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Agenda

® Microsoft Teams Introduction

e  Microsoft Teams Features
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Goals of this Training

e Get an understanding of what Microsoft Teams can do for you
e Highlight some key features to help increase CITRA
productivity
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Why do we need Teams?

&

Connect
across the org

N

Call and meet

nd

Email and
schedule

)

Create, share,
find content
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Microsoft Teams Features

Teams and Channels: Helps groups of people get organized with more focused
conversations.
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1. Teams

Teams are the overall group of people working on a project. They can range in size from a small
product team to a larger organization.

Search o, # [ AdventureWorks > Marketing # -
Conversation Files Notes -+
H AdventureWaorks A m— " Jasmin Brammer
\*e Just posted the file
General
& Reply
Team Events
@ Hilary Reyes
Presentations & | Daniela, let's distribute the Social Media report you put togett
Marketing 1) having later this afternoon
Design Kevin Johnson
@ Sounds good. | can distribute the report here and haw
Advertising Campaign
@ Katherine Lee
Product Launch ® Yep, would love to help explain our findings.
Fun Stuff Kevin lohnson
A} @ Here is the deck so you can take a look first

. 160532-5ocialMedia. pptx
* Designers

General “ Thanks for the deck. | think it's really important that wi
@ demographics and audiences in the planning stages ft
@ Contoso Kevin Johnson
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Creating Teams

Create teams by adding member individually by email aliases or security groups. Every new team will have a
default favorite channel called General (Shown in screenshots below), you can use it for whatever you like.

Name the team

Microsoft Teams

Microsoft Teams

Search @ ¥ Suggested teams Search Q

Favorites Browse and join any of the following public teams
Create your team

MIS
Callaborate closely with a group of people inside your organization based on project, initiative, or
common interest. Here's a helpful video

HH General
Teams
Development
[ Helpdesk Team name

Create a team
Network

7Y
N Description

Citra Demo There's alwa reate
General
Helpdesk channel
MIS Channel
Privacy
Private - Only team owners can add members W
Private - Only team owners can add members
Public - Anyone in your organization can join
' %" Create and join team

| Choose privacy type

Create team
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2. Channels

Creating Channels

Channels are open to everyone on the Team, so anyone can drop in and see
what everyone is talking about. Channels can be created to cover Topics,
Departments, or Projects.
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Saarch Q o *  North Winds Trading * General & -
Comversation Files Notes
- Adverureworka —
General
Toamn fvents
Presentations
Marcetng [+

Welcome to the team!

Product Launch Here are some things to get going...

4 more Add mare people | Create more channets | Questions? Open the FAQ

L)
*
%
§
g
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Teams Owners

There can only be 10 owners per Team
Owners can:

e Add new members and other owners.
e Manage Team settings:
= Enable\Disable @Mentioning.
= Allowing GIFs, stickers, memes, and moderation settings.
e Rename the Team.
e Delete the Team.

f v @ ©2017 MIS ALL RIGHTS RESERVED - VERSION I

@citrakuwait

www.citra.gov.kw



OCITRA

ORMATION TE LOGEY REGULATCORY ALITHORITY

Teams Members

e There can be as many as 600 members per Team.
e Members can add additional channels to the team.
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Conversations:

In channels, you can reply directly to a message, keeping the discussion easy to
follow.

Bl AdventureWorks - Marketing # -

onversstion  Files  Notes

§ tretanc Cotadcs
a-n Thaniks for all your hard work getting this togethet guys. it looks great!

o
& Hey everyone, I'm back from vacation! Wanted 0 say hi before we all get crazy Busy with this launch!
p Erreans Cetisbon
o That sounds mcredible. | heard the waves are well over 30 feet there right now
,. Welcome back 1o the team
*3 ety
o axchs Futuas
O everyone! Wekome back, Mariel I'm pretty heads-down on Bis update but 1] take a ook ASAP

v

Clariets Madtera
0.; Have you noticed the missing asset? Can we replace It before we launch?
© 1l make sure s the comect asset

'o Thariks for being on top of things
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Like and Save messages

At the top right corner of all messages in Channels, you have an option to like
messages or save them for later. Saved messages will be kept in Saved along
the left rail.
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Mention Team Members

You can also bring people’s attention by @Mentioning them, just type the @
symbol before their name. And if your admin enables it, you can @mention
your whole team or any channel.

Esraa E. Bohamrah
e.bohamrah@citra.gov.kw
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[ ]
Ways to Express Yourself
Everything from emojis to GIFs to stickers and memes that you can edit, are
there for you to showcase the personality of your team and add some flare to
the conversation.
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Private Conversations

Open team channels are great for collaboration, but sometimes you need to
talk privately.
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Chat

By selecting Chat along the left side of the application, you can have private
conversations with your teammates.
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Group Chat

Simple click the new chat icon and type the names of the people you want to
add to a conversation. You can add up to nine people in a group chat.

Chat | Microsoft Teams

Esraa E. Bohamrah X Safiah M. Alsaffar X

LJ Search Q & To
Activity
a Favorites
Chat Esraa E. Bohamrah 134 A
@ You: testing private conversation
Teams
S MNew Chat
‘i-z‘e;‘ng;
T
ﬂ Q T-Bot
Files
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Sharing Files

You can add files from your computer or OneDrive for Business account.

OneDlrive

Upload from my computer

Ay @@ @ @

Choose a file to share with pecple in the conversation
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Meetings

Microsoft Teams makes it easy for people in a channel to go from a group
conversation to a meeting.

f v @ ©2017 MIS ALL RIGHTS RESERVED - VERSION I

@citrakuwait

www.citra.gov.kw



@CITRA

Start a Meeting

In a channel conversation, click the Meet Now icon in the compose box. Or
keep all the context of an existing conversation by clicking the Meet Now icon
in the reply box.

Meet now
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Notify Team Members of the Meeting

Once you’re in, you can invite the people from your conversation, or anyone
from the team by clicking on their name.
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Meeting History

Once the meeting is done, people who couldn’t join will see that the meeting
happened in the context of the conversation.

Search a © [ AdventureWorks > Marketing # -
Conversation Files Notes -+
General e Starting planning meeting now!
Marketing S Reply
Design P
2% N .
i - (] social Media Planning: 1h 25m 0O
Telemetry
Shiproom

® Ok, thanks for your thoughts everyone. | think we covered everything we
needed to, but if there are outstanding thoughts ping me.

i

We need to distribute the doc containing final copyedits and updated strings this aftemoon @Amy

O contoso

General Karen Jackson
® Many of the new strings need to be finalized before we can move forward with plans for the

Marionting L ads and other assets, 5o let's make it a priority.
Test SRk
Boards
Kadji Bel
4 more ©  Here's the doc containing final copy; go ahead and update here so we can finalize.
@  Last call for changes to the final copy doc before we finalize and add new strings to marketing assets!
& Create ateam A, Startanew conversation © ¢
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Tabs and Connectors

Allow you to integrate the tools and services you love right into

your chat or channel.
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Tabs

Tabs are always visible at the top and stay with the conversation, so everyone
can get to them easily.

Conversations Files MIS MIS Documents Poll =+

+++ E-Services > Website old content > Ban
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Add a Tab

There are a variety of data and services you can integrate into your channel
using tabs.

Add a tab

Turn the team's favorite apps and files into tabs at the top of the channel
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Planner

A planner for tracking tasks and managing work items.

L =}
Search Q .ﬁ AdventureWorks > Marketing # -
Conversation Files Notes Roadmap ProjeqtBoard Style Guide -+ Sort by: Bucket+ &
m AdventureWorks _(k_
General To do In Progress Testing Done
Marketing
Design 1
Performance (1] Generate email list for the initial campaign Arrange meeting location for the members Test the onb_oardmg experience with 3 Draft business plan revision
launch. before general discussion. pages for Windows Phone
Telemetry =
Shiproom
d % ] S Test alternate ad copies betwe
32 more L = Cashflow analysis for marketing expenses L} = demographics
H ograpl

and subscription revenue
@8 Ad copies.docx

| ]
% Designers Try and find a decent service to lay out Decide which hero images to go with the
ad campaign

user flows for upcoming projects

General ~ sen
O oo - , | . |
Review business plan revision

General i) N o (@ Cashflow analysis marketing xis

Marketing [1]

9

Bring cupcakes to next meetin
external contractors

Set up new customer relation email

Test design template I.
| |a @ ‘ Mock up 2 rough design draft
Boards Bing Ads
4 more ¢ B Aug
e ‘ ? Introduce contractors to the design team )
and bring donuts
Pick a cafe for team outing | Get users' initial feedback between ' E

design options
Show completed 4 v Show completed 14

Show completed 18 b Show completed 2 VG

Create a team

&
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Connectors

Connectors allow your Microsoft Teams users to receive updates right from

popular services such as Twitter, Trello, Wunderlist, GitHub, and VSTS. Updates
show up as rich cards in channels.

Citra Demao

General

Helpdesk channel
-

MIS Channel
B9 Get email address

& Get link to channel

= Follow this channel

f v
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Connectors for “"General" channel in “"Citra Demo" team

Keep your group current with content and updates from other services.

Search P All Sort by: Popularity w
MANAGE Connectors for your team

Configured Visual Studio Team Services Configure

Collaborate on and manage software projects online.
My Accounts

< Yammer Updatad Configure
CATEGORY ~

Receive updates from your Yammer network
All

Wunderlist Configure
Track tasks to be done and collaborate on projects.

Analytics

CRM

Customer Support Dynamics 365 Configure
Manage your customer sales, marketing, and service relationships.

Developer Tools

HR Team Foundation Server N Configure

. Share code. Track work. Ship software.
Marketing

Mews & Social
Project Management

Others
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Bots

Bots allow users to complete tasks such as querying information and
performing commands

T-Bot

T-Bot gets you using Microsoft Teams quickly and more effectively by
answering your questions and providing help. Type a question directly to T-Bot
in a chat or browse the menu.
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Searc

Favorite

@

FORMATHIN TECHMOLD

h Q #

Otto McCoy 820 am

Hey! Want to grab lunch this af...

@

Annette Gamble 8:14 am
We could try adding a berder u

Patti Hull B:01am
Yes

Antonio Clausen £ i
Can you send that link again?

T-Bot 7724
Hil I'm here to help you use Skype

Alexandria Cummings
I'm free later

Paul Raynor
| turned the SOW in last Friday t.

Josefina Osborn

M sent me the comps yesterday

Christa Huber

his look weird?

Cameron Pitcher

that ramen restaurant yo

Beth, David, & Suki
Hav

you tried the new sm

Rodger Ulmer

Can you check this chart?

Irene Compton
Haha

Allea Palliakas

@ T-Bot «

Conversation

Help FAQ Videos

Getting started guides

Getting started for first-time users

Getting

started with teams and

Getting started managing my space

Getti ted with meetings and

calling

ar

Getting started with files

Frequently asked questions

Help articles
Working in team channels

Getting the best messaging

experience

Managing notifications and turning
wn the noise

Using apps, services, and plug-ins

ft Team

with my Mic

Development (Northwind Traders) | Microsoft Teams

Release Notes

Getting started with teams and channels

General
~ What are teams and channels?

Teams are collections of people, content, and tools surrounding different projects and jobs within an organization
Team members can share conversations, files, notes, and more.

Keep team conversations organized in specific channels. You can dedicate channels to specific topics, projects, disci-
plines—whatever you like!

Fav
Company Team s0e
General
Marketing
ux

Performance
Telemetry

32 more

Ownership

» Why can't | create a team?

* What can a team owner do that | can't?

Creating teams
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'hank you.
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