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Upgrade The Most Important Part Of The Computer “YOU”

Microsoft Teams Outline

What DOES TEAMS D07 ....veeeeeeeeeeeeeeeeeeeeeee et et ee et et et et e eeeeeseee e eee et ereneeeees []
Lo CRALeuuiiemrrrosessesesssssssssessssesssssssssessssessssese s esesssssssssssssssssssssssseesessssssesseses []
a) GIOUD ortreurreressssssessssssses et ssesss s ssssesssssssesssssssessssssnsssssnsnens ]

b) ONE t0 ONE . ]

2. MEELING...iitririti s ————————— ]
a) Video CONErenCing .....cueeereeneeureeneesessssnsessersesssessesssessssesssessssssessesses ]

b) Screen Sharing ... s ]

3 072§ S []
a) Make and Receive Calls.....nnncinineisnesssssssessssssesssssens ]

(1) Internal GroUPS .. sessessssssssesssssssssssaes ]

(2) EXternal GrOUPS....crenenenessresessssessssssesssssssesssssssessssssnsns ]

(653 T OF: 1111 4 V=g o F=1 4 PN ]

(4)  Direct ROULING ..o sesssesssssssssssssssssssssaes ]

4., L070) 1E=1 0 Y0 ir= 1 (o ) o WS []
a) File Sharing.....cooverinrie s ssssssssssens ]

b) Apps and WOTKIIOWS ... sessssessessssesssssssessens ]

TEAMS PIALTOIIMNS ...ttt ettt ettt ettt et et s e eee e et eeeseeee et eeereeenes []
1. Teams DeSKEOD APD e ssssssssssssssssssssssessssssssasens ]
2. WED BIOWSET ...t sss s e ss s sa b e se s s s []
3. 1L 0] o1 1L o) o PPN ]
ST To A Lo T TR []
1. ) 1 1 (OO |:|
a) AVAILADIE ... ———————— ]

b) BUSY oot ]

c) DO NOt DIiSTUID ..ot ]

d) Be Right BacK.... s ]

e) APPEAT AWAY ..o sesses ]

2. SEAtUS MESSAZE ...virirrirrii ]
3. SELEINES oot ]
4. /4 Y0 o o VOO |:|
5. Keyboard ShOTTCULS......coceeereereeseeseeseee e ssssesssssesssssessnenes ]
6. ) 14 4 B0 o ]
SCrEen COMPONENTS .....cvcvvvieieeeiteteiees ettt ee et a bbb []
1. Manage Profile SEttings ... ssessessessessessesssees ]
2. COMMANA BOXu.oiitrieereceeree e esss s sess s ssssssssssssssessssssssssesssssnssenes []
a) SEATCN .o ]

b) 000340000 T=1 3 Lo K300 TR ]

(1)  /activity  (See someone’s activity) .....oeomerneesreereenes ]

(2)  /available (Setyour status to available).......cccuneenee ]

(3) /away (Set your status t0 aWay)......ueerereereereereens []

(4) /brb (Set your status to be right back] .............. ]
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(5) /busy (Set your status to BUSY).eeeeeeeeeveesssseeens []

(6) /call (Call SOMEONE)...cverererirreerrrireersersesessessssessenes ]

(7)  /chat (Send quick message to a person) ............. ]

(8) /dnd (Set your status to Do Not Disturb)........... ]

(9) /files (See your recent files)....cummrnenrneeresneeneens ]

(10) /find (Search the Page)......cmnenineninsnsenenns ]

(11) /goto (Go right to a team or channel)......cceee.... ]

(12) /help (Get help with Teams) ....eeeeeeeeeeeeeeeeeeene. ]

(13) /join (Join @ Team) ....cuverermsrsersersesssssesssessssssessenaes ]

(14) /keys (See Keyboard Shortcuts).......coevereveereerenns ]

(15) /mentions (See all your @mentions) ....cueeereeeeees []

(16) /Jorg (See someone’s org chart)......covevereereenenn. ]

(17) /pop (Pop out a chat into a new window) ......... ]

(18) /saved (See your saved liSt) .....ereeeresessssssseenns []

(19) /testcall (Make a test call)...onrencenerenernesenesresssessenes ]

(20) /unread  (See all your unread activity)....... ]

(21) /whatsnew (See what's new in Teams) .......ccmerrerrernes ]

(22) /who (Ask who a question about someone)...... ]

3. Navigation “Move around TEAMS” ..............mmmmmmmmmmmsmmssssssssssssssssssssssssssssssess ]
a) ACHIVILY ottt ssssssssns ]

b) (00 ]

c) Teams & Channels ... ]

d) (O =) s Lo b | oW PPN ]

e) APDPS s ]
Viewing Teams & ChannelS ..o []
Scheduling A Video Conference Meeting ........ccccovvrereririeiene e []
Making Video and Audio CallS ...........c.ccveuveriierieeeeieeeseeeeesees s []
SPEEA DAl .....ceeeviicccee s []
CONEACES. .+ttt ettt ettt ettt et et ettt et et et et et et etee et et e et et es et e e et et eaaee e e enenas []
HISTOTY ..ottt bbbt []
VOTCEMAI ..ottt ettt ettt ettt et et ettt e e et et et ee et et eee e et eeereeeeeees []
GIOUPS ...ttt b bbb bbb bbb bbb bbb []
IN CAll OPLIONS ....cevveeececee ettt ettt et []
1. LOF= 1§ 0 110 1= []
2. TUurn off /0N VIA@O0.....eeerecereeesereesceeeri e ssses s ]
3. TUIN Off /0N AUAIO .ttt sssseas ]
4. SRATING TTAY ..vireeeereererreesesseesessesseesessessessesssssessss s sss s ssssessss s s sssssessnsnes ]
a) Share DESKEOP ....oeeerrrereesreressssssesssesssssessessssssssesssesssssssssessssssssssens ]

b) Share WINAOWS ... sesssssesssssesssssessessenns ]
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c) Share Files.....ssesss s ]

5. Additional OPLIONS ... eaens ]
a) Device SettiNGS. ... —————— ]

b) Enter Full Screen Mode ... ]

c) 5 £0) [N ]

d) TTANSTET ot ]

e) Consult then transfer.... i —————— ]

f) Show background effects........s ]

g) 1374 012 o ]

h) Turn off iNCOMING VIAEO ...cueuveeererereereeeseseeretseesee e ]

TeaM & ChANNEI POSES.........cvcveeieiecieieece ettt en sttt en s erean s []
POSES ..ttt ettt et et ettt et et ettt ettt ettt ettt e et et et et ettt et et et et et et et et et et et e et enas []
1. FOrmatting ... ]
2 F = (o] 010 oV ]
3 EINOJIIS 1ottt ssneenas ]
4 G wevreseeveeesessessessesesessesses s ses sk []
5 N 0 (=) T []
6 N 0 =N 0 1T []
7. o = U< OO |:|
8. OtNET APPS e s s sssssssssssssssssnsas ]
Y T=T 4T T []
DS ettt ettt ettt ettt ettt ettt ettt et et et et ee s []
o T []
T LS ettt ettt ettt ettt ettt ettt et ettt ettt et ettt er e []
WKLottt r et ne e reeteene e re e e []
Adding Tabs t0 ChANNEL ..........ccvivivieieceeeeeeee et []
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