ity

WorkingSm@rt’

MICROSOFT

Teams

WorkingSm@rt with Microsoft TEAMS — VLG Supplement Functions Handout

Index

1. TAMING TEAMS

a. NOTIFICATIONS: Team, Channel, Posts, Chat Page 2
b. SHORTCUTS: Shortcuts for Functions Page 5
2. FILES

a. FILES CO-EDITING: Co-editing & Reviewing a Word File in TEAMS | Page 8
b. FILES RETRIEVAL: Retrieving deleted Files Page 8
c. FILES SHARING: Sharing a File via email Page 10
d. FILES TABS: Turning a File into a Tab Page 10
e. Accessing Files in SharePoint, TEAMS & File Explorer Page Tl
f. Attaching Files to TEAMS Chat — Advice & Warnings! Page 18
3. MEETINGS

a. MEETING POLLS: Adding a voting Poll to a Meeting Page 19
b. MEETING ROOMS: Using Breakout Rooms in Meetings Page 21
c. MEETING POWERPOINT: Using PowerPoint Live Page 23
4. POSTS

a. POSTS LINKS COPYING: Copying a link to a Post Page 25
b. POSTS LINKS SHARING: Sharing a link to File in a Post Page 25
c. POSTS POLLS: Adding a voting Poll to a Post with MS Forms Page 25
d. POSTS: Etiquette Page 26
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1. TAMING TEAMS
a. NOTIFICATIONS: Team, Channel, Posts, Chat

Notification choices
Feed v 1 1

Feed v/

via
Banner 44 x Reply Instantly
? to Save Time

My Activity

Y

Anna Jones X
1 will call you back need to help RB

WorkingSm@rt’ All or Call, Mention & Chat

Teams and Channels Notifications:
1. Click on the ... to the left of your Organisation Name.
2. Click on Settings

Prionty Management London @
| |E§3 Settings | S @

Zoom —  (100%) —+ icted = A

Keyboard shortcuts
About b
Check for updates

¥ Download the mobile app
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In Settings, go to Notifications > Appearance and sound and tick both “Show message preview” and

Edit

Edit

Edit

Edit

Under Teams and channels, click on Custom and change the following to “Only show in feed™

3.
& . fe . ” .
Play sound for notifications” to attract attention
Settings
{2} General Email
& Privac
d Py hissed activity emails
Ll Notifications
0 Devices Appearance and sound
B Permissions
{ Calls Show message preview
Teams and channels
All activity
Chat
Meetings
People )
Other
4.
Replies to conversations | started
Replies to conversations I replied to
Likes and reactions
Trending
Settings

Email

Missed activity emails

Appearance and sound

Show message preview

Flay sound for natifications
Teams and ehannels

All activity

Chat

Meatings

People

Other

5 replies

Once every hour

Custom

Edit

Edit

Edit

Custom

All teams and channels ()
Persanal @mentions

Team mentions

Replies to conversatians | started
FReplies to conversations. | repled
Likes and reactions

Trending

Shewn and pinned ehannals (0

All new posts

Channel mentions

o

Banner and feed

Banner and feed

off

Banner and feed
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Channel Notifications
1.For each Channel, click on the ellipsis next to the Channel name > Channel notifications
2.All new posts — select “Off”
3. Channel mentions — select “Only show in feed” > Save

Channel notification settings X
Teams v Office Party for WorkingSmart > General
Office Party for WorkingSm@rt training ~ ==- All new posts
Motify me every time thera is a new post in this channel Off i
General l E
10 Entertainment
IQ Channel notifications I )
20 Venue Channel mentions e
2 Pin Notify me each time this channel is mentioned Only show in feed W
@ Manage channel
& Get email address
' Cancel
@ Get link to channel
» Hidden teams &6 Connectors

Posts Notifications
1. Click on the ellipsis next to a Post > Turn off notifications (repeat this step if you wish to turn
notifications back on for this post)

Teams v \": 10 Entertainment Files  Wiki
Your teams 29 June 2020 L N-NN - :B

Pl Lee Braun 0 e -
\“- Office Party for WorkingSmart D Option of Bands for the Party B
¥ Plaase see Spreadsheet for details &8 Mark as unread
General
@ Co
10 Entertainme Band Options xlsx e ® Copylink
ntertainment Office Party for WorkingSmart > 10 Entertainment & Share to Outlook
20 Venue Collapse al a8 Translate
30 Food (& Immersive Reader
40 Transport ¢l Turn off notifications
50 Guests
60 Budget &
Chat Notifications

1. Next to the chat, click on the ellipsis.
2. You can either mute it, or choose to be notified when the person in matter becomes available

Recent Contacts Y

John Reece UQ 4 Pop out chat

& Mark as unread
42 Pin

< Add to favourite contacts

L Mute
@&

Hide

€ Notify when available

&y Manage apps
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b. SHORTCUTS: Shortcuts for Functions

1. In the Search Bar, type / for shortcuts:

Calendar

&
3
g
-]

Teams

)

Chat

%

Calls

{0

| 3

g X1

Teams

Your Teams

ﬂ Office Party for WorkingSmart MASTER

General

10 Entertainment
20 Food

30 Budget

Leamning Materials

Hidden teams

& Join or create a team

factivity
Javailable
faway
forb

[busy

See someone's activity

Set your status to available

Set your status to away

Set your status to be right back

Set your status to busy

fcall

fchat

Call someone

Send quick message to a person

/fdnd
files
/find
fgoto
Jhelp
fjain
[keys
/mentions
foffline
forg
/pop

Jsaved

Jrestcall

Set your status to do not disturb
See your recent files

Search the page

Ga right o a team or channel
Get help with Teams

Jain a team

See keyboard shortcuts

See all your @mentions

Set your status to appear offline

See someone’s org chart

Pop out a chat into a new window

See your saved list

Make a test call

2. For example, to quickly Call someone, type /call then press enter followed by the person’s name:

Jeall 2 Person o X
John Reece

JR
JREECE

S Type person

Awi AWALES name and press

g /e jones enter to Call

™ AJONES
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3. Use /chat to quickly send a Chat to someone:

/chat & Person Type a message o X

i John Reece
JR
JREECE
A; Alice Wales Type person name +
" AWALES message then press
Anna Jones
A ones enter to send

4. Use /goto to quickly go to a Channel or a Team:

/goto heam;‘ChanneI ° X

7% PM London Products

Sracd

PM London non-products

Office Party for WorkingSmart MASTER

25 WSMT TEAMS Search for
PM London Products

Team/Channel or
Sales WSMT .
TEAMS Development Europe/Singapore Choose from ll St
Slides WSMT

TEAMS Development Europe/Singapore

30 Sales
PM London non-products

95 Back-ups G Docs Invoicing and Coaching
Accounts PM London

3 )
' -
an 3
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5. Use /mentions to see all your @mentions:

g Q Search | -

‘ .'_ Feed @x = &8 %4 308Sales Pposts Files Tasters/WebShops Rec.. Gmore~ =+
& MBG (@) Michael mentioned you 28/04 ot Bessiey 19708 1611
S Chat with Michael MB ichael Beasley 13/04 16:19
Priority Management Operations Our website is o | 4Marketing tracking spreadsheet
. Priority Management Operations Kate share this spreadsheet to ask Ollie for progress on his call
Calendar g @ Eileen mentioned you 28/04 35 Custorners 3 Lists Clents Pronpects Global Dbase Exchanges Advoctes 3 Aharketing Carpuign > v o

TEAMS Development Europe/Si.. > Sales WSMT

Priority Management Operations worth doing?. - PM London nos-products
|, Documents
Chat -

EH (@ Eileen mentioned you 23/04 See more
TEAMS Development Europe/Si... = Sales WSMT
Priarity Management Operations I've been lookin...

Calls

20 April 2021
B me @ Michael mentioned you 28/04
Files ©  PM London non-products > 35 Customers

AbbVie Proposals - Priority Management._.
W A Crcrmirerinetys o All your @mentions i

ails? Lets discuss the o
©  TEAMS Development Europe/Si.. > Sales WSMT

Eileen Hawkes Priority Management Operations.... a p pe a r u nd e r Feed

MB @ Michael mentioned you 27/04
© PM London Products = 15 WSMO Outlook

Tim Gunning Priority Management Operations Ti... PO FTTCTILY taaliag e

© What about this:

ME (@ Michael mentioned you 20/04 e R S

©  PM London non-products > 30 Sales SCROLL DOWN FOR MORE VIDEOS
Video Tasters visibility - Priority Management.. n

— N WORKLOAD MANAGEMENT TEAM COLLABORATION
Mg @ Michael mentioned you 19/04 _ _ _ m
©  PM London non-products > 30 Sales FY—— e
4Marketing tracking spreadsheet - Priority. g . Worlis T
Workigre§ m@rt wo:kl“m@n
- - +Ou - +Teams
m MEB (@ Michael mentioned you 18/04 Qurlnck
A0t ©  PM London Products > 15 WSMO Outlook

Tim Gunning Richard Beasley Priority Managemen, ™ s
' i New conversation

Help MB (@ Michael mentioned you 17/04
8 Chatwith Sicrhasl

6. Use /unread to quickly see all your unread activity:

S

Activity

Feed - ® X = 3

200

Q) me @ Michael mentioned you 04/05

feams © TEAMS Development Europe/Si... > Sales WSMT
WSIT WIIFM - Eileen Hawkes Priority Management...
)

Calendar

Unread messages
appear under Feed

Tasks by Pl...
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2. FILES
a. FILES CO-EDITING: Co-editing & Reviewing a Word File in TEAMS

1. Click on the File you want to work on so you can edit it within TEAMS (not in the Word App).
2. Click on Editing > Reviewing

. Party Progress Report

File Home  Insert Layout Refarences Review  View Help Open in Desktop App & Tell me what you want to d & Editing ~ (=l

v [ < [CalibriBody) v(26 v A AT B I U £~ A~ A . S iSw EE IE Ev fy ¢ S0

Make ary changis

Party Progress Report

Entertainment

3. Review comments will appear in red underlined text.
4. Hover on top of the red text to see who said and when.
5. Right click on the red text to either Accept or Reject the review.

Progress report.doox ESQl C. Search Priority Management Los

File Home Insert Layout References Review View Help Open in Desktop App & Tell m [ Comments
v Plv F |CalibrilightH. (13 v A A~ B I U &£~ Av Ay oo i=w i=wv 2 32 Ev | O sylesv | O findv b Dicta
o
% Snsise 3
Party Progress Report G =

riority Management Operations
[28/07/2020 12:20
Jinserted)]

b. FILES RETRIEVAL: How to retrieve deleted Files

If you accidentally delete a File or need to retrieve one, you can do so from SharePoint. Please note your
Organisation might have a different retention policy for deleted Files — usually Files are kept in SharePoint’s
Recycle Bin for 30 days before being permanently deleted.

1. Go to the Channel your File was saved on > Files >» Open in SharePoint

Q SearCh - Pnorny Managemen‘ i

A?m Teams = a Learning Materials Posts |Files |Wiki Party/Learning Actions TEAMS Collaboration ...
i s + New v T Upload v 3 Sync @ Copy link L Download -+ Add cloud storage ® Open in SharePoint
Chat
Office Party for WorkingSmart MASTER . .
i Learning Materials
Teams General
10 Entertainment 0 Name Modified Modified By
Calendar 20 Food N
B TEAMS Collaboration Processes Plan.xlsx May 13 Priority Manageme...
% 30 Budget
Calls Learning Materials 8 Virtual Learning Guide Password Set-Up.pdf  July 28, 2020 Priority Manageme...
g Hidden teams
B
Tasks by Pl
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2. Once SharePoint opens, click on ‘Recycle bin’

Q Office Party for WorkingSmart M. X +

C @ prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/Shared%20Documents/Forms/Allltems.aspx?RootFold

SharePoint L Search this library
] ) .
Office Party for WorkingSmart MASTER
@ Private group
Home T Upload ~ H3 Editin gridview £ Share @ Copylink &3 Sync L Downloz
D Conversations
Documents > Learning Materials

Documents

Shared with us ] Name Modified Modified By

Notebook A5 TEAMS Collaboration Processes Planxlsx May 13 Priority Management ..

Pages

Site contents

Recycle bin

Edit

3. Find the File you want to retrieve, select it and click ‘Restore’. The File will go back to where it was before

@ Office Pany for WorkingSmant b X 4

&= c @ prioritymanagementlondonsharepoint.comysites OfficePartyfiorWor kingSman ooy layouts/ 15/ Feoypcle Binasp view="

@ .
op Office Party for WorkingSmart MASTER «
@ Private group
@ L Search i Delate Restore
D Home
Corversatians Recycle bin
Docurments
L] Name ~ Date deleted | - Deleted by ~ Created by ~ £
Motebook
& o Virtual Leamning Guide Password... 11752021 T4 AM Friority Managemen  Priorty Mansgemen 5
Pages 1

Site contents
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c. FILES SHARING: Sharing a File via email

1. Open afile in the desktop version > File > Share > Send a Copy » Choose Word or PDF > Outlook email
pops up with attachment

AutoSave ) , E Progress report.docx A - Last Modifiec: Thagoe -

Home Insert Draw Design Layout References Mailings Review View Help
F =n ElOLrtline H E ~ Ruler q D E One Page
FIJEN EB L) 25

- =] Draft - - Gridlines ER Multiple Pages
Read Print  Web Focus Immersive | Vertical Side o Zoom 100% )
Mode Layout Layout Reader to Side Navigation Pane - Page Width

Views Immersive Page Movement Show Zoom
P T T T - B R B R B
Send link

Progress report.docx

= People in Prionity Management London
et wiith thee ik can edit

Savea G py
Eriter 3 name o emad sddeess

Print

Share

oy
O (i attachent oy ol tha sepert.

Export Tharicy o all e tearm for Ralping meih hir.
AN thet bepsn,

i

-— Ll

3 Word document

& eoe

Transform

Close

Entertainment

d. FILES TABS: Turning a File into a Tab

1. Click on the ellipsis next to a file >» Make this a tab > File is added as a Tab in the Channel

Tim Gunning 09:43 Edited

Progress Report & Editin Teams
Michael Beasley, Richard Beasley il Open in Desktop App
Please can you add your update to the Report linked by 6/7/20 @l Open in Browser
Thanks L Download
Tim @ Getlink

| O Makethisatab ||

Progress report.docx
Office Party for WorkingSmart > General

\ﬂ-. General Posts Files  WiH Progress report ~

File Home Insert Layout References Review View Help Open in Desktop App Q@ Tell me what you want to do £ Editing ~
Dq_f] Immersive Reader  Zoom F& 100% ] Navigation @ Header & Footer ﬁ Page Ends
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e. Accessing Files in SharePoint, TEAMS & File Explorer

Intro: Access Files in SharePoint 3 ways

o e .
Access #1 via Files’ Tab in Channels
SharePoint
Cloud Server with multiple
‘Sites’ for sharing
g Access #2: Direct into SharePoint
Open from Channel or from a Web Browser Window
e Tip: ‘Bookmark’ in Chrome / ‘Favourite’ in ‘Edge’
Every new TEAM creates
a separate ‘Site’ in SharePain
to store Files
Access #3 via File Explorer’

History n ‘File Explorer’ Synchs with SharePoint
0ld Folders can be uploaded See Supplement for setting-up
(Folders appear under Company Name)

OWN FILES not for sharing:
OneDrive or follow Organisation Policy

into TEAMS Channels

WorkingSma@rt

Access #2 Direct into SharePoint

Access #1 via Files’ Tab Open in a Channel

Access #3 via File Explorer’

in Channels :
or from a Web Browser Window
. - £ Search this libra h RpPenT— - o x
Learning Materials Pposts| Files - - J IS -
& p _ . _ R =
Office Party for WorkingSmart MASTER & " B pomsn e |2 e
+ New v T Upload v <3 Sync @ Private group Ry
2 ome PR 7 Uslsd v B Editin gridview # dkuen e o s
Learning Materials B Oopex
D wercation: s CreCrive - Prron
l Documents > Learning Materials] I oy Management Lodon
| Documents -
D Name I Gotice Pary or Warkingmart [copy] - Docemants
Shared with us O [ Mame .
B TEAMS Collaboration Processes Plan.xsx Motebook B TEAMS Collaboration Processes Planaisx

Some Functions

Upload Files/Folders
+ Create New

Quick access to Files

Folders ‘Synch’ in File Explorer
from SharePoint

only in SharePoint
e.g. Version control + Manage Access
+ Retrieving Deleted Files
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#1 ‘Files’ Tab in Channels

Q 10 Entertainment posts

Activity
@ + New v T Upload o Sync %@ Copy link {4 Download
Chat
;ii 10 Entertainment
Teams
B Name - Modified ~~
Calendar -
“Theme About a minute ago
Calls B “Band Presentation.pptx A few seconds ago
sl
FQ B4 “Shortlist.xlsx About a minute ago
5|
@ Report.docx A few seconds ago
Tasks by PlL...
Only for accessing rece e
-
ding No A e
WorkingSm@rt

#2 SharePoint — Open in Channel

-+ Add cloud storage 8 Open in SharePoint

Modified By -

Priority Manageme...

Priority Manageme...

Priority Manageme...

Priority Manageme...

Files | Wiki

ﬂ Learning Materials rposts

+ New Vv T Upload 2 Sync @ Copy lin?

Learning Materials

3 Namev Modified ~
B9  TEAMS Collaboration Processes Planxlsx May 13
o Virtual Learning Guide Password Set-Up.pdf July 28, 2020

Party/Learning Actions

1 Download

_+_

Modified By

Priority Manageme...

Priority Manageme...

-+ Add cloud storage

% G C:ﬁ Meet

& Open in SharePoint

‘Open in SharePoint’
from Channel Files’

v

= All Documents

#2 SharePoint — Opens in Browser Window

& Office Party for Workingsmart v/ X [l 4 Team Name w - o X
-
[&] & prioritymanagementlon e e epaTTToT o King Smartcopy/Shared%20Documents/Forms/Allitems.aspx? RootFolder=%2F sites. =2 w B 3 R e 3
it Apps Gdocs [0 PMLUni € Links and Reporis .. /A Google Ads B Capsule CRM wox Wix (@ Canva Reading list
P n

s el

@
Office Party for WorkingSmart MASTER s
@ Private group
& Home T Upload B Editin grid view
) Conversations
Documents > Learning Materials

Documents

Shared with us [ Name -

Notebook @Y TEAMS Collaboration Processes Plan.xlsx

Pages o ‘I\Jlrtual Learning Guide Password Set-Up.pdf

Site contents

Recycle bin

Edit

& Share @ Copylink &3 Sync
Modified * Modified By
November 28, 2021 Clare Peck

A few seconds ago

Priority Management Ope

= o /

+r Not following

2 4 members

= All Documents ~ % [0} v

Add column
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#2 SharePoint: Option to ‘Bookmark’ in Chrome

@ Office Party for WorkingSmart M X 4

. C @ prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/Shared%20Documents/Forms/Allltems.aspx?RootFolder=%2Fsites... 12 & @& 3+

Apps Gdocs () PMLUni b Linksand Reportsf..  /\ Google Ads (B Capsule CRM  wx Wix (@ Canva New tab

New window
SharePoint O Search this library -

New Incognito windg

History

Import bockmarks and settings... Ctrl+F

)
. . Downlod®
Office Party for WorkingSmart MASTER & [ scoiman e |
Bookmark this tab... »
@ Private group - Ctrl+Shift+D
'oom =

=) a _ v Show bookmarks bar Ctrl+Shift+B

Home T Upload ~ B Editin gridview 12 Shi Bookmark manager Ctri+Shift+0
b

Conversations

. . Gd
Documents > Learning Materials o

Documents

N D Name v 1. Click on ... on top right corner
Notebook B TEAMS Collaboration Processes Planxlsx 2. Bookmarks

Pages XE:} )I\/irtua\ Learning Guide Password Set-Up.pdf 3_ Bookmark this t b

Site contents

) Office Party for WorkingSmart M X 4+

c @ prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/Shared!
i Apps Gdocs () PMLUni € Linksand Reportsf.. M\ Googleads [ CepsuecRM wx wix @ canl  Bookmark added

SharePoint O Search this library

Name Office Party for WorkingSmart MASTER - L

Q
Office Party for WorkingSmart MASTER X
® Private group Folder  Bookmarks bar
Home T Upload ~ 3 Editin gridview 12
@ Conversations More... b
Documents > Learning Materials
Documents
Shared with us [3  Name - Mot A Google Ads »
i m Capsule CRM
Notebook B9 TEAMS Collaboration Processes Plan.xlsx Nove .
Pages B “Virtual Learning Guide Password Set-Up.pdf

Name the Bookmark and click Done

Site contents

Recycle bin

€ Office Party for WorkingSmart M- X 4

c # prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/Shared%20Documents/Forms/Allltems.aspx?RootFolder=%2Fsites... &8 * @ 3= ®* e :

@ Office Party for Wor...

i Apps Gdocs (O) PMLUni € Links and Reportsf.. /M Google Ads [ Capsule CRM  wx Wix (@ Canva Reading list

i SharePoint £ Search this library

]
1 i ¥ Not foll
Office Party for Working$S ot following
Privat H 2 4 members
@ e Fast access to SharePoint page
Home T Upload ~ HH Editingridview & Share @ Copylink 23 Sync = All Documents ~ % ® Ve
D Conversations
Documents > Learning Materials
Documents
Shared with us [ Name v Modified ~ Modified By + Add column
Notebook B) TEAMS Collaboration Processes Plan.xlsx November 28, 2021 Clare Peck
Pages B _\‘VirtuaJ Learning Guide Password Set-Up.pdf A few seconds ago Priority Management Ope
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#2 SharePoint: Option to open in Edge — make ‘Favourite’

[ @ Office Party for WorkingSmart /. X | - - D X
& C (2 https:/prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/s... = s
SharePoint A Search this library ?
@ .
Office Party
@ Private group
B Click on the Star to mark this page as a Favourite
& Home
O Conversations
Documents > Learning Materials
Documents
Shared with us [ Name v Modified Modified By ~ + Ad
Notebook BY TEAMS Collaboration Processes Plan.xlsx November 28, 2021 Clare Peck
Pages B. :I\/irtual Learning Guide Password Set-Up.pdf 12 minutes ago Priority Management Ope
Site contents
Recycle bin
[ @ Office Party for WorkingSmart /. x| = - a X
& @) 5 https;//prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/S... A e = i3

Edit favorite

SharePoint £ Search this library

Name fﬁce Party for WorkingSmart MASTER - I

@ ,
Office Party for WorkingSmart M| rocer | £ ravorits bar v % Not following
@ Private group 2 4 members
D Conversations
Documents > Learning Materials
Documents
Shared with us + Ad
Notebook
Pages Priority Management Ope

[ & Office Party for WorkingSmart . % | =+
&« @] (3 https://prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/S... A o

Favorites w6 e Q@

SharePoint S Search this library

4 7 Favorites bar

Oﬁice Party for Workingsmart MA @ Office Party for WorkingSmart MASTER _earnln.._J 7t Not following
@' Private group Other favorites 2, 4 members
= Home : o 7
B Conversations Click on Star List to access your Favourites
Documents

[ Y | .
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#2 SharePoint: Option to open in Browser

Microsoft Edge:

M @ Office Party for WorkingSmart V' X | =
& (@] () https:/prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/S... A

‘ Favorites 76 B8 Q

ePo A Search this library

4 {} Favorites bar

ﬂ Office Party for WorkingSmart MA Q Office Party for WorkingSmart MASTER - Learps

OJ Cﬂ\er favorites

Private group

Home

Open Edge Browser

C @8 & °

Conversations

‘ Documents

Y& Not following

ol Click on the Star List to access your Favourites

Shared with us D Name
Notebook B9 TEAMS Collaboration lex

R 4 members

Google Chrome:

& Office Party for WorkingSmart M X 4

. C & prioritymanagementlondon.sharepoint.com/sites/OfficePartyforWorkingSmartcopy/Shared%20Bacimante/Eorme/Allitams. aspx?RootFolder=9%2Fsites... |22 W
it Apps Gdocs () PMLUni b Links and Reportsf..  #& Google Ads Capsule CRM  wix Wix (@ Ca

SharePoint R Search this library

)
ﬂ Office Party for Working
@ Private grou;
o Open Chrome Browser
- " . .
Home Click on SharePoint Tab
Conversations

Documents > Learning Materials
Documents

Shared with us [ Name v Modified Modified By + Add column

v = a X
e 2@
Reading list

% Not following

R 4 members

#2 SharePoint Folders = Channels

/O S Iibrary

Edi \ Learning Materials ‘

Open Files in SharePoint for additional functionality

(e.g. Version Control + Manage Access + Removing Deleted Files)

Q
Office Party for WorkingSmart MASTER
@ Private group
& Home ’_r Upload @ Edit in grid view G;" Sync 551 Add shortcut to OneDrive  Ell Export to Excel
b Conversations
nts
Documents
Shared with us 0 Name Modified Modified By -+ Add column
Notebook f 10 Entertainment 4\ July 21, 2020 Priority Management Ope
20 Food
Pages °
— SharePoint Folder names
Site contents 30 Budget _ h l
= Channel names
Recycle bin General
November 5, 2021 Priority Management Ope
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#3 File Explorer Syncs with SharePoint

1. Go to the Team you want sync to File Explorer and click on any Channel > Files >» Open in SharePoint

_ — ==+ Pricaity Management Lom

=
lel Teams = ﬂ Learning Materials posts| Files | Wiki  Party/Learning Actions  TEAMS Collabaration
fem = - r - -
) Your teams T MNew T Upload g Symc & Copy link + Downdoad = Add cloud storage @ Dpen in SharePoant
Chat
ﬂ Office Party for WorkingSmart MASTER | ue . R
iw Learning Materials
Tiearre Zenaral
B 10 Entertainment Y Mame Madified Modified By
Calencle 20 Food -
B TEAMS Collaboration Processes Plan.dsx May 13 Priarity Manageme
% LiEaRE]
Calts Leamning Materials w4 Virtual Learning Guide Password Set-Up.pdf  July 28, 2020 Priority Manageme..
Ez Hidden teams
B
Tl by P

2. In SharePoint, Click Sync

SharePoint AR Search this library

[Office Party for WorkingSmart MASTER

Private group

Home T Upload ~  H Editin grid viewc*:_'; Add shortcut to OneDrive

Conversations

@ &

(o

] Documents

Documents
Shared with us [0 Name - Modified By
Notebook 10 Entertainment ‘Sync’ eaCh TEAM Management
Pages 20 Food In SharePO"Tt Management
for same Files
. 30 Budget Management
Site contents
to appear
. General o G—o 0 Management|
Recydle bin in File Explorer

Learning Materials ty Management

Edit

3. You may receive this instant message on your screen or a request to sign in with your OneDrive account.
Simply sign in using your email address and password.

X

We're syncing your files
You can close this dialog and your files will

continue to sync in the background. If there is no
response, you may need to install the latest

version of OneDrive.
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4. Files now appear in File Explorer

+ | Learning Materials = O X
Home Share View

* [ ] & cut ‘ X :%I 57 New item ~ \/:I i4 Open FH select all

W.| Copy path - Tj Easy access ~ Edit ; Select none

Pin to Quick Copy Paste . pateich Move Copy Delete Rename New Properties ) o vt < alact

access [2] Paste shortcut to - folder s @History [ Invert selection
Clipboard Organize New Open Select
« v 1 <« Office Party for W... > Learning Materials v O S Search Learning Materials
X A
Name Status Date modified

> 3 Quick access

> & Dropbox After Syncing, your Company Name
2 OneDrive_Personal will appear in ‘File Explorer’

as a new Folder

AccoU PVl Lonaon = 10 Saies Invoices

v Office Party for WorkingSmart [copy] - Documents

> 10 Entertainment
> 20 Food

> 30 Budget

> General

> Learning Materials

= | Learning Materials - O X
Home Share View o
& cut L x I 7 New item ~ \} ] £J open - [ setect al
.| Copy path N Tj Easy access ™ Edit | Select none
Pinto Quick Copy Paste Move Copy  Delete Rename MNew Properties _ 0O )
R [#] Paste shortcut = P = FOlET = @History [0 Invert selection
Clipboard Organize New Open Select
— v 1 « QOffice Party for W.. > Learning Materials v O S Search Learning Materials
~ Name Status Date modified
> 7 Quick access
TEAMS Collaboration Processes Plan ] 28/11/2021 17:16
> &+ Dropbox
> @ OneDrive - Personal
v & Priority Management London
v Office Party for WorkingSmart [copy] - Documents
> 10 Entertainment
d - ed
> 20 Food
> 30 Budget apDDea - - olle(=
> General
e D olle(s
> Learning Materials - -
1item | =
[ ) | 0 P Qo
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f. Attaching Files to TEAMS Chat — Advice & Warnings!

}.‘E;]::_ Chat ~ = [ ME_ Michael Beasley chat Organization Activity —+
T Share
ME Michael Beasley 15:40
[E‘Eﬁ O You: ok
Teams — v Type Name
ar Qo Teams Planner.pptx
Q-; Q- WSMT 2hrs L'Creal SLIDES Version 2 SIMPLIFIED SHORTENED Ma
Calls
ﬁ B MSTeamsPlaybookGuide_Barbara MacLean 10 Jan_2022_Draft3.pd
Files
_ g Global Database - PM London.xlsx
5
Tasks by P
=] Priority Mgmt_4Marketing Weekly Catch-up Tuesdays 0930-1000
a= WorkingSmart with Microsoft TEAMS Rules & Policies.docx
a TEAMS Collaboration Processes Plan.xdsx

1. Why? Chat can be used to share Files with others not in same TEAM

2. Location: Files attached to Chat are saved in OneDrive folder:
= ‘Microsoft TEAMS Chat Files’

3. Duplication of Files: If the same File in OneDrive is sent to more than one person:
= Error message appears: “This File already exists”
= Select option depending whether the File has since been modified:
» Options: ‘Upload a copy’ or Replace’

4. Files from TEAMS: ‘Download’ first & attach to Chat from ‘Downloads’ folder
» NB these will be copies of the original files

5. Temporary Files: When Chat is routinely deleted, attached Files are deleted
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3. MEETINGS
a. MEETING POLLS: Adding a voting Poll to a Meeting

Please note you must be the Meeting Organiser to access Poll within a Meeting.

1. Each Meeting automatically creates a Meeting Chat. Click on the Meeting Chat and then click on the +
sign at the top of the tabs as show below:

_ Q o

E“‘ Chat ~ = o Monday Weekly Meeting chat Files Meeting Notes Whiteboard
;’, i B I USIY O 5 =@l
Monday Weekly Meeting 10:39
& You: Please add your suggestions to the present... Monday Weekly Meeting
Teams Last eited: 4m ago
‘ Actions
Calencia
q ‘ y
% Click on the + to add ‘Forms’ as a
calls
o Tab in the Meeting Chat
v
Tasks by Pl

2. Select Forms. If not showing, type “Forms” in the Search bar and click on it > click Add > click Save

Add a tab X

Turn your favorite apps and files inta tabs for this meeting. More apps ISear()

z s Ko wul

siido Wakelet Priority SlideLizard
Matrix

Forms 3 About X
Productivity, Utilities, Microsoft orms

Create a poll before or during your meeting. Collect responses in real-time.
Easily create surveys, quizzes and polls Learn more

Easily create surveys, quizzes and polls.

Tabs
Use ina tab at the top of a chat or channel

Bots

Chat with the app to ask questions and find info
Messages

Insert content from the app directly into messages
Notifications

Get notifications from the app in a channel

Select or Search for ‘Forms’

Meeting
Create rich, intes

ve meeting experiences

Created by:
Interviews Interviews Version 1.1.0
Supported Languages:

* Dansk
l s Deutsch
[ ] o Eesti
Byu n; Forms, you agree to the * English
Decisions Unote Teamflect ‘monday.com HolonﬂM Nimble

Contacts acy policy and te H

« English (United Kingdom)

3. Polls Tab now appears in Meeting Chat. Click “Create New Poll” to add Polls to the meeting.

_ Q — -

9‘[ Chat -~ = ¢ Monday Weekly Meeting chat Files| Polls © |2 more v+

chat

Monday Weekly Meeting 1056
v)) User added
Teams

Calendar

%

Calls

O

Files

&

Tasks by PL..

‘Polls’ (Forms) Tab is added to

» Recent

Meeting Chat

Create New Poll

Poll your audience

People can vote before, during, or after the meeting

+ Create New Poll
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4. Add your Questions and adjust the Poll settings

Forms X
Create an interactive poll

Edit poll Q Poll suggestions
On a scale of 1-5, how are you feeling today?
5
4 o
Add a Questions and
: Options
2
1
+ Add option ® ) Multiple answers
Share results automatically after voting Adjust Po“ Settings > Save
Keep responses anonymous
Allow others to co-author (i)

(=

5. Choose when to Launch the Poll to the meeting participants

_ q —

9 Chat - = o Monday Weekly Meeting chat files| Polls | 2more v+
o
Monday Weekly Meeting 1058 All polls  + Create New
o)) User added
S Recent TP Poll: Anonymous | Results shared o shared (PO
Calendar On a scale of 1-5, how are you feeling today?
. ~
Poll appears in ‘Polls Os
Tab Os
0 (OF
Files O 2
B O
Tasks by Pl
Launch = v
Choose to Launch Poll PO
it pol
in Meeting Chat
Delete poll

— |

6. Poll now appears in Chat so participants can vote and answers can be tracked.

Q i I
’F‘% Chat v T O @ Monday Weekly Meeting.m Meeting Notes Whiteboard  Polls +

o ' Forms 11:08
L Pinned e
chal

Monday Weekly Mesting 1108 Live | Poll: Anonymous | Results shared PO
Forms: Sent a card

» Recent

On a scale of 1-5, how are you feeling today?

< Poll now appears in Chat

[0

[ R R

tuil

5 0%(0)
4 0% (0)
3 0% (0)
2 0% (0)

1 0% (0)

Track responses

s oy A Everyone can vote Submit Vote

0 responses
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b. MEETING ROOMS: Using Breakout Rooms in Meetings

Please note you must be the Meeting Organiser to use Breakout Rooms in Meetings.

More information and details can be found in this Microsoft Library Link for Breakout Rooms.

You can automatically assign people to breakout rooms when you create them. If you want to move
people around later in the meeting, you'll have to do so manually.

Create breakout rooms before the meeting

1. Go to your Teams calendar and open the meeting invite.
2. Go to Breakout rooms and select Create rooms.
3. Choose the number of rooms you want (up to 50) and select Add rooms.

In this example, three rooms were created but no one's been assigned to them yet.

& Assige participants g 3, ﬁ +8

Room 1 Roam 2 Room 3

4. Select Assign participants.

5. Choose whether you want Teams to evenly assign people to rooms (Automatically) or assign people
yourself (Manually).

As soon as the meeting starts, you can open the breakout rooms.

Create breakout rooms during the meeting

1. Start the meeting.

2. In the meeting controls, select Breakout rooms ol

~u |eave

3. Do the following:
a. Choose the number of rooms you want (up to 50).

b. Choose whether you want Teams to evenly assign people to rooms (Automatically) or
assign people yoursalisdinus

Create breakout rooms

Rooms

Participants

Automatically assign
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Note: You won't be able to automatically assign people to breakout rooms later in the meeting.

4. Select Create Rooms.

Assign people manually before the meeting
1. Go to your Teams calendar and open the meeting invite.
2. Go to Breakout rooms and select Assign participants.
3. Choose Manually and select Next.
4. Choose the people you want in a room by selecting the checkboxes next to their names.
5. Select the down arrow next to Assign and choose a room for them.

Repeat the previous steps until everyone in the meeting is assigned to a room. When you're done, select
Confirm.

Assign people manually during the meeting

1. In the meeting controls, select Breakout rooms

2. Select Assign participants. From this window, sort people to see who's been assigned where by
selecting the down arrow next to Name or Room.

3. Choose the people you want in a room by selecting the checkboxes next to their names.

5. Repeat the previous steps until everyone in the meeting is assigned to a room. When you're done,
select Confirm. If someone joins the meeting late, select Assign participants again to assign them
to a room.
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c. MEETINGS: Using PowerPoint Live

To find out more on how to use the latest functionality of PowerPoint Live, please visit this Microsoft
Help Page.

To get started, simply launch a Teams meeting. Then, instead of opening a PowerPoint deck and sharing
your screen, unlock the benefits of PowerPoint Live by picking a file under the PowerPoint Live section of
the new and improved Share content in Teams.

Share content

Presenter mode

Window (12)

Microsoft Whiteboard
~d

PowerPoint Live
Sales Analysis
Craftsmanship 2021
Product Review

N J Contoso
| < 30

GTM Strategy Feb

All Hands Presentation

Presenter view gives you all the tools to present confidently

The view you see as the presenter is yours only — review notes, engage in chats, and see your audience — all
in one panel view. This private view allows the presenter to see everything in one place while the audience
sees only the active slide. For example, view a slide, and next to it your slide notes—so your talking points
are never far away. Using the thumbnail strip, you can see what slides are coming next and jump to one. The

Grid view enables you to easily find your place in a large presentation.

¥ 3 u
- = S
Babak Shammas ‘? ot Charlotte de Crum _ &

. & -

T

Stop presenting

amet,

Sales

Analysis '

8

i)

&

Kayo Miva
Sales

Analysis

VanArsdel

Fabrikam

Collective Experiences
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Seamless transition between presenters - If you have co-presenters, they can seamlessly “Take control”

and instantly get access to the Presenter View as well. Control can also be easily shared between any number
of presenters, so no more fumbling during the presentation to give control to someone else, or worse, asking
someone to move to the next slide for you.

Sales Analysis Review

Take control

Serena Davis Reta Taylor

LK

Sales

Analysis LY

D O

2 02 1 Pete Turner Eva Terrazas

The new Presenter mode helps you feel like you're in the room together — Presenter mode is the
latest innovation in Microsoft Teams that empowers you to customize how your video feed and content
appear to the audience. Seeing the speaker can reduce the cognitive overload for your audience since they
can read your non-verbal cues and stay more focused with you as their visual guide. Presenter mode is a
great companion to PowerPoint Live in Teams that makes your presentation immersive and engaging.

Sales Analys|

B © 22:06 Presenter mode: [ Stop presenting

| am beyond exci
Vanflrdet sios Anatysia presentir
people! d
time and | hope you enjoy the

o T o i
r I
: ; al e S presentation! 5 RetediTevior

Analysis @j
LY.

2021

Pete Turner Eva Terrazas

Sales st P P ... vivia
Analysis

20

Performance

& ===
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4. POSTS
a. POSTS LINKS COPYING: Copying a link to a Post

- s it ::B

1. Click on ellipsis next to a Post » Copy link

Tim Gunning 11:52
|
= | Please suggest a band for the Party [l Save this message
Please reply to this post with a link to the website of your favourite band. 2 Edit
* Should be able to travel to our location
® Cost under £500 @ Delete
® Be entertainin )
9 && Mark as unread
See more
@ Copy link
Collapse all
&2 Share to Outlook
Q Tim Gunning 12:00
& http://www.cosmicsausages.com/assets/img/cdcover,jpg (4 Immersive Reader
z http://www.cosmicsausages.com/assets/img/cdcover.,jpg JA  Turn off notifications
More actions >

b. POSTS LINKS SHARING: Sharing a link to File in a Post

1. In a Post > Paper Clip » Browse Teams and Channels > Select File > Share Link > Link to file now in Post

(& New conversation ~  Everyenecanreply ~  [@] Postin multiple channels

B 7 U S| % A M peragephy T, | = = =

T $ 10 Entertainment [®)
Option of Bands for the Party
Type Name Modified + Medified by Size
Please see Spreadsheet fod details
Email Messages Yesterday SharePoint App

[ i} Band Options.xisx 20 m ago Tim Gunning

(© Recent

* Browse Teams and Channels

& OneDrive

]  Upload from my computer \
n o -
A2 @ B o & Q @ - |

c. POSTS POLLS: Adding a voting Poll to a Post with MS Forms

1. In a Channel Post » Click on the ellipsis at the bottom of the scree > Type in Forms > Right click > Pin

\’*'. 10 Entertainment [ Posts Files wiki +

Tim Gunning Wednesday 14:0]

TG_. Please suggest Theme for pal i
Find an app Q
Collapse all

2 Pin -
16 Tim Gunning (Guest) Wedpesday 1423 ﬂ

Beach Party "
Forms [ Uninstall cks

Tim Gunning Wednesday 14:8

TG._ 80's Pop
Suggestions

16 Tim Gunning (Guest) Wednesddy 14:23 o .
Hippy A Kl Ea W

|+
Reply Places Stocks Weather WS\Z:JVeCf]\a
O @B a s ofn u

YouTube
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2. MS Forms is now pinned

Feply

Ay ¢ @ [ B o

1>

Q

3. To create a Poll, left click on the Forms icon > type questions and options > Next. A preview of the Poll

is displayed > Send

Forms
Powered by Microsoft Forms

Create a new poll

d. POSTS: Etiquette

oA WN=

Topic: One per Conversation

Format: Use options for fast reading

Subject Relevant to Conversation

Actions: Summarise at top + dates & reasons
@mention: Only those to take action

NOT @mention: Only for information
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