Microsoft Teams Training

Suzy Shipman, 24 January 2020
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Accessing Microsoft Teams

To get started we need to know how to find Teams.

1. Open your web browser (Chrome).
2. Go to teams.microsoft.com.
3. Log in (using your full email address like with SharePoint).

4. Click on the download button at the bottom of the left menu.

Download
button

5. When the download is complete, click on the downloaded file.

6. Teams will be installed on your computer.

Notes:

You could continue to use the online version of Teams if you don’t want to download

the desktop application.

If you use the online version, you should click ‘Turn on’ on the ‘Stay in the know.
Turn on desktop notifications” message in the bottom right corner of the screen. If
you are not going to use the online version, you can click ‘Dismiss’ instead to make

the message go away.
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Creating a Team

The starting point for anything within MS Teams is your team. If there isn't already a
team available that suits your needs, you can create a new one. Teams do not have
to reflect ‘real’ teams and can include staff that you work with from any area of the

university.

1. Click on the ‘Create team’ button in the ‘Create a team’ box:

Search for or type a command

Join or create a team

> D

Create a team Join a team with a code Group 1 Managing and Marketing Assi...
Public Public
000 Erer code
Grt i Id Farme
oot Got a code to join a team? Enter it above.
20 Create team :

2. Click on ‘Staff’:

Select a team type

D e

Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) Schaol administration and Clubs, study groups, after-school

assignments Educator working group development activities

Cancel

3. Give your team a name, e.g. Suzy’s Training Team.

4. Give your team a description, e.g. A test team for training.

Note:

If you're already a member of a team, you’ll see your teams displayed on the screen
at the start. You can create a new one by clicking on ‘Join or create team’ at the top

right of your screen.
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5. Leave Privacy set to ‘Private — Only team owners can add members’:

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 commen
administrative goals.

Name

Suzy's Training Team

Description (optional)

A test team for training|

Privacy

Private — Only team owners can add members

Can (el m

6. Click the ‘Next’ button

7. Type the name of one or two members of staff who are in the room today and click
the Add button to add them to the team.

8. When you’'ve added all the people you want to add, click Close

9. You will now see your new team:

A Search for or type a command

< Allteams ST General Posts Files Staff Notebook

ST

Suzy's Training Team

0 e

Welcome to the team!

Try @mentioning the team name or staff names to start a conversation.

& Web Team Testing [shastaff] has added Suzy Shipman [sfs] to the team.

Note:

You can add people to your Team later, by clicking on the ... to the right of the name

of your team and choosing ‘Manage team’.
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Creating a Channel

Separate channels are useful so that you can keep discussions about different topics
in different places. Some teams have many channels, and some may just have the

default ‘General’ channel.

1. Click on the ... to the right of the name of your team:

{ Al teams 5T General Posts Files
Suzy's Training Team
General £33 Manage team

&= Add channel

& Add member

€% Leave the team

& Edit team

@ Getlink to team

il Dalete the team

2. Choose ‘Add channel’.
3. Give your channel a name, e.g. Training Session.

4. Give your channel a description: e.g. A channel for conversation in the training

session.
5. Leave Privacy set to ‘Standard - Accessible to everyone on the team’

6. Tick the ‘Automatically show this channel in everyone’s channel list’ tick box.

Create a channel for "Suzy's Training Team" team
Channel name

Training Session

Description (optional)

A channel for conversation in the training session

Privacy

Standard - Accessible to everyone on the team

Automatically show this channel in everyone’s channel list

Cancel

7. Click Add.
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8. Your channel will be created, and you’ll see it displayed in the panel on the left:

< All teams ST Training Session Posts Files Notes

ST

Suzy's Training Team

General

Training Session

Note:

You can create a channel that is only visible for certain people within the team by
setting the Privacy to ‘Private — Only accessible to a specific group of people within

the team’.
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Notifications

It is useful to make sure you are notified when other people post something in your

new channel. By default, notifications are off, but you can turn them on.

1. Click on the ... by the channel name.

2. Click on ‘Channel notifications’.

3. For ‘All new posts’ select ‘Banner and feed’.

4. Tick the ‘Include all replies’ tick box.

5. Leave ‘Channel mentions’ set as ‘Banner and feed'.

6. Click Save.
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Having a Conversation

You can have conversations in a variety of areas within Teams. Conversations in a

channel can be seen by any member of your team who has access to that channel.

Conversations in Chat can only be seen by the people you have added to the chat.

Channel conversation

1. Type in the box at the bottom of the channel screen to start the conversation.

2. To make sure people are aware of your new message, you can use @ to notify

different people or groups of people. After typing the @, suggestions will appear as

you continue typing so you can pick the right option from the list:

Suggestions

Suzy Shipman [sfs]

L sfs@aber.acuk

Suzy's Training Team
Team

@suzy{

A @ OB & B Q

3. Type a message for your whole team, e.g. @Suzy’s Training Team Hello everyone

in the team.
WT Web Team Testing [shastaff] 11:34 20s
Suzy's Training Team Hello everyone in the team

<« Reply

4. Type a message for the whole channel, e.g. @Training Session Hello people in the

channel.

Web Team Testing [shastaff] 17:35
Training Session Hello people in the channel

WT

« Reply
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5. Type a message for a member of your team, e.g. @Suzy Shipman this is a

message for Suzy.

Web Team Testing [shastaff] 11:57
Suzy Shipman [sfs] this is a message for Suzy.

WT

« Reply

7. Reply to one of the messages you have posted by clicking on Reply and typing your
reply text:

Web Team Testing [shastaff] 11:57
Suzy Shipman [sfs] this is a message for Suzy.

WT

WT Web Team Testing [shastaff] 12:00
Hello Suzy Shipman [sfs]

Reply

8. You can also use a quick response to someone’s message. Like one of your
messages by putting your mouse over it and choosing the thumbs up icon on the

top right of the message:

¢ Reply

Web Team Testing [shastaff] 11:35 El
Training Session Hello people in the channel

WT

& Reply
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Conversation with a specific person
1. Click on Chat in the left menu.

2. Click on the ‘new chat’ icon at the top of the Chat pane (pencil & paper icon):

Chat Recent Contacts W

Start a new private conversation here—"1

3. Type the name or userid of one of the people in the room and choose the right

person from the suggestions that appear.

4. Type your message in the box at the bottom.

T
-

You're starting a new conversation

Type your first message below.

Type a new message

A V2 @ F B 8 e B

5. If you want to type a message with formatting such as new lines, click on the
‘Format’ icon to change into a mode where you can format your message before

sending it.

Ay
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6. Type your message and format as required:

B 7 U & 9 A A Paragraph ~ 1, | < »= = = " @ |
want to type a complex message

Mow | can format and have new lines without accidentally sending my message too soon!

Ae ' ¢ © & @ B

7. Click on the '‘Send’ icon at the bottom right to send the message.

B

8. If you want to send a short, simple message, just type it and hit Enter.
9. The person you are chatting with should get a notification in Teams.
10. Check if you have a reply to the message that you sent.

11. Reply to the chat message.

Notes:

You can chat with anyone across the university. Today we will stick to people in the

room, so we don’t annoy or confuse anyone else!

If you start a chat with someone you've chatted with before, you'll see the previous

conversations showing in the chat window.

If you add a new person to an existing chat that was previously with a single person,

the new person will see all the chat history.

If you add a new person to an existing chat that is already a group chat, you will be

asked if you want the new person to see the chat history or not.
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Document Management

You can use the Files section within Teams to share and collaborate on documents. If
you have a SharePoint site already which has a suitable document library within it,

you can connect this up to your team.

Adding Documents

1. Return to your Team by clicking on Teams in the left menu.

2. If your team is not already open, click on the square for your team to open it:

Teams

ST

Suzy's Training Team

3. In the left panel, click on the name of the channel you created today (e.g. Training

Session).

4. Click on ‘Files” at the top of the conversation window:

sT  Training Session Posts Files Notes

‘@ Web Team Testing [sH

5. Click ‘New’ at the top left:

W General

f] New (3 Upload @ Getlink -+ Add cloud storage * Open in SharePoint

6. Choose Word document from the menu.
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7. Give your Word document a name, e.g. Suzy’s Document:

Create a new Word document
Word document name

Suzy's Documenﬂ

8. Click Create.
9. Word will open within the Teams app.
10. Add some content to your document, e.g. This is a very interesting document.

11. Click Close on the top right to finish.

[Jd Comments | =l Conversation | | == Close

Heading 3 W /O Find v @; Dictate v

12. You'll now see your Files area, with your new document listed:

f] New (4 Upload %@ Getlink - Add cloud storage Q Open in SharePoint

e Type MName

W] Suzy's Document.docx

Note:

The Files area is actually storing documents in a special Team Site in SharePoint. You

can view it through the SharePoint interface by clicking ‘Open in SharePoint’'.

In this view you can access version history for documents. You can also access the

team’s recycle bin where you can retrieve deleted documents if required.
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Collaborating on Documents

1. Click on the name of your document.

2. On the top right of the screen, click on Conversation.

1 Comments [=] Conversation

Heading 3 v/ O Ffindv | [ Dictate v

Close

3. The conversation panel opens on the right of the screen:

Close b

A

Start a conversation

Type your message below

-

c i+ B ¢ © B 41 g e B

Etart a new conversation. Type @ to mention...
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4. Type in the box at the bottom to start a conversation, e.g. What do you think of

this document so far?

5. The text will show at the top of the panel with a link to the document.

Close o

08:47
What do you think of this so
far?

"#I% Suzy's Docum... ***

6. Click Close at the top right.

7. Return to the main page of your channel by clicking on Posts at the top of the

screen.
8. You will see your text showing so anyone in the channel can see it.
9. Click Reply and type a reply, e.g. It's a bit boring if I'm honest.

10. Hit enter and the reply will appear.

& Suzy Shipman [sfs] 08:47
- @ | VWhat do you think of this so far?
#‘.‘I% Suzy's Document.docx

(L Suzy Shipman [sfs] 08:50
2% It's a bit boring if I'm honest

|:ie:JI-,J

A ¢ © o B> Q e =

11. Your reply will also be shown in the Conversation panel when anyone is viewing

the document.

Notes:
You can use @ in the Conversation panel just like in the channel screen.

You can also leave comments on specific parts of the document by right clicking on
part of the document and choosing New Comment. These stay inside the document

and aren’t shown on the channel screen.
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Connecting with SharePoint

1. Open SharePoint in your web browser.

2. Go to your department’s SharePoint site and find a document library.
3. Copy the web address of the document library from the address bar.
4. Return to Teams.

5. Click on the Files tab at the top of your screen.

6. Click on +Add cloud storage at the top of the page.

7. Click on SharePoint.

8. Click on ‘Use a SharePoint link” on the left of the pop-up window.

9. Paste the web address of the document library into the ‘Library Url’ box and press
the Go button.

10. You should see the SharePoint site shown beneath the Library Url box:

Document Library X

(©  Relevant sites https://prifysgolaber.sharepoint.con E

@y Use a SharePoint link
s Web Team

https://prifysgolaber.sharepoint.com/sites/is,

team

11. Click Next to continue.
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12. Click on the document library that you want to use:

Document Library X
Q Web Team
Suzy Backup

13. Click Next.

14. More information about the folder is shown:

Document Library x

s . Web Team/Documents

https://prifysgolaber.sharepoint.com/sites/is/intranet/divisions/web-team

15. Click Add folder to confirm that this is the folder you want to add.

16. You'll now see the document library listed on the Files page, as if it was a folder:

Training Session Posts Files Notes Training Session Planner 4

i@ Training Session
f] New [ Upload @ Getlink - Add cloud storage * Open in SharePoint
w Type Marne

Q Web Team_Documents
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Adding a Planner Plan

Planner is a very useful addition to Teams. You can create tasks and plan projects

using a simple visual interface. It needs to be added to the channel manually.

1. Return to your Team by clicking on Teams in the left menu.

2. If your team is not already open, click on the square for your team to open it:

Teams

Your teams

ST

Suzy's Training Team

3. In the left panel, click on the name of the channel you created today (e.g. Training
Session).

4. Click on the + icon at the top of the conversation window:

5T Training Session Posts Files Notes

N Web Team Testing [sh

5. In the '‘Add a tab’ screen click on Planner (a green icon with 3 different length bars

on the right of the top row):

Add a tab X
Turn your favourite apps and files into tabs at the top of the channel Eearch Q
More apps

Tabs for your team

Document Excel Forms OneNote Planner Power Bl

Library
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6. Type the name of the new plan in the ‘Create a new plan’ box, e.g. Training

Session Planner:

Planner About X

Planner makes it easy for your team to stay organised, assign tasks and keep
track of your progress. Create a new plan so you can start getting things
done.

Learn more

(® Create a new plan
Tab Name

Training Session Plannerl

(O use an existing plan from this team
Looks like this team has existing plans. Select an existing plan to add it as a tab.

Existing plans v

Post to the channel about this tab

7. Click Save.

8. Your new plan will open, and you will see its name as an additional tab across the

top of the screen:

ST Training Session Posts Files Notes Training Session Plan...

B Board B Charts & Schedule

To do Add new bucket

T+ Add task

rm
]

m
[t
™~
C
m

Set due date

ot .
= Assign

Add Task

+
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Using Planner

Planner is flexible and easy to use. You can customise your plan according to the

needs of your project or team.

Rename a Bucket

1. Click on the name of the default ‘bucket’ that is currently called ‘To do’.

2. Replace the text with your chosen bucket title, e.g. Things to fix, and hit enter to

Save.

Add a New Bucket
1. Click on ‘Add new bucket’.

2. Type the name of your new bucket, e.g. Wishlist, and hit enter to save.

Note:

You can add as many buckets as you like, but you’ll probably only be able to see 4 at

once on screen without scrolling.
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Add a task
1. Click on + Add task at the top of your first bucket, e.g. the ‘Things to fix" bucket.

2. Type the task name in the ‘Enter a task name’ box, e.g. Fix broken link.

3. Click on ‘Set due date’ and choose the due date from the calendar that appears,
e.g. January 30t

4. Click on ‘Assign’ and choose your name, or another person, from the list of people
in the team.

5. Click out of the box so you can see all the details you have entered so far:

Fix broken link

Due 30/01

= & Suzy Shipman [sfs]

Add Task

6. Click Add Task to save the task

7. The task is now displayed:

O Fix broken link

‘{'h Suzy Shipman [sfs]
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Edit a Task
1. Click on the task to edit it.

2. Change the priority to Important.

3. Add further details of the task to the Notes section, e.g. It's the link to the open
day page.

4. Tick the ‘Show on card’ box that appears once you have typed something in the

Notes box.
« i
() Fix broken link .
oag @ Suzy Shipman [sfs]
Bucket g .
Wishlist O Not started ! Important ‘

Start date Due date
30/01/2020

It'’s the link to the open day page

(O Add an item
Add attachment

Comments

0 Web Team Testing [shastaff]

New Task Fix broken link created

5. Click out of the window to close it.

6. Your task is now marked with an exclamation mark (!) to show it is important, and

displays the description text.

[::' Fix broken link

.;{‘b Suzy Shipman [sfs]
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Move a Task

1. Drag your task to the 2" bucket, e.g. the Wishlist bucket.

2. Your task is now displayed under this bucket instead:

Wishlist

Add task

{:} Fix broken link

t's the link to the open day page

q‘& Suzy Shipman [sfs]

Mark a Task as Complete

1. Imagine you have completed the task. Click the circle to the left of the task name

to mark it as complete.

2. The task will now be hidden but can be shown by clicking on ‘Show completed”:

Wishlist

 Add task

Show completed

Wishlist

Add task

Hide completed 1

t's the link to the open day page

@ Completed by Web Team Testin...
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Viewing your Planner Tasks

Planner is useful, but once you are a member of a few teams, it can be hard to keep
track of your Planner tasks. Instead of looking in each team, you can view all your
tasks together.

1. Click ... in left menu, under the main icons.

2. Choose Planner from the menu that appears:

< All teams

Suzy's Training Team

Find an app

Q
slosBolT
Help

Edu Class Edu Staff OneNote
Notebook Notebook
Blanner Shifts Stream Whao
@
Wik
More apps >
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3. You'll see all the tasks which have been allocated to you:

Not started

Training Session Planner

(O Task2

@ Web Team Testing [shastaff]

Training Session Planner

O Another Task to do

@ Web Team Testing [shastaff]

O Test task

@ Web Team Testing [shastaff]

In progress

4. Change the view so that you see the tasks in order of due date by clicking on

‘Group by Progress’ in the top right corner and choosing ‘Due Date’ instead.

5. You'll now see your tasks in order so you can prioritise the more urgent tasks:

Next week

Training Session Planner

() Task 2

@ Web Team Testing [shastaff]

Training Session Planner

O Another Task to do

@ Web Team Testing [shastaff]

Future

O Test task

@ Web Team Testing [shastaff]
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Having an Online Meeting

You can have online meeting through Teams. This is very useful if you are working
with people across the university or if team members are not currently on campus.

Meetings are similar to Skype calls.

1. Click on Calendar in the left menu.

2. You'll see your Outlook calendar so you can choose a date/time for your meeting

that fits round your existing commitments.

3. Click *+ New meeting’ at the top right of the screen:

[E] Working Week “~

24

4. Give the meeting a title, e.g. Suzy’s Test Meeting
5. Choose a start and end date/time

6. Type more information about the meeting in the Details box, e.g. This is a test

meeting from a Teams training session.

7. 1In the ‘Select a channel to meet in’ choose the channel you created earlier, e.g.

Training Session.
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New meeting

Title Select a channel to meet in

Suzy's Test Meeting Suzy’s Training Team/Training Session

Location Invite people

v Invite someone

Start End Repeat D

Organiser

23 Jan 2020 23 23 Jan 2020 17:00 W Web Team Testing [shastaff]

shastaffi@aber.ac.uk

(@ Scheduling assistant

Details

B v U S T A A Paragraph

This is a test meeting from a Teams training session.|

This is a Microsoft Teams online meeting. Everyone can
join online

8. Click Schedule to finish.

9. You'll be sent to the channel that you selected for the meeting and will see a post

letting the rest of the staff in the channel know about the meeting.
10. Click on Calendar in the left panel.

11. You should now be able to see your meeting in the calendar.

Note:

You can also start a meeting from the Channel window, by clicking on the *‘Meet now’

icon (video camera) beneath the text box.

Or you can start a meeting from the chat window, by clicking on the ‘schedule a

meeting icon’ (calendar with a +) beneath the chat box.
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