


Microsoft Teams Guide book

Microsoft Teams

NINN9IBIINA® ADN2LD2BINITNIN

Microsoft Teams LﬂuLLaﬁJmsﬁNmimﬁugﬂLLuusl,miﬁ"ﬁ'aUiﬁﬁwaaqmﬁinﬁﬂu WRZRINTDFUNUINL LG 377
TuAf@e? su1TarinnIIwss e wisiananuruIUIzIR VDO Call Tomud luaawd RRRE IR paltg

suanlsuageilszantnwenabs 1uuwﬁn'm:wu®ﬁdﬁadﬁ‘a@iavlﬂﬁ

e numuauluiin hanaglufiudsanu heFuduaunmn
o muanIneMILETN warmaByidiaLe
o maursiwauazud lalWdnian g fi

(3

° msﬁumﬁagamyluﬁu ﬁa‘ﬁaﬂamﬂuaﬂﬁ 29Ny

JC s I A0k Alicia, Lﬁ‘)”mﬁﬁﬁn;imi

UNUINANNG

Y.

AT Karen, CEO

A Molly, HaamMImInana

1A
LantIayd
Alicia Aauiiia33aLaIBNIRIINIINAA “Contoso Fun Run” izsasuiudasluslua uazvimiaana
muluyignnalulng uazaafegludralszina Gnvssuiiisedaazdasldiunisayai@an Marketing

Manager taz CEO fiat

Wallfiuad Alicia liauwunaguadshunssuanufain neunazinsdaalagradun1inis v

v a o a ¢ A o o = v & A A o '
mammummlugﬂuuuama FIDNIMRTTUTIUIIN UIAMNURABIIIIANIINTANS ®IaRNIIWUAUITHIN
' <& . % ¥ A o o o A
Mydaegn TEnINeL Alicia 3tdadlaIBuL o nININaNY TINnIzUIRNITUTaU Wa TR IWIRNINNIN

mMansnily

Page 1|28



Microsoft Teams Guide book

& o A o o &
”lummﬂzuuzmmﬂuﬂmm"lﬂu

ST TN 1ottt e e e e e e e e e e ee et e e et e et e e 3
BT TOAMIS oo e e, 3
I YT I AT TRTIME oot eeeeee et e e e e e e e e e e e e e e et e e e et e e et e et e e e e e e e et e e e e r e s 9
TN I DAL D IIRYT oo e oo e e e e e e e e e e e e e 9
YT NI RTABINES oottt e et e e e e e e e e e e e e e e et e e e e e ee et e et s e e e ee e e e ee e eneen 9
I TR I T T IR IM ettt e e e e e et e e e e e e e e e e e e e e e e e e e ee et ee et e e e e e e en e 11
n'lmTﬁ"mmsaJszquaauvlaﬁ ......................................................................................................................... 16
LARARUNTTITIN MICTOSOTt TEAMS -voeeoeeeeeeeeeeee oo e e s e s e e e e oo 23
o a A @
I BITI A TN TTUETOT LI N 1o e e e 23
ﬁuﬂﬂnﬂﬁﬂu IIICTOSOTE TEAMIS ... v v e e e e et e e e e e e ee e e e e ee e e e e es e e esees e e eae s e e ere s e e eseeseeseaeeseerene s e 26
YT IE T R IR ¢t e e e e e e e e e e e e e ee e e e e et e e e et ee e e e ee e ee et e e e e e en e 26
2 1 [
N R I T I oo 27
TR PR 27

Page 2|28



Microsoft Teams Guide book

#RINNUNTLT Microsoft 365 Business, Alicia sl,ﬁaa'ﬂun'ﬁmﬁm;ja wazlusluarunsisenloann
MoluuSEn wazdiznnnInidn Realtime lwnssuanumindnels tauldisesaian waziulufiitonilung

{ o Qs v é/
ldsluafidumszdanaslasmslonndn

Aa ') sl o
LINLY LI
Alicia 8131301215913 Microsoft Teams "I,@Tﬁ'amugﬂl,muﬁa NI UUIILTaT nIagu1INn LWL o

fN@BINITUUL Full Feature MLNEILARAAI Microsoft Teams &9 bwtAIBILALT BUNTININWEYINTEL

Apps Install Office
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N Sales Operations Join or create a team
General
Contoso Resellers
Fabrikam h
M400 !

Create a team

Marketing Team see . . .

General

Awards 28" Create team

Campaigns
Events
Products

@ -

General

as9nalnal

Common Forms !

Job Openings

ﬁ Facility Management
General
Chicage
Florida
HQ 1

@ Join or create a team e

(% ' . § { [ ' o &
2. Alicia manTaaanulng wieaniiu w3e Office 365 Group 8% NLABFIIRaUNRINIL
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Create your team

Build a team from scratch % a%'wﬁﬂm.imméuﬁu

s

.r’" Create from ...
An existing Office 365 group ar team

a. Private #1899 Laj”waamjummmLﬁuam%nvlﬁl,ﬁm@ﬁm
b. Public anafis nawmaluuisnaansndiinle uazdum e

a Qs = a Q e U a A‘ .
c. Ore-Wide nanafis nnauluvivn andumndnlufinlaodaludd (daadudng Admin)

What kind of team will this be? —== _ @entszim x
289 Teams
N Private
Peaple need permission ta join
) Public
N Aryane in your org can jain

lunil Alicia \ianiilu Private iWaldaygaauniisidaadhundszgurinu
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Some quick details about your private team X

Tearn narme

Marathon Meeting AR L ©
YADYAVDINN

Descriptian

s dwd Contose Fun Run

QI a A o v 3 v = ¥ cu
4. INURUNTN Molly Laz Karen mmmmm%umlﬁmaaaLﬂul,ﬁn“uaamvlwmuﬂu

Add members to Marathon Meeting

Start typing a name, distribution list, or mail enabled security group to add to vour

tearn, -
Waansnlagnuwa lilnia 12
Start typing a nﬁe ar group winan1znna il
& Mally Clark Ohaner
MOLLYT) Sales Account Manager

ﬂ Karen Berg Member ~
(KAREME) WP Operations and Business Strategy

#Tips — 19128978 NUANITALANAA KDL [T

WPaINNRNTRYTULAS iRNaNTn N le wddndusungnlunuazniiuanndniaan il wdsnauisn
% A A % a A ° Y a °
Leave Group 'lé Waz&1¥130LAY Channel %38 Tabs b awEnFngaiwuaInidIveIiy arTzinue

LINVBINNANNANNT D LT

1% a4 , A & a A o A '
5. 1588313 Channel N1d “Press Release L‘Wﬂﬂq(ﬂﬂizaﬁﬂLﬂU'Jﬂf’]ﬂ']iﬂUﬂulﬁﬂﬂﬂquuﬂaﬂmq?
® Alicia afin “...” Lan “Add channel”
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@

# Remove favorite
General
8t Manage team & 4
_ AWBNWBINWLDNIELIDY
Joh Openings = Add channel )
=Y
© Add member Tagn13LiNal Channel
j Facality Management
€8 Leave the team
General ,
eners & Edit team
Chicago
#  Get link to team
Florida
HQ [ Delete the team
. Marathon Marketing e

General

e uuziihlWiAan “Automatically.....” tW31231% @ Channel 284 Press Release ﬁlzag;ﬁ Favorite 28+

S eVREnal SISAEY

Create a channel for "Marathon Marketing" team
Channel name

Press Release (@)

Description (optional)

Help others find the right channel by providing a description

o ¥ A ¥ ¥
unzih idamwanzazladsngwsin

Automatically favorite this channel for the whole team

Teams a9 nanlniia

® {5
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Fabrikam .
Marathon Marketing > Press Release # -
M400 '
Conversations  Files Wiki +
a Marketing Team ]
General
Awards
Campaigns
Events
Products Y.
- ! |
General N\ 7
Job Openings
} Fadlity Management
e Let's get the conversation started
Chicago Try @mentioning the people you want to particpate in this channel
Florida 154y
Ha ' & Alicia Thomber set this channel to be automatically shown in the channels list.

Marathon Marketing

General

Press Release

Start a new conversation. Type @ to mention someane.

#Tips - Channel Aaocls
Channel A8 miLLﬂaﬁaaauﬂmﬁﬁ'@Lﬁmag;mU’Lé}”ﬁuLﬁmﬁ'uﬁﬂﬁmsamm"l,&i%qﬂﬁ;ﬂﬂs:mﬁlﬁmﬁu

' v o A A v @
ﬁquqﬁﬂLLU\ﬂLﬂuﬁquﬂaﬂausLﬂ, LN “59Iﬂ5\‘]ﬂ’]'§vl@“,°ﬁuﬂu

~

#Tips — l251uv/as i Show (9%

1381373 Teams %38 Channel U3 WINIIN Lﬁalﬁmvl,&im}@m‘muﬂm 13717 Show 9l Teams %38

Channel 'l& i

Contoso #02
9 “o*  Show

%4 Business Development

mw XliN

General ey Manage team
Knowledge Share B Add channel
Opportunities &' Add member
Pipeline R Leave the team
1 hidden channel ¢ Edit team

& Getlink to team

New York #03
Delete the

Hidden teams ‘ 1§an “...” uazldan Show S1RILUEAI Teams “38 Channel
o X1050 L hT eoe { [ . [ 1
sunch feam — nlFwiias 9 viatdan Hide winlilalruiias 9
General ‘

Ta

h

Design
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Alicia #8431 7278 LNBATIINTUFINTUINY Press Release 1N 9 Tu8IA17L51 AU Molly LAz Karen 158

Fndudaslinigesdnfaensnsiasin

nmsallwantanans

1. 158A&N File iNavinmsaUlnaatanans

wviarauivin Iivigaine iy 2 riess ner

Sales Operations
Conversations  Files Wiki +
—

General

..
Contoso Resellers l" Press Release
Fabrikam

M400

n Marketing Team

General

ﬂ MNewe Upload &£ Getlink + Add coud storage

111113 Upload tana1sanluwiadas

Awards

Campaigns

Products

"
General
Common Forms '
Job Openings
Marathon Marketing

General

Press Release

2. mauﬁ‘lﬂﬁw%aﬂ’ﬁ'l,u Channel 184 Press Release

Conversations  Files  Wiki —+ "2
i Press Release

] New Upload  ° Getlink - Add doud storage @ Open in SharePoint

v Type Name Madified = Modified by Size 9]

ﬂl Press Release - Contoso Fun Run.doc 6m ago Alicia Thomber 78.87 KB

M3TkAnRaNY
3. Alicia dasaaananane lddjiu uazaslinng Tudians asuduluslunsdszguu Press

Release

® |§an Meeting Uaz Schedule a meeting
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< > Today =
All day events (0)

Daily Touch Point Meeting
Karen Berg

[ Schedule a meeting

AT RARNNELADN Schedule a meeting

° ﬁ‘i’ﬂ@m'mﬁf@mmUnnfué'amsﬁﬂm waztdan Schedule
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New meeting

Title o Select a channel to meet in

Press Release Meeting Marathon Marketing / Press Release
Location Irvite people
Microsoft Teams Meeting hnwte someone
Start End Repeat Organizer
o 10:00 AM 11:00 AM & Alicia Thomber

aliciat@CIES644443. OnMicrosoft.com

Free: Mo suggestions found @ Scheduling assistant
Repeat Starts Ends Attendees
Weekly o N Feb 2, 2019 Mar 8, 2019 ‘a Karen Berg %

3 Ti
Every 1 week(s), On Su Mo We Th Fr Sa a Mally Clark »
Details
B 7 U T A A = = L ”n Paragraph
Type details for this new meeting o

This is a Microsoft Tearns online meeting, Everyone can -
join online, Close Schedule

1) \8an Channel Waz Teams ﬁﬁ@%mﬁmiﬁi:‘gu

2) L%ryl,ﬁam"mmmﬁmizqu FTUVEATIIRAUINININ S L4l
3) AIMISH-AN uasaatnlannsin Repeat

4) lﬁsfivmne] S9mIAasla fnuanIdu LLa:Qﬂéuqﬂ

5) ‘ldﬂﬂazlﬁ'mlﬁamﬂﬁﬂszﬂgu

L] ﬂi’mglu Conversation b Channel ﬁi:‘i_gvl’j”

Conversations  Files  Wiki  Meeting Notes (2 +

* Alicia Thomber set this channel to be automatically shown in the channels list,

%

Alicia Thomber 7:25 AM
Scheduled a meeting

ing
¢ @10:00 AM until 3/8/19

MIARNUITINNG

dauflisaaznautiu Alicia lasauanaliUss Molly uaz Karen Tinaiageutanans fawiuwisil
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1. Alicia WAinfa Molly uaz Karen lagltin3asnany ‘@’ Lazaualude

Suggestions

Karen Berg

- karenb@CIES644443.0nMicrosoft.com
Molly Clark
rnollyc@CIES644443.OnMicrosoft.com

&y Get bots

FUMIUEILEsARauana sl agss FiTaunlum Karen Berg @

Contoso Fun Run.docx

2. Karen @32380U Activity Alert az3ng0 Alicia lavimsufingazasian iiasasuanutismnie

| 1dan Activity Alert
- _4_ g > Press Release # -

Conversations  Files Meeting Notes @ wiki +

W Alicia Thombes set this channel ta be sutomatically shown in the channels list

. ?‘ ' Alicia added you to Marathan
]

7a
e Marketing Alicia Thomber
% Scheduled a meeting

« Reply

Alicia Thomber 745
FuMUTuesARauNA W B TlowAlw Karen Berg Mally Clark

3. Molly ldaennlit Alicia t@3sanunuunn 39lAiaela Alicia @28 Gif Image
® @aan Reply

® 380 GIF LazAuKIF11 “Strong”
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strong| Q

X" Alicia Thomber 7:2
» Scheduled a meet

Press Rele:

Occurs ever

« Reply

X" | Alicia Thomber 7:4
\: ’ FTUNIUEILETIARA

| o This mess

Reply

A ¢ O

Powered By Giphy View Terms
Start a new conversaton. 1ype \@ 1o menton someone.

v ¢ © @ Gma -

9‘\ Alicia Thomber 7:46 AM e
b unuhuesIARauanamniaus iawnlw

ollapse all

B [ Colapseal §500 has been deleted. Undo

& Molly Clark 753 AM
c) v

. LA 3 [l . = R (2
4. Alicia maunaumammauqm W% Sticker ﬂjﬁﬁ']&l']iﬂiﬁ‘llaﬂ']']uvlaﬂ
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w
6 Molly Clark 7:55 Popular

Office Drama oﬂauﬂmq"]

o
A

Meme

Designers

Devs

Legal

Teamsquatch

LR Uy P8

Bummer Bert

Ay ¢ © [ B - CatslnSuits

MI Word Art
Start a new conversation: 1ype @ To menuon someone:

&@@@@@'"

Marathon Marketing > Press Release #

Conversations  Files Meeting Notes &9 wiki  +

N

€% Alicia Thomber 7:56 AM
¥e

5. Molly ldunziih aeluwenans

® afn7iLlanaNT wazidan Conversation LNalRANNARVBILONRNTH
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ma Press Release - Contoso Fun Run.docx

0 This message has been deieted. Undo

7:53 AM

Press Release
Contoso Fun Run

Establishing the Contoso Brand

Search or type a command

" Alicia Thomber

Alicia Thomber
A ez Files Organization Activity +

Suggested

§  Alan Steiner

e Allie Bellew

CIE Administrator
'. Christa Geller
0 Dan Jump

yl David So

é‘ Diane Prescott

® Molly 33lnm1 Alicia 1iNaafune
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AumrieraniFd
?; Alicia Thomber « o o

meawnn  Md  owehs  Ases + ¢
—

23:08
szennaglnu

Adalus
Alicia Thomber

¥ 1 6
nsdsamsdsznuaanlal
lwgiudann Ujfinun Outlook 183 Alicia uiaidawinlnafislamilszguiios Press Release fiu Molly uaz

Karen
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2 Reminder(s) — X

7] Press Release Meeting
10:00 PM Saturday, February 9, 2019
Marathon Marketing f Press Release

ory Sales Meeting

Dismiss
Click Snooze to be reminded in:

S minutes before start

Snooze Dismmiss &l

1. Alicia Lazv)nABAAN Join Meeting 91n%11 Outlook

(=] 5

- Mecting

Fil:  [POCPRM ocet  FormatTed  Re Help

- ]

E’fj x = @ v 7?72 X & | Bsowns [Brentative
1S Scheduling Assistant b €

Swed Delete o . Meeting | Accept Tentative Decline Propose New Respond

Close 7 i Tracking - Notes - - -

Reminder 15 minutes
Time - -

Actions Showr Meeting... Respond Options
@ Fiease respona,

Organizer  Marathon Marketing

Subject |Fvais Release Meeting

Location | Marathon Marketing / Press Release

Starttime | Sat 2/9/2019 [ 100 em - ‘ All day eyent
Endtime | Sat2//2019 [E 1030em v‘

Join Microsoft Teams Meeting e

+1872-813-0592 United States, Chicago (Toll)

Conference ID: 862 909 17#

Local nurrbers | Reset PIN | Leam mare about Teams

%38 Teams
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Press Release Meeting

Saturday, February 9, 2019 Organizer
10:00 PM - 10:30 PM (30 minutes) @ A Thombier

Marathon Marketing / Press Release $¢ Organizer

n n Berg

Molly Clark

Marathon Marketing
Unknowr

Join Microsoft Teams Meeting
+1872-813-0592 United States, Chicago (Toll)

Conference ID: 862 909 17#

This is  Microsoft Teams online meeting, Everyone can join online. Close

adn Join Now

Choose your audio and video settings

¢y

L\
|
-

Join now

2. nnﬂwfﬂ”ﬁ'mﬂizquﬁu WIDUAWLRZLRLS RINFBINTLTINWIA L0 LﬁmLL@iﬂﬁﬂ"LaﬂauiﬁIamugﬂm
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Meeting in “Press Release”

3. Alicia wrsni9e wiaunulnsensns

[

Meeting in "Press Release” 18:47

w5 Desktop
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Window PowerPoint

No files available

Microsoft Teams

Screen #2

azinngnihaaiuay

(L0 () Microsoft Office Home EI ® (1) PressRelease M X [Io= KA = a X
< O @ A teams.microsoft.com a e ¥ T

Microsoft Teams

mg Press Release Contoso Fun Run_edit.docx

Press Release
Contoso Fun Run

Establishing the Contoso Brand

This documen contains a high level summary of Contoso’s Soctal Media Strategles developed as
2 part of the lang-term marketing plan.

4. Alicia ¥n13Uu#n Video 'izmnm'iﬂs:qu

7% Start video with blur

i Keypad
© Start recording

A4 Tumn off incoming video

Molly Clark %

5. %243 Molly atjuanaawile 158331435 “Blur Background” ¥l laiiuaninuiadaunisuan

Page 20|28



Microsoft Teams Guide book

7% Start video with blur
# Keypad
(© Start recording

(7 Turn off incoming video

ess -

Molly Clark %

6. zwinmiszgw Alicia dasnmshitansnsit wily 1ﬁL§UU§QﬂS$%i70Ui:‘]§M 29188n “Edit in Teams”

. Start conversation Close

@i cditin Teams

@3 Editin Word

m§ Edit in Word Online

7. Karen uaz Molly anansaud ta'lénufl wuy Real-Time

2 other people are here

Select someone's name to go where
they are editing

@ Karen Berg
On page 3

@ Molly Clark
On page 2

4 = & & 1y & o
8. Lﬁamiﬂsxqmma}au uaztang i uwluy Final a2 Alicia %\1 Publish Laﬂﬁ’ﬁ“ﬂuLﬂuaﬂ%ud Tabs 1%

Channel 289 Press Release wWatiuguinazldana i
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@i Press Release

(R Open # Getlink [ Makethisatab  Download [ Delete (3 Move [y Copy =b Rename B Open in SharePoint X

~ Type Name Modified = Modified by Size D

Press Release Contoso Fun Run_edit. doox Alicia Thomber

ﬂi Press Release Contoso Fun Run.docx 1h ago Alicia Thomber i; Edit in Teams

@8 Openin Word Online
ﬂi Open in Word

(s 53 Open in SharePoint
E Move

O Copy

4 Download
U

Delete

=} Rename

& Getlink

9 5 Make this a tab

Yngidudn Tabs Uurrwsn

Marathon Marketing > Press Release * - FriEE

Conversations ~ Files Wiki Meeting Notes CED Press Release Contoso FunRu... »  + g 0 -

mg Press Release Contoso Fun Run_edit.docx ¢ .

#Tips — Uselpmiasn13ly Tabs

. % & Y Av o o o ,
Tabs T4 Microsoft Teams azayqalinuaasilaniidas jauwusnugliou lao Tabs azutadu
2 szinnidla Static Tabs 9214 Tabs lww1zyAAaLT Tabs dwiunisaalia laflidasusildnatia
X A ' = { o o & a
uaz Configurable Tabs fia Tabs Midusunilivas Channel tadasmIusastays wiaikan

aaanmsranwluiiy

9. latszguaiuiuuiany Alicia 39 Stop Recording 3dlasznitemaszn azifinlu Conversation
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&%  Alicia Thomber 12:35 PM

&. .
®® Scheduled a meeting
u Press Release Meeting
Sunday, February 10, 2019 @ 1:00 PM

Collapse all

@«  Meeting started a o <
' I
® Recording: Meeting < b

Recorded by: Alicia Thomb.. (D) &N %538 Microsoft Streams

17m 55s

o
<« Reply ?-la\’ Teams %% e]

LLazmmingﬁau%é'avlﬁmu Microsoft Stream

. - IE——S—S—S—S———
[

o® o0Q [ Wt Onkoe

B O

[~ o .
LABAALNIT LTI Microsoft Teams

[ - ] o
LR1YDINAN ﬂ’]iﬂ‘i’]ﬂt‘iadiﬂﬂ’]\‘l
. & L a aTA A A o 2
ey Microsoft Teams HisazWLIANT Ao Team Owners W&z Members G4N19 IT VaIUSHNILIA

Y = a o a a A &
Lfd’mam&lg}ua:mﬂuﬂumﬂ@mma I@]ﬂﬁﬂ'ﬂﬂﬂli'ﬂiqum(ﬂdﬂaiﬂ%

® Edit Team Name/Description: t371284fiNaN15auA lwTafin 1uaztdoa waztdfuudssianvesfia

W% 91N Private 1w public LIwaw%
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Edit "Marathon Marketing" team

Collaborate closely with a group of people inside your organization based on project, initiative, or
common interest. Watch a quick overview

Team name

Marathon Marketing

Description

Marathon Marketing

Privacy

Private - Only team owners can add members %

Private - Only team owners can add members

Public - Anyone in your organization can join

® Manage Teams: li1vasfinaansaRunsaaazandnlufinle lasadnfi “Manage Teams”

WY Marathon Marketing # -- Prvate
"4] Marathon Marketing

Members  Pending Requests  Channels  Settings  Apps

'
a a

Search for members Q LNNENID N < Add member
Owners(1)

Name Title Location Role
?.; Alicia Thomber Chief Financial Officer Owner v/
Members and guests (2)

Name Title Location Role

6 Molly Clark Sales Account Manager Member v X

‘3 Karen Berg VP Operations and Business Strat... Member v X

HANINUBRINIINIANTT Channel Meluiuvasanadlwlyluuwinisdeinn

Marathon Marketing * -- P
Marathon Marketing

MM

Members  Pending Requests ~ Channels  Settings  Apps

Search for channels Q
Active (2)
Name Description Auto-favorite Last activity
General vee
* Press Release 1h ago e

Deleted (0)
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nsaarnnulufiy U 8I1N1I0F319 Team code sl,vi”u‘ﬂﬂauanﬁummimﬁﬁwﬁa o'l INDINITA

ANRUNUIAI

Marathon Marketing # -

MM :
Marathon Marketing

Members  Pending Requests  Channels  Settings Apps

Team picture Add a team picture

Member permissions Enable channel creation, adding apps, and more

Guest permissions Enable channel creation

@mentions Choose whao can use @team and @channel mentions

Team code Share this code so people can join the team directly - you won't get join requests

yxrf18s

.1 Fullscreen 1O Reset i Remove [y Copy

Note: Guests won't be able to join with a team code

Fun stuff Allow emoji, memes, GIFs, or stickers

miasen Apps mulu Mauanalild Apps laldtine

Marathon Marketing * - Private

MM )
Marathon Marketing

Members  Pending Requests ~ Channels  Settings  Apps

Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or add a tab in a team channel. 8 More apps

Name Description

. Forms Easily create surveys, quizzes, and polls. TDT
ﬁ OneNote Use OneNote notebooks to collaborate on digital content and share it with your team. @
Planner Planner makes it easy for your team to stay organized, assign tasks, and keep track of your progress. Create a new plan so you can st... TDT
E SharePoint Add a SharePoint page or list. Lists can be edited. Pages are read only in Teams. @
Stream Share and collaborate with Microsoft Stream, the intelligent video service in Office 365. @

® Delete Teams: mnﬁmmmﬁnﬁagamﬂﬁmu Teams 813130 Delete Teams laviuf
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Awmnnasls Microsoft Teams

N3L397% Microsoft Teams 4189 Command box Nagduunaa 3 3 inaiaNsioUszraanal lauin

U 9

1) 1% Command box tadumn&alu Teams liddnzdutaninu yaas uruuus wialWd

press release

Q. Search for press release

Press Release
Marathon Marketing

U SR A A e 4 E A
2) 15 vasarihednile asnanits 1w WU “Ycall” wasUiURIIATI fﬂzmmﬂmmqﬂﬂam:q

Jcall 2 Person ° X
Alan Steiner
(ALANS) VP Corporate Marketing

Allie Bellew
(ALLIEB) Marketing Manager

Amy Alberts
(AMYA) VP Human Resources

Anne Weiler t
(ANNEW) Manufacturing Lead

3) 7@ \Wem3aaTanIY 131 RUW @Molly LazaueIadaaAINN Na Enter L3NAZRANTOEITOANNES

a‘i v e A
yaART lanu

6 Molly Clark  Hello

NMIAIANEINA
LRINITDAIANFEIUAD LTU MILFAINAVEI Teams, qﬂmtﬁﬁlﬁ%awia #wIaUTuMBwas Teams 'l

1N Settings
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@ Available
[ Saved

Settings X
£33 General Theme
& Privacy = =
L) Notifications s
€ Devices
Default Dark High contrast
Application

Auto-start application
(O Open application in background

On close, keep the application running

Register Teams as the chat app for Office (requires restarting Office
applications)

<]

Language
Restart application to apply language settings.
App language determines the date and time format.

English (United States) v

Keyboard language overrides keyboard shorteuts.

English (United States) v

TFrmerwanIsnin

o o o . o & = @ 'V a o
E*T’]%iﬂﬂ’]il‘lid’muuﬁu’hsﬂIWu Microsoft Teams 38337U%4 iOS LAz Android ‘Ddﬂ']il“ﬁd’]%vlumﬂdﬂuwﬂﬂ

W0 FINIINANULIRAA LaN https://teams.microsoft.com/downloads

fNIDANBWNNLAN Microsoft Teams on Mobile b1 http:/bit.ly/TeamsOnMobile

ARGD

o 1A dy o v v o a & €
nnEaslugleil ldinaansnlinssunun uszmahonwduiiunsenans uazdszgueanlad
ldanafiden unvalidasusuaoululdlusunsuang nvisdayasunun tanans usziadasladadingg v
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IRz INFLLNINTB anmmagaaglu*nmﬂmvlmaana'mq@aanvlﬂ sa9T8fAadaIuiy nialuusunas

Page 27|28


https://teams.microsoft.com/downloads
http://bit.ly/TeamsOnMobile

Microsoft Teams Guide book

Tanusinlalatng tou rudunguuasunun wia Virtual Team TundazlasInis aoIAaLAzLTS AN UL

s'am’mmaaqm

Move around Teams

Use these buttons to switch
between Activity Feed, Chat,
your Teams, Meetings & Files.

L—e

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.

Find persenal apps
Click to find and manage
your personal apps.

Add apps
Launch the Store to browse
«or search apps you can add
to Teams.

Every team has channels Start a new chat Add tabs Use the command box Manage profile settings
Click one to see the files and Launch a one-on-one Highlight apps, services, Search for specific items or Change app settings,
conversations about that or small group and files at the top of a people, take quick actions, change your pic, or

topic, department, or project. conversation. channel. and launch apps. download the mobile app.

#% Mark 8 Project Team > Research and Develppment * - ‘ Lynne Rebbins

Comersatons s Plamner Power i+ ({e—
. & Available
E g Enrico Cattaneo

Manage your team & settings
Add or remove members,

o, Create anew channel, or o ot

o

Keyboard shortcuts

sEia bl e g e Check for pdates
B viteam! Thise 1777 Please use this team site for doc repostony. ™

Joad the mobile app.

discussions, ar

o Fimanca - Add files
Let people view a file or Sign out
work on it together.

=t - ( Jrys— b
Here are the design proposals for the ffark 8 copter.

Your message is attached

@——————————— 10 a specific conversation.

i oloway .
oo e Te ‘i 1 am having sa much fun vith the protatype. Check out this overhead view of my house.
Compose a message
Type and format it here. Add a
file, emaji, GIF, or sticker to
liven it up!

Find the team you're
looking for, join with a code,
or make one of your own.

windasnsansiutdnlunsltiu Microsoft Teams ananIadnsn laf “End user training for Microsoft

Teams (https://docs.microsoft.com/en-us/microsoftteams/enduser-training)”
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