Create a digital workspace tailored to your team.

Teams on the go? Use the mobile app!
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What's included in this guide

« About Teams

» Key benefits

« When should | use Teams?

 How to use Teams on your computer

* How to use Teams on your mobile device —iOS

 How to use Teams on your mobile device —Android
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Welcome to Teams

In a nutshell, Teams is a
digital workspace that
allows you to bring your
colleagues, files,
conversations and
various applications into
one digital space — and
you can take it
anywhere with you
because there’s a

mobile app!
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Leadership Team > Sales #

- N ’ Conversations  Files  Inventory Excel Spreadsheet  Sales Presentation 1 more
me———
senc

wil Phone = 945 AM
< General

Marketing

Conversations

[ ‘i Daniela Barros

Hey guys, I'm working on the Marketing Initiatives
report now. Here is an early draft, Please review and let
me know if you have any changes

m Marketing Initiatives FY18.ppix

[-' Will Lawson

Thanks Daniela, | get back to you today. I've completed
my initial cost estimates for Q3. Here they are.

ng FY18Q3 Expenses, xisx

Budget G’ Tab conversation has begun

Marketing ‘ rom M Alex

Sales P ‘
@ Alex thanks for flagging - no delay luckily!

Manufacturing

' - L )¢ i ! L
ig Hi all - | would like to get some quick feedback on the new website p
Pipeline meeting with the vendor team and need input ASAP.

Knowledge Share

% Isaiah Langer, | have a lot of ideas already captured. | have st
will paste into the OneNote which we can discuss in our meet
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Teams key benefits

There are many of benefits to using Teams — some will make a bigger difference to some than others; it all depends on your current
working style and the pain points you face. For those of you struggling with Co-op wide-collaboration, lack of availability of meeting
space, having to work on the go or wanting more flexibility to work from home, for example, Teams will make a huge difference to your

day job.

Teams allows you to create a digital workspace so you can work on the go and from any location.
You can integrate other applications into Teams, including useful Office 365 applications such as Planner and OneNote.

Teams allows you to have one-to-one chat too, so you can quickly and easily chat with colleagues rather than sending an email.

DN N NN

Teams allows you to have video meetings — as good as face to face without the need for a meeting room!
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When should | use Teams?

There are lots of examples that will help you to benefit from Teams and bring the people you work with into a digital workspace where

you can collaborate and communicate as a team.

Here are a fewexamples:

v'If you work as part of a team to deliver business-wide objectives, use Teams to keep your colleagues, work, scheduled activities,

team notes and more in one place.
v" Are you delivering a specific project with colleagues from across the business? Use Teams to bring people together from across
Midcounties into one team workspace where you can all connect and collaborate instantly to deliver your project goals.

v" Do you work as part of a wider team that is siloed in structure? Use Teams as your digital workspace to connect and collaborate

with colleagues you don’t get to see often.



CCOp Midcounties

Using Teams:
Computer
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Profile settings

1. Select your initials or profile picture in the top

Change picture

right corner.
Within your Profile settings you can: ® Busy o 7

& Set status messag

2. Set your availability status;

o] Saved
3. Set a status message; —
. i3} Settings
4. View Saved messages; or
5. Access Teams Settings. Zoom - (100%) + O3

Keyboard shortcuts
About b
Check for updates

Download the mobile app

Sign out




Search

To search for messages, people or files, place
your cursor in the Search bar and enter your
keywords. Then press return to see your

results.

You can filter your results by:

2.

3
4.
5

Messages;
People; or
Files.

To apply Search filters, select the filter icon.

INTERNAL CICICICICICICIED

1

Search or type a command

Messages  People  Files

From Type ~ More filters ~
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Activity

1. Select the Activity icon in the top left corner. You % Missed call from Graham 12005

Unknown number

GH
will see your recent activity on Teams displayed.

gw B Missed call from Emma 16/04

nknown number
UnNKNow umoe

Note: the Activity pane provides you with a snapshot
of conversations you're involved in, where your
conversation had been liked or commented on and

when a colleague has @mentioned you.




Files and folders

1. Within your Team, click on the Files tab in the top
navigation pane.

Select New and Folder.

Give your Folder a name and select Create.
Select your folder, then select Upload.

Upload a file through File Explorer.

o o &~ W DN

Select your file and Open.

Note: You can also drag and drop multiple files from
your File Explorer. Select the files in your File Explorer
and drag them to your Teams folder. Drop them in there

and they will upload.

INTERN

AL

General Posts | Files

Wiki

General Posts Files Wiki +

+ New| v 7 Upload

| Word document
| Excel workbook

| PowerPoint presentation

'l
= Sync q

O0000000

Create a Folder

F_nter your folder name

I?H Open

v 1 > OneDrive - The Midcounties Co-operative > MS Teams

Organise ~ New folder

Microsoft Teams

MS Teams

o~

Name

@ Teams documentation

Std
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Putting permission%)n a file

Teams g General Posts Files Wiki +
Permissions are only required when sharing a file with —
someone outside of your Team. Genersl fose M v e— Has access
+ New T Upload 22 Sync @ Copy link 4 Download {- Add cloud storage III Open in SharePoint
1. Navigate to your Teams Files. e % [
2. Select the tick box to the left of your file name. Q_i P 6
3. Select Open in SharePoint.
) . . 12 Share @ Copylink 4 Download [i] Delete 43 Pintotop =D Rename #% Automate N .~
4. Select the ellipses to the right of your file name. Manage ACCess
. D is » General
5. Select Details. FrHmEn 7 e
© [0 Name 4 Modiied Modifed By > Links Giving Access (U Y Sha
. . . . . e _ Team " - share freeel There are o sharing links fior this itermn j

A Details pane will open to the right of your files list. Copy ink o

Manage access a e N y
6. Select Manage access. Soniond o Direct Access © -

Delete

Automate »
From here you can choose to: Rename

Pin ta top
7. Grant access. Move to

Copy to

Alert me

More >
G. Detailz
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Sharing a file link

If you want to share a single file to multiple locations in

_c

Teams Y General Posts Files Wiki +

Teams without uploading a copy every time, get a link to

the file and share that instead. Start a new conversation. Type @ to mention someone. @ Recent p

E# Browse Teams and Channels

2
&‘?@) @ & Cl:d EE} @ W e @ OneDrive

1. Navigate to your Teams Posts. J
Upload from my computer
Type @ to mention someone.
2. Select Attach ¢ beneath the box where you type your message. P TR
3. Select Browse and Channels.
4. Select the file, then select Share a link. T @ General > Team o
Type Name 4 Modified «

v} Teams documentation.docx Yesterday

You can now share a link to your file through a

Team conversation or chat.

Cancell Upload a copy Share a link
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Creating a meeting from Outlook

QFile Home Send/Receive Folder View Help Acrobat @ Tell me what you want to

1. Open Outlook and go into your calendar. E i (S
New New New New Skype | New Teams | Today Next7 Day Work Week Month Schedy
2. Select New Teams Meeting_ Th|S W||| Appointment Meeting ~ Items ~ Meeting Meeting Days Week View]
Mew Skype Meeting | Teams Meeting Go To T Arrange
automatically open a meeting invitation with a <
_ _ . Y May 2020 June 2020 3 <« » 18 -22 May 2020
Teams meeting link. Set your meeting as MO TU WE TH FR SA SU MO TU WE TH FR SA SU
27 28 20 30 1 2 3 12 3 4 5 & 7
required, inviting the necessary attendees and e e e e e HONDAY
11 12 13 14 15 16 17 15 16 17 18 19 20 21 18
save. 19 20 21 22 23 24 22 23 24 25 26 27 28
Note: You cannot create Teams meetings from CemEaEs = o7

shared mailboxes.

Mew Teams
Meeting

Teams Meeting
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Creating a meeting from Teams

1. From the menu select Calendar.
2. On the top right select New meeting. This will
automatically open a meeting invitation with a

Teams meeting link. Set your meeting as

required, inviting the necessary attendees and Q4 Meet now

save.
3. Set your meeting as required and save.
Newmeeting Details  Scheduling Assistant ﬁ—
/  Addtitle
Jan 2020 1500 0 5 ° d
'é' A
%

E B USI Y AM gy LGz EEIne=HB9CcC
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Joining a Teams meeting

If you are using Teams in your browser, you will be

able to join a Teams meeting.

1.

a &~ WD

Select Join Microsoft Teams Meeting from
your calendar invitation.

Turn your web cam (if available) on and off.
Use blur when your video is switched on.
Mute and unmute your audio.

Select Join now.

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Choose your audio and video settings for

Meeting now

Join now

OO



Functionality during a video call

© N o O

Turn your web cam on or off if available.

Mute and unmute your microphone.

You will see the option to display your screen.

However, this option is not available through
the browser. You can use screen sharing
through the desktop application.

Access your keypad, start recording and Turn
off incoming video.

Raise your hand.

Open the meeting chat pane.

Show participants.

End the call.

INTERNAL

OQOO000
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Chat

1. Select the Chat tab.
2. Select the New chat icon.

3. Start typing a colleague’s name and select

Microsoft Teams

them from the pop-up list.

4. Start chat using the functionality outlined in

Conversations.

5. Youcan also call a colleague from within Chat

by selecting the video or phone option. To: Enter name, email, group or tag

°Type a new message

AV C @ W B > @ W o B

%00 -
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Conversations as a Team

© 0 N o O

Start a new conversation.
Format the font.

Set delivery options for the message

Link to a file in Teams, OneDrive or your
computer.

Add an emoiji.

Insert a GIF.

Add a sticker.

Stream

Praise a colleague.

. Wikipedia
11.
12.

Messaging extensions

Send the message.

O000000O0

a Type a new message

L ]

g

You're starting a new conversation

Type your first message below.
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Linking to a file in chat

While in your chat, select the paperclipicon.

1.

2
3.
4

Select OneDrive or Upload from my computer.
Select your file.

Select Share.

When you return to your chat, select the send

icon.

O000000O0

Type a

¢

messdge

© @

& OneDrive

Upload from my computer

o

et
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Adding other applications

1
Teams Y ' General Pposts Files Wi‘

1. Within the Team you want to add an application to,

Your teams
select the plus icon from the menu bar. -
. N a’lf- AEgOg_ClT e
2. Select the application you want to add, eg .
Teams

OneNote.

3. Select your options to add a Notebook, then select |Addatk . B onenote oot X
Turn your favourite apps and files into tabs at the top of the channel ﬁearch Q
Save. e Select a location for your new tab: Paste a OnehNote link

Note: If you're creating a new Notebook, you willhave | o

Library

+ Create Mew Motebook _
[llll] 3 _
+ [ AE903-SO Notebook (Default team notebook)
PDF Planner Power Bl

v [ Text Anywhere

to give it a name before clicking Save. H - - “
Your Notebook will now be added to your Team.

Post to the channel about this tab Back B
—
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Using Teams:
I0S
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14: wil ¥ B
Profile settings |- =™ °°
oflle setting
1. Access your profile by selecting the (4 setstatus messagp
menu in the top left corner. £ Notifications
With your Profile settings you can:
2. Select your availability status. S hat's new
Set a status message. @ o

3
4. Adjust your notification settings.
5

Access Teams Settings.

0 Gl fs %

Activity Chat Teams Calls
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14:00 ! T - 15:10
Search w— wo| gl

People Messages
' COMPANY (25)

1. Tosearch for messages,

people or files, select the

magnifying glass in the top

left corner.
2. Enter a keyword into the

search bar.
To view results for:
3. People;
4. Messages; or iiiiiiiiiﬂ
5. Files; iiELEHLLL

select the appropriate option.

Activity Chat Teams Calls g.
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14:00 a T . 15:23 al T -

= Q

Il
Jo

Teams 85" o3 Feed ~ Y

Activity

1. Select the Activity icon in the
bottom left corner of the screen.

2. The Activity pane provides you
with a snapshot of conversations
you’re involved in, where your
conversation had been liked or
commented on and when a

colleague has @mentioned you.

L & 4 G &8 &

Teams Calls Activity Chat Teams Calls
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Files and folders

< = =
Conversations More Files More
L -
[ plans
[ Tasks

1. Within your Team, click on the Files
tab in the top navigation pane. This
will show all of the files and folders in
that Team.

2. You can also view the conversations

in that particular team.

(¥ MNew conversation




Sharing a file

1. Toshare a copy of a file, select the
ellipses to the right.

2. Select Send a copy.

3. Youwill then be able to send a
copy of that file somewhere else,

for example OneDrive.

INTERNAL
15:39 al T .
< =
Conversations Files More
[ plans
[ Tasks

m Champion monthly Teams call.pptx

o

O000000O0

Champion monthly Teams call.pptx

E] Open

[ Send acopy
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Joining a Teams meeting

1. Select your calendar and the event
you wish to join.

2. Select the meeting link.

Note: You will automatically be taken to

your Teams app and have joined the

call.

3.  You can turn your video, mic and

earpiece on and off.

Join Microsoft Teams Meeting

Show All Notes

Delete Event

. - 15:32 < 72% W -
( 6 Aug Event Details Edit
Calendar ar
Invitees
Alert None

OCICC

L

15:33

Meeting

Hello

Someone in the meeting should let you in

sS00n.

3

O
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Functionality during a video call

1. Turn your camera on or off.

2. Mute and unmute your
microphone.

3. Adjust the volume of the call.

4. Place the call on hold or open dial
pad.

5. Hang up.

6. Open chat.




Conversations as a Team

© N o 0 K W D

Start a new conversation in your
Team.

Reply to a current conversation.
Add an image.

Add a GIF.

Insert an attachment.

@mention someone.

Format the font.

Add your location or praise

someone.

INTERNAL

15:46

<

Conversations Files

==

< Reply a

[& MNew conversat

O

O000000O0

17:06

Conversation

!"‘Q‘

ERTYU

space




Chat

1. Select the Chat tab.

2. Select the New chaticon.

3. Start typing a colleague’s name and select
them from the pop-up list.

4. Start chat using the functionality outlined in
Conversations.

5. You can also call a colleague from within Chat

by selecting the video or phone option.

INTERNAL
17:13 all T
= Q Chat 4
Recent Contacts
Q = 283 &

Activity Chat Teams Calls

O000000O0

17:15

< New Chat

To: Start typing a name or group

Type a new message

B W ¢ @ A U
17:17
< Offline

Conversation
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Using Teams:
Android
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P rOfi Ie Setti ngS ]'.- Q e 0V 4 26%E 15:06 BOWLR - P 4 28%E 1512

Teams e’ EE:Z Q

1. Access your profile by selecting the
menu in the top left corner.
With your Profile settings you can: © Availablee

2. Select your availability status.

E‘ﬁ Set status message
3. Set a status message.

al Notifications
4. Adjust your notification settings. = On
5

Access Teams Settings. Settings

O [&3

What's new

&

More Apps

Q Gl 0t e

Activity Chat Teams Calls




Search

1. Tosearch for messages,
people or files, select the
magnifying glass in the top left
corner.

2. Enter a keyword into the
search bar.

To view results for:

3. People;

4. Messages; or

5. Files

select the appropriate option.

Q

=

Activity

E]

Chat

Teams

&:

Calls

OQOO000

B

e

i 9 4 35% 4 1

Trainind

PEOPLE MESSAGES

N

~
7

a

iy

1 2 3 4 5 & 7 _8
qwertyU|op

COMPANY

Training  Trainings 3

9 0

s df gh j k I

Z X ¢cvb nm{&




Activity

Select the Activity icon in the
bottom left corner of the screen.
The Activity pane provides you
with a snapshot of conversations
you're involved in, where your
conversation had been liked or
commented on and when a

colleague has @mentioned you.

Teams

» W 4 26% & 1506

B @ Q

' R

Teams

OO

BOLRQO - (W 4 37%u 1533
— Feed v Y O\
0o ®
a E &8s &
Activity Chat Teams Calls




Files and folders

1. Within your Team, click on the
Files tab in the top navigation
pane. This will show all of the files
and folders in that Team.

2. Youcan also view the
conversations in that particular

team.

BO WL % -

<_

CHAT

O W 4 39% & 15:39

OO
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Sharing a file

BO L 28 - (W 4 42%U 1552
< =
E] Open
CHAT FILES MORE
1. Toshare a copy of a file, select the ] Coop roll out delivery I? J  Download
ellipses to the right.
P 9 =<: Share
2. Select Share. ,
Coop roll out delivery

3. Youwill then be able to send a

copy of that file somewhere else,

for example OneDrive. * lﬂ G o
Teams OneNote Outlook OneDrive

GO . @ “
Gmail Messages Bluetooth Send with
Files app




Joining a Teams meeting

1. Select the meetings tab.
Select Join.
A notification will pop up asking if you
would like Teams to access your
microphone, select OK.

4. Youcan turn your video or,
microphone on and off.

5. Select Join now.

giffgaff 4G 21:33
é O\ Meetings

TODAY

Internal Catch up
08:30 - 09:00

Microsoft Teams Meeting

O g

Activity Chat Teams

< 29% W

8 JULY

‘ Join
Meetings Calls

ol giffgaff 4G

X

OQOO000

Choose your audio and video

“"Teams" Would Like to
Access the Camera

Please allow Microsoft Teams to
access your camera in order to add
photos to your messages.

o

Video is off

settings

i|

&

Mic is on

Join now 5



Select the Calls icon at the bottom

of the screen.

Then select the Make a call button.

Search for the person you wish to
call in the text box.

When the person’s profile appears
you will be able to call them via
video.

If you don’t wish to video call that
person, you can also call them
normally.

After selecting your call, you may
be asked to grant Teams access to
your camera.

You may also need to grant Teams

access to your microphone.

Making a video call

BOo®Q 4 -

Calls

Qg

Activity

0 9 4 83%H 09:52

Q

o
€03

Eﬂm}if res

(0 W 4 85% W 09:58

o

€~ Make a call

To:

v COMPANY

G $
1 2 3 4 5 L] 7 .3 9 Q
qwer r tyui.ioop

asdf gh j k I

it

M23

Z X ¢ vbnmE

, ©

S

QOO0

Allow Teams to take
pictures and record
video?

10f2 DENY  ALLOW

8, Allow Teams to record
audio?

20f2 DENY ALLOW
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Functionality during a video call

1. Turnyour camera on or off.

2. Mute and unmute your
microphone.

3. Adjust the volume of the call.

4. Place the call on hold or open dial
pad.

5. Hang up.

6. Open chat.
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Conversations as a Team

BOoa& i # BN W4 79%0 1143 BO &4+ g - BW 4 79%0 11:45
- .LE] . < Conversation
=
1. Start a new conversation in your el SILE e

Team.
ca Tab conversation has begun.
Reply to a current conversation.
Add an image.

Add a GIF.

Insert an attachment. " ' '
@mention someone. ‘ ' ‘
8

Format the font.

© N o 0 B~ WD

Add your location or praise 9 Q WERTYU I'
someone. L& _reny A SDFGHUJKIL

# ZXCVBNME

7123 , © .




Chat

1. Select the Chat tab.

2. Select the New chaticon.

3. Start typing a colleague’s name and select
them from the pop-up list.

4. Start chat using the functionality outlined in,

Conversations.

5. You can also call a colleague from within Chat

by selecting the video option.

Al

=]

Activity

Chat

- NV .4 78%0 11:51

000

cJ

Teams

Q

%.

QOOIO0O0

BO Lax i - NO 4 78%0H0 11:53

&~ New chat

To: |Enter name or email address

Type a new message

M @ @2 @ A 130

Calls




