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Lesson 2

USING OTHER COMMUNICATION TOOLS



Lesson 2: Using Other Communication Tools

In this lesson, you will learn how to:

* Use chat
* Manage meetings and files



Topic A: Using Chat (Part 1)

In this topic, you will learn how to:

e Start achat

* Reply to and continue a chat
 Add other users to a chat

* Use chat message features



Topic 3-A

Starting a Chat

To start a chat, click the New Chat icon from
anywhere in Teams:

B <« [ General (Seattle Office) |+ ~ - O X
R O B httpsy/teams.microsaft.com/_#, b ¥= AT
Favorites ﬂ Seattle Office > General - Public | No classification

Bl seseofice

Conversations Files Wiki +
General

Events

Welcome to the team!

More

Here are some things to get going...

©

| Add more people I | Create more channels | | Open the FAQ

O John Smith has added Jane Gibson to the team.

John Smith Vesterday 2:40 PM LECE!
Welcome to Microsoft Teams and the General channel!

« Reply

Start a new conversation. Type @ to mention someone.

aet

& Add team b @ O @ B S B




Starting a Chat

e The Chaticon from the i m—
sidebar will be selected ol

 Enter a name or group in
the To field

* You will see a menu with

suggestions to complete this
field

* Click the correct suggestion




Starting a Chat

* Any message history will appear in the main window
* Type your message in the compose box
* Notice the icon in the corner of the user’s profile icon

Hello!




Topic 3-A

Starting a Chat

Once your message is complete, press “Enter” or click
the arrow to send it:

B & | & Jane Gibson | Microsoft < | + v — [} X

<& o O I & httpsy//teams.microseft.com/ #/conversations/19:82bf6406-¢

Recent H
. Jane Gibson o o

T-Bot 314

i

@ Accessibility support for Micresoft... Conversation Files Organization Activity T
Jane Gibson 4720

© Hello! Jane Gibson 4/20/17 9:44 PM

@  Hello!

Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. '

2 O0B B ® - %
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Replying to a Chat Message

g e _

* When you receive a chat

Faverites 3 . .
- Seattle Office > General - Public ' No dlassification
B sesteoffice
e - Conversations  Files  Wiki +
T DTN U1 USITLTU LGS MIGIAT Y NS G LY,
-— Events
John Smith
’ - Event Planning Committee  +o+ = ©  Please take a moment to review our new branding guidelines.
Marketing Plan.pdf
[} [ ] [}
t t .
u p I I O I I C a I O I I a I I a a g e Jane Gibson Vesteraay 430 PI
o | Here's the sgends for next week's conference.
° ms Conference Agenda.docx
Bl John Smith has created channel Events. Remove favorite.
Today
° John Smith 10:03 &
A o' The conversation about Section 1in Sample Page has begun.
; I ‘ a I Section 1in Sample Page
© Reply
B John Smith changed channel name from WDX 2025 Conference to Events. John Smith
Hi Jane! | just wanted to
o o L o _
confirm we are still meeting...
. Start a new conversation. Type @ to mention someone.
. € Reply
25 Addteam A GO @B G

right to the message
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Replying to a Chat Message

* |f the message disappears
efore you can click on it,

open Chat and click the

bolded item (which indicates

it is new)

You can now view the
message and reply using the

compose box

Sl ft e —

T-Bot «

Conversation Help FAQ  Videos What's new

T-Bot 314

& i you know we have a mobile ap 8 You ask T-Bot may be used to improve its response over time and are subject to the Mi

t

@ Hi, I'm T-Bot! I'm here to help you use Microsoft Teams. Just ask me 2 question like “How
do | send a private message?” or type some keywords like “follow channel”

To help you get the most out of Microsoft Teams, | may send you some helpful tips and
tricks. Click here for more info on how to control the messages | send you

What can | help you with today?

Did you know we have a mobile app? It's a gr

when you're on the go! Just click "Downl

get started.

Download

ype your questions here

YO @B - B

5 John Smith ’ °

John Smith 1108 PM
© Hilanel | just wanted to confim we. Conversation Files  Organization  Activity
e have a mabile ap. 4720/17 944 PM

Hello!

Today

Last read

John Smith 1:08 P

©  HiJane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

fiype 2 nev message

A OB B & - B




Topic 3-A

Continuing a Chat

 To continue a chat, click the Chat icon from the
sidebar and click the user’s name

* You will see your chat history and can create a new
message

B a ‘ @ Jane Gibson | Microsoft > | + - a X

&< - 0O @ & htips//teamsmicrosoftcom/_#/conversations/18:62

© S T R TS
. Jane Gibson o o

Conversation Files Organization  Activity 1

Jane Gibson 111 PM
© Yes, we are. The s in Roo.

@ T-Bot
& Accessibility support for Micro!

Jane Gibson 4/20/17 %:44 PV
©  Hello!

Today

1:08 PM
Hi Jane! I just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Jane Gibson 1:11 PM
©  Yes, we are. The meeting is in Room 401 of the Johnson Building. See you thent

fype a new message

PR B>




Topic 3-A

Adding Other Users to the Chat

* Click the “Add people” icon in the top right corner
of the chat window

e Enter the user’s name and click “Add”

(=) | [ Jane Gibson | Microsoft X | 4+

< - O @ & hitpsy//teams.microsoft.com;

(=) | [ Jane Gibson | Microsoft X | 4+

&< - O @ £ hiips://teams.microsoft.com/ #/c

Search or type a command

£ Search or type a command
Recent

. Jane Gibson < o o %
Jane Gibson 1:11 PM

@ Ves, we are. The meeting is in Roo.

Recent

. Jane Gibson %

Jane Gibson 1:11 PM

Conversation  Files Organization  Activity =+ © Ves, we are. The meeting is in Roo.

T-Bot 3/14

Accessibility suppert for Microsoft...

Conversation Files Organization  Activity —+ Add

T-Bot 314

Accessibility support for Microsoft...

Jane Gibson  4/2(
& Hello!

Armando Tyler X |

T,

Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1

Jane Gibson  4/20/1
@ Hello!

Today

1.08 PM

1:08 PM
Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Jane Gibson 1:11 PM Jane Gibson 1:11 BN
& Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

@  Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!
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Adding Other Users to the Chat

* A new message window will be created

* You can now create and send your message as
usual

+2 | @ Armando and Juliet| Mi X | + _ o X
&« = 0O m B hitps://teamsmicrosoftcom/_#/conversations/19:preview-83008805-5181-deSe-abTe-bbd898195d1 f7ctx=chat T = 1 e

2 SN R0CTIETE —
Recent Armando, ©Juliet @
2 participants

Armande and Juliet
Draft

Conversation  Files

Jane Gibson 111 PM
Ves, we are. The meeting s in Roo.

@ T-Bot 314
1 Accessibility support for Microsoft.

You're starting a new conversation

Type your first message below.

Type a new message

A 0@ B E B




Topic 3-A

Using Chat Message Features

* You can work with chat messages in the same way
as channel messages

* You can like a message, save it, or click the ellipses
for more options

B 4a ‘ @ Jane Gibson | Microsoft 3¢ | 4+ s = O x
e % O fﬁ) D https://teams.microsoft.com/_#/conversations/19:82bf6406-ce75-45a8-ad4b-e27b8372bb7a_fb3c0575-d5ff-435d-81e4-0c ';3‘7 ‘;“E ﬁv \Q
- E—TT
Jane Gibson o0
+
Hello!
@ 0O
llllll o
& Edit
i‘ lete
@




Topic B: Using Chat (Part 2)

In this topic, you will learn how to:

* Schedule a meeting from a chat message
» Start video and audio calls

* Use the tabs in the Chat window

* Manage chats



Topic 3-B

cheduling a Meeting from a Chat Message

° 1e (o

”icon

New meeting” window will open

a ‘ [ Jane Gibson | Microsoft X ‘ + v

& > O @ 6O

‘teams.microsoftcom/ #

Search or type a command

Recent

Jane Gibson 111 PM
Yes, we are. The meeting is in Roo.

-Bot

@

bty support for Microsoft

Jane Gibson & o o

Conversation Files Organization Activity

Jane Gibson 4
Hello!

Today

1.08PM

Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1

Jane Gibson 111 BV

Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

Type a new message

A;@@@@%

To schedule a meeting from within a chat message,
ick the “Schedule meeting

a ‘ [ Jane Gibson | Microsoft X ‘ + v

&< - O @w ) hiips//teams.microsoftcom;

4 Search o type a command

fecent New meeting
Jane
e
T-Bc
10 Acce
Location

Microsoft Teams Meeting

~
Start End Repeat [ |

Mar 15,2018 130PM Mar 15,2018 2:00PM
Free: © Scheduling assistant
Time Zone

(UTC-04:00) Atlantic Standard Time

Details

B 7 Uw A M

= £ Paragraph

Type details for this new meeting

B¢ W e e

Select a channel to meetin

None (optional) v

Ivite people

Invite someone

Organizer

John Smith
jsmith@acmes

ets.onmicrosofteom
Attendees

Jane Gibson X

Close edule a meeting

vat1l &




Topic 3-B

Scheduling a Meeting from a Chat Message

e Enter the details and
* Meeting will createc
e (Click “Close”

click “Schedule a meeting”

in the confirmation dialog

B & | G sane Gibson | Microsoft X | & v

&~ = O 0 & hitps//teams.microsoft.com/ #,

Search or type a command

feeent New meeting
Jane
Ve,
Title
TBC preparation for Legal and Executive Touchpoint
. reparation for Legal and Executive Touchpoin
Location
Microsoft Teams Meeting v
Start End Repeat []
Mar 16, 2018 11:30 AM Mar 16, 2018 12:00 PM

Free: No suggestions found © Scheduling assistant

Time Zone
(UTC-07:00) US Mountain Standard Time v
Details

B 7 U ¥ A i = i £ | Pusgmphv

Booking seme time to prep for our meeting with Legal

hitps://teams.microsoft.com/_ EAE A

Select a channel to meetin

None (optional) v

Invite people
Invite someone

Organizer .
o Jatl. &

John Smith
jsmith@acmewidgets.onmicrosoft.com
Attendees

Jane Gibson %
Unknown

B & | G sane Gibson | Microsoft X | & v

&~ = O 0 & hitps//teams.microsoft.com/ #,

Search or type a command

fecent @“ Jane Gibson
@ Jane
e,
Preparation for Legal and Executive Touchpoint
T-Bc
Acce
Friday. March 16, 2018 Organizer
3:30 PM - 4:00 PM (30 minutes) . John Smith
Microsoft Teams Meeting Organizer
Jane Gibson

X Cancel meeting

Booking seme time to prep for our meeting with Legal

Join Microsoft Teams Meeting

Leam more about Teams

Type a new message

2N CHTNE

a0

vat1. &




Topic 3-B

Starting Audio or Video Calls

* Click either Call button at the top of the chat
window

* The call will be placed

B <& @ JaneGibson | Microsoft X | 4+ W — [m] X B 4 @ 9) MicosoftTeams X | + W — [m] X
& — O & a8 teams.microsoft.com ¥ = L oe - & — O & a8 teams.microsoft.com ¥ = 4 e
Recent g &
w . =
Jane Gibson Call with Jane Gibson
Jane Gibson 111PM y et P
s R Ry SR Conversation  Files  Organization  Activity 1 i
@ Bot 3114
bty suppert for Microsoft. Jane Gibson 4720,
Hello!
Today
1:08 PM
Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &
Jane Gibson 1:11 I

Yes, we are. The meeting is in Room 401 of the Johnsan Building. See you then!

Calling
Jane Gibson




Starting Audio or Video Calls

* The recipient will see a notification
* They can accept the call as video or audio

* When the call is complete, either user can click the
red icon to hang up.




Topic 3-B

Starting Audio or Video Calls

Call history will be shown in the message window:

ecent » John Smith . o

A7, John Smith 131 PM
UO Call ended Conversation  Files Organization  Activity +
™, T-Bot 314
& Did you know we have a mobile ap... 4/20/17 9:44 PM

Hello!

Today

John Smith

®  Hilane!l just wanted to confirm we are still meeting with the legal team tomorrow at 1. /&

1:11 PM
Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

Call missed  1:29 PM

<)

Callended 22m 1:31PM

e

Type a new message

A & © @ B B e =2




Topic 3-B

Overview of Chat Tabs

As in channels, use the Conversation tab to send and
view chat messages:

= | @5 ¢) Jane Gibson |Micre X | 4+ W

— X
& = O o 8 htips:/teams.micrasoft.com/ # 15/19:82 e = 1 e
Recent . Jane Gibson v o o
Jane Gibson 131PM

© Calended | Conversation Files Organization  Activity| +

: 314
sibilty support for Microsoft...

Jane Gibson 4
©  Hello!

Today

1:08 PM

Hi Jane! | just wanted to confirm we are still meeting with the legal team tomorrow at 1. &

Jane Gibson  1:11 PM
©  Yes, we are. The meeting is in Room 401 of the Johnson Building. See you then!

'ype a new message

R S




Managing Chats

To manage your chat history, move your mouse over
the appropriate entry in the contextual task pane

(while the Chat icon is selected from the sidebar) and
click the ellipses:

| | @ 49 Jane Gibson | Micre | + v

& — O ) B https://teams.microsoft.com/ #/people.activity/19:82bf6406-ce75-45a8-ad4b-e27b3372bb7a_fb3c0575-d5ff-435d-81e4-0 jf{ f‘ f

Q0®




Topic C: Managing Meetings

In this topic, you will learn how to:

e Use the Calendar tab
* Use Agenda View
* Schedule, edit, join, and cancel meetings



Topic 3-B

Using the Calendar Tab

Click the Calendar icon in the sidebar:

B a ‘ @ Events (Seattle Office] | X | + = [} ®
“ = O m & hitpsy//teams.microsoft.com/_#/conv g = 7L =
& SEAC A _
Favorites E Seattle Office > Events & - Public  No classification
' Seattle Office
- Conversations  Files Wiki 1
Genera —
Events
e More
]
Meetings .
 Rde
A 4
Let's get the conversation started
Try @mentioning the pecple you want to participate in this channel
=l John Smith changed channel name from WDX 2025 Conference to Events.
Start a new conversation. Type @ to mention someone.
& Add team A & O @ & G B




Topic 3-B

Using the Calendar Tab

ou will see the Calendar window:

B S | i Stetus Update (Meeting | +

< - 0O @

11am

12pm

2pm

3pm

4pm Status Update

Spm

edule a meeting

&) hitps:/teams.microsoftcom/ #

ar’mee

MkADYVmMMNzZIhYWFILTE4N]EtNDI2

¥ili0 SNTHZTZKNOB

Search or type a command

Status Update

Crganizer

Thursday, March 15, 2018
4:00 PM - 4:30 PM (30 minutes)
Seattle Office / General

You are the organizer.

" John Smith
W Crganizer

Attendees

Seattle Office
Unknown

X Cancel meeting

Join Microsoft Teams Meeting

Learn more about Teams

This is a Microsoft Teams online meeting. Everyone can join online.




Topic 3-B

Using Agenda View

Agenda View can be accessed using the icon in the
top right of the Meetings task pane:

B a | 5 Status Update (Meeting ‘ + v

A O £ httpsy//teams.microsoft.com/ TIZTZKNQB * ‘:5 ﬂ_\' B 000

dy  Status Update

MkADVMNZIhYWFILTE:

Organizer
12pm Thursday, March 15, 2018
4:00 PM - 4:30 PM (30 minutes) A7 John Smith
Seattle Office / General WY Organizer
Attendees
1pm
Seattle Office
Unknown
Vou are the organizer.
Zpm )
X Cancel meeting
2pm

PP Status Update

Seattle Office Join Microsoft Teams Meeting

Learn more about Teams

Spm

Bpm

This is a Microsoft Teams online meeting. Everyone can join online.

Schedule a meeting




Topic 3-B

sing Agenda View

* This view focuses on upcoming meetings
* Click the Day View icon in the top right to toggle

back to the default view

Meetings

a8 ‘ [ Status Update (Meeting X | 4+ v

< - 0 @

Agenda

Today
Status Update
400 pm - 430 pm
B seattle Office / General

Tomorrow

Preparation for Legal a...
230 pm - 400 pmi Join
B Microsoft Teams Meeting

Saturday 3/17

All day events

Sunday 3/18

All day eve:

Monday 3/19

No upcoming meetings.

) httpsy//teams.microsoftcom/

Search or type a command

Status Update

Thursday, March 15, 2018
4:00 PM - 4:30 PM (30 minutes)
Seattle Office / General

Chat with participants

You are the organizer.

X Cancel meeting

Join Microsoft Teams Meeting

Learn more about Teams

This is a Micrasoft Teams online meeting. Everyone can join online.

Organizer

John Smith

& Organizer

Attendees

Seattle Office
Unknown




Topic 3-B

Scheduling a Meeting

To schedule a new meeting from the Calendar tab,
click the “Schedule a meeting” button in the task

pane:

B a ‘ ¢ Status Update (Meeting X | +

< > O m OHm

=/ /teams.microsoft.com/_# AAMKADVmMNzIhYWFILTEAN

[EA Search or type a command

{ > Tomorrow =

All day events (@) Status Update

Organizer

12pm Thursday, March 15, 2018
4:00 PM - 4:30 PM (30 minutes) n
Seattle Office / General

1pm . Attendees
Chat with participants
Seattle Office

John Smith

W& Organizer

Unknown
Vou are the organizer.
2pm
X Cancel meeting
3pm
Preparation for Legal and Execu..
Microsoft Teams Meeting
4pm
Join Microsoft Teams Meeting
Learn more about Teams
Spm
6pm

meeting




Topic 3-B

Scheduling a Meeting

The “New meeting” dialog will open:

B 4a ‘ @ Status Update (Meeting ‘ 4+ v

€ >0 a an

Hub (Favorites, reading list, history, and downloads)

* E= L e o

=://teams.microsoft.com/ #

T .
C 2T New meeting

Title Select a channel to meet in

MNone (optional)
12pm o 2
. Smith
Location Invite peaple nizer
9 Microsoft Teams Meeting ~ Invite someone o

Ipm

Start End Repeat D Organizer tle Office

Mar 15, 2018 3:30 PM Mar 15, 2018 4:00 PM A7 John Smith |
2pm . jsmith@acmewidgets.cnmicrosoftcom
@ Scheduling assistante

Time Zone

o e (UTC-04:00) Atlantic Standard Time ~
Pr Details
M
4pm B I Q v ﬂ M= = 00 Paragraph
Type details for this new meeting

Spm
6pm

Close Schedule a meeting




Topic 3-B

Scheduling a Meeting

Here is a sample dialog:

B & | i Stetus Update (Meeting % |—|— o

&< - O @

12pm

Ipm

Zpm

3pm

4pm

Spm

Bpm

{ > To

All day eve

=7

& b

‘teams.microsoft.com, -

A Search or type a command

New meeting

Title:

Performance Check-Up

Location

Microsoft Teams Meeting

Start End

Mar 21, 2018 10:00 AM Mar 21, 2018

Free: Mar 21 10:00 - 10:30am, %30 - 10:00am, 10:30 - 11:00am ...
Time Zone

(UTC-04:00) Atlantic Standard Time

Details

Repeat D

10:30 AM

O Scheduling assistant

B 7 U v A & = = & Paragraph

Time for our quarterly performance check-in. Please review my comments on

RateMe before our meeting.

This is a Microsoft Teams online meeting. Everyone can join
online.

M

Select a channel to meetin

None {optional)

Invite people

Invite someone

Organizer

John Smith

Smith

nizer

tle Office

own

jsmith@acmewidgets.cnmicroseft.com

Attendees

Jane Gibso
Unknown

Close

n X

Schedule a meeting
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cheduling a Meeting

= | @5 status Update

< > 0O @

e (Click “Close” to continue

* The meeting will be added
to the calendar of everyone
attending it

< > Today

All day ever -

12pm

pm

2pm

fpm

(Meeting x ‘+ ~

=]

‘teams.micrasoft.com,

Search or type a command

Chmbiim | limAdmbn

Performance Check-Up

Wednesday, March 21, 2018
10:00 AM - 10:30 AM (30 minutes)
Microsoft Teams Meeting

X Cancel meeting

Time for our quarterly performance check-in. Please review my comments on RateMe
before our meeting.

Join Microsoft Teams Meeting

Learn more about Teams

This is a Microsoft Teams online meeting. Everyone can join online.

Organizer

John Smith
Organizer

Attendees

Jane Gibson

1 Smith
nizer

tle Office
own
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Editing a Meeting

To edit a meeting, locate it in the calendar and click
on it. This will display its details in the window on
the right:

= ‘ @ Performance Check-Up X | + - [m] X

< - 0O m £ httpsy/teams microsoft.com) #

= e e _

AMKADVMNZIhYWFiL

< Wednesday 3/21

Allday cvents (1) Performance Check-Up
8am
Organizer
Wednesday, March 21, 2018
9am 10:00 AM - 10:30 AM (30 minutes) ) John Smith
Microsoft Teams Meeting Organizer

Mestings

Attendees
Chat with participa
[T Performance Check-Up i

Jane Gibson

Microsoft Teams Meeting

Unknown
You are the organizer.

X Cancel meeting

1lam
Time for our quarterly performance check-in. Please review my comments on
RateMe before our meeting,
12pm
Tom
Join Microsoft Teams Meeting
Learn more about Teams
2pm
3pm

edule a meeti
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Editing a Meeting

 Click “Edit” in the window
on the right

* The meeting dialog box
will open

 Make your changes and
click Update, or, click
“Close” to cancel the
process

<5 | @5 Performance Check-Up X | 4+

&« - O @

Msstings

11am

12pm

1pm

2pm

3pm

< Wednesday 3/21

SOWS Periormance Check-Up
oft Teams Meeting.

hedule a meeting

B https

Wednesday, March 21, 2018
10:00 AM - 10:30 AM (30 minutes)
Microsoft Teams Meeting

Chat with partici

You are the organizer.

X Cancel meeting

g SEENCTEOCIET —

y events (1) Performance Check-Up

Organizer

John Smith

| Organizer

Attendees

Jane Gibson
Unknown

Time fer our quarterly performance check-in. Please review my comments on

RateMe before our meeting

Join Microsoft Teams Meeting

Leam mare about Teams

&« - O @

<5 | @5 Performance Check-Up X | 4+

) httpsy//teams.microsoft.com,

L S S AT

< >w

All day ever

11am

12pm

1pm

2om

2pm

Private meeting

Title Invite people
Performance Check-Up Invite someone

Location Organizer
Microsoft Teams Meeting ~ A7, John Smith

jsmith@acme:

Start End Repeat []
Mar 21, 2018 1000 AM Mar 21, 2018 1030 AM Attendzes
Jane Gibson
Free: Mar 219:30 - 10:00am, 10:30 - 11:00am, 9:00 - %:30am @ Scheduling assistant Tentative
Details.
B /7 U T A A = [E £ | parsgphv

Time for our quarterly performance check-in. Please review my comments on
RateMe before our meeting.

Join Microsoft Teams Meeting

Learn more about Teams

Close Cancel meeting Update

Smith

nizer
dgets.onmicrosoft.com

Gibson
X own




Joining a Meeting

* When it is time to join the
meeting, it should be
automatically displayed in
the left side of the Meetings
window

* Ensure your webcam or
microphone is connected
and configured, and click Join




Joining a Meeting

* You will then be placed in
the meeting

John Smith

nnnnnnnnnn

* When the meeting is
finished, click the red icon to
hang up and leave

rrrrrrrrrrrr
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= ‘ i Performance Check-Up X ‘+ ~ - o X

& > O @ Ban

‘teams.microsoft.com/ #/c:

Search or type a command

Cancelling a Meeting

Wednesday 3/21 =
foy events (1) Performance Check-Up
Tam
Organizer
Wednesday, March 21, 2018
10:00 AM - 10:30 AM (30 minutes) @M, John Smith
8am Microsoft Teams Meeting @ Organizer
Attendees
° ° Chat with participants
oo Jane Gibson
. Unknown
You are the organizer.
B cancel meeting
PSS b formance Check-Up: @
Microsoft Teams Meeting
° ° Time for sur quarterly performance check-in. Please review my comments on
RateMe before our meeting.
12pm
) [ ) Join Microsoft Teams Meeting
Learn more about Teams
1pm
2pm
Edit
[ ] [ ]
I I : ( E - : E -~ E E I I - E 7 Schedule 2 meeting
= ‘ i Performance Check-Up X ‘+ ~ - o X
: (o | T E | 1 T E E : I W ’)
. & > U @m B httpsy//teams.microsoft.com;_#/c: m ! n !
I C ( a C I g g Search or type a command

{ > Wednesday 3/21

. Al oy events (1) Performance Check-Up
Tam
Organizer
‘Wednesday, March 21, 2018
10:00 AM - 10:30 AM (30 minutes) ° John Smith
8am Microsoft Teams Meeting Organizer
Attendees
o e Jane Gibson
=" Unknown

Are you sure you want to cancel this meeting?

Performance Che:

oft

Tam

12pm
Join Microsoft Teams Meeting
Learn more about Teams

1pm

2pm




Topic D: Managing Files in Teams

In this topic, you will learn how to:

* Use the Files tab in Teams
* View and manage files from different sources
 Add and manage cloud storage



Topic 3-D

Using the Files Tab in Teams

Click the Files icon in the sidebar to begin:

=] @‘ﬁ General (Seattle Office) X | +

< > 0O @

Favorites

n Seattle Office

General

Events

Mare

%" Add team

E| https://teams.microsoft.com/_#

19:41ae;

Search or type a command

Public | No classification

H Seattle Office > General -

Conversations  Files Wiki
——

Jane Gibson day 4:30 PM
Here's the agenda for next week's conference.

= nference Agenda.docx

« Reply

B John Smith has created channel Events, Remove favorite,
Yesterday

i 1 John Smith Yesterday 10:08 AM
X 4 The conversation about Section 1 in Sample Page has begun.

E;‘ Section 1 in Sample Page

« Reply
= John Smith changed channel name from WDX 2025 Conference to Events.

John Smith Vesterday 3:18 PM
Scheduled a meeting

H Status Update

Thursday, March 15, 2018 @ 3:45 PM

Ot Status Update ended: 3m 3s @@

« Reply

Start a new conversation. Type @ to mention someone.

A ¢ @ @ B G o B




Topic 3-D

Viewing Files

* Click any file to view it

* [t will then open in Teams

B a ‘ 5 Files | Microsoft Teams 3 | 4+ = o X
< = O o & httpsy/teams.microsoft.com/ =/my/file-aggregate W = L &
3 SeRreh or e commen
Views » e -
|| Microsoft Teams

(O Recent

@ Microsoft Teams Type Name Modified v Location O

Cloud storage

] Marketing Project Plan.xlsx 314 Jsites/SeattleOffice71/Shared..
& OneDrive
% Dropbox Conference Agenda.docx /sites/SeattleOffice71/Shared...

Marketing Plan.pdf 3/14

Jsites/SeattleOffice71/Shared...

| kﬁ|m DOCK File viewer | Micn % | 4+ =

< - 0O m £ httpsy/ teamsmicrosofteam, #/

Search or type a command

m; Conference Agenda.docx

Conference Agenda

7:00 pmto 9:00 pm |Reg|strati0n and Reception

7:30 amto 8:00 am Continental Breakfast

Opening Ceremonies

Keynote Addresses:

Name, Company 1

Name, Company 2

10:00 amto 10:30 am |Break

10:30 amto 12:00 pm |Presentation: Sales and Marketing

8:00 amto 10:00 am

Lunch
12:00 pmto 1:30 pm | Keynote Address:

B PacEioF1




Topic 3-D

Managing Files

Click the ellipses next to a file’s name to see options
for managing it:

LS| ‘ 5 Files | Microsoft Teams < ‘ 4+ v

e % O @ E| https://teams.microsoft.com/ #/my/f

ll e Rl commend

Views e -
_ || Microsoft Teams
(O Recent
" Microsoft Teams Type Mame Modified Location ]

Cloud storage

[sites/SeattleOffice71/Shared...

Conference Agenda.docx

& OneDrive
% Dropbox uﬂ Marketing Project Plan.xlsx 3/14 fsites/SeattleQ ﬂii Edit in Teams
ﬂg Open in Word Online
Marketing Plan.pdf 3/14 [sites/Seattled
ﬂg Open in Word
i Download

& Getlink




Adding and Managing Cloud Storage

We learned how to add cloud storage when working
with the Files tab in a channel. The same command is

available in the Files window:

ddddddddd




Adding and Managing Cloud Storage

* To sign out of a connected service, move your
mouse over the account name, click the ellipses,
and click “Sign out

* |t will be removed from the list, and will need to be
reconnected to be used again

Type  MName  Medified = Location




Summary

In this lesson, you learned about some of the
communication tools in Teams outside of channels.
You should now be comfortable using chat, managing

meetings, and managing files.



Review Questions

1. What s required to start a video call?

2. What file sources are displayed in the Files tab of
Teams?

3. What is the easiest way to start a new chat?

4. How do you cancel a meeting?

5. True or False: Chats are restricted to only two
people.
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