MS Teams Training
Getting Started




A little bit about me

e Sylvia Lee, Change & Adoption, Softlanding

e Supporting organizations with change &
transformation

 Working in Microsoft space for ~10 years

* Yoga enthusiast

i softlanding

"




What is Teams?

Teams (s the productivity hub in Microsoft
365 and provides single-point access to
conversations, files, notes and tasks.

Teams combines chat and conferencing
features along with file sharing and
collaboration.




Training today comprised of 4 sections

1. Navigation
2. Chat
3. Meetings & calendar

4. Collaborating with your team




Please ask questions!

G Type in the chat

a Ratse your hand

e I'll pause for questions throughout
BCi
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Main navigation

Tab through to access: Change profile picture & set status message ~

Q_ search
o o o go . Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. pd
Activity notifications A{;l_l Chat - = G
ctvity
@ Luk, Moses cChat Files 2more v (S &
e (C]
Access your chats - Recent _
Chat
Q Luk, Moses 12:31 PM
Tea ms 603 I® You: It works, Moses. Thank yo...
Teams
P feams
[ ]
° — User added
Fully integrated calendar & B
Solendr Dhanday, Roni 12:17 PM
. @ ‘You: perfect - thank you
Access your files D
Files Teams 12/10
User added
App integration LT T 11:54 AM
OneNote Us ided
Ser aaddecd
I3
More Teams Meeting 11:50 AM
Sue Hickman (Softlanding): no ..

Apps
Help
Type a new message
I N YT >
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Chat

Start chatting

Start a new chat Search is connected to BCl’s directory

Q, Search

Q 9 Your status is set to do not disturb. You'll ophget notifications for urgent messages and from your priority contacts. Change settings.

wo. Chat v ?l ]

ctivity

1 To: yashing v
9 Recent
Chat ] .
12:31 PM Jiwa, Yashina

s n 5:)’:;"'&5,3 Moo= Theck v ’ Y) YASHINAJIWA) Contractor, OCM Change Lead

& ) - ;

Teams T

= eams

User added Ll

&= , ) Add more people to your chat
Calendar Dhanday' Roni 12:17 PM

— AN

@ You: perfect - thank you

Q Teams 12/10 ! \ on
= User added & ‘ o ]
@ Teams 11:54 AM A

OneNote User added

Teams Meeting 11:50 AM Aedd

Sue Hickman (Softlanding): no ...

A

Enter name, email or tag
You're starting a new conversation

Type your first message below.
Cancel

Apps

Type your message, click send |
@ ‘Pop out’ a chat

Help
Type a new message

el S TTEELEE =

BCi v




Activity
Chat
-1=1-}

i)}

Teams

Calendar

O

Files

@y

OneNote

oo
0o

Apps

Help

Chat -~ =
Recent

vy Jiwa, Yashina 2:51 PM

@ Yes of course! Monday is perfec...

Q Luk, Moses 12:31 PM
d@® You: It works, Moses. Thank yo...

el leams

User added Ly

1217 PM

’ Dhanday, Roni
( ]

You: perfect - thank you

@ Teams 12/10
User added

Teams 11:54 AM
User added

—_ i 11:50 AM
Teams Meeting

Sue Hickman (Softlanding): no ...

Q, Search

Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. X

YJ. Jiwa, Yashina chat Files

Jiwa, Yashina 2:48 PM

YJ

®  Hj sure!
V) Jiwa_ Yashina 2:49 PM
) Jiwa, Yashina 2:51 PM

Yes of course! Monday is perfect for the status report, thank you

Type a new message

2 more -

-+

le

SL

o & @ B G

2:48 PM
Hello there - do you have time for a quick Q7

2:49 PM
OK if | sent you the status report on Monday? e

Short on time? use
emoticons for a quick
response — hover & click

10 2 |0 @ @

@ =

Emoticon &
GIF examples

Search Q

Smilies

SNCECNCR-NE B

D © M O © 6 © €
»

© © © 0 & 3
iy i

e 55 > < = = -

el -~ Am ~n b0 ~. >

» @ O Yy 9 v ¥

53 ) 2

v & y @ ©

© ¢ & @ P Bh 0 ©& ®

BC

~_—

Add ‘flavour’ to your chats with formatting, emotions, GIFs etc.

Also send links, drag and drop documents, etc.

T/HANKS

e

\E
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Chat

Reply to or edit your message

Q, Search
Q Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. X
e, Chat v = (=
ctivity
YJ. Jiwa, Yashina chat Files 2more v+ S & t
9 Recent —
Chat
y Jiwa, Yashina 2:51 PM 2:48 PM
[-1=1-3 .
(§))] @ ‘es of course! Monday is perfec... Hello there - do you have time for a quick Q?
Teams
? Luk, Moses 12:31 PM
— “d® You: It works, Moses. Thank yo...
V) Jiwa, Yashina 2:48 PM
Calendar ® i
Teams Hi, sure!
B User added -
Files ’ Dhanday, Roni 12:17 PM 2:49 PM
@ You: perfect - thank you _
OK if | sent you the status report on Tuesday? e
@ @ Teams 12/10
LIENEE User added .
. e vy Yeshina 2Pl 2. Select Reply or Edit
- User added : . Status report? 1 . Hover over
: &’ Reply
R 0 message, click ...
Sue Hickman (Softlanding): no ... f Edit
vJ Jiwa, Yashina 2:51 PM % W Delete
22 Yes of course! Monday is perfect for the status report, thank you .
Apps [[] save this message . .
3. Edit your message, click v/
® & Mark as unread
Hel
e Type a new message

B B3 Share to Outlook | g of course! Tuesday is perfect for the status report, thank you

v 9 2 O @B EGB > - 46 Tranelat
ranslate
v © @ [F @ o B%

(& Immersive Reader

BCi




Chat

Share & collaborate on documents

Q, Search
Q Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. X
ey Chat v = (=
ctivity
¥, Jiwa, Yashina chat Files 2more - (L %
9 Recent — o
Chat x
) vy Jiwa, Yashina 251 PM 2:48 PM Link settings
000 .
w)} @ Yes of course! Monday is perfec... Hello there - do you have time foraq
Teams Who would you like this link to
Q Luk, Moses 12:31 PM work for? Learn more
— “d@® You: It works, Moses. Thank yo...
v Jiwa, Yashina  2:48 PM ‘
Sl Teams - ® 4 sure! e linh
User added
B @ People in your organization
. ‘ Dhanday, Roni 12:17 PM 2:40 PM with the link
@ You: perfect - thank you . o~
OK if | sent you the status report on M () People currently in this chat
@ @ Teams 12/10 s
OneNote User added (#3) People with existing access
v Jiwa, Yashina 2:49 PM 3
®  Status report? @ Specific people

1. Drag & drop document | T .
OR click on paperclip o © Hickman sue X 3. Check Allow editing,

2. To provide editing permissions, ;s @ Jws veshina then Apply
click on drop down arrow Add anther ;

5
Apps Type a new message Other settings
@ “E test.docx / [:] Allow editing

Help People in your organization with the link can viewl ~

m v V2| © @ 6 & -
© Block download ® )

> - B




Chat

Convert your chat to an audio call or video call

I

Yl. Jiwa, Yashina chat Files 2more ~ -+

v Jiwa, Yashina 2:51 PM
®  vYes of course! Monday is perfect for the status report, thank you

Type a new message

Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Changegetti

v 1 2R 0B W R P

Qo
=+




Chat

Click on a chat, then click on ....

TIPS: >~
40 Nick Gailloux (Softlanding) .
Are you &ﬂ' You: Thx
oYerwhelmed Teams sl Pop out chat . — Popitoutinto its
with number of Recording | own window
chats you have? Testing m
y Recordingl 53 Mark as unread
Teams tra _
Recording | 5-::-') Fin
R 5FHLA53 Bl Mute .— Mute or hide
ou: Last
[BCl-Tead] '® Hide
Peter: Mote
oo Manage apps
[ECI] Rewi
Recording
— : <t— OR...
L—Iﬂ' Leave Leave the chat

BCi T



BCi I




Pre-schedule/book a meeting from Outlook

Outlook

Monthly team meeting

- Meeting

File Meeting Scheduling Assistant Insert Draw Format Text% Review Help Q  Tell me what you want td
Monthly team meeting - Meeting
= . ﬁ Q [ st
Calendar * @ o= Show As: Busy ~
@ . X R P\/ <= J D File Meeting Scheduling Assistant Insert Draw Format Text Review Help Q Tell me what you want to do
Delete - Forward Teams Meeting Cancel Address Check Response Q Reminder: 15 minut _ oo
¥ - P ! . : minutes hd S ° 11 o=
Meeting Notes Invitation Book MNames Options [@ £S] calendar $ |J.'| @ N p\% éﬂ B show As: [lBusy 2 G OE
Actions Teams Meeting ' Meeting Notes Attendees Options Delete L ward Jor\iAn Te'ams Meej(ing Meeting Céncgl Address Check ResPonse Q Remindar15 minutes i Recurrence = Categorize|
eeting Options Notes Invitation Book Names Options ¥ v
@ You haven't sent this meetifig invitation yet.
Actions Teams Meeting Meeting Notes Attendees Options
. @ You haven't sent this meeting invitation yet.
= le Monthly team meeting
send > Title Monthly team meeting
2 equired @ Jiwa, Yashina;
Send Required @ Jiwa, Yashina;
Optional © Parmar, E-randon:|
Optional © Parmar, Brandon:|
Start tir Fri 12/17/2021 10:00 AM v All da Time zones
Sy ﬁ o Y o @ I Start time Fri 12/17/2021 ﬁ 10:00 AM v Janday [ @ Time zones
End time Fri 12/17/2021 [£]  10:30AM ~| {3 Make Recurring g Fri 12/17/2021 5| 1030AM  ~| O Make Recuriing
Location Location Microsoft Teams Meeting
o L L4
To add Teams link, click 7eams Meeting button
A o . .
Microsoft Teams meeting Teams meeting link, call

Join on your computer or mobile app
Click here to join the meeting

Join with a video conferencing device
bcimc@m.webex.com

Video Conference ID: 117 448 303 1
Alternate VTC instructions

in numbers are added -
click Send




Pre-schedule/book a meeting in Teams

1. Open Calendar, click + New meeting

Activity
o Calendar (¥ Meet now + New meeting
Chat

& Today < > December 2021 (3) Work week

o) 2. Fill in fields, Send
Teams 20 21 22 23 24

-
B

Calenclar Q Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. X
2PM Activity
B @ New meeting Details  Scheduling Assistant m Close
Files Chat
Category: None ~ Time zone: (UTC-08:00) Pacific Time (US & Canada)  Response options Require registration: None
@ 3PM &
Teams .
OneNote V4 Monthly team meeting
=]
Calendar Jiwa, Yashina
sss go Y) Busy X
4PM O
Files Optional: & Ejus;nav,ﬂmndmv X
OneNof
e ® 1271772021 930AM v —  12/17/2021 1000AM v 30om @  Allday
P
5PM I Suggested: 9:00 AM-9:30 AM 8:30 AM-9:00 AM 8:00 AM-8:30 AM |
oo
L3
o S —— — TIP: MS will suggest
L]
L]
@  som B Add chamnel times for you based
Help

® Add location on ava .lla bi.li.ty

B °

PM Help B 7 U S|V & s pamgaph~ AR 7 @

n Type details for this new meeting SL




Join a meeting from Outlook

Review Status Report - Meeting

Navigate t
av lg a e o File Meeting Scheduling Assistant Tracking Insert Draw Format Text Review Help Q  Tell me what you want to do

Calendar $ TJ-Jf @ E /Q\% E EShuwAs DBusy v O EE £ private @ E% SL

our [ o
y Cancel Join Teams Meeting Meeting Contact Address Check Response Recurrence | Categorize * Salimpotace Dictate View

eetin N eeting tions otes ttendees ¥ Boo lames tions v : < Low Importance v emplates
Meeting —> Forward Meeting Op N s Book N op [ Reminder: 15 minutes . T

c a le n d a r Actions Teams Meeting Meeting Notes Attendees Options Tags Voice My Templates A
[

(3) Attendee responses: 1 accepted, 0 tentatively accepted, 0 declined.

O pen th e )= Title Review Status Report

° Send
meeting,
. Optional
C llc k o n t h e Start time Mon 12/20/2021 E 3:00 PM v [Jalday [ @ Time zones

j .ln l.ln I End time Mon 12/20/2021 ﬁ 3:30 PM - ¥ Make Recurring

Required ® Jiwa, Yashina

Location ‘ EQ Room Finder

Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting

Join with a video conferencing device
beimc@m.webex.com

Video Conference ID: 118 931 432 1
Alternate VTC instructions

Learn More | Meeting options
-




Join a meeting from Teams

Navigate to
your calendar,
click the Join
button that
displays on your
meeting —

B Today < D

13

Monday

Calendar

_ Q_ search

December 2021 v

Your status is set to do not disturb. You'll only get notifications for urgent messages and from your

14 15
Tuesday Wednesday
Teams

Microsoft Teams Meeting Hickman, S

B Teams .
Files Microsoft Teams Meeting H
3 3PM l
OneNote
4 PM
5PM




Participating in your meeting

Pre meeting screen Test your audio
appears after you click
join link

Choose your video and audio options

q) Computer audio

PC Mic and Speakers

s @D ()

Preview your video & pick your background




Participating in your meeting

General navigation tabs on top of screen

Participants Reactions

o

Chat Breakout rooms Video

More actions

Share content

Leave meeting




Participating in your meeting

Participant Pane You can

Participants

oL <— Direct invite others at BCI

= Share invite <+— Generate mtg link to
invite others

See full invite list,
responses & who __
hasn’t joined yet

In this meeting (2)

& : :
4;;-!' Syhna Lee (Softlanding)

@ Hickman, Sue
Organiser

External

Others invited (1)

@ Sue Hickman (Softl... Request to join <+<— Remind latecomers

Mo response

BCi 2



Participating in your meeting

Chat during a meeting

=

1. Click Chat icon

2. Chat pane opens
on right

®
©
®
©
®
®
®
©

T R090O0CO0DD

- DPODOOO0 B
" 00000000
- 000 CDO®OO®

.00 CDO®O®

Add ‘flavour’ with formatting,
emoticons, GIFs, stickers & memes

3. Type message,
click send




Participating in your meeting

Use reactions to

quickly provide

feedback during a AR WK B  Have a question?
. Raise your hand

meeting




Participating in your meeting | [Jé'u’canalsouploadymwm}

More Actions: Change your background

2. Select from pre-loaded

1. Click ..., select Apply background effects backgrounds

§53 Device settings

A Call health

(i) Meeting info

A Gallery

= Gallery at top
= Focus on content

3 Full screen

3. When done, click
Prarviess Apply and turn on video

782 Apply background effects

(cc] Turn on live captions

Apply and turn on video




Participating in your meeting
More Actions: adjust audio & video when in your meeting

1. Click ..., select Device settings 2. Select your audio devices

Audio dewvices

2- Plantronics Blackwire 5220 Se...

Device settings Speaker
Call health Headset Earphone (2- Plantronic...
(i) Meeting info
Microphone
Gallery

Headset Microphone (2- Plantro...

Noise suppression (1)

e Low if you want others to hear music.

= Gallery at top

& Focus on content Auto (default)

L3 Full screen
Camera

- " HP TrueVision HD Camera
75z Apply background effects




Participating in your meeting

More actions: change your view

BC

Default view up to 9 people —

See everyone together in one place —
(virtually)

Show content only, no participants —

fo3 Device settings
Ar Call health

(i) Meeting info

Gallery

gee  Together mode

) Gallery at top
=) Focus on content

3 Full screen

<«— Can view up to 49 people on one screen

<— Places images of participants at top

«— Expand to full screen




Participating in your meeting

4. Toggle on to
share audio (e.g.
video that you

Presenti_ng content 2. Options: Content only / Standout / Side-by-side / Reporter play during mtg)

Meeting with Lee, Sylvia

1. Click on Share Content button

There are different
presenting options:

3. Choose to share
your screen or a
specific window

Share content Include computer sound n:\i

Presenter mode

= Add background

Screen Window (2)

Microsoft Whiteboard

Collaborate on a whiteboard

s
-

s Content from camera
*  Share a document, a whiteboard, and more

PowerPoint Live
See your notes, slides, and audience while you present

No files available




Participating in your meeting
Presenter modes
Presenting... Give control

\ 4

Standout Side-by-side Reporter

TRy

mSales 2 — » .

Sales

Analysis | Analysis

2021

.......

. . Reporter presenter mode
Standout presenter mode Side-by-side presenter mode P p

BCi




Please cancel your Webex meetings & reschedule them as Teams meetings

1. Open Webex meeting instance or series 3. Open new meeting invite (instance or series), click 7eams Meeting

Recurring Invit

Recurring Invite - Meeting Series

File __Meeting Series  Scheduling Assistant  Tracking  Insert  Draw  FormatText  Review  Help Q  Tell me what you want to do File ~ Meeting Series  Scheduling Assistant ~ Tracking  Insert  Draw  FormatText  Review  Help Q Tell me what you want to do
B oo & D . Address Book
Q vompsns W 05 2 E cme | BTG i O | % |d] & B Qoonm (O BES & [
st ¥ Recurrence | £ Check N
Cancel _y | Cancel Webex Information Teams. Meeting Contact I~ 015 minutes ~ Categorize Dictate | View Concel _y | AddWebex | Teams Mesting Contagt £ heckHames () Reminder: 15 minutes _ +|RESNENGe | Categorize | Dictate | View
Meeting Meeting Meeting Motes Attendees ~ £ - - Templates Meeting Mesting Mezting Notes Attendees ~ ] Response Options ~ : - B Templates
Webex ms Meeting | M| Actions Webex Notes Attendees Options Tags Voice | My Templates ~
@ Attendee responses: 1 accepted, 0 tentatively accepted, 0 declined. C M C - @ Attendee responses: 1 accepted, O tentatively accepted, 0 declined.
Tinstances of this recurring are next to other 2 . llc k an‘ el Meetlng 1instances of this recurring appointment are next to other appaintments on your Calendar.
b= Title Recurring Invite (= Title Recurring Invite
Send
Update Required | @ Hickman, Sue Send ® Hickman, Sue
°
4. Click Send
Recurrence  Occurs every Friday effective 1/14/2022 until 2/11/2022 from 12:00 PM to 1:30PM > Edit Recurrence Recurrence  Occurs every Friday effective 1714/2022 untl /1172022 from 12:00 PM to 12:30 PM_<¥ EdR Recurence
Location | | E&. Room Finder Location 8. Room Finder

Please join me for our weekly check-in meeting.

Join Webex meeting

Meeting number (access code): 2451 311 4866 Meeting password: Jabemrg3x27

Join from a video system or application
Dial 24513114866@bcinvesiment.webex.com

You can also dial 173.243.2.68 and enter your meeting number. Tap to join from a mebile device (attendees only)
1-844-621-3956,,24513114866## United States Toll Free

1-844-426-4405,,24513114866## Canada Toll Free

Join by phone
1-844-621-3956 United States Toll Free
1-844-426-4405 Canada Toll Free

Global call-in numbers | Toll-free calling restrictions

-Join using Microsoft Lync or Microsoft Skype for Business
Shared Folder &3 Calendar - Yashina.Jiwa@bei.ca

n Shared Folder £ Calendar - YashinaJiwa@bci.ca

TIP: If your meeting involves other people from other depts who have not moved to Teams, stick with Webex until

they are using Teams as well




Meetings onsite using Webex boards

BOOKING:

1. Use AskCody —search for room by equipment
2. Select room & book it

JOINING (one button to join):

1. Go to board, join meeting

2. Join mtg on laptop, share screen

TROUBLESHOOTING

1. Teams meeting hosted by 3" parties may experience audio/video quality issues — quality will depend on their set up

2. THE FIX: BCl hosts meeting or ask 3™ party to obtain a CVI license (subscription from Cisco)

BCi



Participating in your meeting

Is the shared content too small & difficult to read?

Zoom in by pressing down on Ctrl button & scroll up with your mouse
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Your calendar

Scroll through your calendar Ad hoc instant meeting ~
Coendsr __~ Change your view
0 Todsy < > January 2022 v | | B Work week v B Work week v
o e, o o
a4 Day
A 2 2 A E] Work week v
(] Week

11 AM

Schedule a meeting by clicking into calendar
or by clicking + New Meeting

12 PM

1PM

2PM




Collaborating with your Team




Your Team

This is where the
work happens with
your colleagues &

See the teams you part of

A‘%-, Tepms = WE Generall Posts Files Wiki 0 Meet ~ (@O -
external partners O o ™~

. | B8 verriczdsontecn . - g, oomw wnoae In each channel, there are tabs

T["]: = - | @ You're great, Adam!

Jiwa, Yashina 12/10 11:09 AM

: Y
ﬁ Issue Reporting J. | agree!
alendar Training

&/ Reply
Today
" Last read
o.ﬂm v Jiwa, Yashina 1:54 PM

Py Good Afternoon! We have compiled a very quick survey to get your feedback on the Teams Pilot experience. We
would really appreciate if you take a few minutes to answer the questions by end of day Friday:

Teams are made up of channels e e
o e . Teams Pilot Feedback - Technology
Th IS LS Wh ere yo U commun lcate an d Take this survey powered by surveymonkey.com. Create your own surveys for free.
collaborate with your team == T ——
!ps <’ Reply
m &8 Join or create a team Xy S
File Explorer |




Your Team

Chatting in your channel

Click Posts tab

Q

o, Teams = U General | posts | Files wiki + O Meet  ~ @

@ Your teams (’U”"p“{’ al

Chat

. - o] i 12/10 11:09 AM
. (U@ WG-Project Edison Tech ..« 2 rg?n =k -

YTy

w @ You're great, Adam!

Teams General ) )

v Jiwa, Yashina 12/10 11:09 AM

= Issue Reportin | agree!

P g ° g
Calendar Training « Reply

B Today

Files Last read
D:ﬁm v Jiwa, Yashina 1:54 PM

@ Good Afternoon! We have compiled a very quick survey to get your feedback cn the Teams Pilot experience. We
would really appreciate if you take a few minutes to answer the questions by end of day Friday:
https.//www.surveymonkey.com/r/DDZY5)3

Teams Pilot Feedback - Technology
Take this survey powered by surveymonkey.com. Create your own surveys for free.

Reply to posts —_—

www.surveymonkey.com
50|

Apps

@

Help

8§ Join or create a team £33
File Explorer |

\ 4

Start a new post




Your Team

Chatting in your channel

At mentioning enables you to get someone’s attention

1. In a message, type @, then start typing their name

y Suggestions

y) Jiwa, Yashina
Yashina.Jiwa@bci.ca

< Lyesin, Yan
Yan.Lyesin@bci.ca

Hl @Y

v 2 © 8 @ ©

2. You will see the @mention in blue, finish your
message, click send

Hickman, Sue 2:00 PM
SH

o | Hiliwa, Yashina are we all set to have Teams Getting Started training with Business Pilot participants on January 12th?

Reply

v 2 OB GO B - B

3. Recipient will be notified via an activity alert

f;JO

Activity




Your Team
Chatting in your channel

Two tips to help you with breaking through the clutter

TIP #1: Add a subject

1. Click on Formatting icon

Start a new conversation. Type @ to mention someone.

2l ©@ @B B B 8 & &

2. Add a subject, message & post

(1 Mew conversation ~  Everyone can reply ~ [_(J_] Post in multiple channels @
B 7 U S ¥ & Paragraph A& = = = = e o = OB 9

Add a subject |

Start a new conversation. Type @ to mention someone.

by 2 © @ P P 8 & &8 - B

3. Now your message has a subject that can be quickly scanned

Sylvia Lee (Softlanding) 10:24 AM
= | FYlI Team meeting rescheduled

Hi all our team meeting is going to be moved from this afternoon to tomorrow afternoon to allow for our team get together

Reply

y ? QB F EE Q9 & 08 - B




Your Team

Chatting in your channel continued...

Two tips to help you with breaking through the clutter

3. Add your headline, sub-head, message & if you wish,
TIP #2: Make an announcement customize your background & post

&1 Anncuncement v Everyone can reply ~ L_é] Post in multiple channels @
1. Click on Formatting icon B I U S V& M reene B = = 2 E ¥ e = B 1
Start a new conversation. Type @ to mention someone. Type a headline _
[ ] T——
|2 ©@ @ W & -
Add a subhead
Type your anncuncement. Type @ to menticn someone.

2. Select announcement 4. Now your announcement stands out

& Mew conversation ~  Everyone can reply v [_[J_] Post in multiple channels e Sylvia Lee (Softlanding) 10:52 AM @
C]

A aar. w A = .= = iz
% New conversation ~" = A Paragraph s = = = = 97

=1 Anmouncement FYl Team meeting rescheduled

Start a new conversation. Type @ to mention someone.

Watch for an updated meeting invite
Hi all our team meeting is going to be moved from this afternoon to tomorrow afternoon to allow for our team get together.

Reply

P OB P RO Q & - B

BCi




Your Team

Working on documents in your channel , ,
Sync files to your OneDrive on

Click Files tab your desktop
AN /

Q_ Search

N%‘W Teams = General rosts | Files |wiki + ' C O Meet  ~
@ Your teams + New v T Upload & Sync @ Copy link L Download ~+ Add cloud storage = All Documents
Chat
(U WG-Project Edison Tech ... . :
(1) Dpcuments > General
Teams General
Issue Reporting [  Name~ Modified Modified By +
Calendar Training
Snag_d188155.png November 29 Fedberg, Steve
Files
T Create new folders
Onehote or documents Upload files or folders Share link
+ New v T Upload v + New v T Upload v 8 Sync °
Link to 'General' copied
Folder Documents >  Files https://bcinvestment shar...
Folder @ S;(:ﬂ  in your organization with the link can
B Word document [] Namew
B Excel workbook
pps
@ B PowerPoint presentation
Help @] OneNote notebook [
o B Forms for Excel
e Join or create a
B Visio drawing




Your Team
Working on a document that has been uploaded to Teams

Double clicking on doc will open it in Teams by default

Q Search

Prefer to work in the Desktop app?

Test document .docx

File

Home Insert

Layout v

Click Open in Desktop App

Q_ search

Open in Desktop App

v []v ¢ |calibri (Body)

Open & chose
how to you wish
the document to
open

m%w Teams = U General posts Files Wwiki + S G 00 Meet  ~
O] Your t + New v T Upload ~ <& Sync @ Copy link L Download —+ Add cloud storage = All Documents
Chat
WG-Project Edison Tech
i Documents > General
Teams General
— Issue Reporting 0 Nemew Modified Modified By
Activity
Calend; Training
Snag_d188155.png November 29 Fedberg, Steve
_ Chat
Files B9 “Test document .docx A few seconds ago Hickman, Sue
Py
LT L
Teams.
OneNote
Calendar
/ 7
o0 © O “Test document docx Open
Apps c TIP l | cditin Teams (detauit
\ t
Hover over doc,
B oo click on ..., select

\/

vin v A A" B I

BClI Project Edison

Action items

TASK
Update budget

DUE
January 12, 2022

QxSearch

P

U 2v Av -

ASSIGNED TO
Yashina Jiwa

NOTES

Summarize pilot
feedback

January 17, 2022

Brandon Parmar

Iterate project plan

January 21, 2022

Sue Hicman
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Your Team

Working on documents — documents are autosaved

Working on document within Teams environment

(no Save button)

< 3 Test document .docx Q search

Q File Home  nsert  Layout v Open in Desktop App Q search & v
Activity o o
v Flv ¥ |albrigody v11 v A A B I U £v Av e =v =Ev o
Chat
Y
w
Teams
Calendar
B BCI Project Edison
ﬂ Action items
OneNote
TASK []V]3 ASSIGNED TO NOTES
Update budget January 12, 2022 Yashina liwa This has been
completed, We got an
additional $1M
approved!
Summarize pilot January 17, 2022 Brandon Parmar Pilot went well — no
feedback user issues!
. Iterate project plan January 21, 2022 Sue Hickman
oo]
o0,
Apps
Help
0

BC

Working on document in desktop app
(can turn on/off autosave)

@ AutoSave E[:ng

e m
File  Home Insert Draw  Design  Layout  References  Mailings  Review  View  Help
[ X a av — — yo— o
[0 | caibii@ody) v <A AT Aav o EviE- T EE 2L T |assbeede| AaBbceDe AaBbC( AaBbCcl Aab .
Paste | Bilu-wxXA-2-A- === 5108 1 Normal | 1 No Spac.. Heading 1 Heading 2 Ttle =
Clipboard 1% Font 5 Paragraph [ Styles [
BCI Project Edison
Action items
TASK DUE ASSIGNED TO NOTES
You can see your AutoSave status up top
L @ AutoSave @ (L3
[

BC| teamns env test items = Saving... -

BCl teamns env test items » Saved -




Your Team

Now you are ready to collaborate - here’s how to share a link

1. Hover over document, click ...

Q, Search
N%p, Teams = (N General posts Files Wiki + 7 C O Meet ~
- L
E:D_ EpeTn + New T Upload v 8 Sync @ Copy link L Download + Add cloud storage = All Documents 2. Copy llnk
WG-Project Edison Tech ...~ «-+ -
[11] n ! Documents > General
Teams General DpEn >
Issue Reporting [ Name- Modified ~ Modified By - :
Calend: T
o R Snag_d188155.png November 29 Fedberq, Steve CDFI}," ll n k
B ol i
= 9 ~Test document .docx «ss Afew seconds ago Hickman, Sue MakE th s ata b
ag
OneNote
Download
Delete
Pin to top
P
N Rename
Help . -
Open in SharePoint
m &8 Join or create a team ]
Maove
Copy
Mare >




Your Team

Sharing a link
to a document

Default setting is view only

Send link

Test document .docx

People in BCl with the link can view >

To: Name, group or email

Message...
@ o3}
Copy link Outlook
Shared with:

Send a copy

R v

e

1. Click > to change
permissions

2. Decide who you
want to —_—
collaborate with

3. Check Allow ——
editing

4. You can disallow
downloading ——

4. When done, click

Link settings

Test document .docx
Who would you like this link to work for?
Learn more

(@) Anyone with the link ®

People in BCI with the link
People with existing access

Specific people

Other settings
D Allow editing

}5? Open in review mode only

© Block download

Cancel

~ Apply

Apply




Your Team

Sharing a link to a
document
continued...

Send link

Test document .docx

People in BCI with the link can edit >

Hickman, Sue shared "Test document " with you.

Hickman, Sue
e To @ Jiwa, Yashina

@ If there are problems with how this message is displayed, click here to view it in a web browser.

9 G|

HI Yashina Al
Here is a first crack at our action items list. Can you please go in and add wh ¢, ‘er

I've missed (please dont' forget to track changes).

1. Search for person 3. Email is sent

you WiSh to ,d,‘f}::-.jlwa' Yashina X W.lth a l..lnk - th;mkS!
. . . ue
collaborate with find a copy in
Add another V% your Outlook B
Sent Mail M= Test document

2. Add your message, HI Yashina

folder

click Send Here is a first crack at our action items list. A & mamceasss -
Can you please go in and add whatever I've v e
missed (please dont' forget to track chanaes).
. . File ~ Message Inset Draw  Options  FormatText  Review  Help Q  Tell me what you waf
Other sharing options @ 0} i sezoa| B B0 o
- Copy link or : e R e o P
« Link pasted into an Copyiink | | “Gutiack o[
ema‘ll Send Ce
Shared with: -4 .4 .4

BCi




Your Team
Collaboration: co-authoring

BCI Project Edison

Action items

TASK DUE ASSIGNED TO NOTES

Update budget January 12, 2022 Yashina Jiwa This has been
completed. We got an . .
additional $1M Hover over edit to see details
approved!

Summarize pilot January 17, 2022 Brandon Parmar Pilot went well — no

feedback user issues! Parmar, Brandon, 12/15/2021 12:27:00

Iterate project plan January 21, 2022 Sue Hickman AM inserted:

Pilot went well - no user issues!




Your Team
Version history

1. View versions, click on drop down w next to
document title, select Version History

est document A% - Last Modified: Tue at 4:28 PM £ Search Hickmian, Sue.
W L View Help
File Name #1 |nk Commen o [ N L
Test document docx jl - t . D % EI = % i
: Tracking | Accept | Compare | Protect  Hide | Resur
A Location Y . B < - Inkv | Assist|
Ac Ceneral Changes Compare Ink Resun
BCl » sites » WG-ProjectEdisonTechPilot2 » S...
@ Version History
2. Access version history on right panel, click
Open version to see earlier version
Version History v X
December 14, 2021 =
p Modified by Parmar, Brandon 428

4
BCI Project Edison

Action items

Modied by Wickman. Sue and
o, Yashing

Open version
Modified by Hnlmm\ 43 PM

TASK DUE ASSIGNED TO NOTES g Open version

Update budget January 12, 2022 Yashina Jiwa This has been
completed. We got an  Modiied by: Hickman, Sue o
additional $1M Open version

Earlier version opens, you can Compare or Restore

AutoSave Test document .docx - version 12/14/2021 '™ - Read-Only - Word
File Home Insert Draw Design Layout References Mailings Review View Help
Tl AR A | =i =322l T AaBbCcDc AaBbCcDc BbCc Aaf AaB
LB
“lBru x, ¥ A- 2. A = h . Normal 1 No Spa eading 1 Heading it
eecuom s PETIrI "
PREVIOUS VERSION You can copy content from this version, or save this version as a separate file. Compare Restore

LFind ~

h Select v

Editing

If you choose compare, you will see this, if you are ok, click Yes

Microsoft Word

Continue with the comparison?

X

One or both of the compared documents contain tracked changes. For the purpose of the comparison, Word will consider these changes to have been accepted.

Yes No
C i i
Compare Result 1 - Word O Search Hickman, Sue
File Home Insert Draw  Design Layout References Mailings ~ Review  View  Help & Share 1 Comments
ab, 9 Plink t ; DN B~ n B
5w N |80 0 Suemes | 0] | BB B (0] 2| By
Spelling & = | Read Check Language New Y ) Tracking | Accept Compare | Protect | Hide | Resume
Grammar =2 VOT@ U Aloud | Accessibility v c Comment = ¥ .3 v & inkv | Assistant
Proofing Speech Accessibility Comments Changes Compare Ink Resume ~
P Compared Document X | Original Document (Test document .docx - version 5.0: 12/14/202 x
Revisions R z
N o BCI Project Edison
Action items
Jiwa, Yashina Inserted
3 A H TASK DUE ASSIGNED
This has been completed. BCI Project Edison o
We got anl additional $1M Action items Update January Yashina
approved! budget 12,2022 | liwa
Jiwa, Yashina Inserted TASK DUE ASSIGNED NOTES Summarize January Brandon
Pilot went well - no user Update budget January 12, 2022 Yashina Jiwa This has been pilot 17,2022 | Parmar
issues! completed. We got feedback
an additional $1M Iterate lanuary_| Sue =
approved! Revised Document (Test document ) x
Summarize pilot January 17, 2022 Brandon Parmar Pilot went well - no e
feedback user issues!
Iterate project plan | January 21, 2022 Sue Hickman BCI Project Edison
Action items
Update January | Yashina This has
budget 12,2022 | Jiwa been
completed.
We got an =
49words [P D Focus B - s 100%




Your Team
Working on documents

3 TIPS

BC

Overwhelmed with
notifications?

Navigate to your
channel, click ...
and select Channel
notifications

You can also apply
set your
notifications
globally-go to... >
Settings >
Notifications

_ Q Search

General posts Files Wiki +

Q

Activity
Chat

Teams

Calendar

O

Files

@

OneNote

oo
00

Apps

Help

Teams

Your teams

WG-Project Edison Tech ...

General

Issue Reporting

Trai

@ Copy link ¥ Download il Delete

Documents > General

A
¥
&
£e3
&4

=

=

Channel notifications
Pin

Hide

Manage channel

Get email address
Get link to channel
Edit this channel
Connectors

Delete this channel

>

Name

Snag_d188155.png

Have a
document
that is
frequently
accessed?
Pin it!

—_—

<2 Pin to top =P Rename

Modified

Copy link
Download

Delete

Modifig

2dbe

Pin to top

Rename

Open in SharePoint

Move

Copy

More

-— e Need to

move your
document?




Before we wrap
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Parting thoughts

Guidelines: Email vs chat?

Ask yourself r- (2

What type of message do you have? Concise More detailed
What type of response do you need? Short & sweet Lengthy
How many questions do you have? 3 or less 4+

How fast do you need a response? Now! Not now
What is the tone of your conversation? Casual/conversational More formal

Is there a complex or sensitive information involved?
Have a meeting or call instead

Ultimately it comes down to: r.

Time Length Dialogue

BCi




Shortcuts

Type slash in the search bar to bring up
_— useful shortcuts

Slash is your ”

® yl Jactivity See someone's activity
frlend b Javailable Set your status to available
Jaway Set your status to away

/brb Set your status to be right back

/busy Set your status to busy

Jeall Call someone

Jchat Send quick message to a person

Jdnd Set your status to do not disturb

ffiles See your recent files

Jfind Search the page

/goto Go right to a team or channel

/help Get help with Teams

/join lain a team

Jkays See keyboard shorteuts

Jfmentions See all your @mentions

Joffline Set your status to appear offline

BCi s




Parting thoughts

Welcome to the M365 cloud - a place full of:

BCi




Interested in learning more?

Visit the Project Edison SharePoint page

SharePoint £ Search this site

mgﬂ Project Edison Home OneDrive MS Teams - SharePoint Online

1 Sendto ~ [&j Immersive Reader

F

MS Teams

Training Resources

Overview
With MS Teams you can chat, meet, call, and collaborate in a single platform. Customize your team’s channels so everything you need to work
together is available any time, all in one place. MS Teams allows for more flexible collaboration, as files shared in Teams are available right where
Training Guides

you are having conversations and meeting, and your team can own them together. When you're collaborating in real time, it is a great time-saver

to easily access everything that is important to your team.

Featured Training Guides

@ @ @

Teams Quick Start Guide Convert Webex Meetings to Teams Configure Your Notifications

BrainStorm Login

E? Microsoft Teams,

¥ Mot following

Click here to
go to site



https://bcinvestment.sharepoint.com/sites/ProjectEdisonCommunication/SitePages/Teams.aspx?OR=Teams-HL&CT=1644432954295&sourceId=&params=%7B%22AppName%22%3A%22Teams-Desktop%22%2C%22AppVersion%22%3A%2227%2F22010300409%22%7D
https://bcinvestment.sharepoint.com/sites/ProjectEdisonCommunication/SitePages/Teams.aspx?OR=Teams-HL&CT=1644432954295&sourceId=&params=%7B%22AppName%22%3A%22Teams-Desktop%22%2C%22AppVersion%22%3A%2227%2F22010300409%22%7D

Interested in learning more?

Accessible from your

Okta dashboard

Assigned
skillpaths

 ——

Register for

live training

session
S

Search
W

Upcoming
live sessions skillpaths

Assigned

Messages

Hello BrainStorm!
Your profile is 50% complete.

/ﬁ
k VIEW PROFILE

BrainStorm Admin ~

POINTS BADGES

1 1

5 COURSES

Microsoft Teams Essentials
What is at the heart of Microsoft
Teams? What exactly is Teams, and
how can | maximize my efficiency u..

N

(m) BEGIN

Upcoming events

EB 3 - MAR 30, 2022
Learn How to Use Microsoft
Teams
In this mtroductory course, learn how
Microsoft creates a hub for your team
to discuss, collaborate, and share y

COURSE
Meet Microsoft Teams
Microsoft Teams is your
one-stop-shop for collaboration with
your team. Whether you want to se..

.jf. ) BEGIN

FEB 3 - MAR 30, 2022
Learn the Basics of Microsoft
365

In this mtroductory course, learn the
basics of Microsoft 365 and how it
prowdes the tools you need to work..

View more

view all -

COURSE
Meet OneDrive
With OneDrive you can conveniently
store, organize, share, and manage
your work documents, and collabor

(‘m) BEGIN

(m)

Working Remotely

In this mtroduclory course, learn how
you can stay productive from
anywhere by using Office 365. In t.

Assigned
-
Mraria\gj»e Risk by Securely
Sharing Files

Control who has access to your files
by storing them in the cloud. Learn
how OneDrive will help you keep yo..

(m) BEGIN
S

view all

s

FEB 9- MAR 31,2022

Learn How to Collaborate
with SharePoint Online

In this mtroductory course, learn how
SharePoint Online organizes files,

libraries, calendars, and more to ke..




Questions?
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Thank youl!
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