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https://go.microsoft.com/fwlink/?linkid=871117
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Quick Start Guide — Getting around TEAMS

Microsoft Teams is a collaboration app that helps your team stay organized and have conversations—all in one place.
Here's a look at some of the quick-access icons.
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Activity
Find notifications for all recent actions to stay on top of

things. You can manage your notifications according to
your preferences.

Chat

Message someone or a group of people. This tab brings
up the list of all your chats.

Teams

Create teams and channels to gather people together
in focused spaces with conversations and files. This tab
brings up a list of all the teams you are a part of.

Calendar

Bring up your calendar to view, create, and respond
to meetings.

Calls

Start video and audio calls by dialing a phone number
or placing a call over the internet. View your call history
and voicemail.

O,

Files

Files shared in chats, meetings, or channels are
consolidated under this tab. Files will appear in a list
view and can be sorted by type, name, date, or location.

Apps

Search for, choose, and integrate apps to optimize how
you work in Teams. Apps can appear in chat, channels,
or meetings.

Help

Learn more about Teams with articles and training
content. Stay up to date with the latest features,
and report problems when things aren't working out.

Search

Search for people, files, meetings, or conversations
in Teams, then filter results to find just what you need.

Profile

Selecting your profile picture shows you a menu where
you can customize your profile, find saved messages, or
set your status and a message people can see when
they try to reach you.




Command Box

Use the Command Box at the top of Microsoft Teams to search for specific items, and people, and perform quick actions that make you
feel like a Microsoft Teams wizard. Try it for yourself now:

/chat s, James Sutton X I'm a wizard James! ;)

Ty Microsoft Teams

Head over to Teams and hit CTRL+E to activate the Command Box
Type /chat and hit ENTER

Enter someone’s name and hit ENTER

Type a message and hit ENTER to send

Awn =

There are a bunch of extra quick actions that you can use too, just type the / symbol in the Command Box to explore and play around
with the options.

Sign In —
B® Microsoft
1. Start Teams. .
ignin

o In Windows, click Start &2 > Microsoft Teams.
« On Mac, go to the Applications folder and click Microsoft Teams.
o On mobile, tap the Teams icon.

Loading Microsoft Teams

Go ahead and log in.

2. Sign in with your Microsoft 365 username and password.




Teams and channels

When you are invited to a new Team, it will automatically appear on the left
panel along with all its associated channels. You can choose to "show" the
most relevant chanels and "hide" the rest.

Teams + E General Poos  Fios  Orabice o B O b Mest
'.E!' Morihsind Trad } @ Teams
-
Gl A team is a broad group of people that work together to get something
Markating done. You can choose who is part of the team, and people can only access
. shared content by invitation. All teams are created with an associated

General channel that includes all team members by default.

Channels

A channel is a central hub for a specific topic, within the larger team, where
people can hold focused conwersations and organize a library of files.

Channels can be:

» Standard (visible to everyone on the team)

= Private (only visible to select team members)

+Shared|(visible to invited team members and external members of your
organization who are not on the team)

Ti Create a team for your organization with channels for your leadership team,

each department, and one just for fun!




Create a TEAM

e
« Choose Teams "® on the left side of the app, then select ¥ Join or create a
team at the bottom of your teams list.

Teams Join or create a team

[ ]
« Hover over the Create a team card and select w Create team.

ﬂ Cont; marketing .

» Choose From scratch. — B Create a team
- - Sales k ...
> n o £ Create team
"_-\ 9 Mark & Project Team

Decide what kind of team that you want this to be:

What kind of team will this be?
Private — Public — Org-Wide

ITI Private
« To limit content and conversation to a specific set of people, choose Private. e ———
« For a community or topic that anyone in the org can join, choose Public. e S
E—_l Org-widde

Everyone in youwr onganization sutomuatically joine




Create your team

Staff leaders are owners of staff teams and add others as members. Each staff team allows you to
communicate, share important documents, and set up a Staff Notebook to track common
administrative goals.

Name

Description (optional)

Privacy

Private - Only team owners can add members '

This team is searchable and discoverable. Change setting ()

Create a team using an existing team as a template

Cancel

Add members to Training Team &

Start typing a name, distribution lst or security group to add to your team. You can
also add people cutside your organisation as guests by typing their email addresses

Veron

Virtual Veronica
(WEROMICA) VA 1o Shelley Fishel

Close

Name your team and add an optional description

1.

When you're done, select Create

. Add members

. You can add people, groups, or even entire contact groups

If you need to add people from outside your organization,
use their email address to invite them as guests. Add a friendly display
name for them too

. When you're done adding members, select Add and then Close



Create a channel

By default, all members of a team can create channels. A General channel is open for all members and anything
posted is searchable by others. If you need a smaller audience for a specific project, you can create a private

channel for your team.
To add more channels:

1. Start in the team list. Find the team
name and select More

options *** > @ Add channel. You can
also choose Manage team and then
add a channel in the Channels tab.

2. Select™" More options... next to
the team name.

3. Select Add channel.
Enter a name and description for your
channel.

You can build a channel around a topic,
project, department name, or whatever you
like.

5. Select Automatically show this channel

in everyone's channel list if you want this channel to be automatically visible in everyone's channel list.

6. Select Add.

=TT =T

- Saley mnd Warketing

=rers

a Mark B Project Team
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Connect through messages

thi Fuloud
' r ‘Whether you're in a meeting, channel, or a chat, your messaging bowx will look the same.

B I UVY &AM =i o o1 we @ (1) ®
H-E.unymmmﬁutealhewmeetwnh

Chaistie to talk coverage on Brandhaus while Alex is out next week?

Compose

% Format your messages, add bullet points,
charts or hyperlinks.

! Mark as important to call attention to specific messages.
# Artach files 1o share with your teammates.

B Include gifs, emajis, stickers to bring hghtiess to
your conversations,

> Respond

(@ Tag a teammate in a message by typing the @ symbaol
\ followed by their name, They will receive a special
\ notification calling for their attention.

99 React to individual messages or quate them in a response.

Type a new message

ro0BREFE"




Start a conversation

With the whole team... Click
Teams, pick a team and channel,
write your message, and lick Send.

Search Q o

Northwind Traders

General
Customer Accounts
Development
Marketing
Teams —
Website

more channel
T Y—
x
General
E Fourth Coffee

General

Fun stuff

Marketing

Weekly Special

4 more channels

Create a Team

Social Media [2)

Tabs

Northwind Traders

Development # -

Conversation  Files

Note

Team Services

€

@

The Most important Tech Jobs Of The Future
For engineers, there is a lot of coportunity to look forward to i the
coming years. New advances in technology mean more jobs and.

Contoso com

o | lave this article! We've got a bright future
o Reply

-
Any update on the bug #456892 that | filed yesterday? | would love to get that resclved before the next update.|

Miguel Silva
© | don't know what is causing this just yet. | saw some abnormalities in the logs and and tried a few
solutions that didn't work. I'm going to chat with Jakob to see what other information we can get.

Eabek Shamma:
Just sending some kudos to the team| The leadership team reviewed the latest build yestercay and they were re
with the progress. Only a few more weeks until release so let's stay focused on delivering a high quality app. Gre]

IMPORTANT

anieda Mandera
‘i Babek thanks for passing along the good news! Just wait until they soe the next update. X

Reply

Start a new conversation

With a person or group... Click New
chat, type the name of the person or
group in the To field, write your
message, and click Send.

Microsoft Teams

Chat ~

Mew chat

) Search

Debra Berger
[DEBRAHE) Adminestrative Assmtant

10



Customize and manage your team

f“ Teams = =8 General Pos
1. Select more options... next to the team’s name. O =
2. Select Manage team to find Members, Channels, Settings, and Apps for - R i -
. . Contoso marketing
your team all in one place. i
3. Select Settings > Team picture to add a team picture and give your team _ B soes anc Marketing
some personality. Genera
. Monthly Reports
s M
American Design awards = Got link to team
PNW Coffee Social Campaign 7 Manage tags
EXplore the ACtIVIty feed In Teams n Digital Initiative Public Relations

Select Activity 2 o view your Activity feed, a summary of everything that's

happened in the channels that are in your teams list. Select Filter T atthe top right corner of the feed to show
specific types of messages such as unread messages, @mentions, replies, and likes.

For a more specific feed, go to the Feed menu and select My A Feed @ s
activity. You'll get a list of everything you've been up to lately in v )

Teams.

Ne

Activity

P

When a red circle appears next to Activity L , You have a notification—such as an @mention or a
reply—in your feed. These notifications remain in your feed for 30 days. After that they expire and
no longer show in your feed.

11



Use the command box

Another way to check your notifications is to use the command box at the top of Teams.

o Type /unread to see your unread channel notifications
o Type /mentions to see all your @mentions

/activity See someone's activity.
/available Set your status to available.
/away Set your status to away.

/busy Set your status to busy.

/call Call a phone number or Teams contact.
/dnd Set your status to do not disturb.
/files See your recent files.

/goto Go right to a team or channel.
/help Get help with Teams.

/join Join a team.

/keys See keyboard shortcuts.
/mentions See all your @mentions.

/org See someone's org chart.

/saved See your saved messages.
/testcall Check your call quality.

/unread See all your unread activity.

/who Ask Who a question about someone.



Activity feed symbols

We attached unique symbols to different types of notifications in your feed. That way, you can look through your feed

and prioritize based on the following:

(@ @mentions of you specifically.

ShE @team mentions for teams you're on.
= @channel mentions in teams you're on.
< Replies to your posts.

G Posts you liked.

il You were added to a team.

9 You were made a team owner.

e Trending posts.

Q Suggested posts.

Managing Notifications

You can manage your teams notifications, so you only get notified on

the things that matter most.

13



Select Settings from the drop-down menu

83 Settings

Cast

Zoom (100%)

Keyboard shortcuts
About
Check for updates

Download the mobile app

lags (i)

Rl
|

atail=]

2.Click Notifications

Settings

23 General

[23] Accounts

@l Privacy /
f:l MNotifications

f# Devices

) App permissions
Captions and transcripts
[ Files

¢ Calls

3. Customize your notifications

Settings

@ Genenal
B Privacy
£ Notifications
Q Devices
B8 Permissions

% Calls

General
@D notification sounds
Missed activity emails
Digest emails
Chat
@mentions
Replies
Likes and reactions
All teams and channels
Personal ®mentions
Replies to conversations | started

Replies to conversations | replied to

As s00n as possible
As s00n as possible [E
Once every 10 mins.
Once every hour
Once every 8 hours

Daily
off

Banner and foed
Banner and feed

Banner and feed

And customize the settings how you want

Trending

14



Start a chat in Teams

Daichi Fukuda

ajgvé,mzzgzc-:@aumn@@ W

Hi Can you coordinate a time to meet with
Christie to talk coverage on Brandhaus while Alex is out next week?

Type a new message

Connect through messages

Whether you're in a meeting, channel, or a chat, your messaging box will look the same.

Compose !
Tip Going into format mode will
prevent your message from sending
when you hit [Enter], so it's a gre
way to draft and preview mes
before sending them

% Format your messages, add bullet points,
charts or hyperlinks.

! Mark as important to call attention to specific messages.
# Attach files to share with your teammates.

@9 Include gifs, emojis, stickers to bring lightness to
your conversations.

Respond

Tlp If you want to revisi
important message later,

that message, select the « .
then choose "Save.” Saved messages
will be found under your profile
picture dropdown menu.

@ Tag a teammate in a message by typing the @ symbol
followed by their name. They will receive a special
notification calling for their attention.

99 React to individual messages or quote them in a response.

15



Start a one-on-one chat

Chat

By default, yvour chats will be arranged along the left-hand side of the chat
panel, with the most recent messages at the top. You can right-click on any
chat and select "Pin,"” which will keep it at the top of your list for quick access.

To create a new chat, press [CTRL] + [M] (or look for the pen symbol at the
top of the chat list) and add the names of anyone you want to include. Type
your message and select Send or hit [Enter].

#B. Daichi Fulkuda Chat Fils  Crganizetion  Activity

S ——— 1:1 Chat
o ]— Group Chat
1 - ]— Meeting Chat

To share a file select “Attach”™ under the box where you type messages, select
the file location and then the file you want. Depending on the location of the file,
you'll get options for uploading a copy, sharing a link, or other ways to share.

Type a|lnew message

" © B @ T

You can also start a one-on-one chat from someone's profile card. Open it by clicking their picture in a channel or from a

search.

1. Select New chat & .
2. Type the name of the person or people you want to contact.
3. Select the down arrow to add a name to your chat group.



Start and name a group chat

e Start and name a group chat
e Create a group chat the same way you start a one-on-one chat.
e Select New chat at the top of your chat list.

e Select the down arrow to the far right of the To field and then type a name for the chat in the Group name field.

e Type the names of the people you'd like to add in the To field.

Chat o T 0

e Start a new chat and select the down arrow. Type a name for the group chat and add people
e This starts a new conversation. Everyone who has access to the group chat can send messages.
e You can include up to 250 people in a group chat.

ji
o i
-

[T-.- Enber name -.-"'.'I:.-"..i-.;J

17


https://support.microsoft.com/en-us/office/send-and-read-messages-in-teams-b29e60ec-76af-4d97-8c3c-a4e36f2b64aa

Add people to the conversation

Ot @ & @
To loop more people into the conversation, just click Add people =° in the top

right corner of Teams. Then, type the names of the people you'd like to chat
with, select how much of the chat history to include, and click Add. Add

t‘ Lidia Holloway X @ Diego Siciliani X
Note: When adding someone to a group chat (not a one-on-one), you can

include the chat history.

t include chat history

Jineci ©

nclude history from the past number of days: 1

® Include all chat history

Teams will save the whole chat history, all the way back to the first message. And if someone leaves the group, their
chat responses are still there in your chat history.

18


https://support.office.com/en-us/article/leave-or-remove-someone-from-a-group-chat-7db55a67-0ba4-4409-a399-5ed502a1d094

See who's in a group chat

To see who's in a group chat,
select View and add participants
in the chat header to show a

list of everyone’s names.

I

o/¢ 0@

Alex Wilber
Grady Archie
Joni Sherman
Lidia Holloway
Megan Bowen

Add people

Leave

19



;QY Calls Phone Contacts

Make video and audio calls (o

=

Chat h’ype a name
Click Video call or Audio call to call someone from a chat. To dial a number, click o
Calls on the left and enter a phone number. View your call history and voicemail »

in the same area.

"5 s

@mention someone
To get someone’s attention, type @, then their name (or pick them from the list that appears).

e Type @team to message everyone in a team or @channel to notify everyone who favorited that channel.

| :
"  Noah McCormick 1 .
% @,- e OPaHhwirdtadar com lient had some changes to our design for the J
make those edits before our Wednesday clien

Dwight Nesmith

dwight@northwindtraders.com

_JOSh Nestor. 2 include a section about the buy one get one|
los@normsindradersicom :d for August but she mentioned she got the |

& Addabot

en|

h 0O E G -




Reply to a conversation

Channel conversations are organized by date and then threaded. Find @ T‘:‘J::f::“r :a;w“g;;n’the —
the thread you want to reply to, then click Reply. Add your thoughts and Sl =
Cllck Send, 2 replies from you and Isaiah

Y ¢ O@B G B 9

Add an emoji, meme, or GIF

Click Sticker under the box where you type your message, then pick a meme or sticker from one of the categories. There are also
buttons for adding an emoji or GIF.

I Popular earc Q

Bummer Bert RESE A"{f"L

TIME
Cats In Suits §

bber Stamps

;i"“

A ¢ © @ B E




Stay on top of things

Notifications let you know when someone @mentions you, likes something you've posted, or replies to a thread you started.
The Activity feed helps you stay on top of all your notifications.

1. Select Activity Q.

2. Feed shows you a summary of everything that's happened in the channels you follow.
- Select Filter T to show only certain types of notifications such as @mentions or reactions.
= Select Feed > My Activity to see a list of everything you've been up to lately in Teams.

S Feed - = 3

\
)

Chat
)
000 Q

(—‘

—

I

5 -
i

-

on

(1o
~ |
O
on
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Meeting Controls

Click to see who has been invited to the meeting, or to add new people.

Use chat to share files, ideas, and notes.

lved without breaking the flow—you can share an emoiji reaction to let the
=r know how you feel. Reactions also allow you to raise your hand, which
will signal that you'd like an opportunity to speak.

Mute and unmute your microphone when you want to speak.

Turn your camera on or off. You can also select the e e®e button near the camera
to access audio and video settings.

Use this to share your screen with others.

Tip - Use [Ctrl]+[Shift]+[M] for a shortcut to mute and unmute during meetings



Meetings in Microsoft Teams

In Meetings. Undoubtedly one of Microsoft Teams best features. This is where you can setup 1:1 or group meetings, host
meetings channels, share your screens and even create live events. But for now, we'll keep this beginner 101 friendly, so head
into your teams Calendar module to get started on managing your meetings.

Note: Your calendar stays in sync with your Outlook calendar and displays everything you've got coming up, even if you have
created an appointment outside of teams.

Presenting... @ Give control N Stop presenting

Schedule a meeting

24


https://www.officesolutionsit.com.au/blog/how-to-share-your-screen-and-powerpoint-presentations-in-microsoft-teams?hs_preview=VJviWyte-28117199687

1. Go to Teams 0 > Calendar

2. Select + New meeting.

& Search or type a command

Calendar

5) Todsy < > September 2019 - October 2019

30 01

Sales Team Meeting
Conference Room - Adams
Udia Holloway
o
Weekly Sync Weekly Syn< Weekly call
Online Meeting Online with
Megan Bowen Meeting Online
Megan Bowen | Megan Boy
,,,,,,,,,,,,, 5 =

Weekly check-in with Engineers
Engineering lab

Megan Bowen

02

Company
Meeting
Christie Cline

Weekly Sync
Online
Meeting
Megan Bowen

Q

Gt Meet now

03

Licka Holloway

Weekly Sync § Tallspin
Online s Project
Meeting 3} My Office

N
Megan Bowen s Isaiah Lang O

Weekly Marketing Lunch
18D
Adele Vance
o

=WWork week

04

Friday
Legal and Executives Bi-Weekly
Conference Room - Crystal

Lidia Holloway
o

Weekly Sync
Online Meeting m

Megan Bowen

Tallspin Sync

Microsoft Teams Meeting Nesto

Lidia/isalah 1:1
Lidin's Office

Lidia Hollowary

25




Give your meeting a title.
Decide on a date and
time. Add any additional
details.

Note: To make a recurring
meeting, select the Does
not repeat dropdown and
choose whether you want
the meeting to repeat
daily, weekly, monthly, or
yearly, or customize a
cadence.

Type in the names of
individual attendees, or
select Add channel to
select a class team
channel to meet in.

Note: When you add a channel, all members of that channel can join the meeting. Also, all resources shared, and any recordings

New meeting

Tite

Mark 8 Campaign Update

Location

Microsoft Teams Meeting

Start End

Oct 7, 2019 1:00 PM Oct 7, 2019
Free: Oct 7 12:30 - 1:00pm, 12:00 - 12:30pm, 11:30 - 12.00pm ...
Details

B 7 U S ¥ A M

Paragraph

I~

Let's review the results from the Mark 8 marketing campaign so far.

taken during the meeting are saved in the channel.

Repeat D

1:30 PM

AV

Select a channel to meet in

None (optional) v

Invite people

Invite someone

Organizer

Megan Bowen
MeganB@contoso.com

Attendees
c CariD@example.com %
Unknown
gg Debra Berger %
Unknown
5 Patti Fernandez X
=3 Unknown

Schedule

Close

Take a moment to review your meeting details. Then select Send button. This adds the meeting to your calendar and your

students’' calendars.

Note: (optional) You can also choose a channel to meet in. If you host your meeting in a channel, everyone in the team will see it in the
channels post tab, where they can comment, share files and reply.




Find your personal apps

Apps let you do more in Teams without having to navigate away or switch applications. Think about the tools, files, and
dashboards your org already uses - Do you use Planner to manage your tasks? What about SharePoint files,

forms, PowerBI reports? Well, if so, the apps module means you can seamlessly add your tools right into Teams.
Interested? Take a look at how you can use Microsoft Planner with Microsoft Teams to manage your tasks.

Click More apps to see your personal apps. You can open or uninstall them here. Add more apps in the Store.

A2 Search or type a commarnd

Welcome!
we O Apps
Ly
Ton Do more in Teams with apps
Built for your org "
= yourself or for a tesm
Caanaler Buailt By waier colleagues
% Featured
1
Popular acrass Teams 1]
!-—_bl Top picks Built for your org Soe all
Whait's niew US: 5LG Communications . Micrablews Spain . ANZ Emplayes Nevws 8 Everts
sl Chigita Microsoh Diginal e nesoit
Categories
Micraseit Aszignment Tracker . WCLD Comms - Viva Learning ﬂ MICROMEWS
Mticreanit gty Microsch Digns rotsg et Cligpta
Education
Productivity 5 MW-Bytes & Babyyoda » MSNI Major Incident Comms
craanlt Drsital iﬁ'jl o % MEcresolt Digits
Image & Video galleries
Propect Management
i Popular across Teams S all
Urilities
5o Mo . Forma B Channel Calendar G Power Bl
dicroanlt Corporatiarn Microsah Coipornilics Pt ronslE gt o
| Indstries
| dira Clowd - Communiiies Pally
Edbucation ViLasEan Microsot Corporation . -
T ifa Manage your apps m Tasks by Planner and To Do » Power Automate - Power Apps

27


https://www.officesolutionsit.com.au/blog/how-to-use-planner-with-microsoft-teams-to-manage-your-tasks

Add a tab in a channel

Click by the tabs at the top of the channel, click the app you want, and then follow the prompts. Use Search if you don't see

the app you want. Tabs allow you to integrate the tools and services you love right into your chat or channel.

Teams =

Ejo
Your teams

D Resources - Events, Education, and O...

Teams General

E Bulletin Posts Files —+

Add a tab

Turn your favorite apps and files into tabs at the top of the channel.

Tabs for your team

slujejeld

Document .. Excel Forms OneNote

@[> [

PowerPoint SharePoint Stream Website Wiki

Search Q)

)

Planner Power BI

Word

28



Share a file

In Chat - Click Attach files under the
box where you type messages, select
the file location and then the file you
want. Depending on the location of the
file, you'll get options for uploading a
copy, sharing a link, or other ways to
share.

Work with files

. Files
Activit]
=y Views
1=/ -
= (L) Recent .
[=L=1-] - -
o2 i Microsoft Teams
Teams.
@ ~ Downloads
Assignments
Cloud storage
@ OneDrive
Calend ar
i

& OneDrive fice and may not respond

T Upload from my computer

sy, 2 0@ Q> 2 &b B

Click the Files icon on the left sidebar, and you'll see all attached files. Here, you can

also upload files to your team’s OneDrive storage space for access.

You can then work with those files through the file attachment location for OneDrive.

29



Collaborate on the files

As your team works together, you'll undoubtedly have files that you'll want to share and collaborate on. Teams makes it easy to share
files and work on them together. If working in Word, Excel, PowerPoint, or Visio files your colleagues can even view, edit, and
collaborate on them, right within Teams (editing in Visio requires a license).

Your files library

Within each team there are channels. Think of these channels as a place for your entire
team to discuss a specific topic, like upcoming training, or project updates. Each Contoso Marketing s> General -
channel has its own file folder where you can share files for that specific channel. To ]

access that folder, go to the channel and select the Files tab above the conversation st — il

window.

Note: Make sure to use the Files tab at the top of the channel conversation window instead of the Files button on the left side of the
app. That button gives you access to ALL of your cloud files, rather than just the files for a specific channel.

1. In the library you can upload existing files or create new ones. When you upload a file, it creates a copy in Teams.
2. Upload existing files e
3. There are two primary ways to upload existing files into your library. Both B Genera
methods start by going to the files folder for your channel and both methods, by dre @ Dy Getlink @ Ope
default, upload copies of your files to the channel file folder. .
4. Drag and drop - Using your mouse, drag the file from where it's currently located

and drop it on the Teams window among the files. e e
5. Upload - Select Upload, then select the file (or files) you'd like to upload and S
select Open.

Any files you upload will be accessible by any member of your team. And just like in SharePoint, you can pin specific files to the top of
your list for easy access.


https://products.office.com/en-us/visio/microsoft-visio-plans-and-pricing-compare-visio-options

Share with people outside your team

|5 Share @
If the file is a Word, Excel, PowerPoint or Visio file, the easiest way to share it is to .
open the file in its corresponding Office for the web or desktop app. Select Share at Send Link
the top right corner of the window. From there enter the aliases or email addresses of
people you want to email the file link or select Copy Link to choose where Only people in your arganization with
yOU Share the ||nk the link can view and edit.
If you want to share with people outside your organization, you may have to select the Frter e name o emal sddes
permissions drop-down (right above where you add the people you want to share 46 2 message (optional
with) and select that Specific People can access the file. '
Share X |
. : @ @«
Link Settings
Totally a Test.docx Copy Link Outlook
Who would you like this link to work for? Leam more [l Attach a Copy Instead
'@}' People in Microsoft Once you've shared the file, those users can edit the file in real time (unless you
(A p o unchecked Allow editing in the Link Settings dialog) just like the other members of
\#s) People with existing access

your team can.

Specific people v

Other settings

Allow editing
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Calls Tab

Starting a call in Teams is extremely simple and can be [ Cole | ecromoh Tans

done in multiple ways, much like on a mobile phone. . Contacts

For example, you can make and receive a call from a

chat, the command bar and calls tab — essentially S commen

anywhere in Teams. = - RN
N & =

The calls tab is found on the left-hand side of the ¢  concanac

Teams platform — unsurprisingly, under ‘Calls’. Once

you click that, you can make calls using speed dial and ‘g

by going through your contacts list. On speed dial,

you can add specific contacts to it and quickly type in | : , E’; Irvin Sayers
a name, phone number or email address. L’

@ Johanna Lorenz

‘ Barbie Stafford
(v

Farren Roper

P

ﬁ l Isaiah Langer
@ Megan Bowen
=z
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Integration

SharePoint, a part of the Microsoft 365 Office suite, is a web application service for document sharing and team collaboration offering
enhanced productivity and communication tools. SharePoint provides secure file sharing with real-time collaboration and version
management. Using Microsoft Teams as a hub for teamwork, files can be moved easily between Microsoft applications, in one
SharePoint location.

Azure Active Directory admin center

Groups | All groups

Mark 8 Project Team i
& ! Microsoft Teams 1@2
. =

R

' ' Teams = PB4 General Posts Files - Wiki
Standard channels Your Teams

m Mark 8 Project Team

— Mark 8 Project Team

General
Desn
Private channel Digital Assets Web

Go To Market Plan - private
. Go To Market Plan (£

Research & Development (5

Shared channel
m Research & Development - shared




Each team is connected to a Microsoft 365 group in Azure AD where the team membership is stored. The files you see on the Files tab
in a team are stored in a SharePoint site. All standard channels in a team share the same SharePoint site, but each private channel has its

own site.

Teams and SharePoint are connected in the following scenarios:

e When you create a new team from scratch, a new SharePoint site is created and connected to the team.
e When you create a new team from an existing Microsoft 365 group, the team is connected to the SharePoint site associated

with the group.

« When you add Teams to an existing SharePoint site, that site is connected to the new team.
e When you create a new private or shared channel, a new SharePoint site is created and connected to that channel.

In Teams, the Files tab on each standard channel is connected to a folder in the
parent site's default document library. The Files tab on each private and shared
channel is connected to the default document library in the corresponding
channel site. Whenever you add or update a file on the Files tab, you are
accessing the SharePoint site.

The standard channels display as folders in the parent site. The private channel
has its own channel site that is separate from the parent site.

SharePoint Structure: Sits
Membership: Entire Team [(M365 Groug)

Standard Channel

SharePoint Structure: Foicer
Membership: Entire Team (M385 Growp)

SharePoint Structure: Sits
Membership: Subsst of Team [M365 Groug)

SharePoint Structure: Site
Membership: Subzet of Team and Select Outside Members (M365 Groun)
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Teams-connected sites are optimized for a Teams connection that include the parent site (created when you create the team), and any
channel sites that are created when you create a private or shared channel.

Channel type

SharePoint site

Site sharing

File and folder sharing

has its own
SharePoint site.

included in the site owners and members group.
The site can't be shared separately.

Standard One SharePoint site [Team owners and members are automatically Files and folders can be shared with anyone in the organization by using
is shared by all included in the site owners and members sharable links. If guest sharing is enabled, Anyone and Specific people links
standard channels. |permission groups. Sharing the site separately is |can be used to share with people outside the organization.
There is a separate |possible but managing access through Teams is
folder for each recommended for easiest user management and
channel. the best user experience.
Private Each private channel|Channel owners and members are automatically [Files and folders can be shared with anyone in the organization by using
has its own included in the site owners and members sharable links. If guest sharing is enabled, Anyone and Specific people links
SharePoint site. permission groups. The site can't be shared can be used to share with people outside the organization.
separately.
Shared Each shared channel [Team owners and members are automatically Files and folders can be shared with anyone in the organization and external

participants in the channel by using sharable links. Sharing with people
outside the organization who are not channel members is not supported.

Teams-connected sites can only be managed from Team, with some settings inherited from the parent site that can't be changed.

Setting Parent site Channel site

Site Team permissions are synced with the site. Team and site owners  |Channel site permissions are inherited from the channel itself. Site

permissions can add additional people directly to the site. (Managing all permissions can't be managed in SharePoint, but will display permissions in
permissions through Teams is recommended.) read-only mode.

Site sharing Team and site owners can set the sharing settings for files, folders,

settings and the site. This is a SharePoint-specific setting.

Guest access

Guest access expiration can be set in the SharePoint admin center.

expiration

Sensitivity Sensitivity labels can be applied either to the team or the parent Sensitivity of channel sites is inherited from the parent site.
site. The same label is used for both and a change made in either
location is reflected in the other.

Site quota The site quota can be set in the SharePoint admin center. The site quota can be set in the SharePoint admin center.

Default sharing
link type

The default sharing
center.

link type can be set in the SharePoint admin

The default sharing link type can be set in the SharePoint admin center.
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