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What is Microsoft Teams?

Microsoft Teams is a chat and collaboration platform for
Microsoft Office 365 customers, designed to simplify group
work. You could say that, Teams is Microsoft's answer to

competing platforms like Slack.

In its simplest form the service allows users to set up Teams,
each of which is essentially a hub for group chat rooms, which
are called channels. Teams’ integration with other Microsoft

services allows users access to shared files and calendars,

collaborative editing, and easy switching between voice, video,

and text chat.

When you create a new Team this will also create a matching
Office 365 Group, OneNote, SharePoint site and Plan, so the

last thing you want to do is make too many teams.

Each Team has subsections called Channels, a General
Channel will automatically be created. You can have multiple
Channels within a Team for example; you could have each
department as their own team and segment them down into
different channels. Or your Company could be a Team and
Channels can relate to departments - you can choose

whatever suits your organisation’'s way of working.
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A Quick Overview

New Chat

More options button
button - Tabs
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bar
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Start a new conversation. Type @ to mention someone.
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Join or Create a Team button Compose box



Connecting to Microsoft Teams

After you've
downloaded that app,
double click to launch
it. Once Teams
launches, type your
Microsoft account
email address in the
required field.

Enter your work, school,
or Microsoft account.

Sign-in address

Click Sign In and then
you will be prompted
to sign in a second

time.

B® Microsoft

Sign in

snappy@example.com)|

pl

Click Next and, when
prompted, select the

team you want to
connect with for
collaboration.
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How to structure your Teams and

Channels

Groups, commonly known as
Channels, can be open to everyone
in the company or private, and by

default can be created by anyone!

To avoid confusion or sharing
documents with the wrong people,
you need to carefully consider how

to set up your teams.

Netitude

You should list your own teams and answer the following questions for each one:

v Is any of this information sensitive or restricted?
v If yes, this should be private.

v If no, this can be a public team. Note: public teams are only visible to your

company.
v" Who needs to be in this team?
v ltis a good idea to have an ‘all company’ public team for announcements?
v Who is best to ‘own’ this team and look after who is a member?

v Are there any projects, or smaller groups related to that team? Rather than creating a
whole new team, these can be added to existing Teams as ‘channels’ which share the

same access and members. Every team starts with General by default.



How to create a Team

To create a Team click the Teams
icon in the left navigation bar and
then click Join or create team >
Create a new team.

/3\ +
L 2o Join or create a team

Note: If you don't see the Create
a new team option, you may not
have the necessary permissions
to create your own teams.
Please check with your IT

administrator if this is the case.

Then choose Staff. Select the team name in the

Select a team type

teams list and click More options

wl

1

> Add member.

Professianal Learning
Community (PLC)
Educatcr working geoup
Your teams

it netitude

General < Hid
& Hide

Choose a name for your team

Manage team

S Add member

(this could be related to your

7% Leave the team

department sector e.g. Service). selnkeem

Manage tags
You can add a description of the

team if you wish. Then click Next WS el g el EngS; eI

to create your team. Office 365 group to add to your

team. You can also add people

outside your organisation as

As the team owner, you'll be able guests by typing their email

to add members to your team.
addresses.
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When you're finished adding your
members, select Add. At this
point, you could also take the
opportunity to make someone a
team owner by selecting the
down arrow next to the word
Member. There can be multiple

owners in a team.

To add your team members,
select Close. Those you've added
will receive an email to let them
know they are now a member of
your team and the team wiill

show up in their Teams list.
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How to create a Channel

Teams is made up of channels, each channel is dedicated to a specific topic, department, or project. It's where you have conversations with your
teammates, share files etc. By default, all members of a team can create channels. A standard 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.

Create a channel If you want to make a private channel to discuss To add members to a channel:
. sensitive information then under Privacy, select .
Go to the team you want to create the private Next to the private channel name, select More
) the down arrow on the right, and then select . )
channel for and choose More options > Add options More options > Add members
Private — Accessible only to a specific group of
channel. )
people within the team. Use the Members and Settings tabs to add or
Create a channel for "Supervisors" team
Channel name remove members and assign roles. Channel can
T Select Add. This adds a private channel to the '
have multiple owners and up to 250 members.
Description (optional) team-
Help others find the right channel by providing a description When you're ready SeleCt Do"e Members can
n Marketing ' '
now post messages on the channel.
_ General
Privacy
Standard - Accessible to everyone on the team voD Announcements
Standard - Accessible to everyone on the team ~ BUdgEt EI

Messaging pillars

Private - Accessible only to a specific group of people within the team
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Things to consider

Teams is designed to be flexible. You can easily add new teams and

channels if you find that things do not fit into the existing structure.

If you decide to remove a team make sure that any files have been

moved to another location first, or they will be deleted.

By default, files can be shared with guests. This can be disabled or

restricted across the organisation by your IT Administrator.

There are lots of features built into teams that can be added on as
needed, for example, notebooks, wikis, todo lists and Kanban

boards.



How to link Apps to your Nefilude

collaboration platform

You can use Microsoft Teams' tabs to host your apps or third-party

S m

H Tettra
)+

& SurveyMonkey*

programs. Microsoft's Teams collaboration tool is an important

component of its business applications strategy, hosting not only your

B

conversations and conference calls, but also the tiny snippets of work

that would otherwise interrupt your actual tasks.

A key element of Teams is its extensibility, using it to host other
applications and services and building conversations around them.
Teams gives you different ways to link applications to the platform—
from bots in a channel to tabs that link directly to online content or

services.

Apps let you do more in Teams. Most of the tools, files, and
dashboards your org already uses can be added right into Teams.

Plus you'll have access to new ones.




Add apps from the left side of Teams

Go to Apps on the left of Teams, then search
for your favourite app or browse the app

categories to find new ones.

Select the app you want and a description
screen will open. Take a moment to browse
the subsections (e.g., Tabs, Messages,
Personal app.) This area explains the
capabilities of the app—and where it will show
up in Teams, ready for you to use or

configure.

Planner
Microsoft, Preductivity, Project management

“- Create a Planner board to keep your team organized and up-to-

date.

About Planner makes it easy for your team to stay organized, assign tasks, and keep track of

your progress. Create a new plan so you can start getting things done.
More from Microsoft Corporation

Tabs

Permissions
Use in a tab at the top of a chat or channel

Bots
Chat with the app te ask questions and find info

Personal app
Keep track of important content and info

Created by: Microsoft Corporation
Version 0.3

More from Microsoft Corporation

o]- Jolblsie

CneNate SharePoint  Azure DevOi. News Bookings Bing News

s B0 Mol ~ Rl

As far as adding the app goes, just hit Add.

By using Planner, you agree to the
privacy policy and terms of use.

This step is the same from every location

where you can add an app.

Add app notifications to a channel

An app capability called a Connector inserts

app notifications into a channel.

To set one up, go to the channel you want,
select More options > Connectors, and

choose an app.

:“ Supervisors

Netitude

Channel notifications  »

General

b

Pin
Manage channel

Get email address

@ 0 & =2

Get link to channel

46 Connectors

You'll be given the option to Configure
notifications for any app already added for

your team or to Add a new app.

Connectors for "General” channel in "Supervisors” team X
Keep your group current with content and updates from other services.
Search pol All Sort by: Popularity

Connectors for your team
MANAGE

Configured Forms
Easily create surveys, quizzes, and polls.

My Accounts
All connectors

CATEGORY Azure DevOps
All Collaborate on and manage software projects online,
Analytics RSS
CRM a Get RS5 feeds for your group.
Customer Support .
Fg Incoming Webhook
Developer Toals o" Send data from a service to your Office 365 group in real time.
HR

Jira Cloud
Marketing Gather, organize, and assign issues detected in your software.

News & Social
Yammer U

Project Management “ Receive updates from your Yammer network
Others
m Trello
Manage Trello cards and tasks all in one place.

GitHuh
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Suggestions

Add apps from the messaging area

Miches: Homer@netitud.co.uk By default, you automatically get a couple of
Some apps let you insert content from the 2o tabs. Files that get uploaded to the chat will
app directly into Teams messages. € live in the files tab. And notes people add will

he @ @ W B B > 8 & @ -

live in the Notes tab.

To add one, select More options beneath the . :
Bots provide answers, updates, and assistance

box where you type a message and choose How to add Tabs

when you chat with them one-on-one or in

an app.
channels. By default, you automatically get a couple of
P — B 2 Using Tabs tabs. Files that get uploaded to the chat will
Suggestions
T ? Nu | Give team members quick access to tools, Hive in the files tab.
- W services, and files with Microsoft Teams Tabs. Go to the channel, group chat, or one-on-
edm e one conversation of your choosing, and click

v Tabs allow you to integrate the tools and

| . N Add a tab +.
services you love right into your chat or

h L. "
S cranne |'|' General Posts Files Notes 1
Type a new message
A OEEF @B Qe - v Tabs are always visible at the top and stay
From there, select the app you want and give
Another way to add apps is to type @ in the with the conversation, so everyone can _
the tab a name. In some cases, you might go
box then click Get bots. get to them easily.

on to add a specific file to the tab, like a Word

doc.



10 Top Teams Tips for Business
Professionals

Try the following tips to get more out of your Teams environment!

Thanks to its deep integration with
SharePoint, Teams users can sync files directly
from the platform to their device, from
anywhere. If you haven't already Synced your
SharePoint site you will need to follow the

steps below.

Sync SharePoint and Teams files with the

OneDrive sync app

On the Microsoft 365 app launcher, select
SharePoint or Teams, and then select the site

with the files you want to sync.

Netitude

+ Creste news post

Following

Select Documents or navigate to the

subfolder you want to sync.

Select Sync. (After you set up syncing, the

files sync automatically.)

+ New ~ T Upload ¥ ¢ Quickedit o Sync FH Exportto Excel ©* Power Apps ~ #7 Automate ~

Documents

The files then sync to a folder on your PC that
has the name of your organization. This folder
is automatically added to the left pane in File
Explorer. You can't select to sync to a

different location.

[ Metitude Ltd

Metitude - General
Solutions - General

Supervisors - General

Netiude



Hosting a long Teams meeting with clients or
colleagues? Record your Teams meetings and
group calls to capture audio, video, and
screen sharing activity, to look back on

important information discussed.

You could even send the recording to parties
involved to confirm action points etc. To do
this, users must have access to Microsoft

Stream.
How to Record meetings

Start or join the meeting. Go to the meeting
controls and select More options > Start

recording.

This will notify everyone that recording has

started.

{33 Show device settings

[} Show meeting notes

3 Enter full-screen

7% Show background effects

Turn on live captions (preview, English US only)

i Keypad
© Start recording
oo End meeting

(2 Tumn off incoming video

To stop recording, go to the meeting controls

and select More options > Stop recording.

The recording will be processed and saved to

Microsoft Stream, and then it's ready to play.

The person who started the recording
receives an email from Microsoft Stream

when the recording is available. It also shows

Netiude

up in the meeting chat—or in the channel, if

you're meeting in a channel.



Rather than copy and pasting the same
message to each member of a group,
Microsoft now allows users to assign team
members with specific tags. For example, if
the head of a warehouse wants to send a
message to all managers, they can simply
select the @manager to send the message to
those individuals. People can be grouped by
common attributes, roles, projects, locations,

and more.

Create and assign custom tags

To create and assign custom tags, select
Teams on the left side of the app, and then
find your team in the list. Select More
options, and then choose Manage tags.
Here, you can create tags and assign them to

people on your team.

Create a new tag
You can notify a group of people all at once by @mentioning tags.
Tag name

Finance

Add people

To delete a tag, remove all team members

associated with the tag.

Note: By default, team owners can add
custom tags. Admins can change this setting
to allow team owners and team members to
add tags or you can turn off tags for your

organization.

Netiude

In the left navigation of the Microsoft Teams
admin center, click Org-wide settings >

Teams settings.

Under Tagging, next to Tagging is enabled

for, select one of the following options:

v" Team owners and members: Allow team

owners and members to add tags.

v" Team owners: Allow team owners to add

tags.

v Disabled: Turn off tags.



Share either a chat or channel conversation
as an email to Outlook—without ever leaving

Teames.

Within the message or channel, click More
options > Share to Outlook, choose
recipient, customise the email, and send.

Outlook

Share conversation over email

B Send @ Attach v [i] Discard
From
To
Ce

Chat conversation with from Microsoft Teams

Microsoft Teams

Host your business presentations through

Teams live events.

Unlike Teams Meetings which are designed
for interactive and collaborative participation
from many, Teams live events are made for
situations where the few are presenting to the
many, attendees can only participate via text-
based Q&A. Live events are ideal for webinars,
business presentations, conferences and

product demos.

You can learn more about Teams live events

her

™
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Did you know by pressing Ctrl + Shift + A you
can accept a video call? Or quickly start a
new chat hit Ctrl + N? Microsoft Teams has a
tonne of keyboard shortcuts that you can use
to speed things up, to see all shortcuts hold

down Ctrl +. (Ctrl and fullstop).

Keyboard shortcuts

Keyboard langusge is: English (United States)

General



https://www.netitude.co.uk/blog/what-are-microsoft-teams-live-events

Using Teams doesn’'t mean you have to
change your existing workflows or drop the

tools that you already use.

Microsoft Teams makes it easy to add third-
party apps Trello, Google Drive, and
Dropbox right into your chat channel in

Microsoft Teams.

For advice on how to do this, see slide 11.

If you need to focus on work inside Teams,
use the Pop-out feature to divide work across
multiple windows and easily move ongoing
conversations. This feature is particularly
helpful when you need to keep an eye on a

chat while working in another area in Teams,

such as viewing a document. You can now do

this for video calls too!

Chat v

Pinned

Bt

If you need to stay focused and don't want
this distraction of Teams notifications, select
the team you want to mute, click More
options > Off (Except direct replies and

personal mentions) or Custom.

Custom allows you to drill into the type of

notification and how they are displayed.

Netiude

Channel notification settings

Netitude > General

All new posts
Notify me every time there is a new post in this channel

Banner and feed v
Include all replies

Channel mentions

Notify me each time this channel is mentioned Banner and feed

Reset to default Cancel

You can also mute chats. Select the one on
one, or group chat that you want to mute,

click More options > Mute.

Teams introduced Bots to help with repetitive
everyday admin talks. This means admins can
use the bots to save time and take care of
everyday tasks while the work. Admins can

also easily create their own bots!
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GROWTH TECHNOLOGY
Whether your Contact us today
business is looking to for more
move to a Cloud- information on
based platform, or how to improve
seeking advice on working processes,
Microsoft Teams ‘|:’el V\:OUld love
As proud Microsoft ep:
Gold Partners and Let's chat about your
Cloud specialists, Business  requirements:
Netitude can support J 0333 2412323
your technology- & hello@netitude.co.uk
based needs, @& www.netitude.co.uk
whatever they may
be.
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