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% Make calls and organize your contacts.
Got a code to join a team? Enter it above.
UCSF Office 365 users helping users
channel

-
UCsr

UCSF Bikes! FCM ZSFG
Public Public

Stay in the know. Turn on
desktop notifications.

We are bicycle commuters and enthusiasts. FCM ZSFG Team
Promoting the bicycle for everyday... T

Getting Started with Teams

You can access TEAMS online: https://teams.microsoft.com/ ?culture=en-
us&country=US&Im=deeplink&Imsrc=homePageWeb&cmpid=WebSignIn#/discover

You can also download the desktop app by clicking the computer with the down area at the bottom of the screen


https://teams.microsoft.com/_?culture=en-us&country=US&lm=deeplink&lmsrc=homePageWeb&cmpid=WebSignIn
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Microsoft
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Chat-based workspace in Office 365

Chat for today'’s A hub for
teams teamwork

Communicate in the moment and Give your team quick access to
keep everyone in the know information they need right in
Office 365

Microsoft Teams

(e

Security teams
trust

Get the enterprise-level security
and compliance features you

expect from Office 365.

N

Customizable for
each team

Tailor your workspace to include
content and capabilities your team

needs every day.




Create your team

Tearn name

Letters, numbers, and spaces are allowed

Description (optional)

Describe it here. Or dont

This team & classfied for L3I information. Change sent

Add » Microset Team 16 an existing Office 165 greup?

harging he esstng gronp You T ever e able %0 access the growp Ses and notes Som
Bere. Yoo add Microsoht 1 far -

ooks ke you're an advn of 8 group You can add Microsoft Teams lusctionslity without

How to Create a Team??

You can create teams by adding member individually by email aliases or security groups. Every new team will have a
default favorite channel called General.



What are
Channels?

Channels can be
thought of as different
topic threads and can
be organized
pertaining to certain
projects or logistics .
Only favorited
Channels will show up
in the left panel. They
can be created by right
clicking the panel and
clicking the ADD
CHANNEL button.
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. AdventureWorks > Marketing # -

Conversation Files Notes -+
1

e
@

Jasmin Brammer
Just posted the file

© Reply

Hilary Reyes
Daniela, let's distribute the Social Media report you put tog
having later this afternoon

@ Kevin Johnson
© Sounds good. | can distribute the report here and h:

@ Katherine Lee
@ Yep, would love to help explain our findings.
@

Kevin Johnson
Here is the deck so you can take a look first

160532-SocialMedia.pptx

Q Thanks for the deck. | think it's really important that
demographics and audiences in the planning stages

Kevin Johnson
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My Spt-
Ay, can we Sitriute the deck 1or our soCal STIegy 10 EVEryone can take 3 00K and Make Sure Ter Secton: aw
completely updated?
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Q Agreed. everyone maloe sure %0 pay terbon % the proposed trredne = shde S durng Ber Ing sweep. We
need 10 mabe sure your budgets and your indadusl imebnes are reainnbically represested here, we'se alssacy
ahead of wchedule and urder budget 2ot ety beep £ that way'

Higuys. T'm abount to do Snad ¢ 100 The Jech plus resde and &an Imy lasx call for changes and updanes!
Everyone confem
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How to Share cademy
Screen in a
Zoom
Meeting

In Microsoft Teams, you can show your desktop, a specific
app, presentation, or any file while in a meeting.

Select Share

Select what you want to share:

PowerPoint

Desktop lets you show everything on your screen.
Window lets you show a specific app. ' ,]
PowerPoint lets you show a presentation. '
Browse lets you find the file you want to show.

After you select what you want to show, a red border
surrounds what you're sharing.

Select Stop sharing to stop showing your screen.




Show device settngs

% Show meeting notes

Enter full screen

How to record a meeting?

Start or join the meeting.
To start recording, go to the meeting controls and select the three dots > Start recording.
Meeting attendees will be notified that they are being recorded
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How to

manage a

meeting video o
recording ?

B Jodo Ferreira joined the meetiny

All meeting recordings will saved - - p—
on the Microsoft Stream o
The recording will be available in B

the channel conversation in which
it was created




How to
download a
meeting
recording?

Open Microsoft Stream —
https://web.microsoftstream.com/

On the menu click on My
Content and then Meetings

Look for the video you want to
download and click on the ...

Click on Download and you will get
the mp4 video file

(» Home [E1 Discover E My content + Create

Groups Chanrels Meetings Watchlist Followed channels
Search for videos Sort by State
£ Search for videos -

Upload date v All
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How to schedule a meeting?

= Select Schedule a meeting E in a chat (below the box where you type a

new message) to book a meeting with the people in the chat. New meeting Details Scheduling Assistant
= Go to Calendar = on the left side of the app and select New meeting in Time zone: (UTC-08:00) Pacific Time (US & Canada)
the top right corner.
» Select a range of time in the calendar. A scheduling form will pop open. Mar 10, 2020 400PM v
Mar 10, 2020 430PM v~ 30m

The scheduling form is where you'll give your meeting a title, invite people,
and add meeting details. Use the Scheduling Assistant to find a time that
works for everyone.
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@) FinancialReport-150310xksx Ny e thosties U Academy
o .
@ FnaopyReviewdocx v
Tabs are where things like e . o )
notes and files are stored i = 2
@ Temelne-05-16-16.docx Lauree ™

You can also add tables to
your channel

Add a tab

irn the team’s favorite apps and files into tabs at the top of the channe

Excel OneNote Planner Power Bl

PowerPoint SharePoint Word




Marketing

Desgn M
Perfermance (3]} Generate emadl list for the intial campaign Arrange meeting location for the members Test the onboarding experence with 3 Draft business plan revision

launch bedore general Sscussion pages for Windows Phone
Shiproom

. ] Test alternate ad copees betwe
32 move Q e Cashfiow analysis for marketing expenses ” demographcs
and subscrption revenue
. Ad Copwes 0o

Desgrers Try and find a decent service 10 lay out ; - Decide wihich hero images 1o go with the I 3

user flows for upcoming projects ' 1 N ad campaign
General i 5 r‘ bl !
Comtoso - . I I l l‘.‘| a

Rerview Business plan revaion i a | { .
= 4 Bring cupcakes 10 next meetin
General ’ . ' L ow anabn marketing da exienal contz 1o
Marketing (1]

Set up new customer refation emal :
Tost desgn emplate
Board v ‘ Q ﬁ ‘ Mock up 2 rough design draft

arcs : 'm Ads

4 more

‘ . ‘ Introdhuce contractons 10 the design team
and bring domwats

Pick & cafe for team cuting

Show completed 14

Get users’ nitial feedback between
design opticns

Show completed 4 o

Planner

There is a planner tab for tracking tasks and managing work items




COVID-19
Virtual

Training
Academy

Additional Resources

Product Walkthrough:

https://support.office.com/en-us/article/Microsoft-Teams-Quick-Start-422bf3aa-9ae8-
46f1-83a2-e65720e1a34d?ui=en-US&rs=en-US&ad=US#IDOEAABAAA=Qverview

Onboard your Teams:
https://support.office.com/article/702a2977-e662-4038-bef5-bdf8eed47b17b

Teams and Channels:
https://support.office.com/article/c3d63c10-77d5-4204-a566-53ddcf723b46

Use Tabs:
https://support.office.com/article/7350a03e-017a-4a00-abae-1¢c9fe8c497b3



https://support.office.com/en-us/article/Microsoft-Teams-Quick-Start-422bf3aa-9ae8-%2046f1-83a2-e65720e1a34d?ui=en-US&rs=en-US&ad=US
https://support.office.com/article/702a2977-e662-4038-bef5-bdf8ee47b17b
https://support.office.com/article/c3d63c10-77d5-4204-a566-53ddcf723b46
https://support.office.com/article/7350a03e-017a-4a00-a6ae-1c9fe8c497b3

