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What is Teams

Teams is a chat-based collaboration tool that provides global, remote, and dispersed teams with the ability
to work together and share information via a common space. You can utilize cool features like document
collaboration, one-on-one chat, team chat, and more.

The following core capabilities are included in Teams:

Chat — Enjoy public and private conversations with your teams. Bring popular social features, such as
adding emojis and custom memes to your discussions.

Meet from anywhere — Schedule a meeting in Outlook or jump right in and instantly go from group
chat to video conference with the touch of a button. Teams can meet in one place, no matter how
many places they’re in.

Productivity Hub — Teams offers a shared workspace for Microsoft Office applications including
PowerPoint, Word, Excel, Planner, OneNote, SharePoint, and more. This feature gives you and
your teams the option to work natively without having to stress about toggling between
applications as you try to get projects completed.

WHO CAN USE TEAMS?
All MGA faculty, staff, and students have access to Microsoft Teams! Chat, join a team, and get
collaborating.

When communicating with students, please be mindful of sharing information that is protected by FERPA
regulations.

Download Teams

Download Teams for your desktop or mobile device

Get Teams on all your devices

’ Desktop Mobile
=- | EE Windows 64-bit | & oS
- EE Windows 32-bit i Android

| & Mac |

A Linux DEB 64-bit

Windows Mac

A Linux RPM 64-bit
**Teams will work on a Chromebook

Teams offers a full user experience in their web version at teams.microsoft.com but for a better, more
stable, experience we highly recommend downloading and using the desktop application.

***Firefox does NOT support teams. Please use Google Chrome or Internet Explorer



https://teams.microsoft.com/downloads#allDevicesSection
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=windows&arch=x64&download=true
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=osx&arch=&download=true
https://teams.microsoft.com/
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=windows&arch=x64&download=true
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=osx&arch=&download=true

Signing in to teams

1. Start Teams
e |n Windows: click Start ' > Microsoft
Teams. Sign in
e On Mac: go to the Applications folder and
click Microsoft Teams.

BS Microsoft

|Emai|, phone, or Skype

P formepleusers teponeteems eon
ex

2. Sign in with your Office 365 username and No account? Create one!
password (MGA email credentials)

Can't access your account?

Pick a team and
adding members

A team is a collection of people, conversations, files, and tools — all in one place. A channel is a

discussion in a team, dedicated to a department, project, or topic.

1. Click on Teams 235 to the left side of the app
2. There are two possible views of Teams, Grid and
List (This option is in Settings  found by clicking
on your picture in the upper right)
a. Grid View — Shows all of the teams you are
member of.
b. List View (Recommended) — Keeps a
collapsible list of Teams and Channels on

Favorites

Northwind Traders
General
[ deteing ]
Overview
Performance
Shiproom
Telemetry

32 more channels

B railspin Toys
Account Team

General

=]
the left of the Teams 7 plane.

Accounting

CREATING A TEAM

Northwind Traders > Mar

Conversaf tions Files OneNote -+
TN Heyall, as the date f
have putin for this. |
long history with the
it is very important t

Several of you have

Charlotte de Crum 4 AM
Can you guys please send -

4 replies from Maja, Franz, and b

|3 Daniela Mandera 11
WE  1'monat confidant in

Teams are created by the Office 365 administrators. Teams can be created for schools, departments,
committees, Official student organizations, projects, or events. To have a team created have your

department chair or student affairs office e-mail teams@mga.edu with:

1. aproposed team name
2. a brief description
3. who will be the owner/administrator of the team



mailto:teams@mga.edu

ADDING PEOPLE TO A TEAM

1. Goto the Teams 07 plane

Next to the team name, click on More options

Select Manage Team @
Click the Add Member button

Enter a team member’s name and find them in the list.
Click Done

Teams v e Event Coordination ® Team
Event Coordination Committee Team

Your teams

- Tech Services E Members  Pending Requests  Channels  Settings Analytics  Apps
General
Macon

2 hidden channels ERTET guests (13)

B voncatine:

&

T
n OTR_Test

I

@

a

ok w N

" Add member
Leave the team

Edit team

[

Event Coordination

Get link to team

Manage tags

General  Delete the team

Software Information




Channels and tabs

Teams are organized into channels and tabs. Channels are were discussion takes place. Tabs are where

files and information are stored.

Tabs

Customer Accounts
Develcpment
Marketing

Social Media
Teams —
Website

32 more channels

Genaral

E Fourth Coffee

General

Northwind Traders > Development # --

Conversation  Files Notes  Team Services +l

Fun stuff

Marketing

Weekly Special

CHANNELS

@

€

@

Cecly Do Cum n

33/the-most-important-tech-jobs-of-the-future

g

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

Kadj Bel
e | love this article! We've got a bright future
& Rep

Daphne Knowle

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

Miguel Silva
I 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.
& Reply
Babek Shammas  [IMPORTANT UL
Just sending some kudos to the team! The leadership team reviewed the latest build yesterday and they were really pleased
with the progress. Only a few more weeks until re|ease so let's stay focused on delivering a high quality app. Great job all!

Baniela Mandera [As]
‘é Babek, thanks for passing alang the good news! Just wait until they see the next update. L

3 R
3 Reply

Each Team has subsections, which are called Channels. A General channel is created automatically for
every team. You can have multiple Channels within a Team for separate discussion on topics or for
subcommittees. Whenever there is a new notification or activity, the Channel name will become bold.

TABS

Each Channel all have their own tabs along the top. Conversation (group chat), Files (shared documents)
and Notes (shared OneNote) are automatically created and you can then add your own tabs.




CREATE A CHANNEL FOR THE TEAM

EEE

e Select More options next to the team name

e Select Add channel =
e Enter a name and a description for your channel
e Select Channel Privacy
o Standard Channels can be seen by the entire team
o Private Channels can only be seen by select members (this is a good option for class groups
or sharing sensitive documents)
e Select Add

General (Public Test Teamn - Project ABC) | Microsoft Teams

0 Search Q B . Public Test Team - Proje... > Gene...
= Fawomes Conversations  Files Wiki —+
ha TMG Microsoft Team
: n Welcome to the team!
g m . .

I Teams | Public Test Team - Proje...  »e Here are some things to get going...
] General * FRemove favorite

View team

Add members

=
. Leave the team

Conversations, sharing files, & chat

Conversations are one of the key features of Teams, allowing each Team to have a centralized discussion
that is saved and easily searchable. Conversations are the central component where all teamwork is
recorded—from file sharing to video calls.

The use of @mentions allows you to tag participants or even whole teams to notify others. Users that
look at Conversations will easily see where they have been mentioned through the red @ symbol to
highlight areas of importance to them. On top of this, your desktop app will notify you through an alert.
As well as tagging, users can 'like' content and share emoticons or GIFs.




START A NEW CONVERSATION

...with the whole team
[=p=X-]

1. Click Teams 7,

2. Pick ateam and the appropriate Start a new conversation. Type @ to mention someone.

channel. A CO@B G-
3. Inthe box where you type your L

message, say what's on your mind and click Send B .

...with a person or group

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

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

REPLYING TO A CONVERSATION

Channel conversations are organized by date
and then threaded. The replies in threads are
organized under the initial post so it's easier
to follow multiple conversations.

1. Find the conversation thread you
want to reply to.
2. Click Reply, add your message,

and click Send B .




Conversations, sharing files, & chat (cont.)

Emoul, MEMES, & GIFs
Have fun, express yourself, and impress your coworkers!

e Click Sticker E under the box where you type
your message, then pick a meme or sticker
from one of the categories. [T

Popular

= J7I@%]

Meme

o
The Sticker [ catalog contains a wide variety of @ Designers

customizable stickers and memes — you can even 5 Dew

upload your own! Check out Emoji © for smiley faces % '«
and Giphy @ for animated GlFs. B Teomsauatch

Fad Bummer Bert

Y.-%  Cats In Suits

W Rubber Stam...

A ¢ OB B Q-

SHARING A FILE

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

e Recent
e Browse Teams and Channels
e OneDrive @© Recent
¢ Upload from my computer @i Browse Teams and Channels
3. Select a file > Share a link.
@ OneDrive
If you're uploading a file from your
computer, select a file, click Open, and Upload from my computer @ to mention someone
then Send B . Ar 6.0 @ B

L

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




Collaborate in microsoft teams

MENTION @ SOMEONE

An @mention is like a tap on the shoulder — a way to get someone's attention in a channel

conversation or a chat.

1. Inthe box where you type your
message, type @, then type the
first few letters of the person’s
name. You can also @mention
entire teams and channels.

2. Select the person. Repeat for as
many people as you want to
@mention.

%
e

Noah McCormick

T G ST lient had some changes to our design for the J

make those edits before our Wednesday clien

Dwight Nesmith
dwight@northwindtraders.com

Josh Nestor 5 include a section about the buy one get one
josh@northwindtraders.com :d for August but she mentioned she got the t
Add a bot

@n|

N OB S -

*Each person you @mention gets a notification in their Activity i feed.

NOTIFICATIONS

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. Click Activity a .

2. Feed shows you a summary of everything that's happened in the Teams
channels you follow. ——
e Click Filter U to show only certain types of notifications such as e Northwi
@mentions or reactions.
s @ General
g
o Select Feed > My Activity to see a list of everything you've been up EELE Marketir
Overvie

to lately in Teams.




SEARCH FOR MESSAGES, PEOPLE, OR FILES m

Searches cover your entire organization — all the teams and

channels that you're part of. Messages  People  Files v
1. Type a phrase in the command box at the top of the @ Production Notes
app and press Enter. Contoso / Marksting
2. Select the Messages, People, or Files tab. ) ?f.‘ff:;‘fv:.m{
3. Select an item in the search results. Alternatively, ‘
you can select More filters to further refine your B o/ Maketng
search results. @ Video Revamp 2018

Contoso / General

m Content Production
Contoso / Marketing

Meetings in teams

Your calendar in Teams is connected to your Office 365 calendar. In other words, when you schedule a
meeting in Outlook, it'll show up in Teams, and vice versa.

Every meeting scheduled in Teams is automatically made into an online meeting. Scheduling from
Outlook? Learn how to add Teams to your Outlook meeting.

SCHEDULE A MEETING IN TEAMS
There are several ways to schedule a meeting in Teams:
1. InaChannel
e Select Meet Now ™ below the box where you type a new message

e Select Schedule a meeting 5
2. InChat

e Select Schedule a meeting 2 below the box where you type a new message
3. Inthe Calendar

e Go to Calendar on the left side of the app and select +New meeting in the top right
corner.

Select a range of time in the calendar. A scheduling form will pop open.
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.



https://support.office.com/en-us/article/809ad9e4-4a42-4f39-b34e-cf770058e81e

. Search Qg

bmmtae

Agenda

il
o New meeting

i Title

1100 pm - 1120 5m

B %1050 Launch Team / Budget Planning
o B

Location
No upcoming mestings.
Microsoft Teams Meeting
Sunday 17
Noupcoming mestings. o

Mondeyila: Jan 15, 2018 Jan 15,2018

e: Jan 15230 300pm, 1230 - T:00pm

500am- 530am res

I Company All Hands.
1 1050 Launch Team /

Datsis
UX Sync B I U ¥ A & ¢
530am- 600 am

X105 Launch Team P et or tis new ecting
Website Review

600am-T00am
B X1050 Launch Team /

Core Web Team Sync
830am-900am
1050 Lauren Team /
Sales Team Meeting
900am- 00am
Conforence Room - Adan

900am - 930 am

Daily Standup
5 Susiness Developmer

S e

~

Repeat [
230 PM

ulng sssistant

Select 3 channel to meet in

None (optional) ~

Invite people

Invite someone

Attandie:

'p‘ Alex Wilber %
'a Adele Vance X

- | D

Meg|
orge

i
No

. New meeting Details Scheduling Assistant

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

Mar 10, 2020 400PM v

Mar 10, 2020

30m

430PM v

Once you're done filling out the details, select Save. This will close the scheduling form and send an

invite to everyone's Outlook inbox.

10



Make it a channel meeting
1. Select +New meeting.
2. Type the name of one or more channels
where it says Add channel (under the
time and date fields).

) Does not repeat ™

=] Add channel

Note: When you have a meeting in a channel, Q] Add location
everyone in the team will be able to see it and join
it in that channel.

Teams meetings will show a join button on an event in your calendar five minutes before the start of a
meeting. Once someone joins the meeting, the event will change colors to let you know they're online.
Select Join to open the meeting settings window to confirm your preferred camera and mic settings
before joining the online meeting.

Invite people outside your organization
Teams lets you invite people outside your organization, including those who don't have a Teams license.
You'll need their full email address to invite them.
1. Go to where it says Add required attendees. If anyone is an optional attendee,
select Optional instead.
2. Type the person's full email address (ex: Joe@example.com).
3. Select Invite. They'll receive an email with a link to the meeting.

Meeting Options
You can customize certain meeting options like who can join and present during a meeting.

1. Select the Calendar Plane (]
2. Select the meeting to customize
3. Select Meeting Options at the top of the page
4. A web page will open with your meeting options. Who can select:

a. Who can bypass the lobby

b. Who can present during the meeting

i. Presenters will have the option to share content, mute and remove participants,
and admit those in the lobby.

A.'r Staff Meeting Chat Files Details Scheduling Assistant ~ Meeting notes  Whitebeard Close

g X Cancel meeting Time zone: (UTC-05:00) Eastern Time (US & Canada) ' Tracking

Ly & Staff Meeting Coder, Jon

Organizer

a o a Faculty, Clara ¥ + Optional a Faculty, Clara
s Unknown

o Jul 1, 2020 1100 AM v Jul 1, 2020 11:30AM v 30m @  Allday

Caendar

Suggested: 11:30 AM-12:00 PM 12:00 PM-12:30 PM 12:30 PM-1:00 PM
Catls (&) Does not repeat v
. ®  Addlocation
T B I U SIF A M mmehy L[S T = EIn @ = @B 9 C

11



Meetings in teams (cont.)

JOIN A MEETING IN TEAMS

Join by link
You can receive a link to join a Teams meeting via email or Outlook calendar.

Select Join Microsoft Teams Meeting in your meeting invite
to be taken to a page where you can choose to either join on Join Microsoft Teams Meeting
the web or download the desktop app.

Learn more about Teams | Meeting options

If you already have the Teams app, you will prompted to open the meeting there.
You will also have the option to Download Teams.

It is highly recommended that you use the downloaded app whenever possible.

Open Microsoft T

hitps://teams.microsoftcom wants to open this application.

If you are already signed into Office 365
the welcome page looks like this:

RN Continue on this browser
No download or installation required,

Select Open Your Teams App or
Download the Teams App

How do you want to join |- Download the Windows app
your Teams meeting? = Use the desktop app for the best experience.

* Open your Teams app

Already have it? Go right to your meeting,

If you are not a signed into Office 365
the welcome page looks like this:

Select Download the App or Already
have the Teams app? Launch it now

Experience the best of Teams meetings with the desktop app

If you select Join on the Web Instead, s on the el netend
you will join as a guest with limited

access to the Team. (This is not good)

I Already have the Teams app? Launch it now I

12


https://teams.microsoft.com/downloads#allDevicesSection

Joining as a Guest

If you are a MGA faculty, staff, or student you should NOT be prompted to enter a name. You should
select Sign in or Download the desktop version at the bottom of the screen

Choose your audio and video settings for

Meeting now

MGA Staff

Enter name Join now

™ 7y -
J i23 Devices

Other join options

For a better experience si

When is Joining as a Guest Good?

You can invite people outside of the organization to join a meeting. They do not need to have a Teams

account. Guest will be sent to a lobby and will have to be admitted to the meeting by someone in the
meeting.

13



Join from calendar

e Select Calendar on the
left side of the app to see
your meetings.

e Find the meeting you want,
and then select Join.

(The Join button will appear
when 5 min before the
meeting is to begin.)

Marketing meeting m
Microscft Teams Meeting Gra

Join in a channel
If a meeting takes place in a channel, you’ll see an invitation to join, relevant content, and who’s
in the meeting right in the channel. Just select Join.

Copy Review 01:13

e Akl Ticksa 3029 wm
Hi, everyone. Thanks for mesting up; cam we start a thread in this meeting to tale minutes but also to trade changes
o the copy that need fo be made” Let's start screen sharing o wiew the doc

& Pl famsa 1200 g
20, it looks ke thene needs to be a grammarspelling pass on this doc at the wery keast. | lockec throwgh really
quickly and found a couple typos, #ic.

Pelimdnnivmn Plurcar 02
@ Az, 3 lot of these taghines and ad copy need to be updated 1o reflect sentence case, not tile case.

o Bagly

o

Join from chat
If the meeting has already begun, it appears in your recent chat list. Select the meeting in your
chat list and then select Join at the top of the chat.

Marketing meeting & O “

Conversation Files Meeting Notes  Whiteboard

11

14



Set Up Mobile Apps

ACCESS YOU TEAMS FILES ANYWHERE.
Work, home, or on the go. Access the Teams app on your mobile devices.

CLICK ON YOUR MOBILE DEVICE

i0S android

For more info on mobile app setup, see: Set up Office apps and email on a mobile device

Links and Additional Resources

e Interactive Teams Demo

e Teams Quickstart Guide

e Addition Teams Training Videos
e Microsoft Training Resources

If you have feedback of questions you can contact techsup@mga.edu
As always, if you run into any difficulty, contact IT Services at help.mga.edu

15


https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
https://support.office.com/en-us/article/set-up-office-apps-and-email-on-a-mobile-device-7dabb6cb-0046-40b6-81fe-767e0b1f014f?wt.mc_id=otc_sixsteps
https://teamsdemo.office.com/
https://download.microsoft.com/download/D/9/F/D9FE8B9E-22F5-47BF-A1AB-09539C41FCD0/Teams%20QS.pdf
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/teams
mailto:techsup@mga.edu
https://help.mga.edu/
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp

THANK YOU

UPDATED 7/2020

& Middle Georgia
State University
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