The channel contents will then be displayed in the main window, including messages and
activity (like member changes or edits to the name). In the next section, you will learn how to

post messages in a channel.
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Note the three tabs at the top of the window. These allow you to view different aspects of the

channel, and can be customized:

Seattle Office > General -+

Conversations  Files Wiki +

Welcome to the team!

Here are some things to get going...

Public | No classification

| Create more channels I

| Add more people |

| Open the FAQ I

(See Lesson 4 for more information.) Also note the breadcrumb trail at the top of the window:

|Seatt|e Office > General |

Conversations  Files Wiki 1

Welcome to the team!

Here are some things to get going...

Public = No classificatien

| Add more people | | Create more channels |

| Open the FAQ |

This shows where you are in the team. You can click any item to go to it; for example, you could

click “Seattle Office” to view the team settings page. Or, click the ellipses to access channel and

team options. (You will learn more about these options later in the course.)
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Creating a Channel

There are two easy ways to create a channel. You can click the ellipses next to the team name

and click “Add channel,” or click “Create more channels” at the top of the General channel

page:

B a ‘ [ General (lohn Smith) | M > | 4+  w — (m] X

6 % O ﬁ) 8 https://teams.microsoftcom/_#/conversations/General7threadid=19: d71984479d902551fe78d5. ead.skype ﬁ {E ﬂm |9
Favarites E John Smith > General - Public | No classification

:  Seattle Office
Canuorcatinne  Gles  Wiki T

Mare #* Remove favorite

% Manage team Welcome to the team!

Here are some things to get going...
& add Ul bers

% Leave the team
& Edit team

ool
& Getlink to team

il Delete the team

With either action, you will see the “Create a channel” dialog box:

B8t el eanie ot x [

« - 0 a6 o teamsmicrosoftom

Search o type  command
e [ Seattle Office > General Pusc | No casstication
B sestieOrce
Comversations  Files Wik +
General —

Executive Team

Create a channel for "Seattle Office” team
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Simply enter the channel name and description, and click Add. The new channel is now created

and displayed:

B = | [ Events (seattle Office) | X | + v _ o =

&< > 0O 0 @ https//teams.microsoftcom;_#/conversations/Events?threadid=19:d0des9121ffd4d7fb73ca7bo

Search or type a command

Favorites Seattle Office > Events @ - Public | No classification
Seattle Office
. Conversations  Files  Wiki T
General ——
Events 4]

Executive Team

080

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Start a new conversation. Type @ to mention someone,

@ Add team b ¢ OB B S - B
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Marking a Channel as a Favorite

You can mark a channel as a favorite, or remove this indicator, by clicking the star icon next to

the channel name in either the task pane or the main window:

< | @5 Events (Seattle Office) | | + v _ o x
&< > 0O m @ htipsy//teams.microsoft.com/ #/conversations/Events?threadid=10:d0de59121ffd4d7fb73c87b90b91319d @thread.skyped: g e 1»

Favorites u Seattle Office >| Events Public | No classification
B seoveofice @

- Conversations  Files Wiki +
Genera ==
Events %

Executive Team

More

080

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Start a new conversation. Type @ to mention someone.

& Addteam A ¢ OB B G - B

When a channel is not a favorite, it will be placed at the bottom of the list and displayed in

italics.
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Following and Unfollowing a Channel

You can show notifications for your favorite channels and add their activity to your Activity tab
by following them. To do this, open the channel, click the ellipses next to its name, and click

“Follow this channel:”

=1 Events (Seattle Office) | X | + _ o %
| U]
&< > 0 m (D) httpsy//teams.microsoft.com/_#/conversat 59121fc b90bI19 pes g = 4L e -
Favorites H Seattle Office > Events # - Public | No classification
B seotiofice &y
- Conversations  Files Wiki + & Edit this channel
Genera -
Events i Delete this channel

4 Connectors

Executive Team
B2 Follow this channel

More B* Open in SharePoint

&3 Get email address

1 # Getlinkto channel
1 ——

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Start a new conversation. Type @ to mention someone.

#5 Add team A G ©
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You will now receive a notification when someone posts in this channel, and the activity will be

recorded on the Activity tab (which you will learn about later):

< | @5 Events (Seattle Office) | ‘ + v _ o x
& = 0O (@ https;//teams.microsoft.com/_#/conversations/Events?threadld=10:d0de59121fid4d7b73c87bo0b0f919d @thread.skypedt ¥ = Lo’ -
ﬂ Seattle Office > Events & - Public | No classification

F; ites
B sesreoffice

- Conversations  Files Wiki +
Genera =

Events

Executive Team

More I

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

oday

Jane Gibson 11:35 AM

o Curfamily picnicis tomorrow!
<« Reply
Jane Gibson posted a new =2

Start a new conversation. Type @ to mention someone. e
ot - = = Seattle Office / Events
@ Addream A2 OmB 3 - setie Sifier ents

To change this behavior, click the ellipses again and click “Unfollow this channel.”
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Activity 1-2: Using Channels

In this activity, you will create a new channel, set it as a favorite, and follow it.

1.  Ensure you have completed Activity 1-1. Your team’s General channel should be
displayed. (If not, navigate to it using the task pane.)

B g ‘ i General (John Smith) | b X ‘ + v - O X
< S 0O @ £ hitps://teams.microsoft.com/_#/conversations/General?threadid=19: 8. ead.skypt g = Loe
Favorites John Smith > General -+ Public | No classification
John Smith
Conversations  Files Wiki +
‘General —
Welcome to the team!
Here are some things to get going...
L~
\
Add more people Create more channels Open the FAQ
Start a new conversation. Type @ to mention someone.
25 Add team A ¢ OB S o =
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2. Click “Create more channels:”

B a | @5 General John Smith) | h X | +

& = O m (G httpsy//teams.microsoft.comy #/conversations/G:

“ Search or type a command

fovertes John Smith > General -
John Smith
Conversations  Files Wiki
General ——

—~
»

o L (O

Create more channels

Add more people

Start a new conversation. Type @ to mention someone.

@' Add team A ¢ @

Welcome to the team!

Here are some things to get going...

Public | No classification

Open the FAQ

3. The “Create a channel” dialog box will be displayed. Type, “News and Events” for the

channel name. Type, “Announcements, updates, and more” for the description:

B 8| @ ceneral gohnsmith) [0 X | £ v

&~ - O 0 B https//teams.microsoft.comy #/conversations/G

“ Search or type a command

Favorites John Smith > General -
“ John Smith

Conversations  Files Wiki +
General —

Create a channel for "John Smith" team

Channels are key to organizing team collaboration. Name them by discussion topic,
project, role, location. or for fun, so conversations and content are easy to find by
everyone in the team. Watch a quick overview

Channel name

News and Events

Description {optional)

Announcements, updates, and more]

Cancel Add

Start a new conversation. Type @ to mention someone.

&y 0@ B -

& Add team

Public | No classification

Open the FAQ
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4.

Click “Add” to complete the process:

Create a channel for "John Smith" team

Channels are key to organizing team collaboration. Name them by discussion topic.

project, role, location, or for fun, so conversations and content are easy to find by
everyone in the team. Watch a quick overview

Channel name

MNews and Events

Description (optional)

Announcements, updates, and more

You will now see the channel. Notice that it is marked as a favorite since you created
it:

=

B = ‘ 38 News and Events lohn X | + v

s

O & & hitps://teams.microsoftcom;_#/con

John Smith > News and Events [#] -

_ Conversations  Files Wiki T
Genera e

Favorites

Public | No classification
John Smith

News and Events
! Y
N\ Ve

Let's get the conversation started

Try @mentioning the people you want te participate in this channel

Start a new conversation. Type @ to mention someone.

& Add team A 8 E

==
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However, by default this channel is not being followed. Click the ellipses and click
“Follow this channel:”

B & O Newsandevensgohn X |4 v

- 0 x
e O @ 8 teamsmicrosaf.com * = L @
John Smith > News and Events & - EnEc N e calon
John Smit
+ & Edit this channel
I 5 Delete this channel
&3 Connectors
B2 Follow this channel
@ Open n SharePoint
52 Get email address
’ L.-‘ Get link to channel
.=
| F
\@
Let's get the conversation started
Try @mentioning the pecple you want ta participate in this channel
tion. Type
& Add team B & B

7. Now, switch back to the General channel by clicking its name in the task pane:

B B @ Newsand Events fohn X | 4 w0 - o x
& [S ™ o teams.microsoft com .

’.a
\I/v

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

& Add team

8. Leave Teams open for the next activity.
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TOPIC C: Posting Messages

Microsoft Teams’ main communication feature is based around messages created in channels.
You will find many message creation features (such as mentions and emojis) that are similar to

other web-based messaging apps.

Topic Objectives

In this section, you will learn how to:
e Post, edit, reply to, and delete messages
e Expand the compose box to access additional options

e Add files to a message
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Posting a Message

By default, when you open a channel, the Conversations tab will be displayed. This is where you

will post and view messages. To post a message, click in the compose box:

< | @5 General (seattle Office) ‘ + v _ o x
< = 0O m (@ httpsy/teams.microsoft.com/_#/conversations/General?threadid=19:2cf59386e4 1#47148d52dbcead 70344c@thread.skypet e = Lo
= o o e s ommend ‘
Favorites u Seattle Office > General - Public | No classification
B sereorice
Conversations  Files Wiki +
General
Events

Welcome to the team!

Executive Team

Here are some things to get going...
More

ol ly (T
Add more people Create more channels Open the FAQ
& John Smith has added Jane Gibson to the team.
& John Smith has created channel Events. Remove favorite.
P Start a new conversation. Type @ to mention someone. I
i Add team A ¢ QO B St B
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Now, type your message. When you are finished, press “Enter” or click the arrow to send it:

B a | @5 General (seattle Office) X ‘ + v — o X
< = 0 M () hitpsy//teams.microsoft.com/ #/ hid = 1L »
g SEIECAT ORI —
Favorites n Seattle Office > General - Public | No classification
B sesteoffice
p— Conversations  Files Wiki +
Events
Eeeutive Team Welcome to the team!
Here are some things to get going...
More
T
Add more people | | Create more channels I | Open the FAQ
& John Smith has zdded Jane Gibson to the team.
B John Smith has created channel Events. Remove favorite.
Welcome to Microsoft Tea | 1
& Add team A Z OB B G B

Once you have created your message, it will appear in the channel, visible to all members:

B a | @5 General (seattle Office) X ‘ + v — o X
&~ = O o (D) hitpsy//teams.microsoft.com/ #, Pthreadid W = 1 e
g SEIECAT ORI —
Favorites n Seattle Office > General - Public | No classification
B sestveoffice
Conversations  Files Wiki +
General —
- Welcome to the team!
B et Here are some things to get going...
More
T
Add more people | | Create more channels | | Open the FAQ
Today
& John Smith has zdded Jane Gibson to the team.
) John Smith has created channel Events. Remove favarite.

John Smith 11:53 AM

Welcome to Microsoft Teams!

& Reply

Start a new conversation. Type @ to mention someone.
2 Add team A ¢ OB B G =
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Expanding the Compose Box

Let’s take a closer look at the commands below the compose box:
A ¢ ©@ @ [ O

From left to right, they allow you to:

e Expand the compose box, giving you more room to type and access to additional

formatting commands
e Add a file to the message
e Insert an emoji
e AddaGIF
e Add a sticker
e Start a meeting (audio or video call)

e Access content from other sources, such as news and Wikipedia articles
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Below, you can see the expanded compose box. Notice that you can click this icon (1) to toggle

the window on or off:

< | @5 General (seattle Office) | + v _ o X
& = 0O (@ nhttps;//teams.microsoft.com/_#/conversations/General?threadid =19:2c{59386e4 1{47148d52dbccad70344c@thread.skype! ¥ = L.
Favorites ﬂ Seattle Office > General - Public | No classification
B sesreoffice
Conversations  Files Wiki +
General = -
/
\

Events
. . -
More
-
— ok

e

Add more people Create more channels Open the FAQ

John Smith has added Jane Gibson to the team.

0 (e

John Smith has created channel Events, Remove favorite.

Add a subject
Welcome to Mlcre

i Add team

The top bar (2) contains commands to add formatting, apply styles, set importance, and discard
the message. In the main body (3), you can add a subject and type your message. You still have
access to message features (4) like emojis and GIFs and the Send button (5). Note, however,

that the shortcut to send the message is now Ctrl + Enter.
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Editing a Message

To edit a message you have posted, move your mouse over it and click the ellipses in its right

corner:

é‘mcenaml(saameom:a: X+ v _ o x

« = O o (@ httpsy//teams.microsoft.com/_#/conversa

threadid=1 e41f47148d52dbccad i

Search or type a command

Favorites n Seattle Office > General - Public | No classification
Bl seerte ofice
Conversations  Files Wiki +
General —
Events Welcome to the team!
Erecutive Team Here are some things to get going...
More

Add more people | | Create more channels | | Open the FAQ

Today
& John Smith has added Jane Gibson to the team.

B John Smith has created channel Events. Remave favorite.

r \‘ John Smith 11:53 AN e []
g | Welcome to Micrasoft Teams! &

Click “Edit” from the menu that opens:

a | @5 General (Seattle Office) X ‘ + v - o X
& >0 @ (D) httpsy//teams.microsoft.com/_#/conversat alPthreadid=19:2cf59386e41AT148d52dbccad70 re pid E L. -
Favorites n Seattle Office > General - Public | No classification
B sestieofice
Conversations  Files  Wiki
General
Erents Welcome to the team!
Here are some things to get going...
B cecutiveTemm 95 to get going
More
Add more people I | Create more channels I | Open the FAQ
Today
& John Smith has added Jane Gibson to the team.
& John Smith has created channel Events. Remove favorite.
John Smith 11:53 AM see []
Welcome to Microsoft Teams!
[l Dehete
@ Mark as unread

Start a new conversation. Type @ to mention someone.

2" Add team A & O W B i e =

The compose box will now reopen, with fewer commands. Simply make your changes and press

“Enter” to update the message:
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‘§|qunera\(Ssaquvfﬁcej X 4 v — (m] b3
< = 0O ®m @ hitpsy//teams.microsoft.com;_#/conversations/Generalzthreadid=19:20759386e4 11471 48d52dbccad703 44 % = Lo -
g SEIERCFROETITE
-
Favorites n Seattle Office > General Public | No classification
B sesreorice
Conversations  Files  Wiki
General =
— Welcome to the team!
Here are some things to get going...
B cecvtiveTesm 95 to get going
More
Add more people | | Create more channels I | Open the FAQ
Today
& John Smith has added Jane Gibson to the team.
&= John Smith has created channel Events. Remove favorite.
Welcome to Microsoft Teamsfand the General channelf
A2 OB - i B
« Reply
Start a new conversation. Type @ to mention someone.
2" Add team A & O W B i e =

Replying to a Message

To reply to a message, click the “Reply” link below it:

SO0 —

ﬂ Seattle Office > General - Btz |k

Conversations  Files Wiki +

Here are some things to get going...

Add more people | | Create more channels | | Open the FAQ

& John Smith has addzd Jane Gibson to the team.

B John Smith has created channel Events. Remove favorite.

Last read

John Smith 11:53 AM  Edited
@  Welcome to Microsoft Teams and the General channell

« Reply

Start a new conversation. Type @ to mention someone.

A ¢ OB I - B

Now, type and send your message. Note that the same commands are available as when
sending a message, including the expanded compose box:
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John Smith  11:53 AM  Edited
° Welcome to Microsoft Teams and the General channel!

Thank you John! I'm excited to be here (&

O OBE G - >

Your reply will now be visible in the channel, indented under the original message:

John Smith 11:53 AM  Edited
3 Welcome to Microseft Teams and the General channel!

Jane Gibson 11:58 AM
Thank you John! I'm excited to be here (&

Adding Files to a Message

To add a file to a message, click the paperclip icon:

S| | i Events (seattle Office) | X ‘ + v _ = =
& = O (@ httpsy//teams.microsoftcom;_#/conversations/Events?threadid=19:d0 d4d7fb73c87b9 ead.skyped b d = L ' -
Favorites H Seattle Office > Events & - Public | No classification
B seeveoffice
. Conversations  Files Wiki +
Genera EomEration?
Events
B cecutveTesm
More
! . v
A 4
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
Here is the agenda for the "New Products, New Beginning” conference next week|
@ Addteam A ﬁj Q@B S - >
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Then, choose where to add the file from. Here, let’s upload a local file:

= ‘ @8 Events (Seattle Office) | X ‘ + v _ o x
& 3 O @ | @ hupsseamsmicrosoftcom #conversations/Eventstihreadid=18:dodes91 21fidad ba0bsa e [ Y Y= A 1B -
g EEE RO ‘
Faverites H Seattle Office > Events & - Public | No classification
B seotteOffice
- Conversations  Files Wiki =+
Genera ConiErsatons
Events
B oecutive Team
More
' A 4
Let's get the conversation started
Try @mentioning the peaple you want to participate in this channel
(@ Recent
i Browse Teams and Channels
&  OneDrive
U=liem "‘Vh“’"‘"“"“ o “New Products, New Beginning" conference next week.
@' Add team A @ O @B G B

You can now browse to and choose the file. Click “Open” to start uploading it:

Open X
« < 4 s ThisPC » Desktop v | @ | Search Desktop P
Organize *  New folder - 0 @
A
Microsoft Teams Conference Agenda
st Quick access Shortcut W Microsoft Word Document
2.28KB 5T.TKB
& OneDrive L
& Documents
& Email attachmen
& Music
& Pictures
EThisPC
[_} Network
v
File name: | Conference Agenda v| All files v

(This step will look different depending on where you are adding the file from.)
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Teams will then start the upload process:

Here is the agenda for the "New Products, New Beginning” conference next wesk.

Ay ¢ © B [ o =

When it is finished (the green bar will disappear), click the arrow or press “Enter” to send your
message. It will then be added to the channel:

= | i Events (Seattle Office) | X ‘ + - = u] X
< > 0O m B nhttpsy//teams.microsoft.com/_#/conversations/Events?threadid=19:d0de59121ffd4d7b73¢87b30b91919d @
& Search or type a command
Favarites n Seattle Office > Events # - Public | No classification
B seaueofice
General Conversations ~ Files Wiki T
Events
Bl cxecutive Team
More .
' |
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
5 | John smith 1205 2k
o | Hereis the agenda for the *New Products, New Beginning" conference next week:
m; Conference Agenda.docx
« Reply
Start a new conversation. Type @ to mention someone.
i Add team A @O @B 2o B
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Users can click the file to view it within Teams:

eE‘ [ DOCX File viewer | Micr X | + v — o X
&~ - O o & https://teams.microsoft.com/ #/docx/viewer/teams/hitps: Facmewidgets.sharepoint.com~2Fsites~2FSeattleOffic ¥ ¥~ 1’

“ S peVEe R commard

Conference Agenda

7:00 pmto 9:00 pm ‘ Registration and Reception

7:30 amto 8:00 am Continental Breakfast
Opening Ceremonies
Keynote Addresses:
Name, Company 1
Name, Company 2
10:00 amto 10:30 am |Break

8:00 amto 10:00 am

10:30 amto 12:00 pm | Presentation: Sales and Marketing
Lunch
12:00 pmto 1:30 pm Keynote Address:

@ PaGE1OF1 B- =

(Since this is a Microsoft Word file, you also have the option to edit it.) You will learn more

about using files in Lesson 2.
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Deleting a Message

If needed, you can delete a message you created by moving your mouse over it, clicking the

ellipses on the right of it, and clicking “Delete:”

B a | @5 Events (seattle Office) | X ‘ + v = o X
< = 0O m B hitps//teams.microsoft.com/ #/co 121ffd4d7fb73c87bs
Z Search or type a command

Favorite: -
avorites u Seattle Offlce > Events * . Public | No classification
B sesreorice

- Conversations  Files Wiki +

Genera

Events
B cecvtiveTesm
More .

! | N
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
5 | John Smith 12:05em E n
o | Hereis the agenda for the *New Products, New Beginning" conference next week.
m; Conference Agenda.docx
[
Mark 3¢ unread
Start a new conversation. Type @ to mention someone.

5 Addteam A OB B @ - B

= | @3 Events (Seattle Office) | X ‘ + v = o e
O o B hitps//teams.microsoft.com/_#/co 121ffdad7h
4 Search or type a command
Favorites n Seattle Office > Events & - Public | No classification
B sesreorice
- Conversations  Files  Wiki  +
Genera EOMEEIoNS
Events
B cecvtiveTesm
More
! ‘ . 0 ,
A~ 4
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
Today
| This message has been deleted. Undo
Start a new conversation. Type @ to mention someone.
25 Add team A & O W B i e B
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Activity 1-3: Posting Messages

In this activity, you will create and edit a message.

1.  Ensure you have completed Activity 1-1 and Activity 1-2. Your team’s General channel
should be displayed. (If not, navigate to it using the task pane.)

5 g ‘ i General (John Smith) | b X ‘ + v _ o «

< = O m B https://teams.microsoft.com/_#/conversations/General?threadid=19

= S erpe R e _

Favorites John Smith > General -+ Public | No classification
John Smith
Conversations  Files Wiki +
General —

News and Events
Welcome to the team!

Here are some things to get going...

Add more people Create more channels Open the FAQ

= John Smith has created channel News and Events. Remave favorite.

Start a new conversation. Type @ to mention someone.

25 Add team A ¢ OB S o =
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2.  Click the “News and Events” channel to navigate to it:

) é‘mGeneml(lnhnsmhh]\h x ‘ + - - o x
< = O w B https://teams.microsoft.com/ #/co jons/General?threadid=19:e 984479 hread skyps g = L e -
! SEEDCATA0IT ‘
Favorites John Smith > General - Public | No classification
John Smith
Conversations  Files Wiki +
General ——

News and Events
Welcome to the team!

Here are some things to get going...

Add more people Create more channels Open the FAQ

&= John Smith has created channel News and Events. Remove favorite.

Start a new conversation. Type @ to mention someone.

& Add team b ¢ O @ B & - >

3. Clickinside the compose box and type, “We’ve just released our new marketing plan!”

= ‘ ¢ News and Events (John X ‘ + v — o b3
< = 0O @ B hiips://teams.microsoft.com/ #/c s/News%20and9%20Events?threadid=19:15d0 g = Lo -
Foveres John Smith > News and Events # -~ Public | No dassification
John Smith
, Conversations  Files Wiki +
Genera fEomeratons
News and Events
L
N\ l 7/
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
We've just released our new marketing plan!
@5 Add team A @ Q@ B G o B
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4.  Click the “Sticker” button below the compose box:

B g ‘ £ News and Events John X ‘ + v - o
&< = O @ £y hitps://teams.microsoftcom; #/co ons/Ne g = L =
Foveres John Smith > News and Events Public | No dassfication
John Smith
. Conversations  Files Wiki T
Genera (ENEEATT

News and Events

!.ﬂ!
\I/v

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

We've just releas

marketing plan!

Sticker
#5'  Add team A ¢ O ® 5’] e >
5.  Click any sticker you like to add it to your message:
= ‘ % News and Events lohn X ‘ + v = o
< = O @ B hitpsi//teams.microsoft.com/ #/c ews%20and%20Event = Y = L.
Favorites John sm|th 5 News and Events * Public | Ne classification
John Smith
, Conversations  Files Wiki +
General sonveratons
News and Events
I Popular Fearch Q .
4
@ Office Drama Popular stickers and memes | 4
F Meme »gvvb:fﬁw'\l:
@, Designers
i, Devs
7 | started
P Legal \ate i this channel
ﬂ Teamsquatch
0 RESEARG
B oo RESEARCH (REATIVE
= S
% Cats In Suits = & T
L * J
WB  Rubber Stam... 9 ol =0
@5 Add team A GO @ B G B

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved




[53] Microsoft Teams

6. Click “Done” to confirm the operation:

5 g ‘ @5 News and Events gohn X ‘ + v - O
&< = O @ £y hitps://teams.microsoftcom) #/co tions/Ne 920 adid=10:1 A b d = Lo’ -
Frenies John Smith > News and Events % - e e hobon
John Smith
. Conversations  Files Wiki —+
Genera ComE
News and Events
| e pomuim A
P Office Drama OH YEAH! | 4
O} Meme
@ Designers
P, Devs
i 1 started
P Lol OHYEAR! Jate in this channel
ﬂ Teamsguatch
b Bummer Bert %
) Cancel
") Cats In Suits
W Rubber Stam...
i Add team AH @O @B D B
7.  Click the arrow to send the message:
= ‘ @5 News and Events (John X ‘ + v - (m]
< S5 0 @ & hips://teams.microsoft.com/ #/c s/News%20and9e20Events?threadid=19:15d00d6 g = 4. -
Favorites John Smith > News and Events ® - Public | No classification
John Smith
, Conversations  Files Wiki +
Genera o

News and Events

080

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

OH YEAH!

We've just released our new marketing plan|

8 Add team A ¢ © B B g - @
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8. The message is now posted, but we forgot to add the plan document! Move your

mouse over the message and click the ellipses icon:

a‘m% News and Events John X | +

= o X
&~ - O @ B hitps://teams.microsoft.com/_#/conversations/Ne: and%20Events?t =19:15000d64899. 0052353882a9¢ Prg = 72 e -
e John Smith > News and Events # - BB N ctisshcalyin
John Smith
o i Conversations  Files Wiki T+
Genera SonEon S -
News and Events @
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
Today
| John Smith 1:45PMt R €]
° A
We've just released our new marketing plan]
© Reply
Start a new conversation. Type @ to mention someone.
&' Add team A ¢ O@BP S >
. “« ]
9.  Click “Edit:
B & @5 NewsandEventsJohn X | + - o X
|
L T b [ ST —— GO .. [
i John Smith > News and Events # - Bibicd N dssficaticn
John Smith
Conversations ~ Files Wiki T
General —_—

News and Events @i@)

Let's get the conversation started

Try @mentioning the people you want to participate i this channel

oday

John Smith 1:45 PM

OH \/ @ Delete

©  Mark as unread

We've just released our new marketing plan]

< Reply

Start a new conversation. Type @ to mention someone.

& Add team A C Q@B G- B>
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10. Click the paperclip icon:

B a ‘ @5 News and Events (John X ‘ + v

O @ |Aanm

é

teams.microsoft.com/#/co

Search or type a command

John Smith
General

News and Events

&

Add team

Conversations

John Smith > News and Events #

Files Wiki +

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Today

OH YEAH!

K

We've just released our new marketing plan|

Public - No classification

Ar © @ B W B
Start a new conversation. Type @ to mention someone,
A CO@B G - -

11.

Click “Upload from my computer:”

B a ‘ @ Newsand Events (ohn X | = v - 0o
& S O @ | A8 nhps/reamsmicrosoftcoms 20and%20Events2threadid=19:15d00d6489e94ach 800523538823 * E L’ -
Favorites John Sm'th > NewS and Events P Public = No classification
John Smith
S Conversations  Files Wiki

News and Events

& Add team

@© Recent

@i Browse Teams and Channels

@ OneDrive

(2]  Upload from my computer
AVO@E -

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Today

OH YEAH!

e

ew marketing plan

Start a new conversation. Type @ to mention someone.

A O@E G -

W B>
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12. Inthe finder dialog that opens, locate your Lesson 1 folder. Select Activity 1-3.pdf and

click “Open:”

Open X
<« S « Teamns_ExerciseFiles » Starting Files for Activities » Lesson 1 v 0 Search Lesson 1 r
Organize ~ Mew folder S~ [N o

2 il Activity 13
X ivity 1-
# Quick access Adobe Acrobat Document
635 KB
& OneDrive
#  Documents
&  Email attachmen
& | Music
@ Pictures
[ This PC

v

File name: | Activity 1-3 V| All files hd

Ly

13. Back on the channel page, you will see a green bar below the file as it uploads. When

the upload is completed, click the arrow to update the message:

B 4a | @ News and Events (John X | + v = o x
& = O 8 hitps:/teams.microsoft.com/_#/conversations/News3%20and%20Eventsthreadid =13:15 Y = 7 &2 -
e John Smith > News and Events # - i ez
John Smith
- Conversations ~ Files  Wiki +
Genera — . -

News and Events

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

We've just released our new marketing plan|

Activity 1-3.pdf x

b ¢ ©@ @@ - Eﬂ@

« Reply

Start a new conversation. Type @ to mention someone

& Addteam A 2 @ @
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14. Your post is now complete —and so is this activity!

B @ @ Newsand Events fohn X ‘ s o x
&< S5 0 0B B hitpsy/teams.microsoft.com/ # 6 b80052 Y v 7L e -
P John Smith > News and Events # Phe | e cloc et
John Smith
Conversations  Files Wiki 1
General —_—

News and Events

e

Today

John Smith 1:45 PM Edited

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Start a new conversation. Type @ to mention someone.

A ¢ O@

&' Add team B St e
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TOPIC D: Getting Help with

Microsoft Teams

You will find Microsoft Teams easy and straightforward, especially once you get into using it.
However, if you need help, there are plenty of resources you can use.

Topic Objectives

In this section, you will learn:
e How to access the Help Center
e How to find out about new features
e How to use T-Bot

e About slash commands and keyboard shortcuts
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Using the Help Center

To access the Help Center, click your profile icon and click “Help:”

B a | & General (seattle Office) X ‘ 4+ v - o x

& = O m B hitps;//teams.microsoft.com/ #/convers

= e ‘

Eavorite: - |
et ﬂ Seattle Office > General - £ sohn smitn
B sesreoffice ) Crange picture
Conversations  Files Wiki + -
B ccecutiveTesm Available >

Here are some things to get going... 0 Saved

3% Settings

- D] 0ard shortcuts
About >
- Download the desktop app
Download the mobile app
Add more people Create more channels Sign out
Today

& John Smith has added Jane Gibson to the team.

John Smith 11:53 AM  Edited
Welcome to Microsoft Teams and the General channel!

Jane Gibson 11
Thank you John! I'm excited to be here ‘&

< Reply

Start a new conversation. Type @ to mention someone.

Add team A 2O ®E G - &

B a | i T-Bot | Microsoft Teams X ‘ + v - o x

€ 5 0@ A

‘teams.microsoft.com/ #,

= e ‘

et € T-Bot «
@ T-Bot 34
% User added history shared Conversation Help FAQ Videos What's new
This is Pelpful! Not what | was looking for
3/22/17 5:06 PM
This is helpfull
T-Bot M

Glad you found what you were looking for!

3/22/17 5:06 PM
How do | add a team member?

@ T-Bot 3/2 M
2 It sounds like this is what you're looking for.

How do | add a team member?

If you're a team owner, you can easily add new people. From your Teams
and Channels list, just click *+ next to the team name, then click Add
members.

This is helpful! Not what | was looking for

Type your questions here

A QO E B
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This will show you a traditional Help window, where you can browse categories and articles:

B a9 | i T-Bot | Microsoft Teams X ‘ + v _ o %
& = O m £ hiips://teams.microsoft.com/ #/help/28 b d = L o»
T-Bot ©
@T-Bnl /4
& User added, history shared Conversation Help FAQ Videos What's new
Desktop help Getting started

Getting started

* What is Microsoft Teams and why would | use it?
Teams and channels

Microsoft Teams is a messaging app for teams where all conversations,
meetings, files, and notes can be accessed by everyone, all in one
Keeping track of conversations place. It's a place for collaboration and work to happen in the open.

Messaging

Meetings and calls Here's why you should use it

- It makes communicating one-on-one and with groups a snap.
Files
+ Collaboration happens in real time.

Apps and services
PP « Everything your team cares about (all your files, docs, contact

Signing in info, and more) is in one place.

Settings and options » How do | download the mobile app?
Troubleshooting
» How do | access the web app?
Mobile help

» Which browsers are supported?
Getting started
Teams and channels » Where are my settings?

Messaging

» How do | change my language and time settings?
Keeping track of conversations

You can also click the FAQ tab to see common questions. Click any question to display its

answer:

= | @3 T-Bot | Microsoft Teams X ‘ + v - u] X

€ >0 @ [an wnes e v L8

& Search or type a command ‘

teams.microsoft.com;

Recent 7 -
T-Bot
@T—Bm /4
User added history shared Conversation Help FAQ Videos What's new

* What is Microsoft Teams and why would | use it?

Using T-Bot and finding help

How do | change my picture?

How do | change my language and time settings?

How do | send a private chat or message?

How can | get detailed message info?

How do | delete a message?

Can | send a message to someone on Skype for Business from Microsoft Teams?

What are teams and channels?

What's the difference between talking in team channels and in private chats?

How do | create a new team?
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Using T-Bot

Let’s take a closer look at T-Bot, your personal assistant within Microsoft Teams. We just

accessed T-Bot by opening Help, but you can also click “Chat” and click the entry for T-Bot:

=l | @5 T-Bot | Microsoft Teams | + v _ o x
< = 0O m B hitps:/teams.microsoft.com/_#/conversations/28:00a27¢51-5¢74-453b-044a-134baB6da7907threadld=19: Ge41f47 e = L'

Recent @ T-Bot *

@ T-Bot /4
Uazanbadl sy ie el Conversation  Help FAQ Videos What's new

This is helpful! Not what | was looking for

3/22/17 5:06 PM
This is helpful!

@ T-Bot 3/22/17 5:06 PM
2 Glad you found what you were looking for!

3/22/17 5:06 PM
How do | add a team member?

- T-Bot 3/22/17 5:06 PM
& It sounds like this is what you're leoking for.

How do I add a team member?

If you're a team owner, you can easily add new people. From your Teams
and Channels list, just click **+ next to the team name, then click Add
members.

This is helpful! Not what | was looking for

Type your questions here

A @ @ B - B
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To ask T-Bot a question, type a message just as you would in a channel:

B a | @5 T-Bot | Microsoft Teams X ‘ + v — o

& = O m B hitps//teams.microsoft.com/ #,

e Search or type a command

et € T-Bot «
{]
@ T-Bot /4
& User sclded, history shared Conversation Help FAQ Videos What's new
This is helpful! Not what | was looking for

3/22/17 5:06 PM
This is helpful!

322175 M

T-Bot
0
Glad you found what you were looking for!

3/22/17 5:06 PM
How do | add a team member?

T-Bot W
B
@ It sounds like this is what you're looking for.

How do | add a team member?

If you're a team owner, you can easily add new people. From your Teams
and Channels list, just click *** next to the team name, then click Add
members.

This is helpful! Not what | was looking for

Does Teams have keyboard shortcuts? |

PEIEERE =

B a | @5 T-Bot | Microsoft Teams X ‘ + v — o

& = 0O £ hitps//teams.microsoft.com/_#/conv

7 Search or type a command

Recent @ T-Bot *

@ T-Bot 12:24 PM
S Accessibility support for Microsoft Conversation Help FAQ Videos What's new

How do | add a team member?

f you're a team owner, you can easily add new people. From your Teams

and Channels list, just click *** next to the team name, click Add
members.
This is helpful! Not what | was looking for

Today

1224 PM
Does Teams have keyboard shortcuts?

@ Here's what you need to know

Accessibility support for Microsoft Teams

For information on accessibility support for Microsoft Teams, follow this

link: Accessibility support for Micresoft Teams.

This is helpful! Not what | was looking for

Type your questions here

A0 @E - =

Be sure to let T-Bot know if this information was helpful or not, since it learns from feedback.
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Viewing New Features

T-Bot also offers a “What’s new” tab, where you can quickly see new features and updates,
sorted by date:

B & @ T-80t| Microsoft Teams X | =

& O & |8 teamsmicrosoft.com % = L @

“ Search or type a command _

March 7, 2018

Features
A new tab for managing tasks and projects

Now, you're able to add a MeisterTask tab at the top of a channel. so everyone can keep track of shared tasks and
projects. To install MeisterTask for a team. click here or go to the Store and find it in our Top picks.

Add inline images in Wiki
You're now able to insert images directly into a Wiki. When editing a section. click the image button at the top of the

page to browse your teams and channels. pick something from your OneDrive account, or upload the image you want
from your computer.

Support for new languages

Teams just got a littie smarter. We now support Indonesian, Romanian. and Vietnamese.

February 28, 2018

Festures
Access Teams plans in the Planner Hub

You now have access to plans you created in Teams right in the Planner web app. Favorite a plan or view the teams and
channels associated with it. then open it up in Teams or keep working in Planner. Don't worry—this feature is coming to
the Planner mobile app soon.

For more info, check out Updates to Teams and Planner

Improved badging in your tray or taskbar

Viewing Keyboard Shortcuts

To view a list of keyboard shortcuts, click your profile icon and click “Keyboard shortcuts,” or
use the Alt + / command:

B a ‘ i T-80t | Microsoft Teams X | + v

< - O @ £ htips//teamsmicrosoft.com/ # /<o

o o e _

recert € T-Bot P

| John Smith

{
@ T-Bot 12:24 PM T )/ Change picture
G Accessibility support for Microsoft... Conversation Help FAQ Videos What's new

© Available >
How do | add a team member? [ saved
If you're a team owner, you can easily add new people. From your Teams i Settings
and Channels list, just click *** next to the team name, then click Add
members.
This is helpfull | | Not what | was looking for
>
Today Download the desktop app
Download the mobil
1sagp  Dovnload the mobile app
Does1
Sign out
m  T-Bot 1224PM
g Here's what you need to know
Accessibility support for Microsoft Teams
For information on accessibility support for Microsoft Teams, follow this
link: Accessibility support for Microsoft Teams.
This is helpfull | | Notwhat | was looking for
Type your questions here
A QBB B
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A list of shortcuts will open:

B a | @5 T-Bot | Microsoft Teams X | + v — o X
& = O m B hitps//teams.microsoft.com/ #,
Keyboard shortcuts
Recent
Q lszsz.bmy s L"’b"
Show keyboard shortcuts Alt +/ Search Alt + E
New chat Alt + N Open settings Alt + G
Open help Alt+ H Close/move focus Esc
List Slash Commands Alt + K
Navigation
Open Activity Alt+1 Open Chat Alt+2
Open Microsoft Teams Alt +3 Open Meetings Alt +4
fboard shortcuts?
Open Files Alt+5 Previous list item Alt + Up
Mext list item Alt + Down Previous tab Alt + Left
Next tab Alt + Right  Reorder selected team (up) Ctrl + Shift + Up
Reorder selected team (down) Ctrl + Shift + Down Jump to goto slash command Alt + Shift + G
Messaging
Compose new message c Toggle full editor Alt +X
Send (expanded compose box) Ctrl + Enter Attach file Alt+A
Reply to thread R
See shortouts for all platforms  Learn about how we make our app accessible .

When you are finished viewing the list, click the “X” to return to Teams.
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Using Slash Commands

Microsoft Teams also offers many text-based commands. (If you have used 1990s chat
applications or command line prompts, the concept is the same.) These commands let you
perform shortcuts from the field at the top of the Teams window. Here, we have entered the

command “/goto” and are being prompted to choose the channel or team that we want to

jump to:
<= | @5 T-8ot | Microsoft Teams X ‘ + v _ o X
& = O m @) hitps://teams.microsoft.com/_#/conversations/28:00a27¢5 1-5¢74-453b-044a-134bag6da7007threadld=10:2cf5038641f47 hrd = L o»

;‘. /go‘q LEnterthe pame ef e chennel or e e ) -
Recent 50 | Seattle Office

7) T-Bot 12:24 PM
Accessibility support for Microsoft...

Executive Team

e Event Planning Committee

e Production Department Teams
dd
o Marketing Department
Events
Seattle Office
sy
12:24 PM

Does Teams have keyboard shortcuts?
- T-Bot 12:24 PM
& Here's what you need to know

Accessibility support for Microsoft Teams
For information on accessibility support for Microsoft Teams. follow this

link: Accessibility support for Microsoft Teams.

This is helpful! Not what | was looking for

Type your questions here

Y@@ - =
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Here is a list of the slash commands currently available in Microsoft Teams.

Slash Command | Action

/activity View someone’s activity

/available Changes your Teams status to “Available”
/away Changes your Teams status to “Away”
/busy Changes your Teams status to “Busy”
/call Initiate a call

/dnd Changes your Teams status to “Do Not Disturb”
[files See your recent files

/goto Go to a certain team or channel

/help Get help

/join Join a team

/keys View keyboard shortcuts

/mentions See all of your mentions

Jorg View an org chart

/saved View your saved list

/unread See all of your unread activity
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Slash Command | Action

/whatsnew Check what’s new in Teams

/who Ask Who a question
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Activity 1-4: Getting Help with Microsoft
Teams

In this activity, you will explore help features in Teams.

1.  Ensure you have completed all the previous activities and that Microsoft Teams is

open.

2. First, let’s get to know T-Bot. Click “Chat” on the sidebar:

B a | 5 News and Events John X ‘ + v - o x
&~ - O M @ https//teams.microsoft.com, ersat ews%20and%20Events?threadid=19:15d00d6489e94acb80052353882a9¢ hig = L. -

John Smith > News and Events # - Public| No cissshcation

John Smith
Conversations  Files Wiki 1

General
News and Events k W
Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Today
| John Smith 1:45PM Edited
C]
We've just released our new marketing plan]
A
Activity 1-3.pdf
« Reply
Start a new conversation. Type @ to mention someone.
&' Add team A C OB S B

2005-2018 Velsoft Training Materials, Inc. All rights reserved



[69] Microsoft Teams

3.  Click T-Bot if its contents are not already displayed:

= ‘ @2 T-Bot| Microsoft Teams X ‘ + v =

< — O 0 (& htpsy/teams.microsoft.com/_#,

R T _

T-Bot &

Conversation Help FAQ Videos What's new

How do | add a team member?

If you're a team owner, you can easily add new people. From your Teams
and Channels list, just click *= next to the team name, then click Add
members.

This is helpful! Not what | was looking for

Today

12:24PM
Does Teams have keyboard shortcuts?

Last read

@ T-Bot 12:24PM
g Here's what you need to know

Accessibility support for Microsoft Teams

For information on accessibility support for Microsoft Teams, follow this
link: Accessibility support for Microsoft Teams.

This is helpfull Not what | was looking for

Btart a new conversation. Type @ to mention someone.

A @B - =

(If T-Bot is already selected, skip this step.)

4. The Conversation tab should be displayed by default. Review any information
provided:

B g ‘ @ T-Bot| Microsoft Teams X ‘ + v B~

< = O 0 £ httosy/ /teams.microsoftcom; b 0 = 2132 g = L e -

g pemh ou e o _

Rt T-Bot ©

@Trﬁot 12:24PM
1 Accessibility support for Microsoft..

Conversation Help FAQ Videos What's new

o the Microsoft services agreement and

@ Thequestions you ask T-Bot may be used ta improve its response over time and are subj
= Privacy statement.

T-Bot 31771 PM

@ Hi, I'm T-Bot! I'm here to help you use Microsoft Teams. Just ask me a question like “How
do | send a private message?” or type some keywords like “add team member” and Il
send you an answer that looks something like this:

What does it mean to be mentioned or @mentioned?
If you're @mentioned, that means that someone needs your attention in
a channel conversation. You'll get a notification in your Activity feed, and
you'll see a number next to the channel they @mentioned you in.

What can | help you with today?

March 22, 2017

3/22/17 5:06 PM
How do | send a private message?

T-By
Here's what | found...

[ryee your questions here

YO @ BE - =
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5. Next, click the “Help” tab and review its contents:

a ‘ B T-80t | Microsoft Teams ‘ i - o

< - 0O @ A

<//teams.microsoft.com, #/help/ 12

et @ T-Bot v

@T—But 12:24 PM
o sy el e Conversation Help FAQ Videos What's new

Desktop help Getting started

Getting started

Teams and channels

«

What is Microsoft Teams and why would | use it?

Messaging Microsoft Teams is a messaging app for teams where all conversations,
meetings, files, and notes can be accessed by everyone, all in one
Keeping track of conversations place. It's a place for collaboration and work to happen in the open.
Meetings and calls Here's why you should use it:

= It makes communicating one-on-one and with groups a snap.
Files

- Collaboration happens in real time.

Apps and services
e - Everything your team cares about (all your files, docs, contact

Signing in info, and more) is in one place.

Settings and options

v

How do | download the mobile app?

Troubleshooting

v

How do | access the web app?

Mobile help

v

Which browsers are supported?
Getting started

Teams and channels

v

Where are my settings?

Messaging

v

How do | change my language and time settings?

Keeping track of conversations

;‘ Coreh orbyee s commene m

6.  Finally, review the FAQ tab:

= ‘ [ T-Bot | Microsoft Teams ‘ + v - 0

< - 0O @ 6O

‘teams.microsoft.com/

et @ T-Bot =

@ -Bat 12:24 PM
[ Accessibility support for Micresoft.. Conversation Help FAQ Videos What's new

I

What is Microsoft Teams and why would | use it?

Using T-Bot and finding help

How do | change my picture?

How do | change my language and time settings?

How do | send a private chat or message?

How can | get detailed message info?

How do | delete a message?

Can | send a message to someone on Skype for Business from Microsoft Teams?

What are teams and channels?

What's the difference between talking in team channels and in private chats?

How do | create a new team?

= o o e e —
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7. To find more information about keyboard shortcuts, try pressing Alt + /. The Keyboard

Shortcuts dialog will open:

= @5 T-Bot | Microsoft Teams X | + — O X
< - O @ = teams.microsoft.com * o= L e
Keyboard shortcuts X
Recent
] I;Z’;(;mmry st L'“hal
Show keybeard shertcuts Alt+/  Search Alt+E
New chat Alt+N  Open settings Alt+ G
Open help Alt+H  Close/move focus Esc
List Slash Commands Alt + K
Navigation
Open Activity Al +1 Open Chat Alt+2
Open Microsoft Teams Alt+3  Open Meetings Alt+4
Open Files Alt+5  Previous listitem Alt + Up
Next list item Alt+Down  Previous tab Alt + Left
Next tab Alt+Right  Reerder selected team (up) Ctrl + Shift + Up
Reorder selected team (down) Ctrl + Shift + Down  Jump to goto slash command Alt + Shift + G
‘eams?
Messaging
Compose new message c Toggle full editor Alt + X
Send (expanded compose box) Ctrl + Enter Attach file Alt + A te?
Reply to thread R
See shortcuts for all platforms  Learn about how we make our app accessible

8. Review the list of shortcuts. You should see that you can dismiss open dialogs by

pressing the Esc key on your keyboard. Try it now to complete this activity!
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Summary

In this lesson, you learned how to use the Teams interface and its key elements (including

teams, channels, and messages). You also learned how to get help in Teams.

Review Questions

1. How do you open Microsoft Teams?

2. What command sequence displays a list of keyboard shortcuts?

3. How do you access T-Bot?

4, You just posted a message and you realize there is a typo in it! How do you edit it?
5. List one way to create a new channel.
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LESSON 2:
COMMUNICATING IN CHANNELS

Lesson Objectives

In this lesson you will learn how to:
e Manage messages
e Do more with messages
e Manage files in a channel

e Use the wiki
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TOPIC A: Managing Messages

In the last lesson, we learned how to create messages in channels. However, there is a lot
more you can do! This topic will introduce you to some of the most common tasks you will

perform when working with messages.

Topic Objectives

In this section, you will learn how to:
e |dentify new messages
e Mark messages as read or unread

e Like and save messages
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Identifying New Messages

Teams with new messages will be bolded in the task pane:

Search or type a command a

T s a7 e o e e (B e e v sl s

Event Planning Committee > General - FLIZ [FGEETEIET

Conversations ~ Files Wiki

Welcome to the team!

Here are some things to get going

Add more people | | Create more channels | | Open the FAQ

Jane Gibson has added John Smith to the team,

z
4L John Smit
®

John Smith has left the team.

s left the team.

Start a new conversation. Type @ to mention someone.

@ Add team b @ O @ B S - B

As well, a badge will be displayed on the Activity icon in the sidebar. You may also see a

notification if you have followed the channel that the message was posted in.

When you open the channel, a line will indicate where your new messages start:

Search or type a command

Favorites Take Microsoft Teams with you on the go. Check out our mobile apps.

Seattle Office

General Seattle Office > General -+ Public | No classification
B =t Piamning Committee e Conversations  Files  Wiki  +

HISIT are 3UNIE UINYs W yst yuniy..

Add more people | | Create more channels | | Open the FAQ

& John Smith has added Jane Gibson to the team.

Last read

John Smith 2:40 PM
o Welcome to Microsoft Teams and the General channel!

& Reply

Start a new conversation. Type @ to mention someone.

& Add team A 6 OB B G B
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Marking Messages as Read and Unread

You can mark a message as unread (and control the position of the “Last read” bar) by

moving your mouse over the message, clicking the ellipses in its right corner, and clicking

“Mark as unread:”

7 Search or type a command Q
Faverites Take Microsoft Teams with you on the go. Check out our mobile apps. >
Seattle Office
JE— Seattle Office > General - Public | No classification
B cver Panning Committee o Conversations  Files Wiki  +
_ SIS @re 301 LINIYS W Yet yuiig...

Add more people | | Create more channels | | Open the FAQ

& John Smith has added Jane Gibson to the team.

Last read

John Smith 2:40 PM e D
] Welcome to Microsoft Teams and the General channel!
@ Mark as unread

Start a new conversation. Type @ to mention someone.

28’ Add team b @ @ @ B G e >

To mark the message as read, repeat this process.
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Liking a Message

Sometimes, you may want to indicate you have read a message but there is no need to
reply with a full message of your own. In this case, you can like a message. Simply move

your mouse over it and click the thumbs-up icon:

Search or type a command a

Favorites Take Microsoft Teams with you on the go. Check out our mobile apps. Send link >

Seattle Office

. Seattle Office > General - Public | No classification
Event Planning Committee
Conversations  Files  Wiki
— HIEIE are SUIE Unnys W yew yuniy

(e
Add more people Create more channels Open the FAQ
& John Smith has added Jane Gibson to the team.
Last read
John Smith 2:40 PM D A
Welcome to Microseft Teams and the General channel!

© Reply
Start a new conversation. Type @ to mention semeone.
& Add team A 8 OB G e ==
The number of likes will now be displayed beside the message, and you can move your

mouse over the icon to see who has liked it:

I | John Smith 2:40 Pt - R \%
L 0 Welcome to Microsoft Teams and the General channel!
Jane Gibson
« Reply

To remove a like, click the thumbs-up icon again.
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Saving a Message

To save a message for easy access, move your mouse over the message and click the
bookmark icon:

&1 | [ General (Seattle Office) X | =+ W

- u} x
< O @ O bussyresmsmicrosoftcom /conversatons/Generalihrazdid=19 20401367 * ¥ Lor -
Seattle Office > General - e
Conversations  Files  Wiki

Welcome to the team!

Here are some things to get going...

Add more people | | create more channeis Open the FAQ

Today
& John Smith has 3dded Jane Gibson to the tesm.

John Smith 2:40 PIM

o | Welicome to Microsoft Teams and the General channel!

% Addteam

The item will be immediately saved.

You can view saved items by clicking your profile icon and clicking “Saved:”

3 | [ General (seattle Office) X | +

<

- o x
O @ O hitpsy/teams.microsoft.com/_%/conversations/Generalthreadid=10:41aesf:

Search or type a command

Seattle Office » General -

.

[ y John Smith
W Change picture
Comversations Files Wiki T

@ Available

~

Welcome to the team!

Here are some things to get going...

Help

[ = Keyboard shortcuts
) .

Download the desktop app

Download the mobile app

Sign out
Add more people | ‘ Create mare channels Open the FAQ
Today
& John Smith has added Jane Gibson to the tesm.
John Smith 2:40 PM LICE
o | Weicome to Microsoft Teams and the General channel!

& Addteam
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This will show your saved items in the contextual task pane. The details of the selected item

will be shown in the main window:

B & ‘ @5 General (Seattle Office) X ‘ + v o x

< - O @ £ hitps://teams.microsoftcom, #, 04¢ P ¥~ 7 8

G SSIENCIGFE0CTIETL

ecbf0288/channels/19:41

Saved Seattle Office > General -+ Public | No classification
A, Sesttle Office/General n
g John Smith: Welcome to Conversations ~ Files  Wiki

Microsoft Teams and the

7mago

Welcome to the team!

Here are some things to get going...

| Add more people | | Create more channels. | | Open the FAQ

& John Smith has added Jane Gibson to the team.

A0 | sohnsmith 2:20 o1 N
‘\ 0‘ Welcome to Microsoft Teams and the General channel!

« Reply

Start a new conversation. Type @ to mention someone.

A O BB O B

To remove this item from your Saved list, click the bookmark icon in this window or from

the channel:

B = ‘ O General (seattle Office) X ‘ + v _ o x
< = O W £ hitps//teams.micrasoftcom, #/app 851-C13d-4604-bb3b-5de1echf0288/channels/10:41aea 04: Y = Lo’ -
saved Seattle Office > General - Puslic | No classification

@M, Seattle Office/General
&2 John Smith: Welcome to
Microsoft Teams and the

Conversations  Files  Wiki

mago

Welcome to the team!

Here are some things to get going...

| Add more people | | Create more channels | | Open the FAQ

& John Smith has added Jane Gibson to the team.

A0 | sobnsmith 2:0pm R
{2 | Welcome to Microsoft Teams and the General channel!

< Reply

Start a new conversation. Type @ to mention someone.

Y ¢ OwB g =3
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Activity 2-1: Managing Messages

In this activity, you will practice liking and saving messages.

1. Ensure you have completed all Lesson 1 activities and that Microsoft Teams is
open. Choose a partner from your class, or ask a friend to help you out. Ensure you
are members of each other’s teams.

2.

Ensure your team’s General channel is displayed:

a ‘ B ) General John Smitl X ‘ + v

- o X
e O RN B https://teams.microsoft.com/_#/conversations/Generalzthreadid=19:e009d5d7 1984479d902551fe78d53856 @thread skype o = L o’ -

n John Smith > General -

Jane Gibson Conversa tions  Files Wiki  +
B sonnsmitn
Welcome to the team!
General
Newdhd Events Here are some things to get going...

Add more pecple Create more channels

Open the FAQ

B John Smith has created channel News and Events. Remove favorite.

& Add team
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3. Type the following message: “Welcome to the General channel!” Press “Enter” or

click the Send icon:

B & @ d9) General pohnsmitl x | 4 Tr—
< - 0O 0 a teams.microsoft.com, ' # = L ©
B ohn Smith > General -

Conversations  Files Wik

Public | No classification

. Welcome to the team!
General

News and Events Here are some things to get going

O~ ()

.

Open the FAQ

Add more people | | Create more channels

=) John Smith has crested channel News and Events. Remove favorite.

Welcome to the General channel|

Y2 0@E T -

You should see your partner’s channel name turn bold, indicating there is a new
message. Click it:

B a ‘ @ < General (ohn Smitl X ‘ Fraas

- o x
& = O 0w 8 hitpsy/teams.microsoftcom/_#/convers: 8

hreadld

Search or type a command

Favorites

. John Smith > General -
More

B Joonsmith

General

News and Events ﬂ @

Public | No classification

Add more pecple | | Create more channels | | Open the FAQ

Yesterday
B

John Smith has created channel News and Events, Remove favorite.

@ | This message has been deleteg, Undo

&' John Smith has added Jane Gibson to the team,

Today

John Smith  2:07 PM

‘Welcome to the General channel!

« Reply

Start a new conversation. Type @ to mention someone.

A & © @ B cu

& Add team

(You will also get a notification if the team is marked as a favorite.)
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5. Now, click the General channel, which is also bold:

B g ‘ @ <) General gohn smitl x ‘ TV

< > O @

Favarites

More

New<and Events

B omsmin

General

News and Events

&' Addteam

G https,//teams.microsoft.com/ #/co

- o x

* k= L@

Search or type a command

Public | No classification

B John Smith > General -

Conversations ~ Files  Wiki
ﬂ .

| Create more channels

Add more people | | Open the FAQ

Yesterday

B John Smith has created channel News and Events. Remove favorite.

Today
o | This message has been deleted. Undo

& John Smith has added Jane Gibson to the team.

John Smith 207 PM
Welcome to the General channel!

© Reply

Start a new conversation. Type @ to mention someone.

A ¢ OB S - >

6. You will now see the new message. (Notice the “Last read” bar indicating where

the unread messages begin.) Click the bookmark icon to save it:

= ‘ @5 ) General Gane Gibst ‘ V)

& - O M

Favorites
More
Jane Gibson
General

News and Events

B oo smih

General

News and Events

& Add team

G hitps;//teams.microsoft.com/ #

Search or type a command

Public | No classification

Jane Gibson > General -

Wik +

Conversations ~ Files

vveicome 10 tne team!

Here are some things to get going...

Add more people | | Create more channels | | Open the FAQ

& Jane Gibson has added John Smith to the team.

B Jane Gibson has created channel News and Events. Remove favorite.
Last read

Jane Gibson 2:07 PM 53\0

o Welcome to the General channel!

© Reply

Start a new conversation. Type @ to mention someone.

A ¢ Q@B g =
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7. Now, like it

B &8 @ i General (lane Gibsc

O @

&

Jane Gibson

Genera

[

&' Add team

a

AR

teamsmicrosoft.com

Search or type a command

Jane Gibson > General

Conversations

News and Events

News and Events

=]

Public Nocla W Saved

Files Wiki +

Here are some things to get going,

(=
»

ol s

Add more people Open the FAQ

Create more channels

Today
Jane Gabson has sdded John Smith 10 the tesen
Jane Gilrson has created channel News and Events. Remave favarite.

Last read

Jane Gitrson 2:07 PM.
Welcome to the General channel!

« Reply
Start a new conversation. Type @ to mention someone.
b3 0OE D & - B

8.

You will also get notifications as your partner completes this activity:

B 8| I G Genwal iane it x [

O @

Jane Gibson

General

B o

General

News and Ey

15 Add team

teams.microsoftcom

&}

Search or type a command

News and Events

ents

Jane Gibson > General - Public | N classification
Fies Wik +

Here are some things to get going...

Open the FAQ

‘ Create more channels

Add mare people ‘
Today

Jane Gilisan s sddzd John Smith t3 the tesm.

5 Jane Gibson has crested channel Mews and Events. Remmove favorite.
Last read
Jane Gitisan 207 PM LE R
o Welcome to the General channell

« Reply

ersation. Type @ to mention someans

2 & -

9.

Leave Teams open for the next activity.
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TOPIC B: Doing More with

Messages

Microsoft Teams also allows you to tag users in a message to help ensure they see it. You
can manage this activity through notifications and the Activity pane. Teams also features a

search tool to help you find past messages.

Topic Objectives

In this section, you will learn how to:
e Use mentions and announcements
e View your activity

e Search in Teams
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Using Mentions

Mentions allow you to bring a message to a specific person’s attention. To create a mention

in a message, type the at symbol (@) followed by the user’s name, or click their name in the
menu that pops up:

a ‘ [ General (Seattle Office) X ‘ + v

& > 0O m 1 httpsy/teamsmicrosoft.com/_#/conversations/General?threadid=19:41aeafe691 cfde268851204a1 3fcTTf@thread.skypes: Y ¥ L e -

= eI

Seattle Office > General -

Favorites
Seattle Office
Conversations  Files  Wiki +
Welcome to the team!

Here are some things to get going...

Add more people Create more channels Open the FAQ
Today
& John Smith has added Jane Gibson to the team.
Y B LEUR
> Suggestions
Jane Gibson
jgibson@acmewidgets.onmicrosoft.com
& ol
@Jane

&' Addteam

A ¢ OB o -

You can now complete the message as usual:

Jane Gibson please create a channel for your team! Send

Ao @ ©@ W B
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The user will be notified that they have been mentioned with several indicators, including a

pop-up notification:

Search or type a command

Take Microsoft Teams with you on the go. Check out our mobile apps.

Seattle Office

1 T Public - No classification
a [ [ — . Event Planning Committee > General

| General Conversations ~ Files  Wiki

Welcome to the team!

Here are some things to get going.

Add more people | | Create more channels I | Open the FAQ
& Jane Gibson has added John Smith to the team,
4% John Smith has left the team.
€2 John Smith has left the team.
% John Smith mentioned you
Start a new conversation. Type @ to mention someone. e Office / General
& Add tesm A OB D G -

When the user opens the channel, their mention(s) will be highlighted:

Search or type a command

Favorites Take Microsoft Teams with you on the go. Check out our mobile apps.
Seattle Office
General Seattle Office > General - Pl o essfcation
B cventpranning Commitiee e Conversations  Files  Wiki  +
N — ”
‘ — T
Add more people I | Create more channels | | Open the FAQ

& John Smith has added Jane Gibson to the team.

John Smith 240 1
W3 Welcome to Microsoft Teams and the General channell

< Reply

& John Smith has added Armando Tyler to the team.

Last read

John Smith  3:04 PM @
o | Jane Gibson please create a channel for your team!

o Reply
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Using Announcements

Announcements work the same way as mentions, but they allow you to direct a message to
a group rather than one person. Simply type the at symbol (@) followed by the channel or

team you want to address:

Suggestions
] Seattle Office
Team
@Seat
A ¢ Q@B - =

Viewing Your Activity

To view your activity, click the Activity icon from the sidebar:

B = General (Seattle Office) ~ =
B a | i I le Off b4 | + o X
A O £ https://teams.microsoft.com/_#/conversations/General threadid="19:41aeafe691cfe268f851204a13fc77i@thread skypedr bid = 4L e -
= S N G ‘
Feed v v Seattle Office > General - Public | No classification
Jane Gibeon 22mago 0 Conversations  Files Wiki +
©  Seattle Office / General —
Welcome to Microsoft Teams
and the General channel! /’

o (O

Add more people Create more channels Open the FAQ

& John Smith has added Jane Gibson to the team.

John Smith 2:40 PM LUK

C] Welcome to Microsoft Teams and the General channel!

« Reply
& John Smith has added Armando Tyler to the team.

John Smith  3:04 PM
Jane Gibson please create a channel for your team!

« Reply

Start a new conversation. Type @ to mention someone.

Ay OB P G &

In this case, you can see that an item we liked is listed in the task pane. Since it is selected,

its contents are displayed in the main window.
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You can use the Feed menu at the top of the task pane to narrow down the display:

B a ‘ @ General (seattle Office) X ‘ + v — o %

* ¥ LB

g SR —

< = O 0 £ https;//teams.microsoftcom/_#/conversations/General?threadid=19:41aeafe691cfae2

= \i}j v Seattle Office » General - Public | No classification
Feed MR Conversations  Files Wiki +
Team Activity !
My Activity
ol X

| Add more people | | Create more channels | | Open the FAQ |

Or click the Filter icon to customize the results even further:

B < General (seattle Office) ~ —
B 3 | le Office) X | 4 o X
& = O O https//teams.microsoftcom/_#/conversatio threadid=19:41ae
“ Search or type a command
Feed v & Seattle Office > General - Public | No classification
(73 tane Gibson Zmag @ Unread e wic -
“® Seattle Office / General @ Menti
Welcome to Microsoft Teams entions
and the General channel! & Replies
- .
) Likes
B Apps
Add more people | | Create more channels | | Open the FAQ
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Searching in Teams

Searching in Microsoft Teams is easy: just click in the Search field, type your terms, and
press “Enter.”

a ‘ @5 General (Seattle Office) X ‘ + v — o x
& > Ot £ httpsy//teams.microsoftcom/ #/conversations/Generalzthreadid=19:41aeafe6!

marketing plan |

Favorites Q_ Search for marketing plan

Seattle Office

Public | No classification

Conversations  Files Wiki +

General —

More

Welcome to the team!

Here are some things to get going...

[~
@ [0
Add more people Create more channels Open the FAQ
& John Smith has added Jane Gibson to the team.
John Smith 2:40 PM LECR

% 0‘ Welcome to Microsoft Teams and the General channel!

« Reply

Start a new conversation. Type @ to mention someone.

& Addteam A GO m D S =

Your results will be displayed in the contextual task pane:

a ‘ @ Microsoft Teams X ‘ + v _ o =
< - O 0y By httpsy/teams.microsofteom/ s apps/a2das762-0 65b118/search?q=marketing%20plan prd 3= L=

© S .

Messages  People  Files v

) John Smith 1hago
" We've just released our new
marketing plan!
John Smith / News and Events

Check out your search results on the left
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Click any item to see it, or use the tabs at the top to filter your results by messages, people,

or files. You can also click the Filter icon for more advanced options:

8 ‘ @ Microsoft Teams x ‘ + v _ o x
&< > O @ ) hitps;//teams.microsoft.com/ #/apps/a2da8768-95d5-419e-9441-3b539865b118/search?q=marketing%20plan g *x 4L e -

Messages People  Files

b John Smith 'ha:\{'j |

" We've just released our new
marketing plan!
John Smith / News and Events

Select a person

1t your search results on the left

Filter Clear
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Activity 2-2: Doing More with Messages

In this activity, you will practice using messaging features and viewing your activity.

1.  Ensure you have completed Activity 2-1 and that Microsoft Teams is open.

Continue working with your partner for this activity.

2.  Click the Activity icon in the sidebar:

= ‘ £ ) General John Smitl X ‘ + v
e O] A https;//teams.microsoftcom/_#/conversatio

S IR0 CTIET

Public | No classification

Ferers n John Smith > General
More
N

Conversations ~ Files  Wiki
— O VRN U e

Jane Gibson

Genera

News and Events
/
B Jotnsmith \d
ool
General
News and Events

Open the FAQ

Add more people Create more channels

B John Smith has created channel News and Events. Remove favorite.
Today

| This message has been deleted. Undo

& John Smith has added Jane Gibson to the team.
John Smith 207 PM W1

€ ‘Welcome to the General channel!

< Reply

Start a new conversation. Type @ to mention someone.

@ Add team A ¢ O E o
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3.  You should see the activity from the last lesson (your partner adding you to their

team and sending a message):

L] ‘ @9 General John Smith) [ A X ‘ + v

< > O @

B hitpsy//teams.microsoft.com/ #/co

hreadl

Search or type a command

Feed v N
Y Jane Gibson 3mage
“© John Smith / General
Welcome to the General
channel!
Jane Gibson 10mago &
© Added you to the team
Jane Gibson
Jane Gibson Vesterday

©

Seattle Office / General

Public | No classification

- John Smith > General -+

Conversations  Files Wiki T

Welcome to the team!

Here are some things to get going..

Add more people | | Create more channels | Open the FAQ

Vesterday
& John Smith has created channel News and Events. Remove favorite.
Today
& John Smith has added Jane Gibson to the team.
r . ) | Jotnsmitn 207pu o1
" | Welcome to the General channel!
« Reply

Start 2 new conversation. Type @ to mention someone.

Y ¢ O @B &~ B

4. Click the Feed menu and click “My Activity:”

B a ‘ s General gohn smith) [ & X ‘ F

< - O 0

a Feed v id
Actity
Feed v e O
Team Activity

Tlmago &
© Added you to the team
Jane Gibson

O

on Yesterday
attle Office / General

@ hitpsy//teams.microsoft.com/ #/co

Pthreadi;

Search or type a command

Public | No classification

ﬂ John Smith > General -+

Conversations ~ Files Wiki =+

Welcome to the team!

Here are some things to get going...

Add more people | | Create more channels | | Open the FAQ

B John Smith has created channel News and Events. Remove favorite.
Today

& John Smith has added Jane Gibson to the team.

John Smith 207 PM LR

‘Welcome to the General channel!

« Reply

Type a new message

A ¢ O @B - B
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5. You will now see your activity from the last lesson (and previous activities as well):

B g ‘ [ General (fohn Smith) [ 1 X ‘ + - - o x

&~ > O M B hitps://teams.microsoft.com/_#/conversations/Ge Y = L&

al?threadid

3 Search or type a command

My Activity v - John Smith > General -+ Public | No dlassification
;M r
) e D Conversations ~ Files  Wiki
"% Posted in General —
Wekone ot Geneal Welcome to the team!

Here are some things to get going...

o, Vesterday
" Posted in News and Events

We've just released our new
marketing plan!

Add more people | | Create more channels | | Open the FAQ

B John Smith has created channel News and Events. Remove favorite.

Today
& John Smith has added Jane Gibson to the team.
John Smith 207 PM w1
Welcome to the General channel!
< Reply
Type a new message
A ¢ Q@B I - >
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6.  Ensure that the top activity is selected, which should display the Conversations tab
of your team’s General channel:

B o | @5 General (John Smith) | N X ‘ + v

& - 0O @ B https;//teams.microsoft.com/_#/conversations/General?thread|d=10:2009d5d7 198447940t

“ Search or type a command

2 My Activity |- John Smith > General|-- Public | No classification

Activity

[ s

i e Conversations  Files Wiki T

' Postad in General

(DRI Welcome to the team!
Here are some things to get going...
You Vesterday

" Posted in General
rosoft Teams

Welcome to
and the General channel!

C
" Posted in News and Events
We've just released our new
marketing plant
Add more people Create more channels Open the FAQ

B John Smith has created channel News and Events. Remove favorite.

Today
& John Smith has added Jane Gibson to the team.
John Smith 2:07 PM 1
2 | Welcome to the General channel!
© Reply
Type a new message
¢ O@E & B

(If this channel is not displayed, navigate to it by clicking the Teams icon on the
sidebar and selecting it.)

7. Let’s create a new message. In the compose box, type, “And a special welcome to”:

= ‘ @@ General (John Smith) | A X ‘ + v - o X
& - O @0 B httpsy/Aeams.microsoftcom/_#/conversation -
= Search or type a command
My Activity 3 ublic | No classification
. vy - John Smith > General - Pubiic | No dassifcat
civiy
s Conversations  Files Wiki  +
sted in General — VVEILUIIIE W uie wean:
lcome to the Genera
channe Here are some things to get going...
[ - B 4hago
& Posted in General
The conversation about Section =t
1in Sample Page has bequn 9
" Posted in General
Please take a moment to review
cur nding quidelines, =
) You Yesterday
" Posted in General
Welcome to Microsoft Teams
and the General channel! ‘Add more people Create more channels Open the FAQ
) You Yesterday Vesterday
" Posted in News and Events
Weve just released our new & John Smith has created channel News and Events. Remove favorite.
marketing plan! Today
& John Smith has added Jane Gibson to the team.
John Smith 207 P ® 1
o | Welcome to the General channel!
< Reply
| And a special welcome to|
Y 0 @ @B a - B
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8. Add a space and type the at symbol (@). Then, start typing your partner’s name.

Click the correct result when it appears:

éf John Smith has added Jane Gibson to the team.

John Smith 207 FM Suggestions

Welcome to the General ¢ Jane Gibson

jgibson@acmewidgets.onmicrosoft.com
' Reply

And a special welcome to @Jan|

A ¢ @ @ B g e B

9. Add an exclamation mark and send the message:

And a special welcome to Jane Gibson!

A ¢ @ @ B g e @
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10. Wait a moment for your partner to send their message. When you receive a
notification, click it to jump to that message:

= ‘ [ ) General John Smitl X ‘ P,

&~ = O M ) hitps://teams.microsoftcom/_#/conversations/General?threadid=1

Z Search or type a command

My Activity - John Smith > General - Public | No classification
s B
& Posted in General

Welcome to the General
channel!
)
) You anage

% Posted in General
The conversation about Section
Tin Samle Page has bequn.

2m ago N
12m g Conversations Files Wiki +

[ s B Vesterday
& Posted in General

Please take a moment to review

“ Add more people | | Create more channels | | Open the FAQ
our new branding quidelines.
o, Vestarday Uit
S Posted in General B John Smith has created channel News and Events. Remove favorite.
Welcome to oft Teams, Today
and the General channel:

& John Smith has added Jane Gibson to the team.

) You Vesterday
" Posted in News and Events
We'vejust released our new

marketing plan!

John Smith 2:07 PM w1
‘Welcome to the General channel!

© Reply

John Smith 2:19 PM

And a special welcome to Jane Gibson!

« Reply

ntioned you

Start a new conversation. Type @ to mention someone.

Y ¢ O @B &~

eneral

(Notice the special @ icon on the Teams badge.)
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11. The channel containing the message will be displayed. Notice the red text and icon,

highlighting the mention:

a ‘ @ General Jane Gibson) | X ‘ 4+ v _ o x

&~ = O M () hitps://teams.microsoftcom/_#/c

Pthreadid=19:c74d8b51df54479

Search or type a command

Public | No classification

Faveres Jane Gibson > General -
More

Jane Gibson Conversations  Files Wiki T

General

News and Events
-
B Johnsmith

General

News and Events

Add more people | | Create more channels | | Open the FAQ

Jane Gibson has added John Smith to the team,

(e

Jane Gibson 207 711 LICH

& Welcome to the General channell
« Reply
Last read
Jane Gibson 2:19 PM
o | Anda special weicome to[John smitn]]

« Reply

Start 2 new conversation. Type @ to mention someone.

& Add team A @ O @ B G - >

12. Let’s try searching for the new messages. Click inside the search field at the top of

the window, type, “special welcome,” and press “Enter:”

a ‘ @ General Jane Gibson) | X ‘ + v _ o x

< 2 0O @

) https://teams.microsoft.com;_#/conversations/Generalthreadld=10:7408b 51454479

special welcome]|

Favorites Q_ Search for special welcome Public | No classification

Jane Gibson Conversations  Files Wiki T

General

News and Events
-
B Johnsmith

General

News and Events

Add more people | | Create more channels | | Open the FAQ

& Jane Gibson has added John Smith to the team.

Jane Gibson 207 711 LICH
o Welcome to the General channel!

« Reply

Last read

Jane Gibson 2:19 PM @
o | Andaspecial welcome to John Smith!

« Reply

Start 2 new conversation. Type @ to mention someone.,

E Add team A @ O @ B G - >
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13. You should see the messages to and from your partner:

L] | @ Microsoft Teams X | + v

« > 0 @ am

teams.microsoft.com/_#/apps/a2da8768-05d5-410a-0441-3b530865k118/search?q=spacials20walcome * ¥~ Lo -

Sheca veiceme . —

Messages  People  Files

A
Smith!

John Smith

Gibson!
John Smith / General

2m ago
welcome to John

2m ago
And a special welcome to Jane

Check out your search results on the left

14. Leave Teams open for the next activity.
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TOPIC C: Managing Files in a

Channel

In the last lesson, we learned how to upload a file in a post. In this topic, we will learn how
to use the Files tab in a channel to view and manage those files from a central location.

Topic Objectives

In this section, you will learn how to:
e Use the Files tab
e View, create, upload, manage, and move posted files

e Add additional file services
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Viewing Posted Files

To view a list of all files uploaded to a channel, navigate to it and click the Files tab:

a | @5 General (seattle Office) X ‘ + v - o x
A O} B hitpsy/teams.microsoft.com/ #ffiles/General?threadid=19:41aeafe601 512043134776 &ctx=chann pid = 2 o’ -
g SO0 CTIETE —
Favorites H Seattle Office > General - Public | No classification
B seerveoffice
Conversations  Files Wiki + 7
General
More i General
. John Smith §
] New () Upload & Getlink B Openin SharePoint  + Add cloud storage
Genera
News and Events v Type Name Modified v 9]
] Conference Agenda.docx 1m ago
Marketing Plan.paf 2m ago

To view any file, click its name (just as you would from the post):

= | @5 General (Seattle Office) X ‘ + v _ o X

& = O @ B https//teams.microsoft.com/_#/files/Generalzthreadid=19:41aeafe691cfe268f851204a 13fc7

Search or type a command

Favorite: -
avorites H Seattle Office > General - Public No classification
B seerveoffice
Conversations  Files Wiki =+ 7
General —_
More i General
. John Smith §
] New () Upload & Getlink B Openin SharePoint  + Add cloud storage
Genera
News and Events v Type Name Modified » 9]
] Conference Agenda.docx 1m ago
v Markeun‘q“ Plan.pdf 2m ago
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The file will then be displayed within Teams:

B & © POFFileviewer | Micros X | + v - o X
| I

&~ - O o gt teams.microsoft.com/_

Search or type a command

ACME WIDGETS
MARKETING PLAN

%Ving Forward

Acme Widgets Inc.

Street Address Phone.
City. ST ZIP Code Email

Click Close to return to the Files tab.

Creating a New File

To create a new file, click the New icon on the toolbar and choose what you want to create:

=l | @5 General (Seattle Office) X | + v - o X
< =S 0O » B https://teams.microsoft.com/_#/files/Generalrthreadid=19:41aeafe691 cf4e2681851204a13fc77i@thread skype&cte=chann bd = Lo’
g SEEDCIR0 CTITEE —
Favorites ﬂ Seattle Office > General - Public | No classification
B seerveoffice
Conversations  Files Wiki + 7
More
is
B onsmin i General
enera il New ] Upload o Getlink B OpeninSharePoint + Add cloud storage
News and Events
Folder Modified » O
@8 Word document
5
8 Excel spreadsheat mage
@3 PowerPoint presentation 6m ago
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If a file is currently selected, you will need to first close the contextual toolbar.

ES) | @ General (Seattle Office) X | + - _ o %
A O B https://teams.microsoft.com/_#/files/Generalthreadid=19:41aeafe691 cfAe2681851204a13fc77@thread skypedctx=chann bid = 4L e -
Faverite: - c sificat
e ﬂ Seattle Office > General - i L
B seorveorice
Conversations  Files Wiki + P
More
B sonnsmith it General
Genera ) _— =
R Open o Getlink [4 Makethisatab & Download [ Delete - X
News and Events
~ Type Name Modified ~ O
v F] Conference Agenda.docx 3m ago
Marketing Plan.paf 4m ago

If you choose to create an Office document, the related application will open in another tab.

If you choose to create a folder, you will be prompted to name it to continue:

| = | @5 General (seattle Office) < | + v _ o «
& = 0O M £ hiips:/teams.microsoft.com/ #/files/Gen ead| @th bid Y= 4L

= ae: cfde 204a13f; d e&ectx=chann B -
- R VP —
Favorites Public | No classification

H Seattle Office > General -
B seetveoffice

Conversations  Files Wiki + 7
More -

. John Smith i General

Ezraml ] New Upload ¢ Getlink B OpeninSharePoint -+ Add cloud storage

News and Events

Modified + [
Create a new Folder
Folder name bm ago
‘ fimags

Cancel Create

This folder can now be used to organize files just as you would on your desktop. (See the

Moving Files topic for more information.)
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Uploading a File

You can also add new files from your computer using the Upload command:

a|$5enemlmsan|emce1 X ‘ + v - o x
& = O @ | B hipstemsmicosofteom #fes/Generalithreadid=19 edcafesI20ia TG neadsypeacte=chann (1] Yy | Y= A 18 e
g SOOI ‘
Favorite: -
avorites H Seattle Office > General - Public No classification
B seorveorice
Conversations  Files Wiki + P
More
=
B o i General
Geners f] New @ Uplpad o Getlink B Open in SharePoint -+ Add cloud storage
News and Events
v Type Name Modified » 9]
] Conference Agenda.docx 13m ago
Marketing Plan.paf 13m ago

When you click this icon, the Open dialog will appear. Navigate to your file, select it, and

click “Open:”

Open X
4 BB ThisPC » Deskiop » ~ & | SearchDeskiop P

QOrganize = New folder B ~ M 0

”

Marketing Project Plan Microsoft Teams
# Quick access X Microsaft Excel Worksheet Shortcut
21.1K8 ? 223KB
v G OneDrive

Documents

<)

Email attachmen

[

Music

Pictures

[<al<)

> O This PC

v

File name: | Marketing Project Plan | [aiies v
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Then, it will be added to Teams:

B a|$5eneml(ssamemﬁce1 x ‘ + v - o x
& = O m B hitps;/teams.microsoftcom/ # 9 cfde 3fc7Ti@th: pe&ctx=chann pid = 2 o’ -
Favorites H Seattle Office > General - Public | No classification
B seeveoffice
Conversations  Files Wiki + P
More -
B oo smitn @i General
General ] New Upload ¢ Getlink B OpeninSharePoint 4 Add cloud storage
News and Events
v Type Name Modified ~ O
el i Marketing Project Plan.xsx Just now
] Conference Agenda.docx 13m ago
Marketing Plan.pdf 14m ago
@ Addteam
Managing Files
To modify a file, click on it to select it:
— a x

= | B General (Seattle Office) X | + v

< - O 0 B htps//teams.microsoftcom/ #

@ Search or type a command

Fav .
avarites H Seattle Office > General - Public | No classification
B sestveoffice
Conversations  Files Wiki + <7
More
..
B o smith i General
Genera o -
R Open ¢f Getlink [§ Makethisatab | Download [ Delete «++ X
News and Events
v Type Name Modified + 9]

] Conference Agen

U

Marketing Plan.pdf 4m ago
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You will then see commands to open, download, and delete the file (among other things).
The ellipses will show a menu with commands to move, copy, and rename the file, or open
it in SharePoint:

= | @5 General (Seattle Office) X ‘ + v — o X
A O B hittps://teams.micrasoftcom/_#/files/General>threadid= 2691 ct4e268 13fc77f@thread skypesctx=chann bid = 4L e -
= SN0 G —
Favorite: - i ificati
avorites n Seattle Office > General - Public ' No classification
B seetveoffice
Conversations  Files Wiki + P
More
B onsmin B General
General R Open o Getlink [4 Makethisatab < Download @ Delete @ X
News and Events
v Type Name 5 Move
0y Copy
v v} Conference Agenda.docx < Rename
Marketing Plan.pdf B Openin SharePoint

You can also click the ellipses next to the file’s name to see even more options:

= | @5 General (Seattle Office) X ‘ + v - (m] b3
& = O o B httpsy/teams.micrasoft.com/_#/files/General?threadid=19:41aeafe691 cf4e268f851204a13fc7Ti@thread skype&ctx=chann bd = L'
= SO0 L
Favarite: :
avaries H Seattle Office > General - Public | No classification
B seorveorice
Conversations  Files Wiki + P
More
B sonnsmith it General
Genera z 2 M ’ o
[® Open P Getlink [4 Makethisatab 4 Download [J Delete <+ X
News and Events
v Type Nome Modified + O
] Conference Agenda.docx 4m ago

Marketing Plan.pdf sme: [l Editin Teams
@3 Open in Word Online
@3 Open inWord
B Open in SharePoint
5 Move
[y copy
& Download
il Delete
= Rename
& Getlink

[7 Make this a tab

#5  Add team

Note that generally, you will only be able to edit Microsoft Office files. However, using the
online Office applications will allow you to leverage features like collaboration and co-

authoring for your Team:s files.
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Moving Files

To move a file, select it and click Move on either of the More Options menus (accessible

from the ellipses):

S| | @5 General (Seattle Office) X ‘ + v - o X
&~ = O o B hitps;//teams.microsoftcom/ #/files/General7threadid=10:41acafe6d1 cfe262f851204a 13fcT7i@thread skype&cbx=chann o = L e -
Favorites n Seattle Office > General - Public | No classification
B seerveoffice
Conversations  Files Wiki + P
General —_
WDX 2025 Conference B General
Mo -
. R Open o Getlink [§ Makethisatab & Download [ Delete <=+ X
B omsmitn
Genera v Type Name
News and Events [y Copy
[ Marketing Project Plan.dsx < Rename
v ] Conference Agenda.docx @ Openin SharePoint
Marketing Plan.pdf 15m ago
“« ” g . .
The “Move to” dialog will open:
Move to
ii Browse Teams and Channels 1 ii General W)
&  OneDrive Type Name ~ Medified
Cancel Move

(Note that by default you are browsing your teams and channels, but you can also view your
OneDrive and any other connected sources.) Click the up arrow to navigate up in your

Teams structure, and then select the team and channel you want to move the file to.
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Here, we have chosen a new channel that does not yet have any files:

Move to

ii Browse Teams and Channels T ﬂ'li WDX 2025 Conference

& OneDrive

0 «

There are no files at this location.

When you click “Move,” the operation will be completed, and you will be brought back to

the Files tab in the original channel you were working with.

Adding Cloud Storage

You can also add other services to Microsoft Teams, such as Dropbox and Google Drive. To
start, click the Files tab and click “Add cloud storage:”

ES) | @ General (Seattle Office) X | + - _ o %
& > O £ hitps:/teams.microsoftcom/ #/files/General7threadid=19:41aeafe691 cf 51204213fc77f@thread skype&icti=chann pid = L e -
Favorites H Seattle Office > General - Public | No classification
B seerveofiice
General Conversations  Files Wiki =+ 2
WD 2025 Conference B General

Add dloud storage
More

] New (3 Upload 4° Getlink B> Openin SharePoint = Add cloud storage

B onnsmin
Genera v Type Name Modified v (@]
News and Events
[ Marketing Project Plan.dsx 6m ago
Marketing Plan.pdf 21m ago
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Now, click the service you want to add:

B a | @5 General (seattle Office) ‘ + v — o X
S 0 G fteamsmicrosoft.com; - e Yo Y= £ B -
= SO Re G
Favorites li if i
H Seattle Office > General - Public  No classifcation
B seetveoffice
. . ]
Conversations  Files Wiki T z
General —_
WDX 2025 Conference
Add cloud storage =
Mere Select your cloud storage provider to add a folder to this channel. Everyone with fosree
. John Smith permissions to the original folder will be able to access it in Teams
General Modified ~ O
News and Events SharePoint
Empower individuals, teams and organizations to intelligently discover, share, and 8m ago
collaborate on content from anywhere and on any device.
22m ago
Dropbox 9
Dropbox simplifies the way teams work together with secure, easy-to-use collaboration
tools and the fastest, most-reliable ffgjsync platform.
box Box
Box is a secure content management and collaboration platform helping teams and
organizations easily share, manage, and collaborate on their most impartant information.
‘ Google Drive
Get access to files anywhere through secure cloud storage and file backup for your photos,
videos, files and more with Goegle Drive.
a5
& Add team
= | @5 General (Seattle Office) x| = s~ - o X

Dropbox - AP| Request Authorization - Sign in - Microsoft Edge - o x 7 e
< > 0O @ k " &

@ Dropbox, Inc [US] www.dropbox.com,

33

Favorites % Public | No classification

B seerveori

E
General °
WDX 2025 T '. x

More
storage
B Jomnsmitn
General . . . . . Modified v
Sign in to Dropbox to link with Microsoft Teams ' o
News and E|

5
gn in with Google R

23m ago
or

jsmith@acmewidgets.onmicrosoft.com

Forgot your password? @

httpst//wwwdropbox.com/ajax_login e

0 Add team
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Follow the instructions in any other prompts. Then, select the target folder (here, we have

selected the default

“Home”) and click “Add folder:”

B a | @5 General (eattle Office) X ‘ + v

< > 0O @

Favorites.
B seerveofiice
General

'WDX 2025 Conference

More

B Jomnsmitn

General

News and Events

85 Add team

B hitps;//teams.microsoft.com/ #/files/General7threadid=10:

Search or type a command

Public | No classification

H Seattle Office > General -+

Conversations  Files Wiki + !
Choose a folder X
% Home storage
Modified » O
11m ago
25m ago

You can now access

this service directly from Teams:

= | @8 General (Seattle Office) X | +

< > 0 @

Favorites

B sestveoffice

General

WDX 2025 Conference

More

B o smith

General

News and Events

B httpsy/teams.microsoft.com,_#/file

— a x

* = L oe

Public | No classification

adid=19:41

Search or type a command

H Seattle Office > General -
+ e

Conversations  Files ~ Wiki

@ General

1 New Upload ¢ Getlink B Openin SharePoint 4 Add cloud storage
v Type Name Modified + 9]
< B Hfo%,e

i Marketing Project Plan.xisx 12m ago

Marketing Plan.pdf 26m ago
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Activity 2-3: Managing Files in a Channel

In this activity, you will upload a file to Microsoft Teams and create a new file.

Ensure you have completed all Lesson 1 activities and that Microsoft Teams is

open.

Navigate to your team’s News and Events channel. Remember, to do this, click the
Teams icon in the sidebar, click your team name, and click “News and Events:”

= ‘ i Newsand Events (lohn X ‘ + v

< - O @ B https://teams.microsoft.com,_#/conversations/News320and%20Events?threadld=19:15d00d6480e94a:

Search or type a command

Ferertes n John Smith > News and Events ® - punlrio)desication
More

Jane Gibson Conversations ~ Files  Wiki

ane Gibsor
B Jotnsmitn

Genera

News and Events

!.ﬁ
\I/v

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

John Smith Vesterday 1:45 PM  Edited
! | We've just released our new marketing plant

Activity 1-3.pdf
- Reply

Start a new conversation. Type @ to mention someone.

&' Add team A C O BB & - B>
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3. Click the Files tab:

B 4 ‘ @5 Newsand Events (lohn X ‘ + v

< - 0 m & hiipsy/teams.microsoftcom,_#

Events?thr

2 Search or type a command

Fovortes - John Smith > News and Events ® - Public | No dassiication
More

Jane Gibson Conversations  Files Wiki +

ane Gibsor oAt
B Jotnsmith

General

News and Events

!.ﬂ
\I/v

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

| John Smith Vesterday 1:45 PM Edited
o‘ ‘We've just released our new marketing plan!

Activity 1-3.pdf

© Reply

Start a new cenversation. Type @ to mention someone.

&' Add team b ¢ O@B G >

4. You should have one file here from a previous activity. Click “Upload” to add a new
file:

B a‘ﬁ News and Events (John X | 4

- o X
< S 0 & & hitpsy/teams.microsoftcom, /fles/ Ko LB
© e — | @]
Fevertes n John Smith > News and Events & - Fuslic o dessfication
Mor
Jane Gibson Conversations  Files  Wiki + 7
. [ Hi News and Events
Genera ] New @ Upload of Getlink B Openin SharePoint + Add cloud storage
News and Events
v Type Name Modified » (o]
— Activity 1-3.pdf Yesterday
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5. The Open dialog will appear. Navigate to the Lesson 2 folder of your Exercise Files.
Select the Activity 2-3 file and click “Open:”

Open X
<« ~ « Teams_ExerciseFiles » Starting Files for Activities » Lesson2 v O Search Lesson 2 =]
Qrganize = New folder Bz ~ M e
2 Activity 2-3
ivity 2-
# Quick access Microsoft Word Document
455 KB
% OneDrive
& Documents
| Email attachmen
& Music
& Pictures
[ This PC
v
File name: [ Activity 2.3 | Alfiles v

6. Let’s rename this file. Click the ellipses next to it and click “Rename:”

B = ‘ 5 Newsand Events (John X ‘ + v

€ 5 0 @ o

teams.microsoft.com, #/files/News%20and%2

Search or type a command

Favorites
More

Jane Gibson

B Jotnsmith

Genera

News and Events

&' Add team

Public | No dlassification

' John Smith > News and Events ® -

Conversations ~ Files Wiki g
Wi News and Events
R Open ¢ Getlink [f Makethisatab & Download [ Delete -+ x

U Type Name Modified + [0)

v Activity 2-2.docx

Activity 1-3.pdf Yesti G catinTesms
@8 Open in Word Online
@8 Open inWord
B> Open in SharePoint
= Move
[y copy
L Download
{il Delete
d Gelk

[ Make this a tab
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7. The file name will change to a text field. Remove the existing name and type,

“Event Planner Template.” Press “Enter” to apply the change:

B a9 ‘ [## Newsand Events (Iohn 3 ‘ + -

€ >0 6 (6w

5://teams.microsoftcom/ #/files/News%2

Search or type a command

hr -
Favorites

n John Smith > News and Events * - Public | Na dacsiication

More

Jane Gibson Conversations ~ Files  Wiki P

ane Gibsor =

Hi News and Events

B Jotnsmitn

Genera ] New  Upload o Getlink B> Open in SharePoint

News and Events

~+ Add cloud storage

v Type Name

Modified v O
[Vem Flaer Temolte !

Activity 1-3.pdf Yesterday
H v - .
8. Now, click the “X” to close the contextual file toolbar:
L] ‘ % Newsand Events John X ‘ + v o X
& S D @ & hrtpsy/teams.microsoft.com,#/fles/Neus%20ands:20F * = LB
Fevertes n John Smith > News and Events & - Fuslic o dessfication
More
Jane Gibson Conversations  Files  Wiki + 7
. Lo et @i News and Events
Genera [® Open (P Getlink [4 Makethisatab | Download [ Delete «+s x
News and Events &
v Type Name Modified + O
[vE] Event Planner Template.docx Just now
Activity 1-3.pdf Yesterday

We want to add a new file where team members can put event ideas. Click the
New button and click “Excel spreadsheet:”

a ‘ @5 Newsand Events lohn X ‘ + v

€ >0 6 (6w

o x
<://teams.microsoft.com; _#/fles/Neus%20ands? * = L o’ -
SEOTR0 G
Favorites B .
n John Smith > News and Events # - Public | No dlassification
More
N Conversations ~ Files Wiki + "
Jane Gibsor Fl=
H# News and Events
B Jotnsmith
Genera ll New (3 Upload P Getlink B OpeninSharePoint  + Add cloud storage
News and Events
Folder Modified o]
@8 Word document
[ xR ——— Just now
] ins'\nt presentation

Vesterday
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10. The “Create a new Excel spreadsheet” dialog box will open. Type, “Event Ideas”

and click “Create:”

B & [ NewsandEvents(lohn X | 4+ - o X
&~ > 0O @ a ‘teams.microsoft.com, bie = 7 e
“ Search or type a command s
F: it B " .
e n John Smith > News and Events * - Ukl Mo dassfication
More
2
[y Conversations ~ Files Wiki v
Hi News and Events
B Jotnsmitn
General ] New Upload P Getlink B Openin SharePoint + Add cloud storage
News and Events
Modified + 0
Create a new Excel spreadsheet
Excel spreadsheet name e
Event Ideag] T

& Add team

11. The Excel file will be created and will be displayed. Enter “Name” in cell Al and

“Idea” in cell B1:

& B XS File viewer | Micro X | 4+ s~ = 5 ”

« > 0w o teams.micrasoftcom o LB

R ‘
a Event Ideas.xlsx Start conversation Close
= | ug Excel Online Event Ideas John Smith
cnat
FILE HOME  INSERT ~ DATA  REVIEW  VIEW  Q Tell me what youwant to do EDIT IN EXCEL
i
Teams o ¥ Calibri 1.
B3 B I U D a
5 Paste L
- - A- A 4
I Unco | Cipbourd Fort Alignment Number Tables celis Editing -~
i £ 1dea

c D E F G H J K L M N o P Q

A B
i e ﬂ

Sheet1 @
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12. Close the file:

B & @ s Fleviewer|Mico X |4+ w - o x

& O 6 & teams microscftcom R I AT

=T —

Event Ideas.xlsx

- | u§ Excel Online

£ idea
A s
1 [Mame  [ea ]

4

Sheet1 ¥

13. It will now be available in the Files tab:

[ & @ Newsandeventsgohn X |4 - - o x

= O @ 8 teams.microsoft.com * = L e

£ bt i _

B John Smith > News and Events # -

onvers File KW+ i
@ Ne nd Ever
= 0 @ ®o
ar
Modie
— Event Ideasxisx Just now
@ Event Planner Templatedocx 3mago
Activity 1-3.pdf Yesterday

" Add team

14. Leave Teams open for the next activity.
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TOPIC D: Using the Wiki

So far, we have worked with the Conversations and Files tabs within a channel. The final tab
is Wiki. This gives your team a place to store detailed information that is accessible to all

team members.

Topic Objectives

In this section, you will learn how to:
e View the wiki
e Create wiki content
e Create pages and sections
e Navigate through the wiki

e Change section and page options
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Viewing the Wiki

To view the wiki, open the channel and click the Wiki tab:

Al @ General (Seattle Office) X [EN _ o x
N O] £} hitps://teams.microsoftcom/ #/tab:a5e17360-2055-4715-ba 7c71/Gene did=19 6818 bid = 2 o’ -
Favorites ﬂ Seattle Office > General - Public | No classification
B seerveoffice
Conversations  Files Wikiv KO e

General

WDX 2025 Conference =

More
Untitled page

Saved: Yesterday

Untitled section

@5 Addteam

Creating Wiki Content

To create wiki content, simply click and type where indicated:

LS| | i3 General (Seattle Office) % ‘ + v _ o %
« = O £ https://teams.microsoft.com/_#/tab:a5e1 7360-2055-4715-ba32-co695ffe7c71/Generalzthreadld=19:41ae 26878 bd = 41 B’ -
Favorites H Seattle Office > General - Public | No classification
B setveofice
Conversations  Files Wikiv o D) oo
General e

WDX 2025 Conference

=B I U ¥ A WA E

Sample Page
Saved: Just now

e Section 1 g

Lorem ipsum dolor sit amet, consectetur adipiscing glit, sed do eiusmed tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nestrud exercitation ullameo laberis

£ | paragaph v | EB

More

nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit

esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in

You will name the page (1) and the section (2), and then enter your text (3). Your content

will be saved automatically, but you can edit any item (including the titles) at any time.
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Creating Sections and Pages

To add a new section, move your mouse over the main content area and click the “Add a

new section here” icon:

B a | 5 General (eattle Office) ‘ + v — o X

R O] B hitpsy/teams.microsoftcom/ #

- e e 2 cenmand —

Favorites H Seattle Office > General - Public | No classification
8 s orice
Conversations  Files Wikiv P o)
General _

WDX 2025 Conference =

More
Sample Page

Saved: Just now

Section 1

Lorem ipsum dolor sit amet, consectetur adipiscing elit. sad do eiusmod tempor incididunt ut

labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris

nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit

esse cillum dolore eu fugiat nulla pariatur. Excapteur sint occaecat cupidatat non proident, sunt in
@ culpa qui efficia deserunt mollit anim id est laborum.

Add 2 new section here

The section will then be added, ready for your content.

To add a new page, expand the Wiki Lists menu:

= | @5 General (Seattle Office) ‘ + W — [m] X

R O] B hitpsy/teams.microsoftcom/ #

£ Search or type a command

Faverites H Seattle Office > General - Public  No classification
B seorveorice
Conversations  Files Wikiv 2 O
General e

WDX 2025 Conference =

b

Sample Page

Saved: Just now

More

Section 1

Lorem ipsum dolor sit amet, consectetur adipiscing elit. sad do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris
nisi ut aliquip ex ea commodo consequat. Duis aute irure dalor in reprehenderit in voluptate velit
esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in
culpa qui efficia deserunt mollit anim id est laborum,
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Then, click “Create a new page:”

B a | @5 General (Seattle Office) X ‘ + v _ o

e T O A} £ hitps://teams.microsoft.com, 5 e7c71/Ge 9 8

Favorites H Seattle Office > General - Public | No classification

B seerveoffice
Conversations  Files Wikiv & O
General —_—

WDX 2025 Conference

More
Sample Page
Section 1
»nsectetur adipiscing elit, sed do eiusmod tempor incididunt ut
Ut enim ad minim veniam. quis nostrud exercitation ullameo laboris
consequat. Duis aute irure dolor in reprehenderit in voluptate velit
lla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in
it anim id est laborum.
@ Add team i Create anew page

B a | 5 General (eattle Office) ‘ + v _ o

< - O @ o

%
kg
I~
RS

51//teams.microsoft.com/ #

g SEEDCIR0 CTITEE ‘
Favorite: .
avarites H Seattle Office > General - Public  No classification
B seorveorice
Conversations  Files Wikiv 2 O
General a

WDX 2025 Conference =

More
Page name
Saved: Just now
Untitled section R
Your content goes here
@5 Add team
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Navigating Through the Wiki

To navigate through the wiki, expand the Wiki Lists menu:

= | i General (Seattle Office) ‘ + v _ o <
< S 0O 0 £ hitps/teams.micrasoftcom, #/tabiasel 7 -ba 95ffe7c71/General?threadid= 88 pid = 2 o’ -
Favorites H Seattle Office > General - Public | No classification

B seerveoffice
o nvarsafinns  Files  Wikiv  + SO
enera Expand the Wikis list menu

WDX 2025 Conference

More 3]
Untitled page

Saved: Just now

Untitled section

@5 Addteam

Now, click the page you want to view or edit:

‘ ) | i General (seattle Office) % ‘ + - _ o x
& = 0O o £} hitps://teamsimicrasoftcom/ #/tabzas 715-ba Gene T = Lo -
Favarites H Seattle Office > General - Public  No classification
B seorveorice
Conversations  Files Wikiv 2O
General a

WDX 2025 Conference -
:

More
Sample Page

Untitled page

Untitled section
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It will then be displayed:

B 9| O General eatte Offcs) X | v

< = O 0 &) https;//teams.microsoft.com/ #/tabza5e17360-2055-4715-ba3: 1 adid=19:4
4 Search or type a command
Favorite: :
Srenies H Seattle Office > General -
Bl seete Office
Conversstions  Files Wiki~  +

General —_—

Events =
More

Sample Page

Saved: Just now

Section 1

Public | No classification

SO e

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore

et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco Isboris nisi ut

aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse

cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa

qui officia deserunt mollit anim id est laborum.

(You may need to click the Wiki Lists menu button again to close it.)

Accessing Section Options

If you move your mouse over a section when viewing wiki content, you will notice two icons

in the top-right corner:

A | T Genera (seattle Office) < | £ v

&< - O @

B hitps;//teams.microsoftcom/ #/ta

Search or type a command

Favorites

B seorveorice
General

WDX 2025 Conference

Mare

ﬂ Seattle Office > General -

Public | No classification

Conversations  Files Wikiv 2O
Sample Page
Saved: 6m ago
Section 1 5]
Lorem ipsum dolor sit amet, consectetur adipiscing elit. sed do eiusmod temgo
X 3 & Getlink
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercifa
nisi ut aliquip ex ea commodo cansequat. Duis aute irure dolor in reprehendeti T hiove up
esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat ffo
culpa qui officia deserunt mollit anim id est laborum. L Move down
@ Delete

The ellipses opens a menu with the options shown above: you can get a link to the section,

move it up or down in the page, or delete it entirely.
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The speech bubble icon opens the Conversation pane:

A | T Genera (seattle Office) < | £ v

e T O A} B https;//teams.microsoftcom,/ #/tab:ase17360-2055-4715-ba3
“ Search or type a command
Fovertes H Seattle Office > General -
B seerveoffice
Conversations  Files Wikiv =+
General —_—

WDX 2025 Conference

Sample Page

Saved: Just now

Section 1 =]

Lorem ipsum dolor sit amet, consectetur adipiscing elit,

Public | No classification

20 e

Section 1 X

10:08 AM
©  The conversation about Section 1
in Sample Page has begun.

sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea
commodo consequat. Duis aute irure delor in
reprehenderit in voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint occaecat cupidatat
non proident. sunt in culpa qui officia deserunt mollit
anim id est laborum.

G5 section 1in Sample Page

Untitled section

@ Addteam — - —

Here, you can view the conversation, which will be saved back to the main channel and
linked to this wiki. (Notice that the compose box is identical to the one in the main
Conversations tab.) When you are finished, click the “X” to close the task pane.
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Accessing Page Options

Similar options are available for pages and sections in the Wiki Lists menu:

A | T Genera (seattle Office) < | £ v o x
& = 0O B £} https://teams.microsoft.com/_#/tab:a5e17360-2055-4715-ba32-co685ffe7c71/General?threadld=19:4 l bid = L e -
g SEEDCIR0 CTITEE —
Favorites ﬂ Seattle Office > General - Public | No classification
B seeveoffice
— Conversations  Files  Wiki~  + 2O
WDX 2025 Conference =
Mo
sample Page
Section 1
Untitled section
Untitled page R
AT Snsectetur adipiscing elit, sed do eiusmod tempor incididunt ut
£ Get link Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris
consequat. Duis aute irure dolor in reprehenderit in voluptate velit
T Moveup lla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in
L Move down it anim id est laborum
@ Delete

The Conversation icon is not available, but you do have options to get a link to the page or
section (depending on which item is selected), move it up or down in the hierarchy, and

delete the page or section entirely.

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[124]  Microsoft Teams

Activity 2-4: Using the Wiki

In this activity, you will set up a wiki for a channel.

Ensure you have completed all Lesson 1 activities and that Microsoft Teams is
open.

The Files tab of your team’s News and Events channel should be displayed. If not,
navigate to it now:

B | O NewsandEvents Uohn X | £ v

- O x
&~ = 0w B httpsy/teams.microsoftcom/ #/files/Newse20andss20Eventsthread|d=10:15d00d ach80052 7@threa Y y 4w ©
Favorites n John Smith > News and Events # - Public | No classification
More
Jane Gibson Conversations  Files  Wiki 1 7
@i News and Events
B onn smith
Genera

] New & Upload o Getlink B Openin SharePoint + Add cloud storage
News and Events

v Type Name

Modified v 9]
o Event Ideas.xlsx Just now

(vE] Event Planner Template.docx 3m ago

Activity 1-3.pdf Yesterday

# Add team
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3. Click the Wiki tab:

B a ‘ @ News and Events (lohn % ‘ + v

&< - O m @ httpsy/teams.microsoft.com/ #/iiles
4 Search or type a command
Favorite: ]
prente n John Smith > News and Events
More
Conversations  Files Wiki =+
Jane Gibson =
. @i News and Events
B onn smith
General ] New Upload ° Getlink B Open in SharePaint
News and Events
v Type Name
[+ 3 Event Ideas.xlsx
(wE] Event Planner Template.docx

Activity 1-3.pdf

4.

-+ Add cloud storage

Public | No classification

Modified ~ o}

8m ago

11m ago

Yesterday

You will see a new page and section. Name the page “Preferred Vendors.”

B g ‘ 7 News and Events (lohn X ‘ + -

€ > O @ 8w

‘teams.microsoft.com/

“ Search or type a command

Favorites n John Smith > News and Events # Public | No classification
More

Jone Giteon Conversations  Files  Wiki v+ 0
B ‘onn smith =

Genera

News and Events

Untitled section
5. Name the first page “BlueSky Meal Services.”
B g ‘ 7 News and Events lohn % ‘ + v - o

€ > 0@ o

‘teams.microsoft.com/ #,

Z Search or type a command

e ﬂ John Smith > News and Events #
More
Conversations  Files Wiki~ +
Jane Gibson
B sohnsmith =
General

Preferred Vendors

News and Events Saved: Just now

Your content goes here
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6. Click in the content area and type, “Refreshments and snacks. 201-517-3350.”

B a ‘ @ News and Events (lohn % ‘ + v

- o X
& = 0O m B hitpsy/teamsmicrosoft.com/ #/ and tsthreadid=10:1 * = L &
Favertes n John Smith > News and Events # - Rubliio lass healion
M:rejmaiaso‘, Conversations ~ Files  Wiki ~ + O e
B oo EB 7 UV A MEE £ rogeprv | B
General

Preferred Vendors

News and Events Saved: Just now

BlueSky Meal Services

| Refreshments and snacks. 201-517-3350) |

7. Move your mouse over the content area. Click the “Add a new section here” icon:

B o ‘ 5 Newsand Events John X ‘ + v

- m} X
& = O w B hitpsy/teams.microsoft.cam/ /t eadl g = 4 .
Fovortes n John Smith > News and Events # - s | (Moc e
More
Jane Gibson Conversations  Files  Wiki >+ 'O e
B onn smith =
General

Preferred Vendors

News and Events Saved: Just now

v Meal Services

esnments and snacks. 201-517-3350.
@ Add a new section here
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8. Name the new section “ZoomFoods.”

B g ‘ [ News and Events lohn % ‘ + v = [u| X
&~ = 0O 0 £ hitps//teamsmicrosoft.com/ C119F/Ne %20Events?threadid=19:15d! * = Lo -
Favorites : i
e n John Smith > News and Events # -~ pusicliie dasseation
More
Jane Gibson Conversations  Files Wiki~ + D e
B sohn smitn =
eners Preferred Vendors
News and Events Saved: Just now

BlueSky Meal Services

Refreshments and snacks. 201-517-3350.

Your content goes here

9. Clickin the content area and type, “Full range of catering services. 201-973-6992.”

B a ‘ & News and Events lohn X ‘ + v - o x

&< - O m @ httpsy/teams.microsoft.com/

“ Search or type a command

Favorites n John Smith > News and Events # - Public | No classification
More
Jane Gibson Conversations  Files  Wiki >+ O
ane Gibsor A
.qugm.—,l- = B /I U ¥ A WM = E £ | reregephv | H
Generd Preferred Vendors
News and Events Saved: Just now

BlueSky Meal Services

Refreshments and snacks. 201-517-3350.

ZoomFoods R

| Full range of catering services. 201-973-6992.
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10. Now, click the Wikis List menu icon:

B g ‘ [ News and Events lohn % ‘ + v = [u| X
& = 0O W B hitpsy/teams.microsoft.cam/ # =19:15 ¥ Y 1 =
ﬂ John Smith > News and Events #« - s | (Loc=i=lm

i Files Wiki~ + 20
Jane Gibson Expand the Wikis list menu les ; “
B onn smith @

General
Preferred Vendors
News and Events Saved: Just now

BlueSky Meal Services

Refreshments and snacks. 201-517-3350.

ZoomFoods

Full range of catering services. 201-973-6992.

11. Click “Create a new page:”

B a ‘ & News and Events lohn X ‘ + v - o x

&< - O m @ httpsy/teams.microsoft.com/

“ Search or type a command

Favorite: . - —
e n John Smith > News and Events # - ERbRcbellass heation
More
- Conversations  Files  Wiki >+ O
Jane Gibson —
[ R =
General Preferred Vendors

News and Events BlueSky Meal Services

ZoomFoods

1-517-3350.

5. 201-973-6992.

8 Add team P Createa n@a« page
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12. Name the new page “Event Planning Guidelines.”

B a ‘ @ News and Events (lohn % ‘ + v

€ > 0 @ o

‘teams.microsoft.com/_#/t.

“ Search or type a command

Favertes n John Smith > News and Events # Rubliio lass healion
More
Jane Gibson Conversations  Files  Wiki~  + A OIS
ane Gibsor AR

B onn smitn =
eners Event Planning Guideline:

News and Events Saved: Just now

Untitled section

13. Let’s leave this page empty for now. Click the Wikis List menu icon again:

B a ‘ & News and Events John X ‘ + -

) X
A O B hitpsy/teams.microsoft.cam/ /t ents? ¥ = 4 .
Faverites n John Smith > News and Events # Fublic. Mo dlassficstion
More
Jane Gibson Conversations | Files Wiki~ + N OIS
[ R @
General

News and Events

Event Planning Guidelines
Saved: Just now

Untitled section

14. These guidelines should be at the top of the wiki. Click the ellipses next to the
page’s name:

B a ‘ & News and Events lohn X ‘ + -

< > 0O R 8w

teams.microsoft.com/ =/t

“ Search er type a command

News and Events

Favertes ﬂ John Smith > News and Events # (fiF= | Moo=
More
Jane Gibson Conversations  Files Wiki~ + P O
ane Gibsor LU
B onn smitn =
General

Event Planning Guidelines -

Untitled section
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15. Click “Move up:”

B a ‘ @ News and Events (lohn % ‘ + v

€ > 0@ om

Favorites
More

Jane Gibson

B onn smith

General

News and Events

16. The menu will close and the Event Planning Guidelines page will be displayed. Click

‘teams.microsoft.com/_#/tab:

Search or type a command

Public ' No classification

n John Smith » News and Events # -

Conversations  Files  Wiki v+ O e

Preferred Vendors

Event Planning Guidelines

& Getlink

1 Move down

@ Delete

the Wiki Lists menu again to view the new hierarchy:

B a ‘ K News and Events (lohn % ‘ + v

€ > O @ 8w

Favorites
More

Jane Gibson

B onn smitn

General

News and Events

Aeams.microsoft.comy_#/tab:92325861-9612-482b-0620-7956859¢119f/News3%20and9%20Events?threadd=19:15d! g ¥ 4L =

Search or type a command

n John Smith > News and Events # -

Conversations  Files  Wiki ¥+ o ) e

@H\

Event Planning Guidelines
Untitled section

Preferred Vendors

17. Close your browser to complete this activity.
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Summary

In this lesson, you learned how to communicate within channels using messages. You also
learned how to manage messages and files. We wrapped up the lesson with an introduction

to the wiki — a great place to store and discuss channel-related information.

Review Questions

1. How do you mark a message as read or unread?

2. How do you add other services to Microsoft Teams from a channel?
3. What is the difference between a mention and an announcement?
4. How do you “like” a message?

5. What is the structure of the wiki in Teams?
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LESSON 3:
USING OTHER
COMMUNICATION TOOLS

Lesson Objectives

In this lesson you will learn how to:
e Usechat

e Manage meetings and files
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TOPIC A: Using Chat (Part 1)

So far, we have learned about group communication using channels. However, Microsoft
Teams also gives you the ability to communicate privately with other users via chat. Content
from chats will be visible in search results to the people involved, but not to the rest of your

team.

Topic Objectives

In this section, you will learn how to:
e Startachat
e Reply to and continue a chat
e Add other users to a chat

e Use chat message features
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Starting a Chat

To start a chat, click the New Chat icon (next to the search bar) from anywhere in Teams:

a | i General (Seattle Office) X ‘ + v _ o x
N O] &) https://teams.microsoftcom/_#/conversations/General?threadid=19:41aeafe691cf4e268f851204a13fc7 7@
[@ Search or type a command
Favorites H Seattle Office > General - Public | No classification
B seerveoffice
Conversations  Files Wiki +
General —
Events
ore Welcome to the team!
Here are some things to get going...
e
ﬂ L]
Add more people Create more channels Open the FAQ
& John Smith has added Jane Gibson to the team
f | sohn Smith vesterday 2:40 Pr | RUR
L 6 Welcome to Microsoft Teams and the General channel!
« Reply
Start a new conversation. Type @ to mention someane.
@5 Addteam A @ O @B @ - B

The Chat icon from the sidebar will be selected. First, enter a name or group in the To field.
Just as before, you will see a menu with suggestions to complete this field. Click the correct

suggestion:
a|$cha|\Micrcsuﬁieams x4+ v — o X
& S O @R O htps/teamsmicrosoftcom, #/conversations/newchat7cbechat ¥ o L oe
fec To: Janel v
New Chat
Jane Gibson

JGIBSON

@ T-Bot 314
& Accessibility support for Microsoft... _U

Start 3 new conversation. Type @ to mention someone.

A O B
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Any message history will now appear in the main window. You can type your message in the

compose box at the bottom of the window:

+5 | @5 chat|Microsoft Teams % | 4+~ _ o X
| !
&< - O w [ teams.microsoftcom Y oY= Lo’
@ oo e s commend —
Recent ,
To: Jane Gibson X v
New Chat
@T,EM 314 Jane Gibson 4/20/17 9:44 P
Accessibility support for Microsoft... Hello!
Start a new conversation. Type @ to mention someone.
A O B B B

Notice that we have many of the same features as when creating messages in a channel,
including an expanded compose box and the ability to add emojis, GIFs, and stickers.

Also, notice the icon in the corner of the user’s profile icon. In this case, it is yellow,

meaning Jane is away:

This is particularly useful if you need an urgent response from someone, since you can

identify if they are available or not.
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Once your message is complete, press “Enter” or click the arrow to send it:

B = | i Jane Gibson | Micresoft < ‘+ ~ ~ o x

e T O A} £} hitps:/teams.microsoftcom/ #/co tions/19:82bf

4 Search or type a command
Recent . Jane Gibson
@ T-Bot 314
1% Accessibility support for Microsaft... Conversation Files Organization  Activity
Jane Gibson 4/20
@ Hello! Jane Gibson 4/20/17 9:44 P\
©  Hellol

HiJane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. (&

A2 OB B & - %

Replying to a Chat Message

When you receive a chat message, you will see a pop-up notification and a badge next to

the Chat icon on the sidebar:

G SECICRTOCIE

Favorites - Seattle Office > General - Public ' Mo classification
B sestveoffice

General

Conversations.

les  Wiki +
™ .

i cuny vews anu Lven.

Events
John Smith ‘esterdy 420 5
Event Planning Committse  «+e Wlg  Plesse take amoment to review our new branding guidelines.

Marketing Plan.pdf

& Reply

Jane Gibson Vesterday 4:30 P
° Here's the agenda for next week’s conference.

mg Conference Agenda.docx

« Reply

B John Smith has created channel Events. Remove favorite.
Today

John Smith 1002 &
@ The conversation about Section 1 in Sample Page has begun.

E’ S 1| T =
< Reply

John Smith ]
Hi Jane! | just wanted to
confirm we are still meeting..

< Reply

B John Smith changed channel name from WDX 2025 Conference to Events.

Start a new conversation. Type @ to mention someone.

& Add team b & O @ B St o
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Click the notification to go right to the message. If the message disappears before you can

click on it, open Chat and click the bolded item (which indicates it is new):

SO FR0CTITE
& T-Bot v
John Smith

~ Hi Janel | just wanted t... Conversation Help FAQ Videos What's new

314

ons you ask T-Bot may be used to improve its response over time and are subject to the Microsoft services agreement and
tement.

& Did you know we have a mobile ap...

(=
TS

T-Bot Yesterday 10:30
g
@ Hi, I'm T-Bot! I'm here to help you use Microsoft Teams. Just ask me a question like “How
do | send a private message?” or type some keywords like “follow channel"”

To help you get the most out of Microsoft Teams, | may send you some helpful tips and
tricks. Click here for more info on how to control the messages | send you

What can | help you with today?

Did you know we have a mobile app? It's onnected

when you're on the gol Just dick *Download

Download

[rype your questions here

LY QBB - =

e ZEE IR

. John Smith © ®0®
John Smith & Pl
© HiJane! | just wanted to confi Conversation Files Organization  Activity 1
= T-Bot 314
@ Did you know we have a mabile ap... 4/20/17 9:44 PM
Hello!
Today
Last read
John Smith
& Hilane! | just wanted to confirm we are still meeting with the legal team tomarrow at 1. (&
rype 5 new message
LY ¢ QB P E B
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Continuing a Chat

If you want to continue a chat with someone, click the Chat icon from the sidebar and click

the user’s name:

< | @5 Jane Gibson | Micresoft ‘ + v _ o X
c = 0O @ £ hitpsy/teamsmicrosoftcom/ #/conversations/19:526 27be3 4 ¥ x 4 »

Recent .
= . Jane Gibson « Q0

Jane Gibsen 111PM

B e e Conversation Files Organization  Activity
@ T-Bot 3/14
& Accessibility support for Microsoft... Jane Gibson 4/20/17 9:44 PM
Hello!
Today
1:08 PM

Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Jane Gibson  1:11 BM
Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

f'ype a new message

YO OBB @ - [

You will then see your chat history and can create a new message.
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Adding Other Users to the Chat

To add other users to the chat, click the “Add people” icon in the top right corner of the

chat window:

B a | s Jane Gibson | Micresoft x ‘ + - - o x

< - 0@ 6

/teams.microsoftcom/

fecent Jane Gibson Q0 @

Jane Gibson 111PM
© Yes we are. The meeting is in Roo.. Conversation Files  Organization Activity -
™ T-Bot 314

cessibility support for Microsoft... Jane Gibson 4/20)

©  Hello!
Today

1:08 PM
Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Jane Gibson  1:11 BM
©  Yes we are. The meeting is in Room 401 of the Johnson Building. See you then!

Now, enter the user’s name and click “Add:”

= | [ Jane Gibson | Micrasoft ‘ + v _ o =

R O] B hiipsy/teams.micrasofteom/_#/conversations

- ST

Recent . Jane Gibson
Jane Gibson 111PM
@ VYes, we are. The meeting is in Roo... Conversation Files Organization  Activity Add

T-Bot e
cessibility support for Microsoft... Jane Gibson 4/20)

o Hello!
T,

1:08PM
Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Armando Tyler X

Jane Gibson 1:11 P
Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[140] Microsoft Teams

A new message window will be created. (This way, the new user will not have access to your

chat history.)

< | @ Armando and Juliet | Mi | + v _ o X

&~ = O @ O htips;//teams.microsoftcom/ #/conversations/1 9:preview-830

g SEEDCIR0 CTITEE —

Recent Armando, ©Juliet o e
2 participants

Armando and Juliet

Conversation  Files

You're starting a new conversation

Type your first message below.

Type a new message

AO W R &E B

You can now create and send your message as usual.

Using Chat Message Features

You can work with chat messages in the same way as channel messages. You can like a

message, save it, or click the ellipses for more options:

Al i@ Jane Gibson | Microsoft X o _ o x
e T O A} ) https://teams.microsoft.com/_#/conversations/19:82bf6406-ce75-45a8-addb-e27b8372bb7a_fb3c0575-d5H-435d-81ed-0c bid = L e

Recent Jane Gibson 0 e

Jane Gibson 1:11PM

Yes, we are. The meeting is in Roo... Conversation Files Organization  Activity T
@ T-Bot 314
% Accessibility support for Microsaft... Jane Gibson 4/20/17 9:44 PM
Hello!
Today
108M & LR<
Hi Jane! | just wanted to confirm we are still meeting with the legal tez S
& Edit
Jane Gibson  1:11 PN i Delete
Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!
©  Mark as unread

(Note that you can only delete or edit messages you have created.)

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved



[141] Microsoft Teams

Activity 3-1: Using Chat (Part 1)

In this activity, you will start a new chat and send a message.

1. Ensure you have completed all previous activities and that Microsoft Teams is

open. Choose a partner from your class, or ask a friend to help you out. Ensure you

are members of each other’s teams.

2. Click the New Chat icon at the top of the Teams window:

= ‘ @ General (Seattle Office) X ‘ + v — o
e O R\ £ htips;//teams.microsoft.com/_#conversations/General?thread|d=19:4 1aeafe691cf4e268f851204a13fcT 7 @thread. 8 g = 4 »

) e e

“
Favorites n Seattle Office > General - Public | No classification
Bl seete Office
Conversations  Files Wiki +
General —
Events
o Welcome to the team!
Here are some things to get going...
o
d]i [0
Add more people Create more channels Open the FAQ
& John Smith has added Jane Gibson to the team.
| John Smith Vesterday 240 P LR
"o | Welcome to Microsoft Teams and the General channel!
 Reply
Start 2 new conversation. Type @ to mention someone.
& Add team A C OB B Gt B
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The chat window will open. Start typing your partner’s name in the field at the top
of the window. Click their name when it appears:

B a ‘ i Chat | Microsoft Teams X ‘ + ~

€ >0 a [omw

a X
<://teams.micrasoft.com/ #/conversations/newchat7co=chat Pe = 1L, -
feeent To: Jand v
New Chat
Jane Gibson
Jane Gibson Et LA
Call endedt «
Type a new message
A OB B B
4. Inthe compose box, type, “Here is a message for you!”:
= ‘ i Jane Gibson | Microsoft X ‘ + v = o X
<« - O @ @ htips//teams.microsoft.com;_#/conversations/19:82b6406-ce75-4538 27b837:

Search or type a command

Jane Gibson {*
Jane Gibson 3/15

Call ended

Conversation  Files Organization  Activity T
@Trﬁm 314
% Accessibility support for Microsoft...

Jane Gibson 4/20/17 9:44 DIV
Hello!

Here is a message for youl|

A ¢ OB & -
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5. Add a space and click the emoji button:

a ‘ @ Jane Gibson | Microsoft X ‘ + v - o

< - 0O @ £ htips//teams.microsoft.com/_#/conversations

% R — —
flecent Jane Gibson @ o o

Jane Gibson 3/15
@v
o

Call ended Conversation Files Organization  Activity T

ot I
ssibility support for Microsoft... Jane Gibson  4/20;
Hello!

4P\

Here is a message for you!|

vyopgape - =

6.  Click any emoji you like to add it to your message:

a ‘ [ Jane Gibson | Microsoft X ‘ + v — o

&< > 0O @ B nhtips//teams.microsoft.com/_#/conversations/19:5

& P —

fesent . Jane Gibson «

Jane Gibson 3/15
© Callended

Conversation Files Organization  Activity T

™) T-Bot 3/14
% Accessibility support for Microsoft. Jane Gibson  4/20/17 944 P
o Hello!
carch Q
DP0VOO0E
caTaged
5 @ ©® -
iadres
LR
-— - ¢
<o) & A 8
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7. Press “Enter” or click the arrow to send your message:

a ‘ [ Jane Gibson | Microsoft > ‘ + v _ o X

< - 0O @ @ https//teams.microsoft.com,_#/conversations/19:82b6406-ce75-45a8-ad4b-e27b8272bb7a_fb

[ .
= . Jane Gibson © o0

Jane Gibson 3/15
© Callended Conversation  Files Organization  Activity 1
@ T-Bot 3514
%% Accessibility support for Microsoft.. Jane Gibson 4/20/17 0:44 PM

©  Hello!

Here is a message for you! <3|

L e OBB & - >
&
8. Youshould receive a message back from your partner:
a ‘ [ Jane Gibson | Microsoft X ‘ + v _ o x
e RO B https://teams.microsoft.com/_#/conversations/19:82b{6406-ce75-4538-ad4b-e27b8372bb7a_fb3c0575-dsff-4350-81e4-0c ¥ ¥~ 72 B’ -
fecent . Jane Gibson Q0
Jane Gibson 935 AM
© Here is a message for you! Conversation Files Organization Activity =+
@ T-Bot 314
5 Accessibility support for Microsoft Jane Gibson  4/20/17 9:44 PM
o  Hello!
Today
9:35 AM
Here is a message for you! £
Jane Gibson  9:25 AM
Here is a message for you! 1§
Type a new message
Y & OB H - B

(You may not get a notification since you are already in the chat window.)

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved



[145]  Microsoft Teams

9. Move your mouse over the message and click the thumbs-up icon to like it:

Like this message

3saM ee [] o

Here iz a message for you!

lane Gibson 2

10. You should see your partner like your message, too:

= ‘ © (1) Jane Gibson | Micros X ‘ + v - o x
“~ - O B https/teams.microsoft.com/_#/conversations/19:82bf6406-ce75-45a8-ad4b-e27b8372bb7a_fb3c0575-d5ff-435d-81e4-0c hig = Lo,
& e
Fecent Jane Gibson 0 o
Jane Gibson 935 AM
@ Here is 3 message for you! Conversation Files Organization ~ Activity T
Jane Gibson 4/20/17 9:44 PM
Hello!
Today
935 AM w1
Here is a message for you! T
Jane Gibson 9:35 AN 1
Here is a message for you! K
Jane Gibson liked your )
Type a new message e
_ Chat with Jane Gibson
A ¢ OB E -

11. Leave Teams open for the next activity.

2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[146] Microsoft Teams

TOPIC B: Using Chat (Part 2)

In the last topic, we learned how to use basic chat features. In this topic, we’ll explore a few
additional features that can help you get even more out of the Chat feature in teams.

Topic Objectives

In this section, you will learn how to:
e Schedule a meeting from a chat message
e Start video and audio calls
e Use the tabs in the Chat window

e Manage chats
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Scheduling a Meeting from a Chat Message

To schedule a meeting from within a chat message, click the “Schedule meeting” icon in the

compose box:

B a | @5 Jane Gibson | Micresoft | + v — o X

& - O @ Ao

<://teams.microsoft.com/ #/con

Fecant Jane Gibson o e

Jane Gibson T11PM
Yes, we are. The meeting is in Roo... Conversation Files Organization  Activity +
T-Bot 314
ssibility support for Microsoft... Jane Gibson 4720 4 P
Hello!

Today

1:08 PM
Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Jane Gibson  1:11 BM
Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

Type a new message

R _

= | @5 Jane Gibson | Microsoft | + v — o X
& =S 0O 6 O httpsy teams microsoftcom, #/conve s 2bl d bid = 4L e -
Recent New meeting
A Jane
WO Yes
Title Select a channel to meet in
T-8¢
T
D e None (optional) v
Location Invite people )
Microsoft Teams Meeting v Invite someone
Start End Repest [ | Organizer )
ratl. G
Mar 15, 2018 1:30 PM Mar 15, 2018 2:00 PM John Smith
Jsmith@acmewidgets.onmicrosoft.com
Free: © Scheduling assistant
Time Zone Attendees
(UTC-04:00) Atlantic Standard Time v Jane Gibson «
Detsils
B /7 U % A M = E &£ | Pamgephv
Type details for this new meeting
Close Schedule a meeting
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We will take a closer look at this window in the next topic, but for now, know that all you
have to do is enter the details and click “Schedule a meeting.”

B

5 & | @5 Jane Gibson | Micresoft | + v

& = O m £ hitps/teams.micrasoftcom, #/con

Feeent New meeting 0 o
(0 Jane
IO Yesr

Title Select a channel to meet in
] 15 Preparation for Legal and Executive Touchpoint None (optional) v
Location Invite people
Microsoft Teams Meeting v Invite someone
Start End Repeat (]  Organizer
rat1, &
Mar 16, 2013 11:30 AM Mar 16, 2018 12:00 PM John Smith

jsmith@acmewidgets.onmicrosoft.com
Free: No suggestions found @ Scheduling assistant
Time Zone Attendees

(UTC-07:00) US Mountain Standard Time Jane Gibson

Unknown
Details

B I U v A s = E &

Paragraph

Booking some time to prep for our meating with Legal

Close Schedule a meeting

httpsi//teams.microsoft.com/_ ¢ W W E
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The meeting will now be created. Click “Close” in the confirmation dialog:

A | T Jane Gibson | Microsoft < |+ o x
& = O m A ‘teams.microsoft.com pid = L e -
g SEICICTTF0 Cr

() Jane Gibson ¢ o0
I/_\\ Jane
WO Yes,'

Preparation for Legal and Executive Touchpoint

= T-Bc

@

Friday. March 16, 2018 Organizer

3:30 PM - 400 PM (30 minutes) John Smith

Mierosoft Teams Meeting Organizer

vatl, &
Jane Gibson
X Cancel meeting

Booking some time to prep for our meeting with Legal

Join Microsoft Teams Meeting

Learn more about Teams

-
Type a new message
Y2 OB D & - B

You will then be returned to the chat window. The meeting will not appear here, but will be

shown in the Meetings tab on the sidebar.

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[150] Microsoft Teams

Starting Audio or Video Calls

To call someone instead of messaging them, click either Call button at the top of the chat

window:
+5 | @5 Jane Gibson | Micresoft % | 4+ _ o X
&< = 0 m a ‘teams.microsoft.com e = L @

ecent Jane Gibson ¢ (@)

Jane Gibson 111PM
Yes, we are. The meeting is in Roo...

@ T-Bot 314
Accessibility support for Microsoft...

Conversation Files Organization  Activity

Today

1:08 PM
Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Jane Gibson PN
Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

(The left icon starts a video call, while the right icon starts an audio call. You will need a
webcam for a video call, or a microphone/headset for an audio call.) The call will be placed:

| @ 9) MicosoftTeams X [+ _ o x
& > O @ 8 teams.microsoft.com % o~ L e

Search or type a command

Call with Jane Gibson

Web Preview

Calling
Jane Gibson
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And the recipient will see a notification:

John Smith

is calling you

They can accept the call as video or audio. When the call is complete, either user can click

the red icon to hang up.

Call history will be shown in the message window:

Recent T
. John Smith « 0>~

@ John Smith 131PM
WO Callended Conversation  Files Organization  Activity
@ T-Bot 314
© Did you know we have 2 mabile ap... 4/20/17 5:44 PM
Hello!
Today
John Smith 1:08 P

@ Hilane! 1 just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

111PM
Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

Call missed ~ 1:20 PM

T
R, Callended 22m 131PM

Type a new message

LY ¢ QB P E B
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Overview of Chat Tabs

Just as in channels, you will use the Conversation tab to send and view chat messages:

A | T ) Jane Gibson | Micre % |+ v o x

N O] & hitps://teams.microsoft.com/ _#/conversations/19:82bf6406-ce75-45a8-ad4b-e27b8372bb7a_b3c0575-d5ff-435d

Search or type a command

fecent . Jane Gibson
Jane Gibson 131PM
) il | Conversation Files Organization  Activity| =+
@ T-Bot 314
& Accessibility support for Microsoft... Jane Gibson 4/20/17 9:44 P

(] Hello!
Today

1:08PM
Hi Jane! | just wantted to confirm we are still mesting with the legal team tomorrow at 1. &

Jane Gibson  1:11 PIV
©  Yes, we are. The meeting is in Room 401 of the Jehnson Building. See you then!

T'ype a new message

A ¢ QB B E - B

However, there are three other tabs, which work in a similar way as those in channels.
e Files: View and manage all files in this chat.
e Organization: View this user’s position in the organization.
e Activity: View all activity by this user.

Also note the plus sign, which allows you to add custom tabs to the chat window.
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Managing Chats

To manage your chat history, move your mouse over the appropriate entry in the

contextual task pane (while the Chat icon is selected from the sidebar) and click the ellipses:

=l | @5 ) Jane Gibson | Micre X | + v _ o x

< - O @

B https://teams.micrasoft.com/ #/people.activity/19:82bf6406-ce75-45a8-ad4b-e27b8372bb7a_fb3c0575-d5ff-4350-81e4-0 prd v 41o»

S N G —
Jane Gibson Q0
Jane Gibson
| e '“ Conversation Files Organization  Activity T
@T-Eot 7 Favorite
% Accessibility supp
A Mute Sesttle Office/General Here's the agenda for next week’s conference. Vesterday
& Hide

You will see options to mark this chat as a favorite (moving it to a Favorites category), mute
this person (which will hide notifications when they send you a message), or hide this chat

entry entirely.

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[154]  Microsoft Teams

Activity 3-2: Using Chat (Part 2)

In this activity, you will explore additional chat features.

1.  Ensure you have completed Activity 3-1. You should have a chat window open with
your partner from that activity:

B g ‘ [ Jane Gibson | Microsoft X ‘ + - - (m] X
&< - O m £ hitps//teams.microsoft.com/ #/conversations/19:82k 45a8-addb-e27b8372bb7a_fb3 -0c g = L e -
SECER0CTIITE —
fecant . Jane Gibson = Q0
Jane Gibson 935 AM
© Hereis s message foryou! Conversation Files  Organization  Activity +
@T—Bm /14
g Accessibility support for Microsoft Jane Gibson 4/20/17 944 W
©  Hello!
Today
935 AM w1
Here is a message for you! €
Jane Gibson  9:35 Al w1
Here is a message for you!
Type a new message
A OB R E - B

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved



[155] Microsoft Teams

2.  Click the “Schedule a meeting” icon below the compose box:

B o ‘ [ Jane Gibson | Microsoft > ‘ + v - o x
&« = 0 & £ htpe//teame.microsoft.com/ #/convercat bi pid ¥~ 1L o’ o
4 S0 T —
fecent . Jane Gibson 0 o .
Jane Gibson 935 AM
@ Here is a message for you! Conversation  Files Organization  Activity T
@ ot 314
%8 Accessibility support for Microsoft Jane Gibson 4/20/17 9:44 PM
o Hello!
Today
9:35 AM w1
Here is a message for you! $2
Jane Gibson 935 AN w1
©  Hereis a message for you! k
Type a new mess| Schedule a meeting
A ¢ O @B 31 B

3. The “New meeting” dialog will open. Enter “Activity 3-2” in the Title field:

B a | 5 Jane Gibson | Microsoft | + v = o X

& > 0 m A https//teams.microsoftcom/_#/conve:

. T )

S p— 006
Jane
o Here .
Title Select a channel to mestin
T-Be
: Y
A 3 Activity 3-2| None (optional) v
Location Invite pecple
Microsoft Teams Meeting v Invite someone
Start End Repeat [] Organizer
Mear 16, 2018 10:00 AM Mar 16, 2018 10:30 AM . John Smith
jsmith@acmewidgets.onmicrosoft.com
Free: No suggestions found (D Scheduling assistant
Time Zone Attendees.
(UTC-04:00) Atlantic Standard Time ~ Jane Gibson «
Details
B 7 U V¥ A M = E &£ | Puagophv

Type details for this new meeting

Close Schedule a meeting

AN AL 4
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4. By default, the meeting will be scheduled in the next free slot, using Microsoft
Teams as the location. For the purposes of this activity, these settings are fine.
Click “Schedule a meeting” to complete the process:

B a | [ Jane Gibson | Microsoft X | + v

& S0 B & teams.microsoft.com * ¥~ 7 »

r === e
New et 00©

Title Select s channel to meetin

Activity 3-2 None (cptional) v
Location Invite people

Microsoft Teams Meeting v Invite someone
Start End Repeat []  Organizer

Mar 16, 2018 10:00 AM Mar 16, 2018 10:30 AM John Smith

jsmith@scmewidgetsonmicrosoft.com

Free: No suggestions found © Scheduling ssistant
Time Zone Attendees

(UTC-04:00) Atlantic Standard Time ~ Jane Gibson ®
Detais

B I Uw A = E £ | rasgmnv

Type details for this new meeting

Close Schedule a meeting

LN AR R B

5. Close the confirmation dialog:

a | [@? Jane Gibson | Microsoft < | + v

- o X
« S0 fn o tesms.microsoftcom ¥ o= LB
“ Search or type a command s
- ) Jane Gibson < 00®
(1 Jane
&0 Here
Activity 3-2
@ T-B¢ L4
o Acce
Friday, March 16, 2018 Organizer
10:00 AM - 10:30 AM (30 minutes) John Smith
Microsoft Teams Meeting Organizer
(e | ot v
Jane Gibson

X Cancel meeting

Join Microsoft Teams Meeting

Leam more about Teams

v

Type 2 new message

A ¢ O @R @ - B
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Now, let’s see if we have any files in this chat. Click the Files tab:
a‘ﬁ Jane Gibson | Microsoft X ‘ + v

€ > 0 a (B

- o x
s/ /teams.microsoft.com,_¢/conversations/ 10:32b16406-ce75-4588-ad4b-e27b8372bb73_b3c0575 4 h*d = Lo e
Soereh orbyee s onmend —
fecert Jane Gibson
Jane Gibson 935 aM

Here is a message for you!

Conversation Files Organization  Activity +
@Trﬁnt s @
Accessibility support for Microso

Jane Gibson 4/20
Hello!

7 9:44 PN

Today

935 AM w1
Here is a message for you! S

Jane Gibson 935 AN @1

Here is a message for you! (§

You can see that we do not have any files in this chat, but we do have a Share
button that would allow us to add one:

a ‘ @5 Jane Gibson | Microsoft X ‘ + v

€ >0 h (6w

//teams.microsoftcom/ #/flles/19:5

- o X
kL@ -
e p——— | @]

Recent

Jane Gibson {r
Jane Gibson

is @ message for you!

H Conversation  Files Organization ~ Activity T
@Trﬁut 1
g Access

ility support for Microsoft >4 Share

0 %

Share files in this chat.

Everyone can work together on files you upload and create.
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[158] Microsoft Teams

8. Next, click the Activity tab:

a ‘ [ Jane Gibson | Microsoft > ‘ + v

- o X
&< = 0O @ £ htips//teams.microsoft.com/_#, o ddb-e27b8372bl dsff-43 ba2f3tae

#/flles/19

P —
Recent

Jane Gibson {*
Jane Gibson 9:35 AM

Activit 0 o
Here is @ message for you!

Conversation  Files ~ Organization Ad@y +

@

32
Accessibility support for Microsoft.
o {2 Share

0 <

Share files in this chat.

Everyone can work together on files you upload and create.

You should see some of the items that your partner has completed in this course:

B a ‘ [ Jane Gibson | Microsoft X ‘ + v

- a x
P O IR T ———— b-e27b8372bb7a. f03c05

peopleactivity/19:82bf6406-

SZEICRE0CTIES —
Recent

Jane Gibson {r

Jane Gibson 935 AM
Here is a message for you!

Conversation  Files Organization ~ Activity T

= T-Bot 314

Accessibility support for Microsoft

E] Jane Gibsen/General And a special welcome to John Smith!

Vesterday
& JaneG eneral Welcome to the General channel! Vesterday
&) Seattle Office/General Here's the agenda for next week's conference. 314
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10. Let’s mark this chat as a favorite. Move your mouse over your partner’s name in

the task pane:

a ‘ [ Jane Gibson | Microsoft < ‘ + -

< > 0 @

B https;//teams.microsoft.com/

Search or type a command

Recent

Jane Gibson

Jane Gibson

'@ Here is a message for you! Conversation  Files Organization Activity +

= T-Bot 314
fo Accessibility support for Micrasoft..

And a special welcome to John Smith! Yesterday

Welcome to the General channel! Vesterday

& Seattle Office/General Here's the agenda for next week's conference.

11. Click the ellipses and click “Favorite:”

a ‘ [ Jane Gibson | Microsoft < ‘ + -

< > 0 @

B httpsy//teams.microsoftcom/ # ivity/19:6:

Search or type a command

Jane Gibson

Recent

Jane Gibson
/® Here is a message for you!

Conversation Files Organization  Activity T

= T-Bot
fo Accessisilty supp)

Jane Gibson/General And 3 special welcome to John Smith! Yesterday
=y Jane Gibsen/General Welcome to the General channel! Yesterday
E]  Seattle Office/General Here's the agenda for next week’s conference. 314

12. The Favorites category will now be added (if necessary) and this chat will be added
toit:

B a ‘ [ Jane Gibson | Microsoft X | +  w

&~ - O & B htips,//teams.microsoft.com, ty/1 5 b 5 -0 g = L =

oo Jane Gibson * Q0

Jane Gibson 935 AM
= Here is 3 message for you! Conversation Files Organization  Activity
Tecent
™) T-Bot 314
Q Accessibility support for Microsoft.. &) Jane Gibson/General And a special welcome to John Smith! Yesterday
]
Welcome to the General channel! Vesterday
314

& Seattle Office/General Here's the agenda for next week's conference.
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13. Leave Teams open for the next activity.
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TOPIC C: Managing Meetings

In our last topic, we took a quick look at creating a meeting from a chat message. In this
topic, we will take a closer look at the Meetings tab, and learn how to view, schedule, and
create meetings. Note that any meetings scheduled in Teams will automatically be
synchronized with Microsoft Outlook. You can also use Outlook to schedule Teams

meetings.

Topic Objectives

In this section, you will learn how to:
e Use the Meetings tab
e Use Agenda View

e Schedule, edit, join, and cancel meetings
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Using the Meetings Tab

To start, click the Meetings icon in the sidebar:

= | i Events (Seattle Office) | ‘ + v _ o
& = 0O B B htips://teams.micrasoft.com/ #/conversations/Events?ihread ead.skype8uc pid = 2 o’ -
g SO0 CTIETE —
Favorites H Seattle Ofﬁce > Events . . Public = No classification
B seerveoffice
. Conversations  Files Wiki +
General Soneeraton:
Events
More
. LY
|
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
=] John Smith changed channel name from WDX 2025 Conference to Events.
Start a new conversation. Type @ to mention someone.
@5 Addteam A @ Q@ @ B S e >
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You will see the Meetings window:

Al i Status Update (Meeting X o _ o x
e T O A} 8 https://teams.microsoft.com/_#fcalendar?meetingld=AAMKADVMNzIhYWFILTEANEtNDI2Yi1iOTAZL TgwZ TKSNTIZTZKNQB bid = L e

Status Update “

Organizer
Thursday, March 15, 2018

4:00 PM - 4:30 PM (30 minutes) ‘ John Smith
Seattle Office / General Y Organizer

Attendees
Chat with participants

Seattle Office
Unknown
You are the organizer.

X Cancel meeting

Join Microsoft Teams Meeting

Leam more about Teams

Status Update

Seattle Office / General

This is a Microsoft Teams online meeting. Everyone can join online. Edit

[] Schedule a meeting 5

Just as with other views, a task pane on the left shows key elements. The current date and
navigation arrows (1) are at the top of this pane. The selected day’s events (2) are shown
in the main part of the pane, sorted by time. (Note that the current time is marked with a
red line on the current date.) You can change this view using the view icon (3) in the top
right of the pane. The next event’s details will be shown in the main window on the right
(4). (Click any item from the calendar to see that event’s details instead.) At the bottom of

the task pane on the left, you can also schedule a meeting (5).
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Using Agenda View

Let’s take a look at Agenda View, which can be accessed using the icon in the top right of

the Meetings task pane:

B a | @ Status Update (Meeting ‘ + v - o x

&~ = O @ 8 htipsy/teams.microsoftcom/ #/calend

tingld =AAMKADVmMNzIhYWFILTE4NJEtNDI2

Search or type a command

> Today

All day

@ Status Update

Crganizer
P Thursday, March 15, 2018
pm )
4:00 PM - 4:30 PM (30 minutes) @M, John Smith
Seattle Office / General W Organizer

Attendees
Tpm Chat with participants

Seattle Office
Unknown

You are the organizer,

X Cancel meeting

PP Stotus Update . . .
Seattle Office / General Join Microsoft Teams Meeting

Learn more about Teams

This is a Microsoft Teams online meeting. Everyone can join online Edit
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This view focuses on upcoming meetings:

B a ‘ i Status Update (Meeting X | + v _ o x

& > O @ | A hips/teamsmicrosoftcom/ #/calendar

d F e
Agenda
Today Status Update “

| Status Update

400 pm - 430 pm

N Organizer
L Sz 1Giey Sl Thursday, March 15, 2018
. 400 PM - 4530 PM (30 minutes) @M, lohn Smith
omorrow Crgani
Seattle Office / General & organizer

| Preparation for Legal a...

3:30 pm - 4:00 pm Join Attendess
B Microsoft Teams Meeting Chat with participants

Seattle Office
Saturday 3/17 Unknown
You are the organizer.

Mzetings

All day events (1)

Sunday 3/18 X Cancel mesting

Al day events (1)

Monday 3/19

No upcoming meetings.

Join Microsoft Teams Meeting

Learn more about Teams.

This is a Microsoft Teams online meeting. Everyone can join online. Edit

[ Schedule a meeting

Click the Day View icon in the top right to toggle back to the default view.

Scheduling a Meeting

To schedule a new meeting from the Meetings tab, click the “Schedule a meeting” button in

the task pane:

B a ‘ @ Status Update (Meeting X | + v - o X

&~ - O m () https://teams.microsoft.com/_#/calendar

mNZIYWFILTE4NJEtNDI2i1i0TAZLTg

“ Search or type a command

{ > Tomorrow =

Status Update

Organizer
Tzpm Thursday, March 15, 2018
400 PM - 4:30 PM (30 minutes) @M, John Smith
Seattle Office / General & organizer

Tpm " - Attendees
Chat with participants

Sesttle Office

Unknown
You are the organizer,
2om
X Cancel meeting
3om
Preparation for Legal and Execu.
Microsoft Teams Mesting
4pm
Join Microsoft Teams Meeting
Learn more about Teams
Spm
6pm

This is a Microsoft Teams online meeting. Everyone can join online. Edit

duli ameeting
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The “New meeting” dialog will open:

<= | @ Status Update (Meeting X | +
| I

< S

O 6 -6 teams.microsoftcom ¥ = L.
O New meeting

3pm

4pm

Spm

6pm

Hub (Favorites, reading list, history, and downloads)

Select a channel to meet in

None (optional)

Smith

o nizer

tle Office

Invite people

v Invite someone

Repeat [

I \ John Smith -
nith@acmewidgets.onmicrosoft.com
© Scheduling ass’s«amo

~

End Organizer

3:30PM Mar 15, 2018

B 7 U % A & = i &

Paragraph

Type details for this new mesting

Close Schedule a meeting

Let’s explore its options.

1.

2.

Enter the title of the meeting.

Choose a location. By default, this will be an online Teams meeting, but you can also
choose another location that has been configured by your organization in Active

Directory.

Set the start and end time and date. An option to repeat this meeting is also

included.

Click the “Scheduling assistant” link for help in choosing a time when all attendees

are free. (This is similar to the Microsoft Outlook feature of the same name.)
Choose the time zone for the meeting.

Choose a channel for the meeting. This is optional but allows any member to join

the meeting, and posts meeting details in the channel.

Specify meeting attendees by typing their name. (You can also add groups.) Current

attendees and the organizer will be listed below this field.

Enter the details of the meeting. Note the formatting options, which are quite

similar to the options when creating a channel or chat message.
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9. Click Close to save a draft of this meeting, or click “Schedule a meeting” to complete

the process.

Here is a sample dialog:

B 4a | i3 Ststus Update (Meeting | + v _ o %
& - 0O m ) hitpsy//teams.microsoft.com/_# Nzlh
4 Search or type a command
2T New meeting
All day evel
Title Select 2 channel to meet in
Performance Check-Up None (optional) v
12pm
Smith
Location Invite people 1=
Microsoft Teams Meeting v Invite someone
Tpm
Start End Repeat [ organizer tle Office
Mar 21, 2018 10:00 AM Mar 21, 2018 10:30 AM John Smith e
2pm jsmith@acmewidgets.onmicrosoft.com
Free: Mar 211000 - 10:30am, 9:30 - 10:00am, 1030 - 11:00am ... © Scheduling assistant
Time Zone Attendees
(UTC-04:00) Atlantic Standard Time v Jane Gibson
2pm x
Unknown
P Detils
M
J A = = h~
aom B 7 U T A A = E & | roragen
Time for our quarterly performance check-in. Please review my comments on
RateMe before our meeting.
Spm
fpm
Thi i 2 Miccso Tearns enfine meeting, Everyons ca i Close Schedule a meeting
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Once you click “Schedule a meeting,” you will be prompted to confirm the details. (Note
that there are also options to edit, cancel, or join it, and to create a chat with meeting
participants.) Click “Close” to continue:

- | @5 status Update (Meeting | + v _ o x
R O] 8 https://teams.microsoft.com/_#/calendarzmeetingld=AAMKADVMNZIhYWHILTEANJEINDI2Yi1i0TAZLTgWZ TKSNTjZTZKNQS bd v 1 =

- EE RO

< > Today =

A TS

Performance Check-Up

12pm

Wednesday, March 21, 2018 Organizer e
10:00 AM - 10:30 AM (30 minutes) John Smith =
Microsoft Teams Meeting Organizer
1pm
Jane Gibson -

2Zpm
X Cancel meeting

3pm Time for our quarterly performance check-in. Please review my comments on RateMe
before our meeting.

Join Microsoft Teams Meeting
5pm

Learn more about Teams

pm o
This is a Microsaft Teams online meting. Everyone can join online.

[E] Schedule a meeting

The meeting will be added to the calendar of everyone attending it.
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Editing a Meeting

To edit a meeting, locate it in the calendar and click on it. This will display its details in the

window on the right:

= ‘ 8 Performance Check-Up X ‘ + v _ o X

&« > O m B httpsy//teams.microsoft.com/

“ Search or type a command
< Wednesday 3/21 =
All day events (1) Performance Check-Up
8am
Organizer
Wednesday, March 21, 2018
9am 10:00 AM - 10:30 AM (30 minutes) 0 John Smith
Microsoft Teams Meeting &Y Organizer

] Attendees
Meetings Chat with participants

[T Performance Check-Up Jane Gibson
Teams Mecting Unknown
h You are the organizer.

X Cancel meeting

1am
Time for our quarterly performance check-in. Please review my comments on
RateMe before our meeting
12pm
Tpm
Join Microsoft Teams Meeting
Leam more about Teams
2om
3pm
Edit
N lick “Edit” in the wind he right:
ow, clic it” in the window on the right:
B a ‘ 33 Performance Check-Up X ‘ + v _ o X
&~ = O o 1 httpsy//teams.microsoft.com, MNZIhYWFILTE4NJEENDI2Yi1i0TAZLTg:
“ Search or type a command
< Wednesday 3/21 =
Al day sverts (1) Performance Check-Up
8am
Organizer
Wednesday, March 21, 2018
am 10:00 AM - 1030 AM (30 minutes) @ ohn Smith
Microsoft Teams Meeting @ Organizer

] Attendess
Mestings Chat with participants
ST performance Check-Up Jane Gibson
Microsoft Teams Meeting 7 Unknown
You are the organizer.

X Cancel meeting

1am
Time for our quarterly performance check-in. Please review my comments on
RateMe before our meeting.
12pm
1pm
Join Microsoft Teams Meeting
Leam more about Teams
2om
3pm

Schedule a meeting E
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The meeting dialog box will open:

B @ @ PerformanceChecep X | v ~ o x

& - O m £ httpsy/teams.microsoftcom, &/cale

nNzZIhYWFILTE4NJEtNDI2Y

Private meeting

< ow
Alldoyeve  Title Invite people
gam Performance Check-Up Invite someone
Location Organizer
o Microsoft Teams Meeting v John Smith Smith
jsmith@scmewidgets.onmicrosoft.com |
Start End Repeat [ |
Mar 21, 2018 10:00 AM Mar 21, 2018 10:30 AM Artendecs
w0am [ § Gibson
Jane Gibson »
Free: Mar 21 9:30 - 10:00am, 10:30 - 11:00am, 9:00 - :30am © Scheduling assistant Tentative jo
Details
11am 7 - ;
B 7 U v A M i & Paragraph
Time for our quarterly performance check-in. Please review my comments on
RateMe before our meeting.
12pm
pm
Join Microsoft Teams Meeting
Leam more about Teams 3
2pm
3pm

m Close Cancel meeting Update

As you can see, it is almost the same as the original “New meeting” dialog. Simply make

your changes and click Update. Or, click “Close” to cancel the process.
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Joining a Meeting

When it is time to join the meeting, it should be automatically displayed in the left side of
the Meetings window. Ensure your webcam or microphone is connected and configured,
and click Join:

= | @5 Status Update (Meeting ‘ + v _ o X

& = 0O m & hiips://teams.micrasoftcom/ #/calendar g1d=AAMKADVMNZIhYWFILTEANJEINDI2Yi1iOTAZL TgwZ TKSNTIZTZKNQB b d = 41 e

> Today
Al day events (0) Status Update ?

2pm
Organizer
Thursday, March 15, 2018
3:45 PM - 4:15 PM (30 minutes) \  John Smith
Seattle Office / General &V  Organizer
2pm
Attendees
Chat with participants
Status Update Seattle Office
Seattle Office / General Unknown

You are the organizer.

X Cancel meeting

Spm

6pm
Join Microsoft Teams Meeting
Learn more about Teams

Tpm

8om

This is a Microsoft Teams online meeting. Everyone can join online. Edit

[ Schedule a meeting
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You will then be placed in the meeting. When the meeting is finished, click the red icon to

hang up and leave:

+= | @5 o) status Update (Mee X | + = o X
< O n 6 teams.microsoftcom, o L.

“ Search or type a command '

Status Update 0025 = S

Web Preview

John Smitt &
o Jonnsmith Z

Jane Gib: &
o JaneGibson &
uggestions

Armando Tyler
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Cancelling a Meeting

To cancel a meeting, locate it in the calendar and click it to display its details. Then, click

“Cancel meeting:”

B a | @5 Performance Chedk-Up X | + v - o X
&~ = O @ & htipsy/teams.microsoftcom/ # MNzIhYWFILTE4NJENDI2
& Search or type a command
< Wednesday 3/21 =
Allday svents (1) Performance Check-Up
Tam
Organizer
Wednesday, March 21, 2018
10:00 AM - 10:30 AM (30 minutes) John Smith
8am Microsoft Teams Meeting Organizer
Attendees
Meetings Chat with pai
. Jane Gibson
d em Unknown
You are the organizer.
B cancel meeting
IS performance Check-Up
Microsoft Teams Meeting
Time for our quarterly performance check-in. Please review my comments on
RateMe before our meeting
11am
12pm
Join Microsoft Teams Meeting
Leamn more about Teams
1pm
] Schedule a meeting
H “ H ” H .
Click “Cancel meeting” to confirm the process:
= | @5 Performance Check-Up X | + v — o X
& =S 0O 6 8 https://teams.microsoftcom/_#/c iz bid = L &
e Search or type a command is?
< > Wednesday 3/21 =
Allday events (1) Performance Check-Up
Tam
Organizer
Wednesday, March 21, 2018
10:00 AM - 10:30 AM (30 minutes) o John Smith
Bam Microsoft Teams Meeting Crganizer
Attendees

r—

5 (‘ Jane Gibson
am
[ | Unknown

Are you sure you want to cancel this meeting?

Performance Ch

Tlam

12pm
Join Microsoft Teams Meeting
Leam more about Teams

1pm

2pm

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[174]  Microsoft Teams

Activity 3-3: Managing Meetings

In this activity, you will create and edit a meeting.

1. Ensure you have completed all previous activities and that Microsoft Teams is
open. Choose a partner from your class, or ask a friend to help you out. Ensure you

are members of each other’s teams.

2.  Click the Meetings icon in the sidebar:

| G Jane Gibson | Microsoft X | b v

&~ = O m B https://teams.microsoftcom/ #/people.activity/19:22bf6406-ce75-45a8-ad4b-e27b8372bb7a_fb3c0575-d5ff-425d-81e4-0

Faverites Jane Gibson * Q °

Jane Gibson 9:35 AM
Here is a message for you! Conversation  Files Organization  Activity 1
Recent
@ T-Bot 3114
'3 Accessibility support for Microsoft.. And a special welcome to John Smith! terday
terday

Welcome to the General channel!

Here's the agenda for next week's conference.
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3.  Your next meeting will be displayed in the right side of the window. Review its

details:

a ‘ 3 Activity 3-2 (Meetings) | X ‘ + v - o X
~ = O M 3 hitps//teams.microsoft.com/_#/calenda d=AAMKADVMNZIVWRLTEAN]EENDI2Vi1iOTAZL TgwZ TKSN
© Search or type 3 command
> Today =
Al day events (0) Activity 3-2
12am
Organizer
Friday, March 16, 2018
Tam 10:00 AM - 10:30 AM (30 minutes) gn) [ohn smith
Microsoft Teams Meeting W Organizer
Attendees
Chat with participants
2am Jane Gibson
You are the organizer.
3am X Cancel meeting
4am
Sam Join Microsoft Teams Meeting
Learn more about Teams
Gam
7am
[ Schedule a meeting

(If nothing is displayed in this window, skip to the next step.)

4. Click the icon in the top right corner of the task pane to switch to Agenda View:

= ‘ @8 Activity 3-2 (Meetings) | X ‘ + v - o X

<~ - O M A htips/teams.microsoftcom/_#/calendar?

Agenda view
> Today =
Al day events (0) b Activity 3-2
12am

Org:
Friday, March 16, 2018

1am 10:00 AM - 10:30 AM (30 minutes) 47, John Smith

Microsoft Teams Meeting W Organizer

Attendees
Chat with participants

o Jane Gibson

Unknown

You are the organizer.

3am X Cancel mesting
am
Sam Join Microsoft Teams Meeting

Leam more about Teams

[ Schedule a meeting
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5.  Review your upcoming meetings. Then, click “Schedule a meeting” at the bottom

of the task pane:

a ‘ @8 Activity 3-2 (Meetings) | X ‘ + v = o X

& - 0O m & https://teams.micrasoft.com/

WFiLTEANEtNDI2!

E1 Search or type 3 command

Agenda F
Today Activity 3-2

Activity 3-2

10:00 am - 10:3C am Join

. Organizer

B Microsoft Teams Meeting Friday, March 16, 2018

Preparation for Legal a 10:00 AM - 10:30 AM (30 minutes) John Smith
| 13 P 00 gl a- Join Microsoft Teams Meeting Y Organizer

330 pm - 400pm

o ft Teams Meeting

Attendeas
B Chat with participants

Jane Gibson

Allday events (1) Unknown

Sunday 3/18 You are the organizer.
Al day events (1) X Cancel meeting
Monday 3/19
No upeoming meetings.
Tuesday 3/20

No upcoming meetings.

Join Microsoft Teams Meeting

Leam more about Teams

edule a meeting

6. The “New meeting” window will open. Type, “Activity 3-3” in the Title field:

B a ‘ @5 Activity 3-2 (Meetings) | < ‘ + v - o x

< - 0O @ £ htips//teams.microsoft.com/_#

“ Search or type a command

Soeni New meeting
Today
Activity [ Tize Selecta channel to meetin
2ot | Aciiy 3 N: I
Cree] ctivity 3- one (optional) v
Smith
Preparz  Location Invite people |
330pm Microsoft Teams Meating v et ZEREEE
B Micre
Tomomow  Start end Repeat [ onganizer Gibson
Alldaye |
Mar 16, 2018 10:30 AM Mar 16, 2018 11:00 AM A ohn Smith
Sunday 3/1 Y jsmith@acmevidgets.onmicrosoft.com
Aldaye © Scheduling assistant
Monday3)  T™eZone
Noupee  (UTC-04:00) Atlantic Standard Time v
Tuesday 3/
Details.
No upee
B 7 U 'Y A M = E & | Pasgaphv

Type details for this new meeting

Close Schedule a meeting
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7. Leave the Location as “Microsoft Teams Meeting.” Set the meeting to start one

hour from now:

| 8 Activity 3-2 (Meetings) | X I+ v - = -

& - 0O m & https://teams.micrasoft.com/

WFiLTEANEtNDI2!

=1 Search or type a command

Aosnd2 New meeting
Today
Activity Title. Select a channel to meet in
10:00 am
B Ay 33 None (optional) v
Smith
Preparz  Location Invite people |
330pm
o= Microsoft Teams Meeting v Invite someone
B Micre
Tomorrow  Start End Repeat ] organizer Gibson
Allday e |
Mar 16, 2018 10:30 AM Mar 16, 2018 11:00 AM . John Smith
Sunday 3/1 jsmith@acmewidgets.onmicrosoft.com
Aldaye © Scheduling assistant
Monday3) ~ TmeZon
Noupee  (UTC-04:00) Atlantic Stand v
Tuesday 3/
124
Nowpes DS

12:30 PM

B 7 U'w A M =

Paragraph

Type details for this new meeting

Close Schedule a meeting

8. Leave the duration as half an hour (the default setting.) Click in the “Invite people”
field:

= | 8 Activity 3-2 (Meetings) | X ‘ I - = -
& > O @ 6 hips/eamsmicosoftcom/ # oId—AAMKADVMNZIHVWFTEANGEINDIZYOTACTo

E1 Search or type a command

Aosnd2 New meeting
Today
Activity Title. Select a channel to meet in
10:00 am
B Ay 33 None (optional) v
Smith
Prepars  Location Invite people niner
330pm
B Microsoft Teams Meeting ™ Invitgrsomeone
o - £nd Repeat (] organier Gibson
Allday e
v Mar 16, 2018 11:00 AM Mar 16, 2018 11:30 AM John Smith =
Sunday 3/1 jsmith@semevidgets.onmicrosoft.com
Aldsye © Scheduling assistant
Monday3) ~ TmeZon
Noupee  (UTC-04:00) Atiantic Standard Time v
Tuesday 3/
Details.
No upce
B 7 U % A M = = &£ | Ppaagaphv

Type details for this new meeting

Close Schedule a meeting
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9.

Start typing your partner’s name. Click on it when it appears:

B a ‘ @5 Activity 3-2 (Meetings) | < ‘ + v

< - O @

Agenda
Today

Activity
10:00 am

B Micre

Preparz
330 pm
B Micre

Tomorrow
Alldaye

Sunday 3/1
Alldaye
Monday 3/
No upce

Tuesday 3/
No upee

8 https/teams.microsoft.com/_#,

A Search or type a command

New meeting

Tite

Activity 3-3

Location

Microsoft Teams Meeting v
Start End Repeat []
Mear 16, 2018 11:00 AM Mar 16, 2018 11:30 AM

© Scheduling assistant
Time Zone
(UTC-04:00) Atlantic Standard Time v
Details
B /7 U % A M = E £ | Paagoph>

Type details for this new mee

ng

Select a channel to meetin

None (optional) e
Smith
Invite people nizar
Ja
Jane Gibson Gibson
JGIBSON
onn

[Emith@ scmewidgets ormierosott.com

Close

hedule a meeting

10.

Click “Schedule a meeting” to save your changes:

a ‘ [ Activity 3-2 (Meetings) | X ‘ + v

< - O @

Agenda

Today
Activity
10:00 am
B Micre

330pm

Preparz
B Micre

Tomorrow
Allday e

Sunday 3/1
Allday e
Monday 3/
No upce

Tuesday 3/
No upce

& https;//teams.micrasoft.com/ #,

= Search or type a command

New meeting

Title

Activity 3-3
Logation

Microsoft Teams Meeting v
Start End Repeat [ |

Mar 16, 2018 11:00 AM Mar 16, 2018 11:30 AM
Free: No suggestions found © Scheduling assistant
Time Zone

(UTC-04:00) Atlantic Standard Time v
Details

B / U ¥ A M = E &£ | Paagephv

Type details for this new mee

Select a channel to meetin

None (optional) v
Smith
Invite people B
Jnvite someone
Orgarizer Gibson
un
John Smith

jsmith@acmewidgets.onmicrosoft.com

Attendess

Jane Gibson %

Close
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11. Inthe confirmation dialog box that appears, review the meeting details. Click

“Close” to return to Teams:

| 8 Activity 3-2 (Meetings) | X I+ v - = -
< > 0 @ A https//teams.microsoft.com/_#/calendarmeetingld=AAMKADVMNZIWYWRLTEANJEN DI2Yi liOTAZLTgwZ TKSNT)ZTZKNQB bie = 7 »

Search or type a command s

B

Agenda

Lo o o
Today Join

Activity ity 3-
e Activity 3-3

B Wicre
Friday, March 16, 2018 Organizer

 Smith
| Activity 11:00 AM - 11:30 AM (30 minutes)

John Smith nizer

T00am  Microsoft Teams Meeting Organizer

B Micre

e il Attendees

330pm

_ own
B vicre Jane Gibson

Tomorrow X Cancel meeting
Allday e

Sunday 3/1
Alldaye
Monday 3/

No upce

sy oin Microsoft Teams Meeting

No upce

Learn more about Teams

chedule a meeting

12. Leave Teams open for the next activity.
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TOPIC D: Managing Files in

Teams

Earlier, we learned how to manage files from channels. However, Teams also offers some
options for managing all of your files, as well as files stored on OneDrive and other

connected services.

Topic Objectives

In this section, you will learn how to:
e Use the Files tab in Teams
e View and manage files from different sources

e Add and manage cloud storage
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Using the Files Tab in Teams

Click the Files icon in the sidebar to begin:

B a | @ General (Seattle Office) X ‘ + v -

& 2> O @ Aaw

/[teams.microsoft.com/ # readl

B seeveoffice

Conversations  Files Wiki +
General —

lay 4:30 PM
Here's the agenda for next week's conference.

M
e onference Agenda.docx

« Reply

Events Jane Gibson

B John Smith has created channel Events. Remove favorite.
Yesterday

John Smith Yesterday 10:08 AM
The conversation about Section 1 in Sample Page has begun.

E‘P Section 1in Sample Page

« Reply
B John Smith changed channel name from WDX 2025 Conference to Events.

1 John Smith Yesterday 3:18 PM
o | scheduled a meeting

Status Update

Thursday, March 15, 2018 @ 3:45 PM

St Status Update ended: 3m 3s ©0

& Reply

Start a new conversation. Type @ to mention someone.

5 Add team Ay @ @ @ & G e B

g XTI —

Favorites H Seattle Office > General - Public | No classification

The Files window will open:

B a | @5 Files | Microsoft Teams ‘ + v —

6 % O @ £ httpsy//teams.microsoft.com/ #/

@ Search or type a command

Views .
) Microsoft Teams
@® Recent
Micresoft Teams Type Mame Madified v Location
Cloud storage
x| Marketing Project Planxsx 3714 /sites/SeattleOffice71/Shared...

& OneDrive

% Dropbox ] Conference Agenda.docx 3714 /sites/SeattleOffice71/Shared...

Marketing Plan.pdf 3/14 Jsites/SeattleOffice71/Shared...

+  Add cloud storage
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On the left, you can choose what source you want to view files from. (Notice that here, a
Dropbox account is listed since it was previously added via a channel.) The files in the

selected source will be displayed in the main part of the window on the right.

Viewing Files

Click any file to view it:

ES) | [ Files | Microsoft Teams X | + = [u] X
N O A ) https//teams.microsoft.com/ #/my/file-aggregate g = Lo’ -
g SRR _
Views be 1
s Microsoft Teams

(O Recent

@i Microsoft Teams Type Name Medified = Location o]

Cloud storage

[xEl Marketing Project Plan.xisx 3/14 [sites/SeattleOffice71/Shared..
@ OneDrive
% Dropbox Mﬁdadum [sites/SeattleOffice71/Shared...

Marketing Plan.pdf 3/14 fsites/SeattleOfficeT1/Shared...

It will then open in Teams:

B | b DOCX File viewer | Micn X ‘+ v - o x

&« > 0O @ 8 https://teams.microsoft.com/_#/docx/viewer/aggregatefiles/https:~2F ~2Facmewidgets.sharepoint.com~2Fsites~2FSeatt] Pre ¥~ 1 e

g Sl —
m§ Conference Agenda.docx . Close

Conference Agenda

7:00 pmto 9:00 pm ‘ Registration and Reception

7:30 amto 8:00 am Continental Breakfast
Opening Ceremonies
Keynote Addresses:
Name, Company 1
Name, Company 2
10:00 amto 10:30 am |Break

8:00 amto 10:00 am

10:30 amto 12:00 pm |Presentation: Sales and Marketing
Lunch
12:00 pmto 1:30 pm Keynote Address:

@ PaGE1OF1 Br =
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Let’s take a moment to explore the commands in the top-right corner of the window. These
will vary depending on the file type, but for Microsoft Office documents you should have

the following options:

e Edit: Click this icon to edit the document in Word Online. Or, click the drop-down

arrow to download the document or open it in SharePoint.
e Close: Return to Teams.

e Ellipses (More Options): Download the document or open it in SharePoint.

Managing Files

Click the ellipses next to a file’s name to see options for managing it:

alm Files | Microsoft Teams ‘+ v _ o %
& > 0 0 £ hitpsy/teams.microsoft com/_#/my/file-aggregate bAd = L.

© Search or type a command

@ Recent

Yiews ii Microsoft Teams

.
@i Microsoft Teams g Name Modified »

Cloud storage

Conference Agenda.docx

& OneDrive

% Dropbox [ xE} Marketing Project Plan.xlsx 3/14

] Marketing Plan.pdf 3114

C

Location
/sites/SeattleOffice71/Shared...

/sites/SeattleQ @ Editin Teams

@3 Open in Word Online
Jsites/SeattleQ
@3 OpeninWord
L Download

& Getlink

These options may differ slightly depending on the file type. However, the menu will be

available no matter where the file is stored (Teams, OneDrive, cloud service, etc.).
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Adding and Managing Cloud Storage

In Lesson 2-C, we learned how to add cloud storage when working with the Files tab in a

channel. The same command is available in the Files window:

< | @5 Files | Microsoft Teams ‘ + v - o X
& = O @ B nips/teamsmicrosoftcom, #/my/fle-agoregste o LoE
5 ZZIE IR
Views ve o ..
) || Microsoft Teams
@® Recent
i Microsoft Teams Type Name Modified » Location O
oud storage
v ] Conference Agenda.docx 3m ago Jsites/SeattleOffice71/Shared...
& OneDrive
% Dropbox i Marketing Project Plan.xisx 3714 Jsites/SeattleOffice71/Shared...
] Marketing Plan.pdf 3714 Jsites/SeattleOffice71/Shared...

+  Add cloud storage

To sign out of a connected service, move your mouse over the account name, click the

ellipses, and click “Sign out:”

A | T Fles| Microsoft Teams < | £ v o x

& D R O nips/teamsmicosoftcom, #my/fle sogeaste ¥ ¥ L ow

XTI —

ii Microsoft Teams

Views
@® Recent

@is Microsoft T
it Microsoft Teams Type Name Modified v Location O

Cloud storage
] Conference Agenda.doex 3m ago Jsites/SeattleOffice71/Shared...
@ OneDrive

e W o signout keting Project Plan.dsx 3/14 Jsites/SeattleOffice71/Shared...

Marketing Plan.pdf 3/14 Jsites/SeattleOffice71/Shared...

It will now be removed from the list, and will need to be reconnected to be used again.
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Activity 3-4: Managing Files in Teams

In this activity, you will review the Files tab in Teams.

1. Ensure you have completed all previous activities and that Microsoft Teams is
open.

2. Click the Files tab in the sidebar:

B a ‘ E Activity 3-2 (Meetings) | X ‘ + -

Agenda
Today Activity 3-2 “

& - O m ) https://teams.microsoft.com;_#/calendar?meetingld=AAMKADVMNzZIhYWFILTEANJEENDI2Vi1iOTAZL TgwZ TKSNTIZTZKNOB g = L e

Activity 3-2
10:00 am - 10:30 am Join )

: rganizer
@ Microsoft Teams Meeting Friday, March 16, 2018
Activity 3-3 10:00 AM - 10:30 AM (30 minutes) 2B John Smith
-m:. 130 5m Join Microsoft Teams Meeting O organicer
& Microsoft Teams Meeting

- Jane Gibson
330 pm - 4:00 pm Join

Unknown
B Microsoft Teams Meeting

3 - Attendees
Chat with participants
| Preparation for Legal a...

You are the organizer.

Tomorrow X Cancel meeting

All day events (1)
Sunday 3/18

All day events (1)
Monday 3/19

No upcoming meetings.

Tuesday 3/20 Join Microsoft Teams Meeting
No upcoming meetings.
Learn more about Teams

E] Schedule a meeting
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3. The Recent category should be selected from the task pane on the left. (If not,
select it now.) You should see the Event Ideas file we created in Activity 2-3. Notice

the location of the file — your team and channel:

B a ‘ @ Files | Microsoft Teams X ‘ + v o X
& S0 @ & hitpsy//teams.microsoftcom/_#/my/file Y = 1L »
= e _
— @ Recent
(© Recent
@ Microsoft Teams Type Name Modified ~ Location 0
Cloud storage
[} Event Ideasaxsx Yesterday JohnSmith / News and Events ~ *+*
@ OneDrive
%3 Dropbox ] Flourless Fudge Brownie Cookies.docx 12/6/17 Jsmith's OneDrive / Personal I...
v} Draft Team Schedule for March.docx 9317 Jsmith's OneDrive
[} Continuous Improvement Notebook 52717 Continuousimprovement / Site...
w5} Activity 2-2.docx 5/23/17 ABC Widgets Inc / Lesson 2
m Team Ideas 52117 Jsmith's OneDrive
] Action Listxitx 3/18/17 documents / Process Improve.
7] New Hire Training.pptx 2/8117 ABC Widgets Inc
@ New Hire Training pptx 25817 Unknown
@ Department Template.pptx 2517 ABC Widgets Inc
m Hiring Notebook 2217 HR £ hifing / SiteAssets
[} Gantt Template.xisx 172217 ABC Widgets Inc / Templates a...
+  Add doud storage
M2 BC Widnete Inc Natehnnle 11817 BC Wirdnete Inc / SitoAccat:

4. Click the ellipses next to this file and click “Edit in Teams:”

= ‘ @ Files | Microsoft Teams X ‘ + v 5 "
< - O @ & hitpsy/teams.microsoftcom, #/my/file %l %=L e

¢ e oryee e commend —

@ Recent

Type Name Modified » Location O

© Recent

@i Microsoft Teams

Cloud storage

Yesterday JohnSmith / News and Even
#& OneDrive

%3 Dropbox ﬂa Flourless Fudge Brownie Cookies.docx 12/617 Jsmith's OneDrl l ki

Open

&} Draft Team Schedule for March.docx 317 Jsmith's OneDr @] pen in Excel
L

(] Continuous Improvement Notebook 521117 Continuousimp £ DoWnload
& Getlink

5} Activity 2-2.docx 5/2317 ABC Widgets Inc 7 tesson ¢

m Team Ideas 52117 Jsmith's OneDrive

] Action List.xtx 3/18/17 documents / Process Improve...

@ New Hire Training.pptx 24817 ABC Widgets Inc

@ New Hire Training.pptx 2/8/17 Unknown

& Department Template pptx 2517 ABC Widgets Inc

m Hiring Notebook 2217 HR / hiring / SiteAssets

[} Gantt Template.xlsx /2217 ABC Widgets Inc / Templates a...

+  Add dloud storage
m AC Widaets Inc Notehank 11817 BC Widnete Inc / SiteAsset:
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5.  Excel Online will open within Teams. Click in cell C1 and type, “Date:”

B a | @5 XLSX File viewer | Micro X | + v

< - 0O @

fal teams.microsoft.com

Search or type a command

Event Ideas.xlsx

ﬂ% Excel Online

FILE HOME ~ INSERT  DATA

Event Ideas

REVIEW ~ VIEW @ Tell me what you want to do EDIT IN EXCEL

John Smith

N , o . o o
) E’; ?‘b; R " #© General . & Ex B > - Sort&Fiter -
Paste - =i - , «a o Conditional Forms Format  Inert Delete Format - .
T M B AR A $-% WA e i N " Find & Select
Undo Clipboard Font Number Tables Cel diting -~
f Date
A B D E F G H K A N o P Q
1 |Name  idea ~
3
:
5
6
8
9
10
11
12
13
14
15
16
18
18 “
< >
Sheet1 .q:,.
6. Close the Excel window to return to Teams:
a | @5 XLSX File viewer | Micro X | + v _ o x
R O a ‘teams.microsoft.com, Pie ¥~ 7 »

Search or type a command

Event Ideas.xIsx

u§ Excel Online

FILE HOME ~ INSERT  DATA

Event Ideas

REVIEW ~ VIEW @ Tell me what you want to do EDIT IN EXCEL

Sheet1 @

=3 i - - -:

5 X Calibri 1 @ — . E D
P: B B IR Condi Il Fo F m
aste = B §- , 8 g Conditional Forms Format
. N E-H-A- A A s % 9@ 30 fomatting+ v asTables

Undo Clipboard Font Number Tables

f- Date
A B C D E F G H J K L

1 [vame idea  [pate |

3

4

5

5

8

9

10

1

12

13

14

15

16

17

18

John Smith

T B
= s- .
& & 1 Sort & Fier

Insert Delete Format

~ Find & Select -

Cells Editing ~

- HELP IMPROVE OFFICE
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7. Now, let’s see if the file updated in your channel. Click the Teams icon in the

sidebar:

a ‘ @ Files | Microsoft Teams X | 4+ = o X
“ S D @ & https://teams.microsoft.com/_#/my ¥ = L e o
4 =GN 0T —
Views
Recent

© Recent

Microsoft Teams Type Name Modified » Location (o]

Cloud storage
X} Event Ideasasx 1m ago JohnSmith / News and Events ~ ***

% OneDrive

%3 Dropbox ] Flourless Fudge Brownie Cookies.docx 12/6117 Jsmith's OneDrive / Personal It
&} Draft Team Schedule for March.docx 317 Jsmith's OneDrive
m Continuous Improvement Notebook 52117 Continuousimprovement / Site...
5} Activity 2-2.docx 5/23/17 ABC Widgets Inc / Lesson 2
m Team Ideas 52117 Jsmith's OneDrive
] Action Listxtx 3/18/17 documents / Process Improve...
@ New Hire Training.pptx 24817 ABC Widgets Inc
7 ¢} New Hire Training.pptx 2/8/17 Unknown
& Department Template pptc 2517 ABC Widgets Inc
m Hiring Notebook 22017 HR / hiting / SiteAssets
[} Gantt Template.xlsx /2217 ABC Widgets Inc / Templates a...

+  Add dloud storage

m AC Widnets Inc Notehank 11817 BC Widnets Inc £ Sitedsest:

8. Navigate to your News and Events channel:

B a ‘ [ News and Events John X ‘ + v _ o X

&« = 0O @ £ htips//teams.microsoftcom/ #/con

ents?th

4 Search or type a command

et n John Smith > News and Events ® - ucliolecato)
B seateorice
Conversations  Files Wiki +
General —
Events
More

B )ne Gibson

- John Smith ! . -A
\ | P

General

News and Events

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

A, | John Smith Wednessay 1:45 P Egited
"o | We've just released our new marketing plan!

Activity 1-3.pdf

< Reply

Start a new cenversation. Type @ to mention someone.

& Add team ACOBBE S - B
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Click the Files tab:

a ‘ [ News and Events John X ‘ + v _ o x
< - 0O @ £ htips,/teams.microsoft.com/_#/c: and%208

Search or type a command

Foroes - John Smith > News and Events % -
B seoueorice

- Conversations  Files Wiki +

Genera Conversations

Events

More

B )ne Gibson
B JotnSmith

Genera

News and Events

10. Check the modified time on the Event Ideas file:

a ‘ [ Newsand Events John X ‘ 4+ v _ o x
& S D @ & hrtpsy/teams.microsoft.com, #/fles/News20ands:2 * = L e

Search or type a command

Fovores u John Smith > News and Events « - Eenllve e ety
B seoueorice
- Conversations ~ Files Wiki i
Geners =
Events Hi News and Events

More

(] New (J Upload P Getlink B> Openin SharePoint —+ Add cloud storage
B :neGibson
v Tye Name Modified ~ 0
B Jotnsmith
Genera | [ xE} Event Ideasxisx 2m ago
News and Events
] Event Planner Template docx Yesterday
Activity 1-3.pdf 3714

& Add team

11. This confirms that our changes have been applied, and this activity is now

complete.
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Summary

In this lesson, you learned about some of the communication tools in Teams outside of
channels. You should now be comfortable using chat, managing meetings, and managing

files.

Review Questions

1. What is required to start a video call?

2. What file sources are displayed in the Files tab of Teams?
3. What is the easiest way to start a new chat?

4, How do you cancel a meeting?

5. True or False: Chats are restricted to only two people.
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LESSON 4:
CUSTOMIZING CHANNELS

Lesson Objectives

In this lesson you will learn how to:
e Customize channels

e Add tabs and connectors to a channel
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TOPIC A: Customizing

Channels

Once you start creating channels, you may want to customize them to make them more

relevant to you. In this topic, we will learn about some of these features.

Topic Objectives

In this section, you will learn how to:
e Rename a channel
e Access the channel’s email address and SharePoint link

e Delete a channel
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Renaming a Channel

To rename a channel, open the channel page, click the ellipses next to its name, and click
“Edit this channel:”

B a | &% News and Events (Seatti X ‘ + v - o x
&~ = O o O https;//teams.microsoft.com/ #/conversations/News320and%20Events?thread|d=10:12631413274d4fed04, 792 T = L' -
= e L= commend
Favarite: -
e Seattle Office > News and Events # [ Public | No dassifcation
Seattle Office
Genera ECIEE
News and Events W Delete trfs channel
&9 Connectors
More
& Follow this channel
B> Open in SharePoint
= Get email address
.‘: & Getlink to channel
|
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
Start a new conversation. Type @ to mention someone.
&5 Add team A @ © M B G - B
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The Edit dialog will open. Here, you can change the channel name and/or description. Once

you are finished, click “Save:”

B a | @5 News and Events (Seatt! X | + v - o X
& = O m a ‘teams.microsoft.com prd x 4 »
“ Search or type a command I3
Favorit - 3 .
e ~ Seattle Office > News and Events & Public | No dassificatian
Seattle Office
Conversations  Files Wiki +
General e
News and Events
More
Edit "News and Events” channel in "Seattle Office” team
Channels are key to organizing team collaberation. Name them by discussion topic,
project, rele, location, or for fun, so conversations and content are easy to find by
everyone in the team. Watch a quick overview
Channel name
Marketing News and Events
Description (optional)
News from our Marketing team!
rted
Cancel % his channel
Start a new conversation. Type ® to mention someone.
2 Addteam A @ O @ B G e B

= Marketing News and Bv X | 4=~ - o x
| ¢ \
- ‘teamsmicrosoftcom % o~ L e
G SEEDCIR0 CTITEE —
Seattle Office > Marketing News and Events % - BubhcfJocl s Westion
Seattle Office
. Conversations  Files Wiki +
Genera S
Marketing News and Events
More
’ - :
-
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
- =] John Smith changed channel name from News and Events to Marketing News and Events.
Start a new conversation. Type @ to mention someone.
2 Addteam A @ Q@ @ B G e =
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Accessing the Channel Email Address and Link

You will also see links in the More Options menu (accessible by clicking the ellipses) to get

an email address and link to the channel:

& Marketing News and Ev X | 4+ — o X
| g I
& = O o O https://teams.microsoft.com/._#/conversations/Marketing%20N ews%20and%20Events? threadid=10:12631413274d4fed04e o = L e -
5 ZZIE IR
Favarite: . .
e Seattle Office > Marketing News and Events « - pubiclibo s Hostion
Seattle Office 4]
. GnmrEm Fm Th 4 # Edit this channel
Genera ERiiE
Marketing News and Events W Delete this channel
&3 Connectors
More
& Follow this channel
B> Open in SharePoint
£ Get email address
! 'a & Getlink to channel
-
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
B John Smith changed channel name from News and Events to Marketing News and Events.
Start a new conversation. Type @ to mention semeone.
i Add team A ¢ @B B @ - B

The link to the channel provides users with direct access to it, while the email address will

allow users to post to the channel by sending a message to that address.

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[196] Microsoft Teams

Accessing the Team’s SharePoint Page

When you create a team, an Office 365 group and SharePoint site are automatically

created. You can access this site from the More Options menu:

B < | @5 Marketing NewsandEv X | + - o X
| |
&« - 0O @ A8 teams.microsoftcom, Y oY= Lo’
Faverites Seattle Office > Marketing News and Events # - R | (ke

Seattle Office

Conversations  Files Wiki + & Edit this channel

Genera
Marketing News and Events i Delete this channel

) Connectors

o

More
Follow this channel

Rl

Open in SharePoint

0 R

= Get emaitdddress

! . ‘, a & Getlink to channel

Let's get the conversation started
Try @mentioning the people you want to participate in this channel

B John Smith changed channel name from News and Events to Marketing News and Events.

Start a new conversation, Type @ to mention semeone.

@ Add team A 2 O @

This will open the SharePoint group site in a new tab or window:

<5 | @3 Marketing News and Events | > Seattle Office -Newsar X | + — o X
| J I
& S 0O f & acmewidgets.sharepoint.com Y = L.

Office 365

£ Search

e 3¢ Not following  Group conversations 21
e Seattle Office
Home Public group A 3 members

Conversations

B N + New ~» 7 Upload ~ |2 Share @ Copylink & Sync -+ = All Documents ~ 57 @
ocuments

Shared with us
Documents > News and Events

Notebook

Pages [ Name Modified Medified By +

Site contents

Recycle bin

& Edit

This folder is empty

Drag files here to upload.

Return to classic SharePoint Feedback
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Deleting a Channel

The final option we will explore is deleting a channel. You can access this command from

the ellipses menu:

B a | &% Marketing News and Ev X ‘ + v - o x
& = O o B hiips:;/teams.microsoftcom/ #/conversations/Marketing% $%20and% eadld=19:12 dafedode o = L' -
= SO0 L
Favarite: 3 .
e Seattle Office > Marketing News and Events & - pubiclibo s Hostion
Seattle Office
~ Conversations  Files Wiki + & Edit this channel
Genera ECVErEtions
Marketing News and Events u De'e‘e““’”s G
Connedxors
More
= Follow this channel
B> Open in SharePoint
&3 Get email address
a & Getlink to channel
| F
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
Today
B John Smith changed channel name from News and Events to Marketing News and Events.
Start a new conversation. Type @ to mention semeone.
@5 Add team A @ O @ B G - B
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When you click this command, you will be notified that all conversations will be deleted,

although files will still be accessible from the sidebar icon. Click “Delete” to complete the

< | @ Marketing Newsand Ev X | + - (m] b3
< = 0O »m a ‘teams.microsoft.com g v 1 =
= SO Re G
Favorit . . ) P
e Seattle Office > Marketing News and Events # - Bubnc]hecls Weation
Seattle Office
Conversations  Files Wiki +
General —
Marketing News and Events
More
Delete "Marketing News and Events" channel from "Seattle
Office"” team
Are you sure you want to delete the channel “Marketing News and Events*? Al
conversations will be deleted. Your files are still accessible here.
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
Today
B John Smith changed channel name from News and Events to Marketing News and Events.
Start a new conversation. Type @ to mention someone.
i Add team A ¢ OB I - B
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Activity 4-1: Customizing Channels

In this activity, you will customize the channel you created earlier in this course. Note that
this activity uses Microsoft Edge. If you are using another browser, some steps may be
different.

1. Ensure you have completed all previous activities and that Microsoft Teams is

open.

2. Navigate to the News and Events channel in your team:

= ‘ % General yohn smith) | X ‘ + v o x
& - O m ) https://teams.microsoft.com;_#/conversations/General?thread|d=19:0009d5d71984479d902 kyr ¥ = 4 .

= e e

Favorite: 3 i
avorites ﬂ John Smith > General - Public ' No classification
Mare
B e civson Conversations  Files  Wiki T

ane Gibsor

/

B onn smith »

g (LB

News and Events

Add more people Create more channels Open the FAQ

B John Smith has created channel News and Events. Remove favorite.
Yesterday
& John Smith has added Jane Gibson to the team
John Smith Vesterday 2:07 PM w1
Welcome to the General channel!

-o

« Reply

John Smith Vesterday 2:19 PM

"2 | And a special welcome to Jane Gibson!

« Reply

Start a new conversation. Type @ to mention someone.

25 Add team

A 2O BB G - &
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3. Click the ellipses next to the channel’s name and click “Edit this channel:”

B & O NewsandEvents fohn X | b v

< - O m @ httpsy/teams.microsoft.com/

Search or type a command

Public ' No classification

Favorite: i
avorites ﬂ John Smith > News and Events #
More
B e oeon Conversations  Files Wiki & Edit this channel
ane Gibsor —_—
i Delete ¥fs channel
Smith 8
B ot smith 453 Connectors
General & Unfollow this channel

Get link to channel

News and Events . i
B Openin SharePoint
53 Get email address
&

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

John Smith Wednesday 1:45 PM  Edited
We've just released our new marketing plan!

(]
4
Activity 1-3.pdf
« Reply
Start a new conversation. Type @ to mention someone.
2@ Add team A O® B S B

4. Change the channel’s name to “Events” and click “Save:”

B g ‘ 5 News and Events lohn X ‘ + v

&< > O m @ httpsy/teams.microsoft.com/ # tions, nd9%20Events?

Public = No classification

Faverites ﬂ John Smith > News and Events # --
More
Conversations  Files  Wiki 1

B zreGivson
B onnsmith

General
Edit "News and Events" channel in "John Smith" team

News and Events
Channels are key to organizing team collaboration. Name them by discussion topic,

project, role, location, or for fun, so conversations and content are easy to find by
everyone in the team. Watch a quick overview
Channel name

Fvents

Description (optional)
Announcements, updates, and more

ted

his channel

Start a new conversation. Type @ to mention someone.

i Add team b & O @ B St e
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5. Now, let’s copy the quick link to the channel. Click the ellipses next to the channel

name and click “Get link to channel:”

B a ‘ @5 Events gohn smith) | M X ‘ + v — o X
A O 8 httpsy/teams.microsoft.com/_#/conversations/Eventsthreadid=19:15d pet ¥ Y Lo’ -
g ST RRA I —
Favorites ﬂ John Smith > Events & - Public | No classification
More
[ e Conversations  Files Wiki 1 & Edit this channel
. i Delete this channel
i John Smith Wednesday 1:45 P Edited
B onn smith o | Weve just released our new marketing pli 48 Connectors
Events
« Reply B Open in SharePoint
& Get email address
B John Smith changed channel name from News and SIS IS g erre)
6. Click the Copy button in the dialog that appears:
ES) ‘ [ Events (John Smith) | Mi X ‘ + v - (m] X
A O B hitpsy/teams.microsoftcam;_#/conversations/Events 9 ad 9 pet e Y Lo’ -
= SR
Favorites " i it
John Smith > Events & - Public | No classification
More
- Jane Gibson Conversations  Files  Wiki T
i John Smith Wednesday 1:45 M Edited
B sonnsmith o | Weve just released our new marketing plant
General Activity 1-3.pdf
Events
& Reply
Today
Get a link to the channel
\ttps://teams.microsoft.com/1/channel/19%3a15d00d6489e94ach80052353882a9c
Start a new cenversation. Type @ to mention someone.
@ Add team A 2 © @ B G B
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7.

Create a new tab in your browser. Paste the link in the address bar and press
“Enter:”

= ‘ i Events John Smith) | Micros ‘ = Newtab

« 2> O m

X4+ v

= L 2

Show top sites | Show top sites and my feed

The page will now load. Click the star in the address bar to mark it as a favorite:

a ‘ [ Events Uohn Smith) | Micros ‘ [ Events gohn smith) [ M X ‘ +

€« >0 a [8m

</teams.micrasoft.com,_7tenantld =25

o x
18239 3-33 conversations/unknown?groupld=787 = 7L 2 -
TR0 “
Favorites B i i
' John Smith > Events # - Public | No classification
B seaweoffice
- Conversations  Files Wiki +
General EERE ST
Events ) | John Smith Wednescay 145 PN Ecited
We've just released our new marketing plan!
More 7
Activity 1-3.pdf
© Reply
Today
B John Smith changed channel name from News and Events to Events
Start a new conversation. Type @ to mention someone.
&' Add team A2 OB E G - S
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9. Click “Add” to complete the process:

B a ‘ ¢ Events John Smith) | Micros ‘ @ Events John Smith) [ M X ‘ + v

o X
&~ = O W £ hitps/teamsmicrosoftcom/ Ftenantid nversations/unknown?groupld=727 Yo Y= 7L =
7 Search or type a command W =
Favorites Reading list
Favorites . -
ﬂ John Smith > Events # - &
B setveorice Name
General Conversations  Files  Wiki 1
enera vents (John Smith) | Microsoft Team: X
Events John Smith Wednesday 1:45 PM  Edited
| JS | ve i !
"o | Weve just released our new marketing plan! Saven
More A
frateilyy Ty Favorites v
< Reply
=y Add Cancel
= John Smith changed channel name from News and Events to Events.
Start a new conversation. Type @ to mention someone.
& Add team A @ OB B St - B

10. The channel will now be available as a favorite. Now, let’s check out this team’s

SharePoint site. In either tab, click the ellipses next to the channel name and click
“Open in SharePoint:”

= ‘ [ Events (John Smith) | Micros ‘ @ Events John Smith) [M X | 4

o x
& S 0D @ B httpsy/teams.microsoft.com/_tenantia ¥ ¥ L e
Favorites ﬂ John Smlth > Events * Public = No classification
B seseoffice
General

Conversations  Files Wiki 1

& Edit this channel
Events

. @ Delete this channel
John Smith Wednesday 1:45 PM  Edited
We've just released our new marketing pli

Activity 1-3.pdf

« Reply

48 Connectors
More

Unfollow this channel
Open in SharePoint

Getfnail address
=

John Smith changed channel name from News and Get link to channel
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11. Review the interface and the available files:

B & [ Events dohn smith) | Micro: | [ Events Uohn Smith | Micre: | 5 John smith - News and X | 4 v - o X

ents/Forms/Allltems.aspx?

< = O Mw £ https://acmewidgets.sharepeint.com/sites/Johnsmith/s

£ Search

- . Y& Not following  Group conversations 71
John Smith
Home Public group A 2 members

Conversations

Documents -+ New T Upload 12 Share @ Copylink &3 Sync  =+- = All Documents v 7 ®

Shared with us
Documents > News and Events

Notebook
Pages [ Neme Modified Modified By +
Site contents loh Activity 1-3pdf Wednesday John Smith
i N
Recycle bin @] " Event Ideasxisx 3 hours ago John Smith
& Edit N
@] " Event Planner Template.docx Vesterday at 10: John Smith

12. Then, close this browser tab and return to Teams to complete this activity:

B & | 5 Events Uohn Smith) | Micros | 35 Events John Smith) | M X | + v - (] X
& - O m £ hitps//teamsmicrosoft.com/ Ptenant -9 nsfunkn g = L =
G SECER0CTIITE —
Favarites ﬂ John Smith > Events & - Public | No classification
B setveofice
- Conversations  Files  Wiki 1
General -
Events John Smith Wednesday 1:45 PM  Edited

o | We've just released our new marketing plan!

Activity 1-3.pdf

More

« Reply

Today

[E  John Smith changed channel name from News and Events to Events,

Start a new conversation. Type @ to mention someone.

Add team b 2 O
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TOPIC B: Adding Tabs to a

Channel

Another way you can customize channels is by adding or removing tabs. By default, each
channel has tabs for Conversations, Files, and Wiki, but these can be modified or removed

as necessary.

Topic Objectives

In this section, you will learn how to:
e Add, rename, and remove tabs

e Use tab conversations
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Adding a Tab

To add a new tab to a channel, click the plus sign at the end of the tab list:

A | I sents GeatieOffcel | % |+

e T O A} & https;//teams.microsoft.com/_#/conversations/Events?threadld=19:f04627f266734e0b650d

Favorites

B seeveoffice
General

Events

More

25 Addteam

Search or type a command

H Seattle Office > Events %

Conversations  Files Wiki =+
! - ;

Let's get the conversation started
Try @mentioning the people you want to participate in this channel

B John Smith changed channel name from WDX 2025 Conference to Events.

Start a new conversation. Type @ to mention someone.

A ¢ @ @ B & -

Public | No classification
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Now, choose the app you want to add. You can choose from Microsoft apps, websites, PDF

documents, and third-party add-ins. Here, we are adding OneNote:

< | @ Events (Seattle Office) | > | + v _ o X
&< - O w [ teams.microsoftcom Y oY= Lo’
= S orpe s oo
Favorites Public | No classification
Add a tab X
B seorveofice
Tumn your favorite apps and files into tabs at the top of the channel. bearch Q
General
Events

Tabs for your team

- DooEmsD

Forms Planner Power BI PowerPoint

SharePoint Stream Website
All Tabs
nel
Adobe Cre... Adobe Sign na Bitbucket Calendar B... Empsense
- Eranhand h HaldnrBla  Honteita  iGloha OB Intarram
2 Addteam A @ O @ B G e B

Once you choose what to add, you will be prompted to specify settings (or log in if it is a
third-party app). Here, we are creating a new notebook just for this purpose. We will also

post to the channel to let everyone know about the new feature:

8| @ bvents GeattieOffice) | X | 4 v _ o x
S = O ; I ‘teams.microsoft.com g x 42 o’ o
g SEIEICIE0 G
Foveres H Seattle Office > Events & - Public | No dlasification
B seeveofiice
Conversations  Files Wiki +
General SHE b
Events

OneNote About X

M
o m Use OneNete notebooks to collaborate on digital content and share it with
your team.
Learn more
(®) Create a new notebook Notebook name
Event Ideas
Browse notebooks
Paste a OneNote link
rted
Post to the channel about this tab his channel
Start a new conversation. Type @ to mention someone.

@ Addteam A @ Q@ @ B S B
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The tab will be ready to use. In this example, we have a mini OneNote interface, with a
notebook ready to go:

ES) ‘ il Events (Seattle Office) | X ‘ + v

« > O @ [aw

<://teams.microsoft.com/ #/tab:170

o x
adid bid = L owe
Favarites - Seattle Office > Events # Public | No classification
B seattie office
Conversations  Files Wiki Eventldeas~ + q SO @ e
General
G Home  Insert Draw  View Open In OneNote - Saved
More >
Friday, March 16,2018  10:51 AM
& Add team
Using Tab Conversations
Custom tabs have a Conversation option, just like wiki pages:
B 4 ‘ [l Events (Seattle Office) | X ‘ + v (m) X
&< = O 0 £ htips//teams.microsoft.com/_#/tab:1704281130/Events?threadid=19:/046 500821695 pe bid ¥ 1 »
Favarites n Seattle Office > Events # Public | No classification
B seetteoffice
- Conversations  Files Wiki Eventldeas~ + ?j[' © & e
General
(E=7 fers et Bmn ey Greim@Taisss
More >

10:51 AM
"o  Tab conversation has begun.

Friday, March 16,2018 10551 AM

& Add team

R
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This allows team members to talk about the tab’s contents. This information will be stored
in the channel, but linked back to the source:

B a | @5 Events (Seattle Office) | ‘ + v u] X
&~ = O m B hitpsy//teams.microsoftcom/ #/co Bu T = 1.
Favorites H Seattle Offlce > Events * Public = No classification
B seetveOffice
General Conversations  Files Wiki Eventldeas
Events =]
Mare

John Smith changed channel name from WDX 2025 Conference to Events.

Today

John Smith 10:31 AM

Tab conversation has begun.

m§ Event Ideas

John Smith 10:32 AM

Great idea! I've added sections for Social and Corporate.
« Reply

B a | @5 Events (Seattle Office) | ‘ + v

You can even manage these automated posts in the same way as regular channel messages:

< > 0D a bW

5://teams.micrasoft.com/_#/co|

conversations/E

o x
; % R LB
Favarites H Seattle Office > Events # Public | No classification
B seeweofice

. Conversations  Filas Wiki Eventldeas

Genera SOlETTo

Events

=

John Smith changed channel name from WDX 2025 Conference to Events.
More

Today
John Smith 10:51 AM
Tab conversation has begun.

e O 0
LR
{3 eentidess

D Delete

John Smith 10:32 AM

@

Mark as unread

Great idea! I've added sections for Social and Corporate.
& Reply

Renaming a Tab

(=]

To rename a tab, click the drop-down arrow next to it and click “Rename:”

= | [ Events (seattle Office) | ‘ 4+ -

- o x
&~ = O m B hitps;//teamsmicrosoftcom/_#/tab ead skype o = 1.
: SO0 I m
Favorites H Seattle Office > Events # Public  No classification
B seeveoffice
~ Conversations  Files Wiki Eventldeas~ —+ B 0O @ -
Genera e =
Events " et oERD
ome  Inser ename m os1am
More 5 @ Remove

Tab conversation has begun.

10:53 AM

Friday, March 16, 2018 10:51 AM

Great ideal I've added sections for
Social and Corporate.
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The Rename dialog will open. Type the new name and click “Save:”

B B [ fensGeatieOfficall X |+ v - o x

&< > O @ £ hitpsy/teams.microsoftcom
e

Favaris H Seattle Office > Events & - Public | No dlasification
B seeteoffice

Conversations  Files Wiki Eventldeas~ g ., 0 &
General —
L0 Home Inset  Draw  View  Openln OneNote - TH
More s @o Tab conversation has begun.
Friday, March 16, 2018 10:51 AM
0:53 AM
sreat idea! I've added sections for
Rename Event Ideas e
Tab name
Brainstorming Notebook
Reply
-
8 Add te = =
i} eam : . b & Q@ B S e U B>
B a | @5 Events (Seattle Office) | | + v — o X

& - O @ Ao

51//teams.microsoft.com/ #

- oo bee s commend —

Fauerite: H Seattle Office > Events & - Bubtcllio desyhestion
B seorveorice
. Conversations  Files  Wiki + S o e
Geners fastiminolGi=huo R

Events

Home Insert Draw View Open In OneNote ~ 10:51 AM
More N 15 Tab conversation has begun.
ﬂ§ Event Id
Friday, March 16, 2018 10:51 AM
10:53 AM

© Greatidea! I've added sections for
Social and Corporate.
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Removing a Tab

To remove a custom tab, click the drop-down arrow next to it and click “Remove:”

A | @ Bens Geatieofica| X | v _ n x
e T O A} £ hitps:/teams.microsoftcom/ #/tab:1704281120/Events7threadid=19:04 ad skype pid = L e -
g SECICTIROCTIETE —
Favorite: - c - 1i
e H Seattle Office > Events # - i L
B seeveoffice
. Conversations  Files Wiki Brainstorming Notebook ~  + § ., O @ -
Genera S
i H Insert  Draw =h R
ome  Inse raw ename ) 051 am
More 5 "5 Tabconversation has begun.
Event Ideas
Friday, March 16,2018 10:51AM
10:53 AM
"o Greatidea! I've added sections for
Social and Corporate.

Click Remove to complete the operation:

B a | @5 Events (Seattle Office) | | + v — o X

& = O m B hitps;//teams.micrasoft.com/ #/tabs1704251130/Events read.skype T = L o=

= S R0 G

e Bl seattle Office > Events % - ol Rpammiiz:
B seorveofice
Conversations  Files Wiki Brainstorming Notebook ~  + H . O &
General ———————
Events
Home Insert Draw View Open In OneNote ~ @ 1051 AM
More ~ab conversation has begun.

Remove Brainstorming Notebook X

The "Event Ideas” tab will be permanently removed. This will not delete the

OneNote notebook. 0:53 AM
sreat idea! I've added sections for
locial and Corporate.

Reply

< > ¢ OB DE o=

85 Add team

]
v

Note that you can rename and/or remove the Wiki tab, but not the Conversations or Files
tabs.
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Activity 4-2: Adding Tabs to a Channel

In this activity, you will add a tab to your Events channel.

1. Ensure you have completed all previous activities and that Microsoft Teams is
open.

2. In Activity 2-3, we added an event planning template to our channel. However,
we would like to make it a little more accessible. Navigate to the Events channel

in your team and click the plus sign at the end of the tab list:

Ea) ‘ @ Events gohn smith) | Mi X ‘ 4+ v

- o x
<« - O 0 B https://teams.microsoft.com;_#/conversations/Events?threadid =19:15d00d6489e94 3ch 80052353882a9c97@thread skypet pid = L oe -
4 SECNIFR0CEE —
Favorites n John Smith > Events # -- Public | No classification
More
B e Goson Conversations  Files  Wiki
i John Smith Wednesday 1:45 PM  Edited
B sonnsmitn | We've just released our new marketing plan!
enerE Activity 1-3.pdf
Events

& Reply

Today
& John Smith changed channel name from News and Events to Events.
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3. The file we uploaded was a Word document, so click that icon:

a ‘ @5 Events John Smith) | Mi X ‘ + v - [u] X

P O R A hitpsy//teams.microsoft.com/_#/co

“ Search or type a command i
Favorites Public | No dlassification
Add a tab x
More
Turn your favorite apps and files into tabs at the top of the channel,
Bl aneGibson 4 PP ’ earch @
B sonnsmitn Tabs for your team
Events ' |||
Excel Forms OneNote Planner Power BI PowerPoint
SharePoint  Stream Website Wiki Word
All Tabs
1
’ I
Adobe Cre..  AdobeSign  Asana Bitbucket  CalendarB.. Egnyte Empsense
Frachamd b el Habiar DI ke £0
&5 Add team A GO BB G B

4. Click to select the Event Planner Template document:

B a ‘ @2 Events (John Smith) | Mi X ‘ + v - a X
&« = 0O @ £ hitps://teams.microsoft.com/_# e e b+ ¥~ 4L e
“ Search or type a command s
[z - John Smith > Events & - Public | No dlassification
More
B sane Gibson
Word About X
- John Smith .
Add any Word doc to a tab so your team can get to it quickly and easily.
Evenis Tab name
ord
T @i News and Events O
] Event Plan «Temlabz.dnu
M Post to the channel about this tab
Back
Start a new conversation. Type @ to mention someone.
& Add team A 2O BB G - B
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5. Ensure that the “Post to this channel about this tab” box is selected and click

“Save:”

B 4 ‘ @8 Events (John Smith) | Mi X ‘ + v — o X
<& S 0 f £ hitpe:/teams.microsoft.com, et * ¥~ 4 e
- SN R0CE
Favorites - John Smith > Events & - Public | No classification
More
B v Gibson
Word About X
- John Smith . )
Add any Word doc to a tab so your team can get to it quickly and easily.
Evenis Tab name
jord
T @it News and Events 0
Event Planner Template.dos
=M Post to the channel about this tab
Start a new conversation. Type @ to mention someone.
& Add team A& O @mE G o >

6. Review the new tab:

B a ‘ @5 Events Uohn Smith) | Mi < ‘ + v — o X
< S 0O @M O hitpey/teamsmicrosoft.com) e = L .
= e o e ‘
Favorites R ublic | No classification
e - John Smith > Events & - Public | No dassfica
More
. Jane Gibson Conversations  Files  Wiki Word v+ g . O
- John Smith m; Event Planner Template.docx Edit ‘
Genera
Events
PROJECT/EVENT  PROJECT OR EVENT NAME e
ORGANIZER ORGANIZER'S NAME
PROJECT PHASE STARTING  ENDING PROJECT PHASE STARTING  ENDING
Dats oate oat oa
PHASEZ vate oate
PHASE S Date oate
PHASE4 Date oate
PHASES Date oate
PHASES pate oate
JANUARY FEBRUARY
W ESsmT
HOVEMBER DECENBER
s{mTw T Es s mTw T E s s mTowT s's
& Add team
@ PaceioFt B- =
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7. Let’s rename the tab. Click the drop-down arrow next to the current tab name

(Word) and click “Rename:”

= ‘ @3 Events Uohn Smith) | Mi > ‘ + v

P O RN B hitps://teams.microsoft.com/

Fovertes - John Smith > Events & -

More
N Conversations  Files Wiki Word~ +
B v Givsor L
- John Smith m; Event & Settings
Genera Rename

Events [ Rem

EVENT SCHEDULE PLANNER 2025

PROJECT/EVENT  PROJECT OR EVENT NAME

ORGANIZER ORGANIZER'S NAME
PROJECT PHASE STARTING  ENDING PROJECT PHASE
PHASE1 Date Datz

PHASE2 Date Date

PHASE3 Date Date

PHASE 4 Date Date

PHASES Date vate

PHASE6 Date Date

JANUARY FEBRUARY

WTFs

st
SEPTEMBER OCTOBER

S S MTWTFESS MTWTFSS

2312345067 548

10| 8101 12 0

161715 19

@ Add team

G FaceioF

- = O —

STARTING  ENDING

W W T E

DECEMBER

1234
5 0

8. Inthe dialog that appears, type, “Event Planner Template” and click “Save:”

a | @5 Events Uohn Smith) | Mi < | + v

< - O @ 8 hitpsyteams.microsoft.com,

Forerts - John Smith > Events & -

More
Conversations  Files Wiki Wordv  +
B sane Gibson PR
- John Smith mg Event Planner Template.docx
General
Events

CVEMT CAUCNIIIE NI AMMED 27ANE

Rename Word X
Tab name

Event Planner Template

[PrASER I e oate
JANUARY FEBRUARY WARCH APRIL
W T W TIF S TS M T W T F]S S [ M T w[T[F]S|S Mt W TIFss
NHEICIL] 1s iz [i[z[al4[o]0
& 78 90L12(3 ¢ 5678 0|3 456780 7800NEE
19 3 15 16 17 18 19 10 11 12 13 14 15 16| 10 11 12 13 14 1510 14 15 16 17 1819 20
2051 22 95 24 25 26|17 18 16 20 21 22 23|17 18195021 2233 21 22 23 24 25 28 27
Mmoo | smsmeras | |24 25(20(27/28 19 30 38 79 30
3

iy AUGUST SEPTEMBER OCTOBER
W T W TIFs]s m T w T F|s]s|m r|wlT[F|ss mlviwTlFs]s

123dse 112/3f1 o(3(a[s]s T 1o3as
s s w0 78 90/ 80k 6 7 8 8 0
1415 16 17 16 1920 11 12 13 14 15 16 17|15 1617 18 19.20 21 13 14 1 16 17 18 10
2122 23 26 25 20 27 16 19 20 21 22 29 26|22 23|24 25 20 77 28 20 21 22 30 24 25 20
B 25 28 21 28 20,30 31|29 30 7728 9 30 31

@ Addteam

PAGE TOF1

= S OGS _

Public | No classification

g . O

C e T

8 lick sy placeholder et (such o this amd stast

STARTING  ENDING

Data Date
Date. Date
Date. Date
Date Date
Date. Date
Date. Date
MAY JUNE
T W TS S [T W[T[F §]S
T[z[3]4 1
567 80W1[2 345678
121316 15,16 17 18] 9 10 1112 13 14 15
1020 2129 93 24 2516 17 18 10 20 21 2
770903 (2525 A BN
%
NOVEMBER DECEMBER
[T w[T[F[s]s [m[T(w[T]F[5]s
Tle|1[e(s[4[E]6]T
78 0[80 0 1

2425 20 2728 29 30|29 3
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9. The change will be applied. Now, click the speech bubble icon to start a

conversation about this tab:

B a ‘ @ Events Uohn Smith) | Mi X ‘ + v - o x

P O RN B hitps://teams.microsoft.com/

[ Search or type a command

Favorites - John Smith > Events & - Public | No dlassification

More

- Gibson Conversations ~ Files  Wiki | Event Planner Template ¥ | + ] ., 0O -
Jane Gibsor 3
- John Smith m; Event Planner Template.docx Edit .

General

Events

EVENT SCHEDULE PLANNER 2025

PROJECT/EVENT  PROJECT OR EVENT NAME

ORGANIZER ORGANIZER'S NAME

PROJECT PHASE STARTING  ENDING PROJECT PHASE ENDING
Date Datz Date

PHASE2 Date Date

PHASE3 Date Date

PHASE 4 Date Date

PHASES Date vate L ZD

PHASE6 Date Date Date pate

JANUARY FEBRUARY MARCH APRIL

Ly AUGUST

OCTOBER HOVEMBER DECEMBER
MTWTFSSmMmTWTEFSS w

SSMTWTES S KT

& Add team

@ peor -

10. Type, “Check out this new template!” and press “Enter” to send your message:

B a ‘ @5 Events Uohn Smith) | Mi X ‘ + v _ o X

< > O @ 8 hitps//teams microsoft.com

= peacioupebconn _

Favorites T ublic  No classification
ot - John Smith > Events #« - Public | No dassiica
Mare
. Jane Gibson Conversations  Files Wiki Event Planner Template v+ g . O
ane Gibsor —

. John Smith m; Event Planner Tem.. Edit . My 1asem

- ©c  Tabconversation has begun.
Genera

e
EVENT SCHEDULE PLANNER 2025

Check out this new templatel|

@ PactioF1 B- = A ¢ O @B o -

& Add team

=]
v
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11. Switch back to the Conversations tab:

e o pe s commend _

Public | No classification

B a ‘ [ Events Uohn Smith) [ M1 X ‘ + v

< > O @

B https://teams.microsoft.com,

. John Smith > Events

Event Planner Template

Favorites
- g S0 -

More

.J Gibson Conversatipns ~ Files  Wiki
ane Gibsor ﬁ_
1:45PM

Event Planner Tem. Edit .
Tab conversation has begun.

B sohnsmitn m
Genera -
g Word

Events
EVENT SCHEDULE PLANNER 2025

- o 19Pm
i o 2 Checkout this new template!

=]
'

A e O @B d -

& Add team
@ eaceioF1

12. Review the activity history:

B a ‘ @2 Events (John Smith) | Mi X ‘ + v

< - O o B httpsy//teams.microsoft.com/_#/conve

Search or type a command

Public | No dlassification

- John Smith > Events #

Favorites

More
Files Wiki Event Planner Template +

Conversations

B sane Gibson
Y John Smith Wednesday 1:45 PM  Edited
We've just released our new marketing plan!

B orsmitn 2l
wlc
General Activity 1-3.pdf

Events
« Reply
Today
(= John Smith changed channel name from News and Events to Events.
| sohnSmith 1451
o | Tab conversation has begun.

W John Smith 149 M
©  Check out this new templatel

« Reply

Start a new conversation. Type @ to mention someone.

A2 08B -

i Add team

13. This activity is now complete. Leave Teams open for the next activity.
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TOPIC C: Adding Connectors

to a Channel

One of the biggest advantages of Microsoft Teams is its ability to integrate existing services.
One of these features is connectors, which display information from third-party sources

right in a channel.

Topic Objectives

In this section, you will learn how to:
e Add, use, and remove connectors

e Customize connector accounts and settings
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Adding a Connector

To add a connector to a channel, click the Teams icon from the sidebar. Then, move your

mouse over the target channel, click the ellipses, and click “Connectors:”

B a | 5 General (eattle Office) ‘ + v

< - 0O @

al?threadid=19:41aeafe691cl

B hitps;//teams.microsoftcom/ #/conversati

Search or type a command

Favorites

B seorveorice

General

H Seattle Office > General -~ Public | No dassification

Conversations  Files Wiki +

son W 30 PM
he agenda for next week's conference.

Events

Connectors

onference Agenda.doox

& Get link to channel |

has created channel Events. Remove favorite.
Yesterday

i

= Follow this channel

{’ - A John Smith Vesterday 10:08 AM
\ The conversation about Section 1 in Sample Page has begun.

@ Section 1in Sample Page

« Reply
Bl John Smith changed channel name from WDX 2025 Conference to Events.

A7 | sohn Smith vesterday 318 0m
[0 | scneduled a meeting

a Status Update

Thursday, March 15, 2018 @ 3:45 PM
Gt Status Update ended: 3m 3s o0

© Reply

Start a new conversation. Type @ to mention semeone.

@5 Add team A @ O @ B G - B
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The Connectors dialog box will open:

Connectors for "General” channel in "Seattle Office" team X

Keep your group current with content and updates from other services.

Search o All Sort by: Popularity ~
Connectors for your team -
MANAGE
Configured E Forms _ Configure
Easily create surveys, quizzes, and polls.
My Accounts

All connectors

CATEGORY

Analytics e

Customer Support

Visual Studio Team Services
Collaborate on and manage software projects online,

RSS
Get RSS feeds for your group.

Incoming Webhook
Send data from a service to your Office 365 group in real time.,

% 2 B

Developer Tools

HR

.
4 »

JIRA Add

(Rather. oroanize. and assian issues detected in vour software

Marketing

[ D

At the top of the window, you can search (1) for the connector you want to add. Or, use the
categories (2) to browse available connectors. Once you have found the connector you
want to use, click Add (3). Note that you can also manage existing connectors (4) from this
dialog box.
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Here, we are about to add a Twitter connector:

B a | @ General (Seattle Office) X ‘ + v _ o x
N O] £ hitps://teams.microsoftcom/ #/conversat al7threadld=19:41aeafe691 cfde268f851204a13c77i@thread skypeic hxd = L.
= SEC R RCT

F: ites i o

e H Seattle Office > General - o RaeiEm

B seaeofice

General
. Connectors for "General" channel in “Seattle Office" team X
More Keep your group current with content and updates from other services, -
twitter] n Search Results Sort by: Popularity
MANAGE Twitter
Configured Send and receive messages called Tweets.
My Accounts
e -
All
Analytics
CRM
Customer Support
Developer Tools
HR
Marketing ©0
Start a new conversation. Type @ to mention someone.
8 Add team A @ © B G e B

What happens next will depend on what service you have chosen. Here, we are confirming
we want to add it to the team, which will send notifications to the channel. Click “Install” to
complete the process:

B 4a | i3 General (Seattle Office) % ‘ —+ v _ o %

« = O M 2 https://teams.microsoft.com,/ #fconversations/General?threadid=19:41aeafe691cf4e268f851204a13fc77f@thread skype&e bxd = 1 -

Twitter

Connect
The Twitter connector sends periodic updates about tweets from the
accounts you follow or hashtags you track.

Keep your

twitter dpularity v

Add to a team ve: @D

MANAGE View features

Configured
& B Get notifications right in a channel

My Accoun

CATEGORY
Al

Analytics

Privacy and permissions
CRM By using Twitter, you accept ts privacy policy and terms of use:

Customer ¢
Developer
HR

Marketing
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Next, you will be prompted to log into Twitter:

B | @ General (Seattle Office) X | & s - o x
| I
< =S 0O *h a teams.microsoft.com pid ¥ Lo’
g SEICICTF0 CIrE
Favorites H Seattle OffICE > General . Public = No classification
B seeveofiice
General
E— Connectors for "General” channel in “Seattle Office” team X -
More N o c|
Y TWIHE‘T Send feedback
The Tuitter connector sends periodic updates about tweets from the accounts you follow or hashtags you track. You
can receive tweets in a periodic digest or simply as individual messages as new tweets arrive.
To add this connector, sign in to your Twitter account.
. = ]
Start a new conversation. Type @ to mention someone.
8 Add team A @ Q@ B G B

Once you have successfully logged in, you can choose what you want displayed in the
channel. Here, you have entered the account you want to follow, customized the
notification settings, and adjusted the frequency. You will now click “Save” to apply the

changes:

B | 07 General (Seattle Office) X | + - o x
| I
c > 0 e B8 teams microsoftcom N T
“ Search or type a command I
Favorites. - i
H Seattle Office > General - Public ' No classification
B seeveofiice
General
— Connectors for "General" channel in "Seattle Office” team X -
| Enter the Tuitter sccounts you want to follow, separated by commas.
More
@ | MicrosoftTeams
Track
Enter the hashtags you want to track, separated by commas.
#
Include replies
Include mentions
Include retweets
Frequency
How frequently do you want to receive new tweets?
Oigest| Dally 7 -
@ Deliver individual messages as new tweets arrive 00
Start a new conversation. Type @ to mention someone.
v m/Conn /Token/TMail 1d7964dc-50c3-43¢2 S =
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Once those changes have been saved, you will close the dialog box and return to Teams.

Now, the connector’s data will be displayed in the channel according to your settings:

- | @9 General (eattle Office) ‘ + v _ o x

R O] B hitpsy/teams.microsoft.com/_#/conversations/Ge

- oo e cenmand m

;amss H Seattle Office > General - Public | No classification
Seattle Office

General

Events

a Status Update
More Thursday, March 15, 2018 @ 3:45 PM

Gt Status Update ended: 3m 3s 00
« Reply
Today
B John Smith has added Twitter to the team.

O Twitter 11:23 AN

John Smith has set up a connection to Twitter so group members will be notified when tweets that contain the
following hashtags or @mentions arrive:
+ Tweets from @smith_widgets

« Reply

O Twitter 1128 AM

John Smith has set up a connection to Twitter so group members will be notified when tweets that contain the
following hashtags or @mentions arrive:
- Tweets from @Microsoft

« Reply

Start a new conversation. Type @ to mention semeone.

85" Add team A @ © @B G e B
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Changing Connector Settings

To change the settings for a connector after it has been configured, move your mouse over

the target channel, click the ellipses, and click “Connectors:”

B a | % General (eattle Office) ‘ + v — o X

&~ = O @ £ hiips://teams.microsaft.com/ # Tthreadid=19:41 2268785 HCTT kypeéc pg = L' -
Favarites H Seattle Office > General - Public  No classification

B seorveorice

General

Conversations  Files Wiki +
AT b Sty Vesterday 313 PM
ed @ mesting

Events

(7 Connectors

tatus Update
hursday, March 15, 2018 @ 3:45 PM

More B2 Get eirfail address

& Get link to channel

Status Update ended: 3m 3s 00

1 Follow this channel
Today

B John Smith has added Twitter to the team.

O Twitter 11:28 4)

John Smith has set up a connection to Twitter so group members will be notified when tweets that contain the
following hashtags or @mentions arrive:
+ Twests from @smith_widgets

« Reply

O Twitter 1122 A1

John Smith has set up 2 connection to Twitter so group members will be notified when tweets that contain the
following hashtags or @mentions arrive:
+ Tweets from @Microsoft

« Reply

Start a new conversation. Type @ to mention semeone.

@5 Add team A @ O @ B G - B

The Connectors dialog will open. Click the Configured category on the left:

Connectors for "General" channel in "Seattle Office" team X
Keep your group current with content and updates from other services.
Search jol All Sort by: Popularity ~

~  Connectors for your team

MAMNAGE
Twitter
Send and receive messages called Tweets.
My Accounts
CATEGORY = Easily create surveys, quizzes, and polls.
All All connectors
Analytics . . .
':J Visual Studio Team Services Add
CREM Collaborate on and manage software projects online.
Customer Support
S = e
Developer Tools . Get RSS feeds for your group.
HE. a
7 5-\5 Incoming Webhook Add
Marketing ~ C}" Send data from a service to vour Office 365 aroun in real time. ¥
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Now, click Configure to manage the connector itself. Or, click the chevron to view its

services and click “Manage” next to the one you want to modify:

Connectors for "General” channel in "Seattle Office” team X

Keep your group current with content and updates from other services.

Search o, Configured Sort by: Popularity
MANAGE Twitter _—
Configured Send and receive messages called Tweets.

2 Configured
My Accounts @
Get t ts fi Mi ft

et tweets from @Microso Manage
CATEGORY Added by: John Smith
All Get tweets from @smith_widgets Manage

_ Added by: John Smith g

Analytics
CRM

Customer Support
Developer Tools
HR

Marketing

The options in both cases are almost the same as when it was set up, but the settings will be
pre-populated:

Connectors for "General” channel in "Seattle Office” team x

Twitter Send feedback

The Twitter connector sends periodic updates about tweets from the accounts you follow or hashtags you track. You
can receive tweets in a periodic digest or simply as individual messages as new tweets arriva,

Choose the Twitter account you want to use to configure this connector, or add a new account.
smith_widgets ~
Add a new Twitter account

Follow

Enter the Twitter accounts you want to follow, separated by commas.

@

Track

Enter the hashtags you want to track separated by commas.
#
Notifications

D Include replies

Simply make your changes, click “Save,” and close the dialog.
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Changing Connector Accounts

To change the login information for a connector, move your mouse over the target channel,

click the ellipses, and click “Connectors:”

B a | % General (eattle Office) ‘ + v

< - 0O @

Tthreadid=19:41a

£ httpsy//teams.microsoftcom/ #/

Search or type a command

Favorites

B seorveorice

General

H Seattle Office > General -~ Public | No dassification

Conversations  Files Wiki +
AT b Sty Vesterday 313 PM
ed @ mesting

Events

Connectors

tatus Update
hursday, March 15, 2018 @ 3:45 PM

More B2 Get eirfail address

& Get link to channel

Status Update ended: 3m 3s
B2 Follow this channel |
Today

B John Smith has added Twitter to the team.

O Twitter 11:28 4)

John Smith has set up a connection to Twitter so group members will be notified when tweets that contain the
following hashtags or @mentions arrive:
+ Twests from @smith_widgets

« Reply

O Twitter 1122 A1

John Smith has set up 2 connection to Twitter so group members will be notified when tweets that contain the
following hashtags or @mentions arrive:
+ Tweets from @Microsoft

« Reply

Start a new conversation. Type @ to mention semeone.

@5 Add team A @ O @ B G - B

The Connectors dialog will open. Click the My Accounts category on the left:

Connectors for "General” channel in "Seattle Office” team x
Keep your group current with content and updates from other services.
Search Fe All Sort by: Popularity v

~  Connectors for your team

MANAGE
Contires Titer
Send and receive messages called Tweets,
My Accounts
b
CATEGORY Easily create surveys, quizzes, and polls.
Al All connectors
Analytics . Visual Studio Team Services m
CRM Collaborate on and manage software projects online,
Customer Support
sl > B s
Developer Tools o Get RSS feeds for your group.
HR a
Incoming Webhook m
Marketing v @(3&)

Send data from a service to vour Office 365 aroun in real time.
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Find the connector you want to change the sign-in information for and click “Remove:”

Connectors for "General" channel in "Seattle Office” team X

Keep your group current with content and updates from other services.

Search My accounts

MANAGE You have used the following accounts to configure connectors.
Configured .

¢ , Twitter ; ;
My Accounts Send and receive messages called Tweets. - Taccount ~ .
CATEGORY smith_widgets
All “
Analytics
CRM

Customer Support
Developer Tools
HR

Marketing

Click OK to confirm the operation:

Connectors for "General” channel in "Seattle Office” team X

Configurations which are using the account might stop working and you need to remove
them individually. Do you want to remove this account?

= -]
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Now, click the Configured category. Click “Configure” next to the appropriate connector:

Connectors for "General” channel in "Seattle Office” team X
Keep your group current with content and updates from other services,

Search Fe Configured Sort by: Popularity

MANAGE Twitter

Send and receive messages ca
Configured Send and receive messages cal

2 Configured v
My Accounts

CATEGORY

All

Analytics

CRM

Customer Support
Developer Tools
HR

Marketing

Follow the prompts to log in with a different account:

Connectors for "General" channel in "Seattle Office" team x

’ Twitter Send feedback

The Twitter connector sends periodic updates about tweets from the accounts you follow or hashtags you track. You
can receive tweets in a periodic digest or simply as individual messages as new tweets arrive.

To add this connector, sign in to your Twitter account.

% Cancel
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Removing a Connector

To remove a connector, open the Connectors dialog box and click the Configured category
on the left:

Connectors for "General” channel in "Seattle Office” team X

Keep your group current with content and updates from other services.

Gzeeh ol All Sert by: Popularity ~
Connectors for your team
MANAGE
Send and receive messages called Tweets,

My AccBunts

T o
CATEGORY = Easily create surveys, quizzes, and polls.
All All connectors
Analytics Visual Studio Team Services m
CRM Collaborate on and manage software projects online,
Customer Support RSS m
Developer Tools i Get RSS feeds for your group.
HR a

p Incoming Webhook m

Marketing “

Send data from a service to vonr Office 365 aroun in real fime

(Remember, you can open this dialog by moving your mouse over the target channel,
clicking the ellipses, and clicking “Connectors.”)
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Connectors for "General” channel in "Seattle Office” team

Keep your group current with content and updates from other services.

Search e, Configured
MANAGE Twitter
Configured Send and receive messages called Tweets.
My Accounts
Get tweets from @Microsoft

CATEGORY Added by: John Smith
All Get tweets from @smith widgets

. Added by: John Smith
Analytics
CEM

Customer Support
Developer Tools
HR

Marketing

Scroll to the bottom of the dialog box and click “Remove:”

Connectors for "General" channel in "Seattle Office" team
Enter the Twitter accounts you want to follow, separated by commas.

@ smith_widgets

Track

Enter the hashtags you want to track, separated by commas.

#

Notifications

I:I Include replies
I:I Include mentions

|:| Include retweets
Frequency
How frequently do you want to receive new tweets?

O Digest | Daily ~

@ Deliver individual messages as new tweets arrive

m Remove Cancel
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Review the information provided and click “Remove” to complete the operation:

Connectors for "General” channel in "Seattle Office” team X

INTEIUIE U 1S YIY W aTal
smith, . .
| |:| Receiving too many messages from this connector
Didn't find it to be useful
Follow |:|
Enter the |:| Doesn't send the information we want

@ |:| Mot receiving any message from this connector

Comments (optional
Track (op )

Enter the

#

Notifical Share my email address with Microsoft

I:I In€  Sharing your email address allows us to contact you about this issue so we can better
I:I Inc address it. Your email address won't be used for any other purpose.

I:I Ing

Frequen

|]sm\th@acmewidgets.onmicrosoﬂ.com
Privacy policy

How freg

O Diges Cancel
® Delive

If all services for a particular connector are removed, the connector itself will also be

removed.
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Activity 4-3: Adding Connectors to a Channel

In this activity, you will add a connector to your General channel.

1. Ensure you have completed all previous activities and that Microsoft Teams is

open.

2. The Teams list should be displayed. (If not, click the related icon in the sidebar.)
Move your mouse over the General channel in the task pane and click the

ellipses icon:

B S ‘ 5 Events John Smith) | M % ‘ + - = u} x
& - O 0 B https://teams.microsoft.com/_#/conversations/Eventszthreadid=19:15d00d6489e94ach8005235388229c97@thread skype: bd = Lo -
o e
Favorites H i
n John Smith > Events & -- Public ' No classification
More
Conversations Files Wiki Event Planner Template —+
B e Gibson (LT
, | JohnSmith Wednescay 1:45 P Edited
Smith [ ]
B sorn st 5 | Wevejust released our new marketing plan!
General h
Events
& Reply
Today
Bl John Smith changed channel name from News and Events to Events.
% | JohnSmith 1:45pM
Tab conversation has begun.
A7 JohnSmith 1:42 PN
[ Check out this new templatel
& Reply
Start a new conversation. Type @ to mention someone
&' Add team hCOBB S =
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3. Click “Connectors:”

S| ‘ s Events Uohn Smith) | Mi X ‘ + v

€ > 0 a 6w

‘teams.microsoft.com/

Search or type a command

Favorites

More

B Jane Gibson
B sohnsmitn

General

Events

& Add team

Connectors
Get érail address

& Getlink to channel

= Follow this channel

Public | No classification

. John Smith > Events & -

Conversations  Files Wiki  Event Planner Template +

John Smith Wednesday 1:45 PM  Edited
We've just released our new marketing plan!

Today
hanged channel name from News and Events to Events,

iith 1:45 PM
wersation has begun.

A7 John Smith 1:49 PM
©  Check out this new template!

« Reply

Start a new conversation. Type @ to mention someone.

A ¢ O BB G- B

4.

The Connectors dialog will open. Type,

“bing” in the Search field:

B a ‘ @2 Events John Smith) | Mi X ‘ + v

&« = 0O @ £ hitps://teamsmicrosoft.com/ e b+ = 1L e
© Search or type a command
[z - John Smith > Events # - Public | No classification
More
B v Gibson
Connectors for "General” channel in "John Smith” team x

B sohnsmith

General

Events

MANAGE
Configured

My Accounts

CATEGORY
Al

Analytics

CRM

Customer Support
Developer Tools
HR

Marketing

@ Add team

Keep your group current with content and updates from other services.

Searen Results

Sort by: Popularity v

Bing News

Get news summaries pow

Start a new conversation. Type @ to mention someone.

A ¢ QBB c - B
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5.

6.

Click “Add” next to the appropriate result:

Connectors for "General” channel in “"John Smith" team
Keep your group current with content and updates from other services.

bing Search Results

MANAGE Bing News

Get news summaries |

Configured

My Accounts

CATEGORY

All

Analytics

CRM

Customer Support
Developer Tools
HR

Marketing

Another dialog box will open. Click “Install:”

Bing News

Get the most relevant news on topics you care about.

Add to a team

v \iew features
#6)  Get notifications right in a channel
About

View more

Privacy and permissions

By using Bing News, you accept its privacy policy and terms of use:

2005-2018 Velsoft Training Materials, Inc. All rights reserved
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7. Next, you will be prompted to specify the settings for this connector. Type, “Bing
News” for the name:

Connectors for "General" channel in "John Smith" team X

b Bln g N ews Send feedback

Get the most relevant news on topics you care about.

Mame of digest

| Bing News| ® |

Select topics

‘ Search and select your topics ‘

Please add at least one topic.

What time would you like your digest delivered? 8:00 AM v

Save Cancel

8. Next, click in the “Select topics” field. Start typing “microsoft” and click the
appropriate result:

Connectors for "General” channel in "John Smith" team x

b Bi ﬂgN ews Send feedback

Get the most relevant news on topics you care about.

Name of digest

Bing News

Select topics

micros

Microsoft

Micréwoft Windows pd7 | 800 AM

Microsoft Corporation
Microsoft Studios
Microsoft Bing

Sun Microsystems

Microsaft Office -
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9. Leave the default time selected and click “Save:”

Connectors for "General” channel in "John Smith" team x

b Bi ﬂgN ews Send feedback

Get the most relevant news on topics you care about.

Name of digest

Bing News

Select topics

What time would you like your digest delivered? 8:00 AM

% Cancel

10. You will be taken back to the Connectors dialog box, where you can see that the

connector has successfully been installed. Close the dialog to return to Teams:

Connectors for "General” channel in "John Smith" team X
Keep your group current with content and updates from other services.

bing Search Results Sort by: Popularity

Connectors for your team
MAMNAGE

Configured b Bing News m

Get news summaries powered by Bing.
My Accounts
CATEGORY
All
Analytics
CRM
Customer Support
Developer Tools
HR

Marketing
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11. View the General channel. You should see a notification about the new

connector:

B 4 ‘ @8 General (John Smith) | M X ‘ + v

P O RN A hitps://teams.microsoft.com/_#/con

[ Search or type a command

Favorites - John Smith > General - Public | No dlassification

More
N Conversations ~ Files Wiki +
Jane Gibsor —_
Vesterday
B sotnsmitn & John Smith has added Jane Gibson to the team.
General
enera John Smith Vesterday 207 PM w1
Events & | Welcome to the General channel!
« Reply
John Smith Vesterday 219 PM
o | And a special welcome to Jane Gibson!
« Reply
Today
B John Smith changed channel name from News and Events to Events.
B8 John Smith has added Bing News to the team.
Last read
e Bing News 1:55 PM ‘
John Smith has set up a connection to BingNews so group members will be notified with update at most ance per
day that includes information related to the following topics:
+ Microsoft
« Regly
Start a new conversation. Type @ to mention someone.
@' Add team b @ @ B Gt o B

12. Now, Bing will automatically deliver a news digest to this channel once a day:

B g ‘ @ General Uohn Smith) | ‘ + v — o X
< = O h () hitpsy/teams.microsoft.com/ #
“ Search or type a command
Favorites f
- John Smith > General - Public | No classfication
B seeteofice
Conversations  Files  Wiki =+
More -
B o s
B soneGivson
Bing News °
B sonnsmitn
John Smith has set Up 2 connaction to BingNews 5o group members wil be notified with update at most once per
General day that includes information related to the following topics:
Events = Microsoft
& Reply
Last read
Q Bing News 3/16 6:04 PM
My interests
Thurrott
Read more from Bing News
Seemore
& Reply
March 17,2018
MW o Newe 170
Start a new conversation. Type @ to mention someone.
@' Add team A OB BE G - B

This activity is now complete.
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Summary

In this lesson, we learned how to customize a channel and add functionality to it using tabs

and connectors.

Review Questions

1. You have created a team. Now, you would like to create a SharePoint site linked
with it. How will you do this?

2. Which tabs can be renamed?

3. How do you add a connector to a channel?

4, True or False: When a channel is deleted, all conversations and files are deleted
too.

5. How do you start a conversation in a custom tab?
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LESSON 5:
CUSTOMIZING YOUR
TEAMS EXPERIENCE

Lesson Objectives

In this lesson you will learn how to:
e Manage your Teams profile
e Manage teams

e Add bots and apps to Teams
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TOPIC A: Managing Your

Teams Profile

Your Office 365 profile is linked to Teams so your colleagues can identify who you are. You
can also set your status to let people know when you are not available and customize your

Teams experience.

Topic Objectives

In this section, you will learn how to:
e Update your profile picture
e Change your status
e Change Teams settings

e Log out of Microsoft Teams
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Updating Your Profile Picture

To update your profile picture, click your profile icon in the top-right corner of the Teams

window. Then, click the “Change picture” link:

< | [ Events (Seattle Office) | X | + v _ o %
< > 0w & teamsmicrosoftcom, * e LB e
Favarite . e
et H Seattle Office > Events # -+ A7 sohn smith
B sestteoffice W) Change picjure
Coners Conversations ~ Files Wiki - j
- Available >
Events _
[ Saved

More 83 Settings

Help
Keyboard shortcuts
! - D ‘7 B . About >

- Download the desktop app

Download the mobile app

Sign out

The “Update profile picture” window will open. Here, you can remove the current picture

(resetting it to your initials, as shown here), or upload a new one. Let’s upload a new one:

< | @5 Events (seattle Office) | | + v _ o x
S DA o ‘teamsmicrosoftcom e LB -
g SEIEICIE0 G
Foveres H Seattle Office > Events & - Public | No dlasification
B seeeoffice
Conversations  Files Wiki +
General
Events
Mor
Update profile picture
@ Upload picture
R | 7
[l Remove picture
Close ation started
> participate in this channel
=] John Smith changed channel name from WDX 2025 Conference to Events.
Start a new conversation. Type @ to mention someone.
28 Add team Ar @ O @ B Gt =
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Then, the Open window will appear. Browse to your image, select it, and click “Open:”

Open x
&« v A ‘ » ThisPC » Downloads w | @ Search Downloads »
Organize v Mew folder 5 O @O
~

: m | John Smith
st Quick access PNG File

“‘ 181 KB

@ OneDrive

& Documents

& Email attachmen
& Music

& Pictures

& This PC

W

File name: |John Smith "|

You will now be taken back to Microsoft Teams. Click “Save” to complete the operation:

A | @ bents eattieOffice) | X | v _ o x
N - ) teams.microsoft.com w x L »
g SEICICTF0 CIrE
Foveres H Seattle Office > Events & - Public | No dlasification
B seeveofiice
Conversations  Files Wiki +
General —
Events
More
Update profile picture
@ upload picture o
Close % ation started
> participate in this channel
=] John Smith changed channel name from WDX 2025 Conference to Events.
Start a new conversation. Type @ to mention someone.
@ Addteam A @ Q@ @ B S B

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved



[243]  Microsoft Teams

You can now close the dialog as your changes have been applied:

i Events (seattle Office) |

Update profile picture

@ Upload picture

(il Remove picture
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Changing Your Status

Just as with other messaging and collaboration apps, Microsoft Teams lets you set your
status so your colleagues know whether you are available or not. You can set your status

from the profile menu:

= | @5 Events (Seattle Office) | | + v — o X
& = 0O m B htips://teams.microsoft.com/_#/conversations/Events?threadid=19:1046271366734e01b650d82fc5: ead skype&u b d v 4L o'
= S NG m
Favarite: 2 /
s H Seattle Office > Events % - P John Smith
B sestveofice \_y Change picture
. Conversations  Files Wiki + .
General — © Available @ Availsble >
Events
® Busy [1 saved 'h
More © Do not disturb €83 Settings
Away
Help
Keyboard shortcuts
s *: .-. About >
"’ Download the desktop app
Download the mobile app
Sign out
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
=] John Smith changed channel name from WDX 2025 Conference to Events.
Start a new conversation. Type @ to mention someone.
i Addteam A @ © @B G - B

There are four statuses:
e Available (green check)
e Busy (red circle)
e Do Not Disturb (red circle with a white line)
e Away (yellow clock)

Note that some of these statuses may be applied automatically. For example, if you are in a

call, your status will automatically be changed to Busy.
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The icon in the bottom corner of a person’s profile icon (including your own) will indicate
their status:

Today

2] John Smith 3:00 PM  Edited
\ Don't forget about the marketing team lunch tomorrow!

« Reply

Start a new conversation. Type @ to mention someone.

A ¢ © @ B g - =

Changing Your Teams Settings

To change your personal Teams settings, click your profile menu and click “Settings:”

B a | i Events (seattle Office) | % ‘ + - - o x
&~ = O m B hitpsy//teams.microsoft.com/_#/conversations/Events7threadid=19:0 e8ic o = L' -
g SO0 I m

Favorite: - p

et H Seattle Office > Events & - P John smith

B seateoffice \" Change picture

Geners Conversations  Files Wiki + )
- Available >
Events

[1 saved

More 2 Settings .

o
(=Y
I \ Keyboard shortcuts
N /7 About >
Download the desktop app
Downlead the mobile app
Sign out
Let's get the conversation startcwu
Try @mentioning the people you want to participate in this channel
Yesterday
=] John Smith changed channel name from WDX 2025 Conference to Events.
Today
[=] John Smith 3:00 PM  Edited
\ Don't forget about the marketing team lunch tomorrow!
« Reply
Start a new conversation. Type @ to mention someone.
25 Addteam A @ Q@ @ B S e >
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The Settings dialog will open:

S | @ Events (Seattle Office) | X | + _ o <
| I
ra O & a teams.microsoft.com pid ¥ L o’ -
Settings x _
Favorites Public No classification
B seoeofic 5 General Theme
General L Netifications
Events
Mor:
Default Dark High contrast
Language
The language will determine the date and time format.
English (United States) ~
Restart application to apply language settings
a5
# Add team B

There are two categories in this dialog. The General category (displayed by default) allows

you to change the theme and language.
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The Notifications category allows you to customize notifications for all Teams events:

Settings X

5% General Mentions

L3 Notifications Personal mentions Banner and email e
Channel mentions Banner and email Y4
Team mentions Banner and email e
Messages
Chat messages Banner and email N
Replies to conversations | started Banner e
Replies to conversations | replied to Banner N
Likes Banner v
Followed channels Banner and email ~
Other
Team membership changes Banner v
Team role changes Banner Av4
Sound Call, mention and chat '
Email frequency Once every hour ~
Chat with Skype for Business Enabled A

Changing this option will restart the app

Any changes you make in this dialog will automatically be saved, so you can close it at any

time.
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Logging Out of Teams

To log out of teams completely, click the profile menu and click “Sign out:”

S| | @5 Events (Seattle Office) | X ‘ + v _ o %
< S 0O 0 B hitps;/teams.micrasoftcom/ #/conversations/Events?threadid=19:104627/3667340by hreadskype&ic pid = 2 o’ -
g SECICTIROCTIETE m
Favorite: - p
et H Seattle Office > Events & - P John smith
B seaweofice \;’ Change picture
o Conversations  Files Wiki T+ )
enera Available >
Events
[1 saved
Mo 3 Settings
I Yy Keyboard shortcuts
N /7 About >
Download the desktop app
Download the mobile app
Let's get the conversation startcw U
Try @mentioning the people you want to participate in this channel
Vesterday
=] John Smith changed channel name from WDX 2025 Conference to Events.
Today
[ John Smith 3:00 PM Edited
\ﬂ Don't forget about the marketing team lunch tomorrow!
& Reply
Start a new conversation. Type @ to mention someone.
i Addteam ¢ QBB & =

You will now be signed out of Teams, which means you will no longer see notifications. You

will need to sign back in to access the app.
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Activity 5-1: Managing Your Teams Profile

In this activity, you will update your status, profile picture, and settings.

Ensure you have completed all the previous activities and that Microsoft Teams is
open.

First, let’s set your status to Away while we update your profile. Click your profile
icon in the top right corner of the window:

B | O fents (seatde Office) | X | £+

€ > 0@ 0w

<//teams.microsoft.com/_#/con

o x
ersations/Events2threadid=19:04627{366734e0fb650d82 Kyr Yo Y= Lo
ST RRAEII q

Favorite: ﬂ Seattle Offlce > Events ., e Public = No classification
B sesrveoffice

- Conversations  Files Wiki 1

Genera IR

Bz Bl John Smith changed channel name from WDX 2025 Conference to Events
More

March 16,2018
John Smith 3/16 3:00 PM  Edited
o | Don'tforget about the marketing team lunch tomorrow!

& Reply
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3.  Move your mouse over the first item in the menu (which indicates your status) and

click “Away” from the sub-menu:

B a ‘ [ Events (seattle Office) | > ‘ 4+ - — o x

& - O m (@ httpsy/teams.microsoft.com/_#/c

“ Search or type a command

Favorites 1 ™

suarites H Seattle Office » Events (|-} JohnSmith

B sesrveorice 5 change picture
P Conversations  Files  Wiki 1 —
General —_— Available | & Availasie >
Events B John Smith changed chennel name from WDX @ Busy [ saved

More © Do not disturb 5} Settings

John Smith 3/16 3:00 PM  Edited

Don't forget about the marketing tea
Help

- R
I Keyboard shortcuts
About >
Download the desktop app

Download the mobile app

Sign out

4. Click the profile menu again and click “Change picture:”

B = ‘ 5 Events (Seattle Office) | X ‘ + v _ o x

& - O m @ httpsy/teams.microsoft.com/_#/conversations/Events?t

= ORI m

Favertes ﬂ Seattle Office > Events #& - () Johnsmitn
B sesrveorice 5 change picture
o Conversations  Files Wiki @
- —_— Away >
Events = John Smith changed channel name from WDX 2025 Conference to Events. l,] Saved
March 16, 2018
More

& Settings
John Smith 3/16 3:00 PM  Edited

Don't forget about the marketing team lunch tomorrow!
Help

-~ Re
I Keyboard shortcuts
About >
Download the desktop app

Download the mobile app

Sign out

(Notice that your status is now set to Away.)
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5. Inthe dialog box that appears, click “Upload picture:”

=IE=H [ Events (Seattle Office) | X S - o X
&< = O w 0] teams.microsoft.com Y = 4=
Favorites ﬂ Seattle Office > Events & - Public | No classification

B sestieofiice
Conversations  Files Wiki
General —

EEE Bl John Smith changed channel name from WDX 2025 Conference to Events.

March 16, 2018
&

More
John Smith /16 2:00 PM  Edited
Don't forget about the marketing team lunch tomorrow!

Update profile picture

& Upload picture

@ Remove picture

Close

6. Browse to Lesson 5 of your Exercise Files. Select the Activity 5-1 image and click

“Open:”

Open x
« v A <« Teamns_ExerciseFiles » Starting Files for Activities » Lesson3 w | D Search Lesson 3 2
Organize » Mew folder = « [TH o
A

7 Quick access

@ OneDrive

& Documents

& Email attachmen Activity 5-1
& Music

@ Pictures

[ This PC

W

File name: | Activity 5-1 v| | Afiles v

Cancel
5
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7. Click “Save” to complete the process:

B & O Events(SeattleOffice) | X | 4 - o X
« - 0w o teams.microsoft.com P S
EX Search or type a command 5
s ﬂ Seattle Office > Events & - Public | No classification
B seeveoffice
Conversations  Files Wiki
General s
Events [ John Smith changed channel name from WDX 2025 Conference te Events.
March 16, 2018
More

John Smith 3/16 3:00 PM  Edited
Don't forget about the marketing team lunch tomorrow!

@

Update profile picture

() Upload picture

Remov

Close

£

8. Close the dialog box:

& | @5 Events (Seattle Office) | X | 4+ _ o x

c S0 0 © teams.microsoft.com

Search or type a command

Fovertes ﬂ Seattle Office > Events & -~ Public | No dassification
B seereoffice
Conversations  Files Wiki 1
General —
Events Bl John Smith changed channel name from WDX 2025 Conference to Events.
March 16, 2018
More

John Smith 3/16 3:00 PM  Edited
Don't forget about the marketing team lunch tomorrow!

»

Update profile picture

@ Upload picture

il Remove picture

Close
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9. Click the profile menu again and click “Settings:”

B & O Events(SeattleOffice) | X | 4 N
<« O 0 teams.micrasoft.com o= Loe
© el pRacT I
H Seattle Office > Events & - John Smith
Change picture
Conversations  Files  Wiki 1
Away >
B John Smith changed channel name from WDX 2025 Conference te Events. N Saved
March 16, 2018
John Smith 3, Edited @
Don't forgat about the marketing team lunch tomorrow!
Help
« Reply
5 Keyboard shortcuts
About >
Download the desktop app
Download the mobile app
Sign out

10. The Settings dialog will open to the General tab. Try applying the other available

themes:

B & [ Events (seattle Office) | X | 4+ W

< O 6 o teamsmicrosoft.com Y o L.

Settings

Theme
L1 Notifications i —

Default Dark

Language

The language will determine the date and time format.

English (United Stats v

Restart application to apply lang
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11. To complete this activity, ensure the Default theme is selected and close the

Settings dialog box:

8 | @5 Events (Seattle Office) | X | +
| I

‘teams.microsoft.com

Favorites Sehl ngs
B seeeofiic
& General
General .
L) Notifications
Events
More
Default Dark High contrast
Language
The language will determine the date and time format.

English (United States) v

Restart application to apply language settings

@ Add team
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TOPIC B: Managing Teams

If you are the owner of a team, you may need to edit its name or change its settings. There
are two places to find these settings — we will explore both in this topic.

Topic Objectives

In this section, you will learn how to:
e Edit ateam’s name, description, and privacy
e Access team settings to manage its members, channels, settings, and apps

e Delete ateam
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Editing the Team

To change the name, description, and/or privacy of your team, move your mouse over its

name in the task pane. Click the ellipses and click “Edit team:”

= | [ Events (seattle Office) | ‘ + v _ o X
&~ = O m £} hitps://teams.microsoftcom/ #/conversations/Events?threadid=19:04627f266724e0fb650d b@thread skypesi o = L' -
SO0 I m
H Seattle Office > Events & - Public | No classification

Seattle Office

P les Wiki *+

beners *  Remove favorite

Events changed channel name from WDX 2025 Conference to Events.

Mo @ Manage team Today
B Add channel ith 300PM Edited

o )rget about the marketing team lunch tomorrow!
< Add members

20 Leave the team I
& [dltteﬁn
& Getlink'to team

il Delete the team

The “Edit team” window will open:

Edit "Seattle Office" team

Collaborate closely with a group of people inside your organization based on project, initiative, or
common interest. Watch a quick overview

Team name

Seattle Office

Description

This team is for all users located in the Seattle office.

Privacy

Public - Anyone in your organization can join ~

Cancel

Simply make your changes and click “Done” to return to the Teams window.
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Accessing Advanced Team Settings

To access advanced team settings, open the settings menu by moving your mouse over its

name in the task pane and clicking the ellipses. Now, click “Manage team” from the menu:

B a | [ Events (Seattle Office) | x ‘ + v

< - 0O @

B https://teams.microsoft.com/_#/conversations/Events?threadid=19:f04627f366734e0fb650d82fcs955t

ZZIE IR
Favorites :
B Seattle Ofﬁce > Events * - Public = No classification
Seattle Office
N les Wiki +
#  Remove favorite
Events changed channel name from WDX 2025 Conference to Events.

3 Manage team Today
More @
5 Add chennel ith 300PM Edited

2 Add members »rget about the marketing team lunch tomorrow!

f Leave the team
& Editteam

& Get link to team

[ Delete the team

You will then see the following window:

& | i Microsoft Teams X ‘ + v _ o x
N O] £ hiips;/teams.microsoftcom/ #/tea a13fc77@thread skype, pid = 2 o’ -
g XTI m
Favorites. -
SO Seattle Office * -~ Public | No classification
B seaveorice This team is for all users located in the Seattle office.
General
Events

Members  Channels ~ Settings ~ Apps

More
Search for members Q3 members < Add member

Name Title Location Role
)
\_‘ John Smith Owner W
Armando Tyler Member
Jane Gibson Member ~
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Managing Team Members

Let’s look at the first tab in this window, which lists all team members:

@ | B Micosoft Teams X |+ v _ n x
& = 0O @ ) https;/teams.microsoftcom/ #/team 200ffice 681851204a13fc77iE yoe/ prd = 2 e -
g SO0 I m
Favorites .
SO Seattle Office * - Public | No classification
B seoreomce This team is for all users located in the Seattle office.
Genera
Events

Members Channels ~Settings  Apps

More
Search for members Q3 members & Add member

Name Title Location Role
-

\! John Smith Owner v

Armando Tyler Member ~

Jane Gibson Member

At the top of the window, you can search the team list or add a new member. To change a

user’s permission level, click the arrow next to their role:

ES) | @ Microsoft Teams B3 ‘ + v = u] X
e O} B hittps;//teams.microsoft.com,_#/teamDashboard/Seattie%200ffice/19: 146268151204a13fc77f@thread skype, bxd = 4L e -
= SN0 G ‘
Favorites )
o) Seattle Office * - Public | No classification
B st offce This team s for all users located in the Seattle office.
General
Events

Members Channels ~Settings  Apps

Mare
Search for members Q3 members £ Add member

Name Title Location Role
)
\_! John Smith Owner W
Armando Tyler Member
Jane Gibson Member X
Owner
Member

You can now make the user an owner or a member.
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To remove a member, move your mouse over their name and click the “X” on the right

edge:

<= | @5 Microsoft Teams X ‘ + v _ o x

&~ = O m £} hitps://teams.microsoftcom/ #/teamDashboard/Seattle%200ffice/ 19 268851204a13fc77i@thread skype/ o = 1.

g SO0 I m

Favorites §
SO Seattle Office * - Public | No classification
B seoreomce This team is for all users located in the Seattle office.
General
Events

Members Channels  Settings  Apps
More "

Search for members Q3 members & Add member
Name Title Location Role

Owner

-
\_‘ John Smith

Armando Tyler Member

Jane Gibson Member x

Note that there is no warning to confirm this operation, so be very careful!

Managing Channels

The next tab provides a central place to manage channels:

= | i Microsoft Teams b3 ‘ + v — X
& = 0 G B hitps;//teams.microsoft.com,_&/teamDashboard/Seattle%200ffice/19 14e2681351204a13fc77@thread skype, bxd = L e
g SO0 I m
Favorites .
SO Seattle Office * - Public | No classification
B seoreomce This team is for all users located in the Seattle office.
General
Event
vene Members Channels ~ Settings  Apps
More
Search for channels Q 5 Add channel
Active (2}
Name Description Last activity
General 3h ago
*  Events 19m ago
Deleted (1)

Similar to the Members tab, you can view, search, and add channels.
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Click the ellipses to manage an individual channel:

B a | @5 Microsoft Teams X ‘ 4+ v

€ 5 0@ B

‘teams.microsoft.com, #/te:

4 Search or type a command

Favorites .
Yol Seattle Office * -~
B seaueorice This team is for all users located in the Seatle office.

Genera

Events Members  Channels ~ Settings  Apps

More

Search for channels Q

Active (2)

Name Description

General

*  Events

Deleted (1)

Notice that there is a category for deleted channels, too. Click the heading to see deleted

items:

Public | No classification

& Add channel

& Edit this channel

46 Connectors

£ Get email address

& Getlink to channel @

il Delete this channel

B Follow this channel

B 4 | % Microsoft Teams X ‘ + -

€ > 0@ 6

‘teams microsoft.com,_#/te:

© Search or type a command

Favarites X
o) Seattle Office * -
B seoreomce This team is for all users located in the Seattle office.

Genera
Event
vents Members  Channels ~ Settings  Apps
More
Search for channels Q
Active (2)
Narme Description
General
% Events

DE‘@SEd m
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This will show the deletion date and an option to restore the channel:

S| | @5 Microsoft Teams b ‘ + v _ o x

& = O m £ hitps://teams.microsoftcom/ #/team fc77i@thread skype, brd = 1 ».

g SO0 I m

Favorites §
SO Seattle Office * - Public | No classification
B seoreomce This team is for all users located in the Sesttle office.

General

Events

Members Channels ~ Settings  Apps

More
Search for channels Q & Add channel

Active (2)

Deleted (1)

Name Deletion...

Marketing News and Events 3/14/18 U Restore

Managing Settings

The next tab is Settings:

B a | 5 Microsoft Teams X ‘ + v - o X

R O] B hipsy/teams.micrasoftcom/_#/team

= SN

Favorites .
o) Seattle Office * - Public | No classification
B se-teorce This team is for all users located in the Sesttle office.

General

Event:
vents Members Channels  Settings Apps
More This team has been made public.

Team picture Add a team picture
Member permissions Enable channel creation, adding apps, and more
Guest permissions Enable channel creation

@mentions Choose who can use @team and @channel mentions
Fun stuff Allow emaji. memes, GIFs, o stickers

This tab contains a variety of different options, which are set per team.
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Click a heading to expand it and then change the desired options:

B @ @ Micosoft Teams x b - o

& > O @ B nipsy/teamsmicrosoftcom,

Favorites .
SO Seattle Office * -~ Public | No classification
B seaveorice This team is for all users located in the Seattle office.

General

Events Members  Channels ~ Settings  Apps

More This team has been made public
Team picture Add a team picture

Member permissions Enable channel creation, adding apps, and more
Allow creating and updating channels
Allow members to delete and restore channels
Allow members to add and remove apps
Allow members to create, update, and remove tabs
Allow members to create, update, and remove connectars

Everyone can delete their messages

Everyone can edit their messages
General Channel:

@ Anyone can post messages

Anyone can post: show alert that posting will notify everyone (recommended
for large teams)

O Only owners can post messages
Add team

XTI ‘

Note that all changes are saved automatically.
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Managing Apps

The final tab is Apps, which includes both connectors and Teams apps (which we will learn

about in the next lesson):

& | @5 Microsoft Teams b4 ‘ + v _ o X

&~ = O @ G https:/teams.microsoftcom/ #/teamDashboard/Seattle%200ffice/19: 1426818512042 13fcT7f@thread skype/ o = L =

& oo bee s commend m

Favorites §
SO Seattle Office * - Public | No classification
B seoreomce This team is for all users located in the Seattle office.
Genera
Events

Members ~ Channels ~ Settings ~ Apps

More
Apps let you complete tasks, receive updates, and c te ot the same time. To get started @mention a bot or ® Go to store
add a tab in a team channel,

Name Description

u Bing News Get the most relevant news on topics you care about. [m]

E OneNote Note notebooks to collabora [m]
u Stream Share and collabrate with Microsoft Stream, the intelligent video service in Office 365, [}
u Twitter The Twitter connector sends periodic updates about tweets from the accounts you follow or has.. [m]

Here, you can see some of the connectors we installed in the last lesson, as well as some
default tools. You can click the trash can to remove an app, or click “Go to store” to install

new apps.
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Deleting the Team

The final option we would like to explore is deleting a team. Move your mouse over the

team name, click the ellipses, and click “Delete the team:”

= | [ Events (seattle Office) | ‘ + v _ o X

&~ = O @ ) hitps:;//teams.microsoftcom/ #/conversations/Events?threadid=19:04627266724e0fb650dE. ypeic o = L' -
H Seattle Office > Events & - Public  No classification

< Seattle Office
Conversations  Files Wiki T+

Genera
#  Remove favorite

Events changed channel name from WDX 2025 Conference to Events.
Today
More @ Manage team
ith 3:00PM Edited
& Add channel yrget about the marketing team lunch tomorrow!

& Add members
42 Leave the team
¢ Editteam

& Getlink to team

[ Delete the team

A confirmation box will appear. Read the information carefully. If you are sure you want to

delete the team, check the “l understand” box and click “Delete team:”

Delete "Seattle Office" team

Are you sure you want to delete the team “Seattle Office™? All channels, chats, files,
and the Office 365 Group for this team will be deleted.

Cancel Delete team

The team will then be deleted and cannot be restored.

| understand that everything will be deleted.
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Activity 5-2: Managing Teams

In this activity, you will review your team’s settings.

1. Ensure you have completed all the previous activities and that Microsoft Teams is

open.

2. Ensure the Teams icon is selected from the sidebar. Move your mouse over the

team with your name and click the ellipses:

B & O Genelgohnsmity |h X | v - O x

< = O w @ nhttpsy//teams.microsoft.comy_#/conversations/General?threadid=19:e000d5d7 1924479090255 fe78d53856@thread.skyp h*d > L.

T
SECNDPpROCIITET

Favorites ﬂ John Smith > General Public | No classification

B sesrveoffice
Conversations  Files Wiki 1
More My interests

B e Givson

Microsoft

&

" TYRE®  Windows ML - Microsoft's Grand Plan To Bring Al Closer To Windows Developers
. <14 Microsoft has announced that the next major update to Windows will include the ability to run
~  John Smith machine learning models ..
Forbes
General

Events
Read more from Bing News

See more

& Reply
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3. Click “Edit team:”

B a ‘ @ General (John Smith) | n X ‘ + v - o X
< - 0O @ (D httpsy/teams.microsoft.com, 71984479
“ Search or type a command
Favorites H
- John Smith > General - Public No clszsification
B seouteoffice
Conversations ~ Files  Wiki
More .
E}  John Smith has added Bing News to the team.
B recibson
Bing News >
John Smith
Smith has set up a connection to BingNews so group members will be notified with update at most ance per
General & Favorite 2at includes information related to the following topics:
Events + Microsoft
5 Manage team |
= Add channel
Last read
2 Add members
. Leave the team il
terests
Support to Windows 10
for the n Fimage format to Windows 10. First popularized by
fl Delete the team ge format t
Read more from Bing News
See more
« Reply
March 17, 2018
MW innNewe 217 R02PM
Start a new conversation. Type @ to mention someane.
& Add team Ay COBB G - =

4. Change the description to, “My department’s team” and click “Done:”

a ‘ [ General (John Smith) [n X ‘ + v - [u] X
&< > 0O @ (D hipsy/teams.microsoft.com/ 71984479
“ Search or type a command
Favorites B
n John Smith > General - Public - No classification
B s orice
Conversations  Files Wiki +
More My interests
B reGibson Microsaft
Windewrs M - Micrasaf's Grane Plan To Brina Al Claser T Windaws Developers
e the ability to run
B oo Smith . "
Edit "John Smith” team
General ) n
Collaborate closely with a group of peaple inside your organization based on project, initiative, or
Events common interest. Watch a quick overview
Team name
John Smith
Description
My department’s team
Privacy
Public - Anyone in your organization can join v ey
— e
See more
« Reply
Start a new conversation. Type @ to mention someone.
&' Add team A QOB Gt >
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5. Now, let’s review the team’s advanced settings. Move your mouse over the team

with your name, click the ellipses, and click “Manage team.”

= ‘ & General John Smith) [n X ‘ + v -~

“~ - O @ htipsy/teams.micrasoft.com,_#/conv

Search or type a command

Favorites - John Smith > General Public | No classification

B seoueorice

Conversations ~ Files  Wiki
More ‘ I8 Windows ML
B recibson ;

Microsoft’'s Grand Plan To Bring Al Closer To Windows Developers
nounced that the next major update to Windows will include the ability to run

John Smith

Czmzs 7% Favorite

~ more from Bing News
Events

B Add che\ |

& Add members Vesterday
& Leave the team ws
' Edit team Kerests
& Getlink to team Microsoft
Sormy Microsoft, but this isn't the way to get people to use your Edge browser
R § Inthisstest episode of "Who the heck thought this was 3 good idea?.” Microsoft is reportedly

[ Delete the team punching itselfin the

Mashable

6. By default, the Members tab will be displayed. You should have two members on

your team:

B ‘E‘W Microsoft Teams X |+ v - o x

«~ - O m (@ https;//teams.microsoft.com, /%

n%20Smith/19

Search or type a command

Favorites c
) IS John Smith v - Public No classification
B seveorice 9 ]
y department’s team

More

- Jane Gibson Members Channels  Settings Apps
- John Smith Search for members Q. 2 members & Add member
General
~ Name Title Locatien Role
Events
0 John Smith Ouwner \/
Jane Gibson Member
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7. Click the Channels tab. You should have two channels (General, the default, and

Events, which you created):

B a ‘ B8 Microsoft Teams X ‘ + -

“~ - O m @ httpsy/teams.microsoft.com/_#/tea Smithy1

. T
£ S h or ty d i
_ bl

Favorites .
John Smith & - Public | No classification
B seateorice JS " '
y department's team

More

- Jane Gibson Members ChanEsls Settings  Apps
B onnsmitn Search for channels Q & Add channel

General Active 2)
Events
Name Description Last activity
General Yesterday
& Events Announcements, updates, and more 3/16
Deleted (0)

8. Next, click the Settings tab:

B a ‘ @ Microsoft Teams X ‘ + v

& > 0O m @ httpsy//teams.microsoft.com,/_#/tea 6205mithy1

- 1
- == GG

Favorites q

John Smith = - Public | No classification
B seatte Office Js !

My department's team

More

B e Gibson Members ~ Channels SE%ES Apps
B JotnSmith Search for channels Q B Add channel
General Active @)
Events
Name Description Last activity
General Yesterday
% Events Announcements, updates, and more 3/16
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9. Let’s make sure our members have as much control over their content and the

team as possible. Click the “Member permissions” heading:

B a ‘ @8 Microsoft Teams X ‘ + v - o X

~ - O @ httpsi//teams.microsoft.com/_#,

- =R _

Favorites .
o IS John Smith & - Public | No classification
B seaveornee My department's team

More

ohn mit

- Jane Gibson Members  Channels  Settings  Apps
This team has been made public.
B oo smith
General Team picture Add a team picture
Events.
Member permissions Enable channel creation, adding apps, and more
Guest permissions Enable channel creation
@mentions Choose who can use @team and @channel mentions
Fun stuff Allow emoji, memes, GIFs, or stickers

10. Ensure all boxes in this section are checked:

B a ‘ i Microsoft Teams X ‘ + v - o x

<~ - O @ (@ htpsy/teams.microsoft.com/_#

“ Search or type a command
Favorites .
X 15 John Smith & - Public | No classification
B seaie oice My department's team
More
. Jane Gibson Members Channels  Settings  Apps
This team has been made public.

B ot smith

Genera Team picture Add a team picture

Events

Member permissions Enable channel creation, adding apps. and more

Allow creating and updating channels

Allow members to delete and restore channels

Allow members to add and remove apps

Allow members to create, update, and remove tabs

Allow members to create, update, and remove connectors

Everyone can delete their messages

Everyone can edit their messages

General Channel

® Anyone can post messages

Anyone can post; show alert that posting will notify everyone (recommended
for large teams)

O Only owners can post messages.

Guest permissions Enable channel creation

&' Add team

Ch ho can use @team and @channel mention:
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11. In our next lesson, we will learn about apps. Before we start, click the Apps tab to

see what apps are currently installed for your team:

a | @ Microsoft Teams X | + v - a X
& S 0 6 (@ httpsy/team oft.com/_#/teamDashboardJohn3%20Smit hig ¥ L »
0 Search or type a command T
“ n

Favorites .
o 4 John Smith - Public | No d
B seaie oice My department's team

More
. Jane Gibson Members Channels ~ Settings  Apps
- o smith tes, and communicate at the same time. To get started @mention a bot or B Gotostore
Genera
Events Neme Description
u Bing News Get the most relevant news on topics you care about 1]
m OneNote Use OneNote notebooks to collaborate on digital content and share it with your team. @
Planner Planner makes it easy for your team 1o stay organized, assign tasks, and keep track of your prog (]
u Stream Share and collaborate with Microsoft Stream, the intelligent video service in Office 365. @

Remember that we installed Bing News and OneNote as connectors and tabs,

respectively, in the last lesson.

12. This activity is now complete. Leave Teams open for the next activity.
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TOPIC C: Adding Apps and
Bots

One of the biggest advantages of Microsoft Teams is the ability to add apps, which integrate
existing services and provide you with data from other apps. This data is usually displayed
within the channel (via a connector) or one of its tabs. Bots are installed in the same way,

but provide a bit of a different user experience.

Topic Objectives

In this section, you will learn how to:
e Open and use the Store

e Install, use, manage, and remove apps and bots
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Opening the Store

Apps are installed from the Store, which you can access from the Teams sidebar:

= | i Events (Seattle Office) | ‘ + v - u] X

&« > O @ A

/teams.microsoft.com)

Search or type a command

Favorites H Seattle Office > Events & - Public | No classification
B seerveoffice
- Conversations  Files Wiki +
General
Events B John Smith changed channel name from WDX 2025 Conference to Events.
March 16, 2018
More

John Smith 3/16 3:00 PM  Edited
Don't forget about the marketing team lunch tomorrow!

w

& Reply

Start a new conversation. Type @ to mention someone.

A2 OB B d - B

= | @5 store| Microsoft Teams X ‘ 4+ v = o x

< - 0@ 6

/teams.microsoftcom/

Search or type a command

Store See everything you're

doing in different e —

Search all Q
teams = v
s - o . .
Al Check your personal appto get @ [ = -
Apps > a bird's-eye view of all your : - @ s
Bots work.
Tabs
Connectors
Y Adobe Creative Cloud Adobe Sign Bitbucket

Messaging Productivity - Workflow + business man... E Developer toals
Tepps Content creators and collaborators can Keep document-signing workflows Bitbucket Cloud is the Git solution far

now find, view, and share Adobe
Creative Cloud assets within Microsoft

) Flow
Y] v + business man..

moving fast when you add Adobe Sign
to Teams. Now, right in Teams, you can

GitHub
Utilities

professional teams. Distributed version
control system that makes it easy for

Jira Cloud
Project management

Analytics and BI
Developer and IT
Education

Human resources

Productivity
Praject management
Sales and support

Social and fun

Automate time-consuming and
repetitive tasks by integrating your
favorite apps and services with

Nimble Contacts
Content management

Nimble Smart Contacts allow you to
turn any piece of contact information
into a rich data profile. Now it is all

Browse issues and pull requests for
your repositories within Teams using
V-Empower's GitHub for Microsoft

OneNote
Content management

Use OneNote notebooks to collaborate
on digital content and share it with
your team.

Jia Cloud is an issue management tool
that helps to plan, track, and release
world-class software.

Planner
Project management

Planner makes it easy for your team to
stay organized, assign tasks, and keep
track of your progress. Create  new

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved




[273]  Microsoft Teams

You can browse apps using the categories on the left, or use the search field.

Installing an App

To install an app, simply locate the app you want and click it:

= | & Store| Microsoft Teams % ‘ + v = u] X

< - O @ o

/teams.microsoftcom/

@ Search or type a command

Store
microsoft

All

Apps

Bots

Tabs
Connectors

Messaging

Top picks
Analytics and BI
Developer and IT
Education
Human resources

Productivity

Sales and support

Social and fun

Project management

Keep your team updated with updates
and netifications on your Power Bl
items, documents, links and assigned

Bing News
News + weather

Get the most relevant news on topics
you care about,

[l Dynamics 365
2 sales - marketing

Microsoft Dynamics 365 connector
sends notifications about activity
updates in your connected Dynamics

GitHub
Utilities

Browse issues and pull requests for
your repositories within Teams using

V-Empower's GitHub for Microsoft

9 Incoming Webhook
(Exg) Utilities

The Inceming Webhaok connector
enables external services to notify you
about activities that you want to track

Content creators and collaberators can
now find, view, and share Adobe
Creative Cloud assets within Microsoft

Bizzy
Human resources + recrui...

Your Bizzy bot is trained using
Micrasoft Flow. Using the Bizzy flow
connector, you create a flow for each

’j Flow
Tl icrkfiow + business man

Automate time-consuming and
repetitive tasks by integrating your
faverite apps and services with

Haldor Plagiarism ch...
Education

Plagiarism check in Microsoft Teams.
Werks with Urkund,

Intercom
Customer support

See your Intercom data in Microsoft
Teams.

Keep document-signing workflows
maving fast when you add Adobe Sign
to Teams. Now, right in Teams, you can

Cisco WebEx
Communication
Start or join Cisco WebEx meetings

from Microsoft Teams. The

ebEx bot helps you invite

E Forms
Productivity

Easily create surveys, quizzes, and plls.

b

Images
Microsoft

Search Bing for the image you need
and share it directly in a channel or
chat.

MailClark
Customer support

Send & receive emails, Facebook
messages, tweets & Twitter DMs
without ever leaving Microsoft Teams.
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Now, choose the team you wish to add it to and click “Install:”

| @ Store| Microsoft Teams X | 4 - o x
| I

S O ha B ‘teamsmicrosoftcom w x L »

: SECCRRCT _

Store Keep your team updated with updates. Content creators and collaberators can Keep document-signing workflows
wing fast when you add Adobe Sign
Teams. Now, right in Teams, you can

microsoft Q X
Forms
Al Easily create surveys, quizzes, and polls
Cisco WebEx
Apps Communication
Bots

1t or join Cisco WebEx meetings

Tabs Addtoateam Seattle Office ~ o @D e
co WebEx bot helps you invite

iew features
Connectors T
Messaging & Chat with a bot to ask questions and find info
o ~ . . . N Forms

T— Pin content and senvices at the top of  channel Productity

. & Get notifications right in a channe! |
Analytics and BI iy creste surveys, quizzes, and polls.
Developer and IT
Education About

View more

Human resources

Images
Productivity
Privacy and permissions Microsoft
Project management By using Forms, you accept its priv and
j g By using Forms, you accept its privacy policy and terms of use: I ——
Sales and support 1 share it directly in a channel or

it
Social and fun

5 a MailClark
—— e P Customer support
— e o
The Inceming Webhook connector See your Intercom data in Microsoft Send & receive emails, Facebook
enables exteral services to notify you Teams. messages, tweets & Twitter DMs
about activities that you want to track. without ever leaving Microsoft Teams. *

Depending on the app, you may be prompted to enter credentials for the selected service.
In this case, since we are already signed into our Microsoft account and this is a Microsoft
app, we do not need to provide additional credentials. However, we will be prompted to set

up different aspects of the app:

< | @ Store | Microsoft Teams X | + - m] ®
|

N O] & ‘teams.microsoft.com, v = L e

g SEC R RCT _

Store Keep your team updated with updates. Content creators and collaberators can Keep document-signing workflows
and notifications on your Power Bl now find, view, and share Adobe moving fast when you add Adobe Sign
Teams. Now, right in Teams, you can
micrasoft Q . . X
Forms is now available for Seattle Office %
Al
Cisco WebEx
Apps Communieation
First, pick the channel where you want to use the app
Bots t or join Cisco WebEx meetings
Tabs General ~ ectly from Microsoft Teams. The
co WebEx bot helps you invite
Connectors
Next, set up the features that you want
Messaging
& Bot Setup g Forms
Top picks Chat with 2 bot to ask g s and find info F Frasizisiyy
Analytics and Bl :ab Setup iily create surveys, quizzes, and polls.
Developer and IT
5 Connector
i 5] Setu
ELreETm Get notifications right in a channel P
Human resources
) Images.
Productivity Microsoft
Project management )
srch Bing for the image you need
Sales and support 1 share it directly in a channel or

it

Secial and fun

. - MailClark
I l Customer support Customer support

The Inceming Webhook connector See your Intercom data in Microsoft Send & receive emails, Facebook
enables extemal senvices to noify you Teams. messages, tweets & Twitter DMs
about activities that you want to track. without ever leaving Microsoft Teams. *

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved



[275]  Microsoft Teams

In this case, we will set up a tab for the General channel:

B <& | @ Store|MicosoftTeams X | 4+ - o X
| I

N O] & ‘teams.microsoft.com, v = L e -

: SECCRRCT _

Store Keep your team updated with updates. Content creators and collaberators can Keep document-signing workflows
and notifications on your Power Bl now find, view, and share Adobe moving fast when you add Adobe Sign
Teams. Now, right in Teams, you can
microsoft Q
Forms is now available for Seattle Office X
Al
Cisco WebEx
Apps Communieation
First, pick the channel where you want to use the app
Bots

1t or join Cisco WebEx meetings
Fa— General v sctly from Microsoft Teams. The
o WebEx bot helps you invite

Connectors

Next, set up the features that you want
Messaging

g Bot i Set up rlEf Forms
TeppEs Chat with a bot to ask questions and find info Productivity
Analytics and BI Setup iy create surveys, quizzes, and polls.
tent and services at the

Developer and IT

4 Connector
Education Set up

natifications right in a channel
Human resources

Productivity

Images
Microsoft

srch Bing for the image you need
Sales and support 1 share it directly in a channel or
it

Project management

Social and fun

g e R MailClark
<
@D  utilities Customer support Customer support
The Incoming Webhook connector See your Intercom data in Microsoft Send & receive emails, Facebook
enables extemal services to notify you Teams. messages, tweets & Twitter DMs
about activities that you want to track. without ever leaving Microsoft Teams. *

Now we can specify what we want to include in the tab — in this case, a form we have

already created:

B < 5 General (Seattle Office) X | 4+ = [m] x
| I
N O] [a} ‘teams.microsoft.com,
Search or type a command
Favorites ' i
H Seattle Office > General - Public | No classification
B seeteoffice
Conversations  Files Wiki +
More -
Forms About X
Easily create surveys. quizzes, and polls.
Learn more
otified with update at most once:
Create a shared form that your team can edit and see results
® Add an existing form
O Search
Sample Form (Personal)
nith.
Collect responses
Post to the channel about this tab
E¥  John Smith removed Bing News from the team.
BS  John Smith has added Forms to the team.
Start a new conversation. Type @ to mention semeone.
@' Add team A @ O @B G B
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Once we click “Save,” the app will now be available and the form we chose will be

displayed:

<= | 5 General (eattle Office) ‘ + v _ o X
&~ = O @ £} hitps://teams.microsoftcom/ #/tab:2475214185/General7threadid=10:41a:
“ Search or type a command
Favarites H Seattle Office > General - Public  No classification
B seorveorice
Conversations  Files Wiki  Fill | Sample Form ~  + g ., 0@ -
Mare

a 939AM
Sam ple Form 88 Tab conversation has begun.

Fill | Sample Form

Hi John, when you submit this form, the owner will be able to see

your name and email address

1. Do you like using Teams?

This content s created by the owner of the form. The data you submit
will be sent to the form owner. Never give out your password,

Privacy and Cookies

Powered by Microsoft Forms ‘-;‘,

& Add team

Using Apps

You will use each app in a different way. In the example above, we added a form as a tab.
Other apps might add search options to the compose box, additional file sources to upload

from, or ways to display data in a channel.
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Managing Apps

To manage apps, open the team’s advanced settings by clicking the Teams icon from the
sidebar, moving your mouse over the target team, clicking the ellipses, and clicking

“Manage team:”

= | @5 Events (Seattle Office) | ‘ + v _ o X
« = O ) hitps;//teams.microsoft.com/_#/con ents 9046271366 i bd = 41 B’ -
Favorites H Seattle Office > Events & - Public | No classification
«  Seattle Office
General les  wiki +

#  Remove favorite
Events changed channel name from WDX 2025 Conference to Events.

farch 16, 20
More @ Manage team March 16,2018
= Add (ha\ iith 3/16 3:00 PM  Edited

)rget about the marketing team lunch tomorrow!
o
& Add members

4L Leave the team
& Editteam

& Getlink to team

il Delete the team

Start a new conversation, Type ® to mention someone.

' Add team Y e O@mE I - >
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Now, click the Apps tab:

B a | @ Microsoft Teams X ‘ I _ o x

&< - O @

“ Search or type 3 command
Favorites. .
SO Seattle Office # - Public | No classification
B seattieOffice T o il e ot in he Sea o reet
Genera
Events Members Channels  Settings Ap?s
More

Search for members Q3 members < Add member

Name Title Location Role
)

\_‘ John Smith Owner W

Armando Tyler Member

Jane Gibson Member ~

And click the app you want to modify:

B 4 | i Microsoft Teams X ‘ + v _ o «

€ > 0@ a-n

</ teams.microsoft.com,

vorites .
SO Seattle Office * -~ Public | No classification
Sl This team is for all users located in the Seattle office.
Genera
Events

Members ~ Channels ~ Settings ~ Apps

More
Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or
add a tab in a team channel,

Name ription

Forms. Easily create surveys, quizzes, and polls. [}
ﬁ OneNote Use GneNote notebooks to collaborate on digital content and share it with your team. [m]
u Stream nd collaborate with Microsoft Stream, the intelligent video service in Office 365, [}
u Twitter The Twitter connector sends periodic updates about tweets from the accounts y w or has.. [m]
u YouTube YouTube video with other members of the nel. Sim ch for the video you wa.. [m]
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Click the Available link to view the app’s settings:

B 8| @ Miosoft Teams % v

&< > O @ £ hitpsy//teams.microsoftcom/ /1

Search or type a command

Favorites .
Seattle Office * -~
B seeveoffice = S S

General

E=vs =l Forms
=B Easily create surveys, quizzes, and polls

More

Add to a team
View features

About

> View more

Privacy and permissions
By using Forms, you accept its privacy policy and terms of use:

8 Addteam

Public = No classificatien

Bmention a bot or B8 Goto store

Available
[}
nd share it with your team. [m}
video senvice in Office 365 [0}
from the accounts you follow or has.. i

Create an outgoing webhook
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You will now see the same dialog box as when we installed the app, allowing you to

configure the channel it will be displayed in and its features:

Forms is now available for X

First, pick the channel where you want to use the app

General

Mext, set up the features that you want

Bot Setup

Chat with a bot to ask guestions and find info

= Tab Setup

Pin content and services at the top of a channel

LY Ccnne_c_lnr. o Set up
Get notifications right in a channel

Simply make your changes and close the dialog box when you are finished.
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Removing Apps

You can also remove apps from the team settings window. Simply click the trash can icon

next to any app:

B a | [ Microsoft Teams X ‘ + v — o %

& = O m O hitpsy//teams.microsoft.com/_#/teamDa: 3fc7Ti@thread skype/ o = 1.

g SO0 I m

Favorites .
SO Seattle Office * -~ Public | No classification
B seaveorice This team is for all users located in the Seattle office.

General

Events Members  Channels ~ Settings  Apps

More
Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or B Go to stere
add a tab in a team channel.

Description

Forms Easily create surveys, quizzes, and polls. ]

Stream Share and collaborate with Microsoft Stream, the intelligent video service in Office 365.

Name
E OneNote Use OneNote notebooks to collabarate on digital cantent and share it with your team. [}

Twitter The Twitter connector sends periodic updates about tweets from the accounts you follow or has.. %

Next, click “Uninstall” to confirm the operation:

Uninstall "Twitter"

Are you sure you want to uninstall "Twitter"?

Cancel

The app will now be removed.
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Using Bots

Bots are a special type of app that allow you to ask questions to perform a task or find

information. (T-Bot, the Teams help assistant, is one type of bot.)

Most bots are accessed the same way as apps: directly through channels or using a
dedicated tab. However, you may also be able to access some bots directly, such as Who
(another default Teams bot). To access this bot, click the three dots in the sidebar and click
“Who:”

PS) | i3 Events (Seattle Office) | | + v - u] X
& - 0O m B https:/teams.microsoft.com/_#/conversations/Events?threadid=19:1046271366734e07b650d82fc6955b ype i g = 4L e -
g SECICTIROCTIETE m
Favorites o
H Seattle OffICE 5> Events & - Public | No classification
B seetteOffice
. Conversations  Files Wiki T+
Genera ———
Events B John Smith changed channel name from WDX 2025 Conference to Events.
March 16, 2018
Mot
| John Smith 3/16 300 PM Edited
WA#2 | Don'tforget about the marketing team lunch tomorrow!
© Reply
B eenner
B sveam
& [ Who «
B More apps
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The Who window will be displayed. On your first use, you will need to click “Allow” to

confirm that Who can access your data:

< | @ who | Microsoft Teams ‘ + v _ o X

&~ = O @ G https://teams.microsoft.com/_#/apps/fc6b6d20-89ed-45fb-0e62-edbdcasfbi3t/sections/conversations?

Search or type a command

4 Who
Conversation Yourorg Upcoming meetings ~ About

& Hover over the profile card to see information about this bot. By using Who, you agree to the Terms of use and Privacy statement

Today

@ Who 10:00 A AR
@

Hi, I'm Who!

I can help you find information about peaple in your company. Ask me a
question, like:

+ Who is Jeremy?

+ Who knows about user research?
+ Who does Anne report to?

+ Who works with Marina?

To see a full list of the questions | can answer, type "help’ in our chat. If
you want to ask me a question really quickly. head to the command box
at the top of Teams and type /whe.

In order to answer your questions, I'll need to perform searches on your
behalf. To let me know that's okay, click Allow.

i

Type your questions here

hO@B - B |

Once you have authenticated Who, you can ask it questions by typing in the compose box:

Suggestions
Who is the manager of Find someone's manager
who is

NO® B - B>

Just like other parts of Teams, suggestions will be displayed as you type.

2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[284]  Microsoft Teams

If you click in the compose box, you will see a “What can | do?” box:

What can | do? it

Type your guestions here

A © B B

Click it to see a full list of questions you can ask Who:

@ What can | do? v
(7

Who is Find someone
Who knows about Find experts on a topic
Who works with Find someone's collaborators
Who reports to Find someone’s direct reports
Who is the manager of Find someone’s manager
Who has the same manager as Find someone’s peer group
Who have | emailed about Find pecple you emailed about a topic
Who was in the meeting about Find people you met with about a topic
Who have | messaged about Find people you messaged about a topic

|Type your questions here

A QB -
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Let’s see what happens when we ask Teams who Jane Gibson is:

S| | @ Who | Microsoft Teams X ‘+ v _ o x
N O] [ ‘teams.microsoft.com, e = 7 »

o SO0 CTIETE —

4 Who

Conversation Yourorg  Upcoming meetings ~ About

Thanks! You're ready to start chatting.

Try one of the following queries to get the hang of things:

Who works with me | | Who is my manager

10:15 AM
who i jane gibson

Who 5 Al
@ Here's what | found for “Jane Gibson":
Jane Gibson

8 =2 & o0 %

Manager Works with Peers

Type your questions here

O @B - =

Who shows us Jane’s contact card, as well as options to send her a chat message, email her,
view her org chart, or start a video or audio call. You can also click the buttons below the

command list to view her manager, who she works with, and her peers.

If you move your mouse over the response, you will see options to work with it just like a

regular channel message:
Who 10:21 A
@ Here's what | found for "Jane Gibson":

Jane Gibson X

B 8 & o0 %

Manager Works with Peers
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Activity 5-3: Adding Apps and Bots

In this activity, you will add an app to Microsoft Teams.

1. Ensure you have completed all the previous activities and that Microsoft Teams

is open.

2. Click the Store icon from the sidebar:

B a ‘ @ General (John Smith) | b I+ - o x
<« - O 0 (D) httpsy//teams.microsoft.com;_#/conversations/General?thread|d=19:2009d5d7198447 ead.skype pid = L e -
A Search or ty] d 1,
— e e
Favorites n John Smith > General - Public | No classification
Bl seetteOffice
Conversations  Files Wiki —+
More WSS machine learning models ..
Forb
[ oees
B oo smith
Read more from Bing News
General
~ See more
Events
& Reply
Vesterday
@ Bing News Vesterdzy G:01 P
My interests
Microsoft
Sorry Microsoft, but this isn't the way to get people to use your Edge browser
n this latest episode of “Wheo the heck thought this was a good idea?," Microsoft is reportedly
punching itself in the .
Mashable
Read more from Bing News
See more
& Reply
Today
235  John Smith changed team description.
B John Smith removed Forms from the team.
Start a new cenversation. Type @ to mention someone,
& Add team A2 O @ B
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3. Type, “weather” in the search field. Results will be displayed as you type:

B 4 | [ store | Microsoft Teams X | + v — o X

< - O @ @ hitpsi//teams.microsoft.com/ #/

= Search or type a command

Store

‘weather C
veted A Weather

Al

 reports for any

Apps d e orlocation, then share
themin a channel or chat

Bots

Tabs

Connectors

Messaging

Top picks
Analytics and Bl
Developer and IT
Education

Human resources
Productivity

Project management
Sales and support

Social and fun

4. Click the icon shown here — this is the Microsoft weather app:

B | @ store | Microsoft Teams X | + v — o X

&< -5 O @ () hitps://teams.microsoft.com/ -

= Search or type a command

Store

weather Q
Weather
News + weather

Al
Find current weather reports for any
Apps city,2ip code, or location, then share
them in a channel or chat.

Bots @

Tabs.
Connectors

Messaging

Top picks
Analytics and B
Developer and IT
Education

Human resources
Productivity

Project management
Sales and support

Social and fun
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5. The Weather dialog will open. Ensure both sliders are set to Yes:

Weather
Find current weather reports for any city. zip code, or location, then
share them in a channel or chat.

Add for you Ves ()

View features

z Send rich content in a conversation

Add to ateam Select a team N es ()
View features

z Include rich content in a conversation

About

View more

Privacy and permissions

6. Click the “Select a team” menu and click your name:

Weather
Find current weather reports for any city. zip code, or location, then
share them in a channel or chat.

Add for you Yes ()

View features

z Send rich content in a conversation

Add to ateam Select a team % Yes D
View features

Select a team
Z Include ri

Jane Gibson
John Smith
About
Vies I
e Seattle Office

Privacy and permissions
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7. Click “Install:”

Weather
Find current weather reports for any city. zip code, or location, then
share them in a channel or chat.

Add for you Yes
View features

z Send rich content in a conversation

Add to ateam John Smith N ‘e
View features

z Include rich content in a conversation

About

View more

Privacy and permissions

8. Now you will be prompted to set up the app. Click “Set up:”
n Weather is now available for John Smith X

First, pick the channel where you want to use the app

General ~
Next, set up the features that you want

@ Messaging Setup
Include rich content in a conversation @
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9. Enter the zip code “98008” in the search field and click the single result that

appears:

==} ‘ s General Johnsmith) [ X | 4+ - o x
& = O 6 (@ hitpsy//teams.microsoft.com/_#/con 0d5d719844 ot xd = L e
£ Search or type a command
Favorites - John Smith > General - Public | No classification
B seatveoffice
Conversations  Files  Wiki
More o
B sane Gibson —_——
B o Read more from Bing News
See more
General
Events & By
Yesterday
@ Bing News
My intaracte
=l » [
i ple to use your Edge browser
o this was  good idea?” Microsoft is reportedly
98008, WA
40°F | Sunny
Read
See mort
& Reply
5 John Smith
B John Smith
B John Smith
Starta
& Add team A & O @B G e B>

10. A message with the current weather will be created:

B a ‘ [ General (John Smith) | b X ‘ + v - o X

< - O @ @ httpsy//teams.microsoft.com/_#/con

4 S h or ty d '
4 earch or type a comman [ e

Favorites - John Smith > General - Public | No elassification
B seatte Office

Conversations ~ Files  Wiki

Mere Microsoft
Sorry Microsoft, but this isn't the way to get people to use your Edge browser
B sane Gibson v o o get your Feae o
B 0 I this latest episode of “Who the heck thought this was a good idea?,” Mierosoft is reportedly
= punching itself in the ..

B Jomnsmitn Mashable

General
Events Read more from Bing News
See more

« Reply

Today

&

John Smith changed team description.

John Smith removed Forms from the team.

B B

John Smith has added Weather to the team.

Feels like: 40°F
Wind: 0 mph
Humidity: 86%

High / Low temperatt
Chance of precipitation:

Data from Foreca

More details

& Add team

2005-2018 Velsoft Training Materials, Inc. All rights reserved



[291] Microsoft Teams

11. Click the ellipses next to the command box. Notice that there is now a command
to send weather to the channel whenever you like:

B a ‘ @ General gohn Smith) | ‘ + v

&~ = O 0 (@ https://teams.microsoft.com/_#/conversations/General?threadid=19:20

- i 7
= SECNIFR0CEE

Favorites H i
n John Smith > General - Public | No classification
Bl seetteOffice
Conversations  Files Wiki —+
Mare Microsoft
Sorry Micr ft, but thi t thi t t t your Edge by
[ - ory irosaft but tis s the £ g people o use your Ege browse
e Inthislat ode of “Wha the heck thought this was  gaed idea.” Micresoft is reportedly
= punching itself in the
B oo smith Mashable
General
Events

Read more from Bing News

See more
& Reply
Tnste
85  John Smitl Weather
Gr af ith
B John smit et the latest weather report
B John Smith YouTube
Search for videos on YouTube
News
Stay on top of the latest news
Places
Get info about different places
Fecs| Wl Stocks
Wind: ISmll Get real-time stock quotes
Humit
High, Wy Wikioedia Search
Chane Share articles from Wikipediz
Data f
Mc
B Go to store
6 Add team A ¢ QBB o @ B

12. Send your message and close your browser to complete this activity.
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Summary

In this lesson, we learned how to customize your Microsoft Teams experience, including

team settings and your profile. We also learned how to add bots and apps to Teams.

Review Questions

1. Which category of the team settings window allows you to control guest
permissions?

2. How do you manage apps?

3. Where are bots and apps installed from?
4, How do you delete a team?

5. How do you change your Teams status?
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LESSON LABS

Lesson 1

Lesson Lab 1-1

Objective To set up a new team.

Briefing You want to set up a team for your organization’s safety
committee.

Tasks

Set up a new team and invite at least three other

members to it.

e Post a message in the General channel welcoming

everyone to your team.
e Follow the General channel.

e Create two additional channels: Events and Safety

Procedures.

e Check T-Bot for the most recent features added to

Teams.

Follow-Up Questions Install the desktop app and explore it.

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[294]  Microsoft Teams

Lesson Lab 1-2

Objective To get to know Microsoft Teams keyboard shortcuts.

Briefing Now that you are getting used to Microsoft Teams, you want to

learn more about keyboard shortcuts that can save you time.

Task From Teams, press Alt + \ on your keyboard to view a list of
keyboard shortcuts. Then, close the window and try a few of the

shortcuts.

Follow-Up Questions Are the shortcuts the same in the desktop app?
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Lesson 2

Lesson Lab 2-1

Objective To practice communicating in channels.

Briefing You want to use the features you learned about in this lesson to

share important information with your team.

Task Create a new message in the Safety Procedures channel with
the Sample Data file. Add the following text: “Please use this

checklist when identifying and resolving hazards.”

Once the message is posted, like it and save it. Then, check the

Files tab to confirm it has been uploaded successfully.

Sample Data i~ Hazard Resclution Checklist
H Microsoft Excel Worksheet
0.76 KB

Follow-Up Questions  If there are any other cloud storage services you use, add them

to Teams now.
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Lesson Lab 2-2

Objective

Briefing

Task

Sample Data

To set up a wiki for your Safety Procedures channel.

You want to add the techniques for hazard identification process to

the channel. You think the wiki is the best way to do this.

Create a wiki using the Sample Data. Use pages and sections to
organize the content. Then, create a conversation about the main
page. Use an announcement to notify your team that they should

review this content.

Hazard Identification Techniques

Identifying hazards is a key step in making the workplace safer. This is a task that the
safety committee can take on, with the assistance of all employees in the workforce. There
are several key ways to identify hazards.

Look at accident reports.
Review past accidents and near misses. List the key facts of the incidents and lock for
patterns.

Perform a job safety analysis.

Although this can be time consuming, it is the best way to identify hazards. With this
method, you review each job. You lock at each task that the job entails and the method
used to perform each task. Then, review each step for possible hazards. (A good way 1o
test the safety of the step is to think, “Would | want my child doing this task this way?”)
Ideally, this analysis will be performed with the employee to ensure every possible hazard is
identified.

Perform a walk through.
Walk through the work site and look for hazards.

Use a checklist.

A checklist can help crganize the walkthrough, ensuring that nothing is missed. It can also
help identify commaon industry hazards. However, it may be too comprehensive or it could
exclude aspects particular to your workplace. If you're going to use a checklist, have the
safety committee review it first to ensure that it is applicable and appropriate.
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Lesson 3

Lesson Lab 3-1

Objective To collaborate with another Microsoft Teams user within chat.

Briefing You have created a draft document to help your team solve
problems. You want a colleague to review it, and then you will share

it in your General channel.

Tasks e Choose a partner from your class, or ask a friend to help you
out. The person whose name comes first in the alphabet will be
Partner A. The other person will be Partner B.
e Ensure that this person is a member of your team.
e Partner A will:
o Start a chat with Partner B.
o Send a message with the Sample Data file and the text,
“Please review this document.”
e Partner B will:
o Open the file and review it.
o Send a message back to Partner A saying, “l think there
are some improvements we could make.” Schedule a
meeting for 15 minutes from now to discuss these
changes.
Sample Data Lesson Lab 3
Adobe Acrobat Document
| R
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Lesson Lab 3-2

Objective To practice using team meetings.

Briefing You want to finalize your problem-solving document. Your colleague

has scheduled a meeting to discuss their feedback.

Tasks e Ensure you have completed Lesson Lab 3-1.

e Join the meeting scheduled by your partner. Explore some of
the features in the meeting window. When you are finished,

end the meeting.

e Take note of the history recorded in the chat window.

Hints You will need a microphone or webcam to complete this activity.
Sample Data Lesson Lab 3
Adobe Acrobat Document
| R
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Lesson 4

Lesson Lab 4-1

Objective To customize the channel you created in Lesson Lab 1-1.

Briefing After learning about tabs and connectors, you want to customize

your Events channel.

Tasks e Rename the channel to “Upcoming Safety Events.”
e Add two tabs to the channel.
e Add a connector to the channel.
Hints You might want to add a safety website, Forms, or Planner as a tab.
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Lesson 5

Lesson Lab 5-1

Objective To become familiar with customizing team settings.

Briefing After completing Activity 5-2, you want to review the settings for your
Safety team.

Tasks

Review the basic and advanced settings for your Safety team.

Ensure the team description is complete and accurate.

Review all settings and make any necessary updates.

e Remove any apps the team does not use.

Follow-Up Questions  Review your Office 365 profile and Teams settings. Make any

necessary updates.
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Lesson Lab 5-2

Objective To learn more about apps and bots.
Briefing You would like to add a few more apps for your team.
Task View the Store and find three apps or bots you would like to

add. Install them and post to the General channel about each
app.

Hints Look for apps that integrate with services you and/or your
organization frequently uses, such as Trello, Zendesk, or

OneDrive. Or, add some fun with apps like Emojify or Growbot.

Follow-Up Questions Explore the Who bot.
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COURSE WRAP-UP

Post-Course Assessment

1. The three default tabs in a channel are Conversations, Files, and
a. Apps
b. Wiki
c. Connectors

d. Chat

2. After posting a message, you realize there is a typo in it. What is the easiest way to
edit it?

a. Click Back in your browser
b. Move your mouse over it, click the ellipses icon, and click Edit
c. Press the Delete key on your keyboard

d. All of the above

3. What s the difference between a mention and an announcement?

a. A mention is directed at a single person; an announcement is directed at a
group

b. A mention is directed at a group; an announcement is directed at a single
person

c. Mentions can be liked while announcements cannot

d. There is no difference
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4. How do you add a tab to a channel while viewing it?
a. Right-click the channel name in the task pane and click “Add Tab”
b. Click the plus sign at the end of the tab list
c. PressAlt+C

d. Right-click any channel tab and click “New”

5. How do you access connector settings?

a. Open the Connectors dialog, click the Configured category, and click

Configure or Manage next to the appropriate item
b. Right-click any connector and click Settings
c. PressCtrl+C+S

d. Use the “/manage connectors” slash command

6. What are the two default bots in Teams?

a. T-Bot
b. Cortana
c. Who

d. Microsoft Assist

7. What is the purpose of this compose box icon: A9
a. Expandsthe compose box
b. Minimizes the compose box
c. Opens the emoiji selector

d. Shows the mini toolbar
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8. What is the easiest way to start a new chat?
a. Use the Ctrl + H shortcut
b. Click the Activity icon in the sidebar and click the chat you want to continue
c. Click the New Chat icon on the top bar from anywhere in Teams

d. Create a message with a mention in the General channel

9. If you click the Files icon in the Teams sidebar, you will see files from what sources?

Teams

Q

b. OneDrive

o

Any other connected cloud sources (such as Google Drive or DropBox)

d. All of the above

10. Where can you change your Teams status?

Q

Right-click menu
b. Profile menu

Sidebar

o

d. All of the above
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Course Summary

Congratulations on completing Microsoft Teams training. During this course, you learned

how to:
e Get started with Microsoft Teams
e Use and customize channels (including adding tabs and connectors)
e Post messages in channels
e Get help in Microsoft Teams
e Manage messages and files in a channel, as well as global Teams files
e Use the wiki
e Use chat and meetings
e Manage files in Microsoft Teams
e Edit your Office 365 profile and team settings
e Add apps and bots to Teams

You should now feel comfortable using Microsoft Teams in your day-to-day workflow.
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ANSWER KEYS

Lesson 1 Review Questions

1. How do you open Microsoft Teams?

Click the Teams icon on the Office 365 home page or app launcher, or enter

“teams.microsoft.com” into the address bar of your web browser.

2. What command sequence displays a list of keyboard shortcuts?
Alt+/.
3. How do you access T-Bot?

Click Chat and click the entry for T-Bot.

4, You just posted a message and you realize there is a typo in it! How do you edit it?

Move your mouse over it, click the ellipses icon, and click Edit.

5. List one way to create a new channel.

Click the ellipses next to the team name and click “Add channel.” Or, open the General

channel and click “Create more channels.”
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Lesson 2 Review Questions

1. How do you mark a message as read or unread?

Move your mouse over it, click the ellipses in its right corner, and click “Mark as unread.”

2. How do you add other services to Microsoft Teams from a channel?

Click the Files tab and click “Add cloud storage.” Then, choose your service and follow the

appropriate steps.

3. What is the difference between a mention and an announcement?

A mention is directed at a single person. An announcement is directed at a group (such as a

channel or team).

4, How do you “like” a message?

Move your mouse over the message and click the thumbs-up icon.

5. What is the structure of the wiki in Teams?

Pages contain sections, which contain content.
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Lesson 3 Review Questions

1. What is required to start a video call?
A webcam.
2. What file sources are displayed in the Files tab of Teams?

Files from Teams, OneDrive, and any other connected cloud sources.

3. What is the easiest way to start a new chat?

Click the New Chat icon on the top bar from anywhere in Teams.

4, How do you cancel a meeting?

Click the Meetings icon in the sidebar. Then, locate it in the calendar and click the meeting

to display its details. Click “Cancel meeting” on the right side of the window.

5. True or False: Chats are restricted to only two people.

This statement is false. You can add as many users to chat as you like.
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Lesson 4 Review Questions

1. You have created a team. Now, you would like to create a SharePoint site linked
with it. How will you do this?

You do not need to do anything! When you create a team, an Office 365 group and

SharePoint site are automatically created.

2. Which tabs can be renamed?

Wiki and any custom tabs.

3. How do you add a connector to a channel?

Move your mouse over the target channel, click the ellipses, and click Connectors. Find the

connector you want, click Add, and then follow the prompts to complete the process.

4, True or False: When a channel is deleted, all conversations and files are deleted
too.

This statement is false. All conversations will be deleted, but files will still be accessible from

the sidebar icon.

5. How do you start a conversation in a custom tab?

Click the speech bubble icon. Then, enter your message in the Conversations pane that

appears.
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Lesson 5 Review Questions

1. Which category of the team settings window allows you to control guest
permissions?

Settings.

2. How do you manage apps?

Open the team’s advanced settings page and click the Apps tab.

3. Where are bots and apps installed from?
The Store.
4, How do you delete a team?

Move your mouse over the team name, click the ellipses, and click “Delete the team.”

5. How do you change your Teams status?

Click the profile menu and move your mouse over the second item. Then, click the desired

status.
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Post-Course Assessment

1. The three default tabs in a channel are Conversations, Files, and
a. Apps
b. Wiki
c. Connectors
d. Chat

The three default tabs in a channel are Conversations, Files, and Wiki.

2. After posting a message, you realize there is a typo in it. What is the easiest way to
edit it?

a. Click Back in your browser

b. Move your mouse over it, click the ellipses icon, and click Edit
c. Press the Delete key on your keyboard

d. All of the above

To edit a message, move your mouse over it, click the ellipses icon, and click Edit.
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3. What s the difference between a mention and an announcement?

a. A mention is directed at a single person; an announcement is directed at a
group

b. A mention is directed at a group; an announcement is directed at a single
person

c. Mentions can be liked while announcements cannot
d. There is no difference

While they are both created the same way, a mention is directed at a single person, while
an announcement is directed at a group.

4. How do you add a tab to a channel while viewing it?
a. Right-click the channel name in the task pane and click “Add Tab”
b. Click the plus sign at the end of the tab list
c. PressAlt+C
d. Right-click any channel tab and click “New”

To add a new tab to a channel, click the plus sign at the end of the tab list.

5. How do you access connector settings?

a. Open the Connectors dialog, click the Configured category, and click

Configure or Manage next to the appropriate item
b. Right-click any connector and click Settings
c. PressCtrl+C+S
d. Use the “/manage connectors” slash command

Connectors can be managed from the Configured category of the Connectors dialog.
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6. What are the two default bots in Teams?

T-Bot

Cortana

Who

Microsoft Assist

T-Bot and Who are the two default Teams bots.

7. What is the purpose of this compose box icon:
a.
b.
C.

d.

l%;s.
-J

Expands the compose box
Minimizes the compose box
Opens the emoji selector

Shows the mini toolbar

This icon expands the compose box, giving you more room to type and access to additional

formatting commands.

8. What is the easiest way to start a new chat?

a.

b.

s

d.

Use the Ctrl + H shortcut
Click the Activity icon in the sidebar and click the chat you want to continue
Click the New Chat icon on the top bar from anywhere in Teams

Create a message with a mention in the General channel

To start a chat, click the New Chat icon from anywhere in Teams.

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.



[314] Microsoft Teams

9. If you click the Files icon in the Teams sidebar, you will see files from what sources?
a. Teams
b. OneDrive
c. Any other connected cloud sources (such as Google Drive or DropBox)
d. All of the above

Files from all of these sources will be displayed in the Files window.

10. Where can you change your Teams status?
a. Right-click menu
b. Profile menu
c. Sidebar
d. All of the above

To change your Teams status, click the profile menu and move your mouse over the second
item. Then, click the desired status.
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Keyboard Shortcut Quick Reference Sheet

APPENDICES

Show keyboard shortcuts Alt +/
Go to Search Alt +E
Start a new chat Alt+N
(%))
5
£ Open Help Alt + H
o
L
w
o Open Settings Alt+G
c
()}
(G)
Go to the next section Ctrl + F6
Go to the previous section Shift + Ctrl + F6
Close a dialog Esc
Open Activity Alt+1
(%))
§ Open Chat Alt +2
]
L
"c’ Open Teams Alt+3
R
5
'g Open Meetings Alt +4
2
Open Files Alt+5
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Go to the previous list item Alt + Up arrow
Go to the next list item Alt + Down arrow
Go to the previous tab Alt + Left arrow
Go to the next tab Alt + Right arrow
Open the search/slash command box Alt + Shift + G
Reply to a message R

Move the focus to the compose box C

Expand the compose box Alt + X

oo Send a message when the compose box is not expanded | Ctrl + Shift + Enter
‘oo
2
g Send a message when the compose box is expanded Ctrl + Enter
Open the emoji menu Alt+Q
Attach a file Alt+ A
Start a new line Shift + Enter
Accept an audio call Ctrl + Shift + S
[=TY]
£ Accept a video call Ctrl + Shift + A
S
Decline a call Ctrl + Shift + D
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Start an audio call

Ctrl + Shift + C

Start a video call

Ctrl + Shift + U

Mute or unmute audio

Ctrl + Shift + M

Turn video on or off

Ctrl + Shift + O

Switch to or exit full screen mode

Ctrl + Shift + F

© 2005-2018 Velsoft Training Materials, Inc. All rights reserved.




[318]

Microsoft Teams

Glossary

announcement

Message directed at a specific group.

app

Feature that integrates existing services
with Microsoft Teams.

bot

Automated chat service that operates like
an app.

channel

Group where people can share messages,
files, and more.

compose box

Field in Chat and Channel windows that
allows the user to create a message.
connector

App that displays information from third-
party sources in a channel.

member

Basic user who can join channels, send
messages, upload files, and more.
mention

Message directed at a specific person.

message

Item within a channel or chat.

Microsoft Teams

A collaborative, cloud-based workspace
for teams.

notification

Automated way of alerting users when
something important happens in Teams.
owner

User who has permissions to manage
members, channels, and teams.

slash command

Text-based command that can be
performed from the field at the top of the

Teams window.

status

Message visible to other team members

that indicates a user’s availability.

T-Bot

Automated personal assistant bot within

Microsoft Teams.
Who

Bot designed to answer questions about

people in the organization.
wiki

Default channel tab that provides a place

to store detailed information.
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Index

No index entries found.
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