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1 Microsoft Teams: How-To

Microsoft Teams is a communication and collaboration platform that combines persistent chat capabili-
ties, video conferencing, file storage, and integration with many other Office 365 apps. It is an evolu-
tion/integration of SharePoint, Skype for Business and Groups.

This document describes the basics of the system and a detailed user instruction on most common / rele-
vant features.

To put it simply, Teams brings together the best parts of Office 365 in a single tool. You can:
- Share ideas and expertise in private, chat-based conversations.
- Keep all conversations (chat, call, video) in one place.
- Create, upload, store and share files in one place, accessible and editable from your browser.
- Integrate internal or external content & tools.
- Each team comes with a SharePoint site in the background.

A brief introduction to Microsoft Teams is available via a quick reference guide available on the ICT web-
site. You will also find many short tutorials on YouTube, such as this example.

This manual will explain “how to” do the most common tasks in this tool.

1.1 Teams and channels

A Team is a collaboration environment in which group/team of members can collaborate and communi-
cate. Within a Team the owner(s) can create channels for various topics / sub-units, in which focussed
information is exchanged.

The administrative coordinator of each unit is created as the owner of the unit’s team and may add
members and/or channels as desired. Adding members is explained in § 4.1 and channels in § 4.2.
Within each channel, the owner / unit may decide to include various tools as tabs in (e.g. planner, yam-
mer channel, or external tools); see § 4.3.

As a design/governance principle, the least amount of Teams are created per organisational unit. Within
the Team, different groups can be defined as (private) channels as needed.

HOW TO: CREATE A NEW TEAM

Teams include a SharePoint document repository. In order to comply with the EUI data protection, a re-
quest from the (delegated) data controller, or a request from the administrative coordinator with the
DC/DDC in copy must be sent to the ICT Service. See https://www.eui.eu/teams for the request form.

Author: Jot van der Meijden
2 of 25 m Information and Communication Technology Service m EUI


https://www.eui.eu/Documents/ServicesAdmin/ComputingService/MS-Teams-Quick-Reference-Guide.pdf
https://www.eui.eu/Documents/ServicesAdmin/ComputingService/MS-Teams-Quick-Reference-Guide.pdf
https://www.youtube.com/watch?v=jugBQqE_2sM
https://www.eui.eu/teams

1.1.1 Naming convention

Users can be added to various Teams from multiple organisations; therefore, a naming convention is ap-
plied to enable easy sorting and recognition of various Teams. All Teams have a prefix which starts with
EUI followed by a category (Services; Research; Management) and the Service name.

1.1.2 Files

For each team, automatically a SharePoint (cloud) repository is created (see “Files” tab). In order to com-
ply with data privacy regulations for such repositories, a formal request by the HoU is required for creat-
ing a Team. Files in a Team are available online without the need for VPN. Users can work on documents
simultaneously from any operating system (Windows, 10S, Android).

1.2 Chats

Besides the communication and collaboration with the members within a Team, users can initiate chats
and videocalls through the Chat menu. Chats can be one on one or group chat. Within the chat, video
and video conference calls can be made and files can be exchanged.

Group chats can be renamed and as such can be used as an informal means of / alternative to working in
a channel.

NOTE: documents shared through chat / chat groups, are on a user’s personal
OneDrive. As such, the availability of these documents depends on the user’s
account.

In a Team, documents are stored on SharePoint which is not dependent on
specific user accounts.

1.3 Availability of app

Microsoft teams is available for all common operating systems:
- Online in every webbrowser, although voice and video calls are not supported.
- Desktop app for Windows (32/64)
- Desktop/mobile app for 10S
- Mobile app for Android
- Desktop app for Linux (32/64)
Teams is available for all EUI machines®.
Download Microsoft Teams for your operating system here.

LIf not yet installed, open Software Centre: click Start and then Expand the “Microsoft Endpoint Man-
ager” folder and Software Centre. Look for “Microsoft Teams for Desktop” and select, then click the “in-

|’l

stall” button when shown.
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1.4 User account

Anyone with a business or consumer email account, such as Outlook, Gmail, or others can be added as a

member of a Team, or be invited to a video call or chat. An external user (every email address other than

@eui.eu) will always be a ‘Guest’ with limited permissions (guests have full access to team chats, meet-

ings, and files).
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2 Working with Teams (for all users)

Before starting to use Teams, please note the following:

ADVICE 1: Use the desktop or mobile app for using teams. The browser version
usually doesn’t support audio / video.
ADVICE 2: Make sure to install the app and login before joining the first Team

meeting to avoid connection issues (see § 1.3).

2.1 Layout of the screen

The main Teams screen layout is as follows:
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3) Search.Al.conten .

Teams e & Development T Fna)-%-channel tabs ganlsatlon @ Mgm  1Guest oo
= Your teams 0] 5 message nas been deeted Lna
IVIC  CIVICA - research topics - Social Scien...  +++ « Reply 8) Teams
1 o2 =2}-Subseribed: e settings
= (] | This message has been deleted. Undo
D& Ul - Servicay, hxﬁ,‘
Me Geners Tédms <#v 5) Channel contents
9) Channel
BB €U Serices - CT Business Continuity - settings
EU  EUI- Services - Accounting
Hidden teams
K Manage teams
suenvew =G):Adda topic;"coniment, file, videocall,...
&' Join or create a team & A QOB S R @ B
1. Menu: access the various menu’s of the application:

Nouvhs~wnN

- Activity — shows when you were mentioned, missed a call, received a reply to a post

- Chat —shows the history of all people and groups you had contact with

- Teams — Lists all the Teams you’re member of

- Assignments — Lists all the tasks assigned to you

- Calendar — Shows your personal Outlook calendar and lets you schedule Team meetings

- Calls — Lists your recent calls

- Files — Lists your recent files

- ..—Lets you add custom menu options

Subscribed Teams:
Search all content:
Channel tabs:
Channel contents:
Add to channel:
Host organisation:

Team settings:
Channel settings:

shows all Teams you’re member of

search keywords from all files, chats and posts

all panels within the channel

content of the tab

add a discussion, topic, file, call etcetera to the channel

if you are a member of Teams hosted by more than one organisation, the
organisation names appear here in a drop list.

lets you configure the colour scheme and notification preferences

lets you configure which/how many updates you receive from the channel

2.2 Using Teams - general

About posts:

Only the members can edit their own posts.

Team owners can delete posts.

You can praise another person’s post.

You can click the [Meet now] icon from the post to start a call and invite members/externals.

You can add a subject to a post to aid searching for conversations.

NOTE: All posts and chats are persistent, meaning they’re saved (and indexed /
searchable), so there is no need to archive.
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How TO: SET TEAMS PREFERENCES (NOTIFICATIONS, APPEARANCE)

“B Click the Team settings (your icon in the top-right corner) > [Settings]:

Settings
£33 General Theme
& Privacy s
L1 Notifications L]
€ Devices

Default
R Permissions ==
& Calls Layout

Dark

Choose how you want to navigate between teams,

events).

High contrast

Grid

Application

4

M1 O Flaces baen tha an

List

O Auto-start application

(0 Open application in background

Aliration rinmin,

HOW TO: TURN NOTIFICATIONS FROM A CHANNEL ON/OFF (OR: FOLLOW)

From here you can set your page layout and
theme, and most importantly, the notification
preferences (how/when popups are shown on

“® From the selected channel, click [...] in the top-right corner of the window and [Channel notifica-

tions]:

Search for or type a command

Teams i

Your teams

IVIC: CIVICA - research topics - Social Scien..  +
BB EUI - Research - Interdisciplinary clust.. s

& EUI- Services - ICT-ASG
General

Development

EIE EUI - Services - ICT Business Continuity
General

CoVID-19

& Development Posts Files

— Channel notification settings
EUI - Services - ICT-ASG > Development

All new posts

Channel mentions

Notify me each time this channel is mentioned

Notify me every time there is a new post in this channel

Off

Onlyshowinfeed v

Cancel

“B Select to receive posts / mentions from this channel.

How TO: (UN)HIDE TEAMS, LEAVE TEAMS

If the list of Teams you’re member of gets cluttered, you can:

L1 Channel notifications

Pin

&% Hide

R

&

£33 Manage channel
& Get email address
@ Get link to channel
&/  Edit this channel
& Connectors

@l Delete this channel

@ Open in SharePoint

1. Leave the team (the owner will need to add you as a member if you want to rejoin) or

2. Hide the team (you can unhide hidden teams yourself).

“B At team-level click [...] > [Hide] or [Leave the team].

Once you have hidden teams, a group [Hidden teams] appears which you can expand and/or unhide.
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HOW TO: NOTIFY PEERS OF YOUR CONTRIBUTION

When adding a post to a team/channel, you can notify your peers (through the ‘Activity’ menu), by in-
serting the following in your post:

- @<person>: notifies the person

- @<channel>: notifies everyone in the channel

- @<team>: notifies everyone in the team

HOW TO: SEND A POST TO CHANNEL VIA EMAIL

You can add content to a channel discussion by sending an email. If you send an email with attachment,
the attachment will be saved in the ‘Files’ tab for that channel, in a folder “Email Messages” from which
you can collaborate.

“® Click [...] of the channel you want to email to, and [Get email address]:

B8 £ur-services - ICT-ASG D0 OldFiles March 11 Raggi, Valerio
General
D0 Email Messages March 10 SharePoint App
Development
=
\-TM-20-033-COVID19-Cyber-Bu...  Aboutan hourage  Biagiot, Laura
DI EUI- Services - ICT Business Continuity g e oo
S Pin note and =.
Hidden teams
7 Hide £2020-03 Get a link to the channel
i cneoie ttps;//teams microsoft.com/l/channel/ 19%3afce37d2b0c6943ed9d060a15413a6be]
3 Get email address
@ Get link to channel Cancel m
& Edit this channel

) Connectors

[J Delete this channel

“B Use the entire link as an email address to send/forward email from your mail client / Outlook.

(The [Get link to channel] can be used to share a direct link to a channel, e.g. on an intranet page. Only
members can access the channel through a link).

2.3 Using Teams - personalisation

There are several ways in which you can customise the way you work, like the colour scheme or plug-in
apps.

HOw TO: NAVIGATE QUICKLY

You can navigate quickly to various parts of Teams by typing / in the search bar on top of your screen:

Search for or type a command

Teams Y & Development Posts Files + @ Team  1Guest  +e=

M Fhannal antificstinne

Common shortcuts available are:
e /Files — Shows the most recent files shared with you on Teams.
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e /GoTo — Lets you jump straight to a channel

e /Call —Initiates a call with someone else on Teams

e /Help — Delivers assistance via T-bot

e /Saved — Takes you to your saved messages

“B Type / to see other options like setting your status.

How TO: SET YOUR COLOUR SCHEME, SET YOUR ICON

If you prefer a dark background over a light background, or high contrast, you can set the colour scheme.

Teams

Your teams

wIe Fnaca

Search for or type a command

'

nrnnreh bamice Gacial Crinn

& Development Fosts Files +

This message has been deleted. Undo

“® In the top of the screen, click your user icon and [Settings].

(See also: page 7).
“B Click [Settings] for changing the colour scheme.
“B Click [Change picture] to select a picture.

@ Team 1 Guest

NOTE: Changing your picture will affect your icon in all Office365 applications.

How T0: ADD / INTEGRATE YOUR OWN APPS FOR PRODUCTIVITY

Teams allows to integrate various apps, either for all members within a channel as a tab, or your individ-

ual apps you use for productivity, as a menu item on the left menu bar.

“® Click [...] > [More apps] on the menu bar left:

Apps

Search all

Al

Personal apps

Search for or type a command

Browse available apps
Q and services

> Add your favourite app for
yourself or for a team.

op picks
Find an app Q
Trello
mg mg 0 Project management
EduClsss  Edu Staff Help JiraCloug  *ts your team werk more
Notebook  Netebosk ratively and get more done. Trello's
ists, and cards enable you to...
- -
OneNote  Planner Shifts Stream
Zoom
Communication
ssly start, schedule and join Zoom
35 from Microsoft Teams. Meet
Who Wik with flawless video, clear audio, an...
MindMeister
More apps Productivity

cister s 2 professional mind
software that's both versatile and

casy to use, Whether you're a freelancer, ...

Author: Jot van der Meijden
9 of 25 m Information and Communication Technology Service m EUI

& Opsgenie

Flow
Workflow + business manage...

nsuming and repetitive
ating your favourite apps
ith Microsoft Flow.

Cisco Webex Meetings
Communication

The Cisco Webex Meetings integration

meeting or Personal Room meeting to yo..

Smartsheet
Productivity

Send Smartsheet Notifications to a Teams
Channel so everyone has the most updated
information. Add Smartsheet as a channe...

P smartsheet

o aktivlearn plus

e Polly
Communication

Jira Cloud
Project management

Jira Cloud is an issue management tool
o help you plan, track, and
world-class software.

P Calendar BOT
¥\ Communication

The Approved Contact Bot enables
calendar comparison and scheduling

£ ScrumGenius

Azure DevOps

Plan better, code together and ship faster
using Azure DevOps. Search, find work
and collaborate better with your team.

v Yammer
Communication

Bring the power of Yammer to Microsoft
Teams and simplify, optimize, and control
your communication workfiow. Together,..

Jira Server
Project management

Jira Server s an issus management toal
designed to help you plan, track, and
release world-class software.



Here you can find many tools which are available for integration into your Teams app. (Missing tools can-
not be added).

2.4 Using Teams - (video) calls

One of the most relevant reasons for using Teams is to organise calls within your team. You can organise
calls either from the team (invite all members) or for your own group of peers, using ‘named chat
groups’. Team calls are explained in this paragraph, the ‘named chat groups’ are described in § 3.2.

How TO: SCHEDULE A VIDEO CALL (FOR INTERNALS AND EXTERNALS)

“® Go to the [Calendar] menu and click a date/time from your (personal) calendar for which you
want to organise the Team meeting:

& e e m
another try Chd petails  Scheduling Assistant ~ Meeting notes  Whiteboard Send update Close

X Cancel meeting Time zone: (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna Meeting options Tracking

B Van Der Meijden, Jot
Organiser

+ Optional

w Jotvan der Meijden
Unknown

(=] I 19 Mar 2020 1300 v 19 Mar 2020 13:3' v 30m @  Alday
Colendar

Suggested: No suggestions available,

) Doesnotrepeat v

©  Add location

il
]
I~
c
¢
<
-
%
5:
-
i
i
iii
1]
@
i
-
J
s

“B Add the Title; Invite participants (both internal or external email addresses allowed); (change the
date/time); Make the invitation recurring and/or connect the meeting to a specific channel.

NOTE 1: Instead of adding email addresses, you can also share the link / con-
ference call ID through e.g. a distribution list. This link will appear after saving
(and reopening) the calendar item (see example below).

NOTE 2: only after you have invited one or more participants, will you be able

to attach files to the invitation.

After you have saved the meeting, all participants will receive a ‘normal’ meeting invite including connec-
tion details.
By right-clicking the meeting in their Outlook (or other) calendar, participants can join the call.
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10 of 25 = Information and Communication Technology Service m EUI



NOTE 3: under [Meeting options] (available only after reopening the calendar
item in Teams), you can define:

1. Who may bypass the lobby

2. To show/hide participants from entering/leaving

3. To define who can present/share screen (see below)

HOW TO: ASSIGN PRESENTER OR ATTENDEE ROLES TO PARTICIPANTS

If you do nothing, all participants in a meeting will be normal users with full functionality (screen sharing,
recording, muting others etcetera?). In case you want to limit the extended functionality to the present-
ers only, you have to define who is/are presenters.

This is possible only for scheduled meetings / from the calendar:

Before the meeting

“B Create and save a meeting with invitees as described in the previous step.

“® Open the calendar item (in Teams) and click [Meeting options].
This will open a webpage with various options for this meeting.

YD Select [Who can present?]: everyone; everyone in your organisation (= all EUl members); specific
people (from the list of participants; must be EUl member); or only me.

During the meeting (via calendar invite)
“B Go to the calendar item for the current meeting, and click [Meeting options].
“B Use the dropdown menu for [Who can present?] to select a new presenter.
Everyone who is not a presenter will automatically become an attendee.

During the meeting (via participants list)

“® Click [...] (more options) next to a name in the participants list during the call, and make someone

an attendee or presenter.

How TO: SCHEDULE A TEAMS CALL FROM OUTLOOK

“® In your Outlook calendar menu, click the [New Teams Meeting] icon:

2 A description of all options for different roles can be found here: https://support.microsoft.com/en-us/of-
fice/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfel16e019?ui=en-us&rs=en-us&ad=us

Author: Jot van der Meijden
11 of 25 m Information and Communication Technology Service m EUI


https://support.microsoft.com/en-us/office/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019?ui=en-us&rs=en-us&ad=us

el

Calendar - Jot.VanDerMeijden@EUI.

=

Calendar
Calendar > Groups ~

M O P

E-mail  Share Publish Calen
Calendar Calendar Online = Permiss

L
File Home Send / Receive Folder View Help Acrobat Q) Tell me what you want to do
'_2| . p—h p—h f—h o—h p—h
O B © | @ OB B+
New New  MNew New Skype New Teams Today MNext Day Work Week Month Schedule Open
Appointment Meeting ltems = Meeting Meeting 7 Days Week View
Mew Skype Meeting | Teams Meeting GoTo (] Arrange ]

£

Manage Calendars Share

“® In an existing calendar item, click the [New Teams Meeting] icon:

El

File Appointment Insert Format Text Review Q Tel

m Calendar

Scheduling Assistant

@ ﬁ pi E Show As: DBusy

Help

| O

Untitled - Appointmen|

me what you want to do
HE & Privat [
o0 rivate L:D:J m r/

| High Importance

Delete 5 Forward - Skype Invite :Q- Reminder: |15 minutes . |Recurrence | Categorize Dictate | Meeting | Dynamics
Meeting Attendees - Low Importance - Motes 365
Actions Skype Meeting TTeams Meeting | Attendees Options Tags Voice OneMote

In both cases, the meeting invitation / conference call ID will be included in the calendar item text:

() Vou haven't sent this meeting invitation yet.

= Title

Send Required
Ogional
Start time Tue 16/06/2020 B 120 v| Oandey [ & Timez
End time Tuel6/06/2020  [o] | 1230 ~| 3 MakeRecuniing

Location | Microsoft Teams Mesting

Join Microsoft Teams Meeting

+39 02 0069 9402 Haly, Milano (Toll)

Conference ID: 379 364 43#

Local numbers | Reset PIN | Leam more about Teams | Mesting options

HoOw TO: USE VARIOUS VIDEO CALL OPTIONS

When you join a video call, the following tools are available:

how device settings
how call details

O Enter full-screen

how background effects
i Keypad

@© Start recording

o End meeting

h
Jotvan der Mefjden (Guest) %/ A Turn off incoming video

g

00
€0

From the menu in your video screen (click if this is disappeared) yo

1. Turnvideo on/offn
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2. Turn microphone on/off

3. Share

- Entire desktop
- Open apps on desktop
- Recent presentations
4. More actions Iﬂl
- Show device settings = choose audio input/output and levels
- Blur background or select a background
- Stop the meeting (for everyone)
- Start/stop recording (this option is disabled at this moment).

5. Raise / lower your hand

6. Turn chat panel on/off
&0
7. Turn participants on/off

How TO: UPLOAD A CUSTOM BACKGROUND

“®  In your Windows Explorer, go to
C:/Users/<yourself>/appdata/roaming/Microsoft/teams/backgrounds/uploads
and drop your pictures.

“® On your mac, go to
/users/<username>/Library/Application Support/Microsoft/Teams/Backgrounds/Uploads
and add your pictures.

HOw TO: SHARE A SCREEN OR WHITEBOARD

‘B Click to share your desktop, any open app on your computer, recent PowerPoint files or to
open a whiteboard for free drawing.
“B Click the same button to stop sharing.

(D1l system 2 adi >

Desk o~ owerPoint Browse Nhite »nard

r x

How-to Manual - Micros... 21 Systems 01709 introducing_the_...  Project plan - CIVICA - W...  QRC - Microsoft Teams.p... | QRC - Microsoft Teams.p... ficrosoft Whiteboard

in

HINT: Use a OneNote (application) if you want to brainstorm / collaborate dur-
ing a videoconference instead of the whiteboard.

Author: Jot van der Meijden
13 of 25 = Information and Communication Technology Service m EUI



From the web version of Teams, the share screen button opens this dialogue window, which allows to
select the entire screen, open applications or browser tabs:

Share your screen

teams.microsoft.com wants to share the contents of your screen, Choose what you'd like to share,

Your Entire Screen Application Window Chrome Tab

HOW TO: INVITE ADDITIONAL PARTICIPANTS TO A CALL

During the call, you can add participants who were not invited before, or call invitees.

“® From the participants panel, invite new participants (both internal / external), or call participants
who were already invited:

People X

®

Invite someone or dial a number

- Currently in this meeting (1)

Van Der Meijden, Jot
[® Organiser

- Others invited (1)
. Jotvan der Meijden (Guest)
No response
& Asktojoin

NOTE: only external users who are already registered as a member in any EUI
team can be added to an ongoing call. “Unknown” external users should be
invited to the call in advance.

HOw TO: MANAGE RECORDINGS, RECORDING THUMBNAIL AND SUBTITLES/TRANSCRIPT

A meeting can be recorded and transcripted (closed captioning). The recording of a meeting is saved in a
different Microsoft Office365 app, called Stream; from this app you can download the transcript (and up-
load a corrected version) and set the accessibility of the recording.

NOTE: By default, the recording is available to all participants in the call.

Author: Jot van der Meijden
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“® From the meeting chat, click [...] next to the recording > [Open in Stream].

Gt Mesting ended Thr21min 1216

Meeting I I
Recorded by

“® In Stream, click [...] (more actions) under the video > [Update video details].

You can also access Stream directly via the Office365 (e.g. your webmail or Teams online); in the

top left corner [H] > [All apps =2 ]

Details

Organisation of Teams meetings for committees
Published on 16/04/2020 by S Lmited  0® 0%

1 share [El Addtowatchlist < Like D 33 view settings

& Linked groups/channels
0 Comments O  Add to group/channel
v Trim video

T Replace video

Eb

Delete

1 Download video
Editing "Organisation of Teams meetings for committees” L Download video F Replace video il Delete video
Details Permissions. Options
Name [ Allow everyene in your company to view this video @ People @
Organisation of Teams meetings for committees ‘
Share with © @ on
Description Mygroups v | Search for your groups
Comments @
Create a description for your video, including #hashtags
Viewers & Owner @& Display @& @ on
? doeme—— 2
———— ] Captions &
—— ] J @
Setting a video language enables automatic closed No files have heen added  Upload a caption file
captioning for supported languages. Leam more essss——— [
—— Subtitles
Video Language (O
gusge ee——— No files have been added  Upload a sublitle file
Select a language v o
| —
Thumbnail Jee——
d eee—— ]
. mess———
es———
- M

& share | v

From this screen you can:
- Set the meeting language for automatic transcription (left).
Set the thumbnail for the recording (either a still or an uploaded image).
- Remove access for participants (middle).
- Download the transcription file, and upload a new (edited) version (right).

1 Downloadvideo T Replacevideo  [if Delete video
Options
People @
@ on

Comments ©

@ on

Captions @ Download file
Autogenerate a caption file (0}

Subtitles &

Ne files have been added  Upload a subtitle file

& share [

(The download option becomes available with a delay, after selecting the video language).

2.5 Using Teams - files

Whether you are working in a Team or from a chat (see § 3), you can upload, share and collaborate on

files.

Author: Jot van der Meijden
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HOW TO: CREATE A NEW FILE

You can upload or create new files, which will be stored in your team’s SharePoint document library.

“® Click [+ New] and choose a document type:

Search for or type a command @ - o

& Development Post+ ~
Your teams T Upload @ Copylink L Download -} Add cloud storage @ Open in SharePoint = All Documents

IVIG CIVICA - research topics - Social Scien. Folder

g

Teams

]

D@ EUI - Research - Interdisciplinary clust... Word document

Modified | + Modified By +

) Excel workbook
& EUI - Services - ICT-ASG .
2 @ PowerPoint presentation Van Der Meijden. Jot
General _
Devel t @ Onefote notebook February 4 Van Der Meijden. Jot
evelopmen
B Forms for Excel

D& EUI - Services - ICT Business Continuity
“® Name the document and [Create].
How TO: WORK WITH DOCUMENTS IN DESKTOP APP
A new document or selected document will open in the web editor by default

“® Click [...] in the top right corner if you want to open the document in the normal desktop app:

Search for or type a command

File Home Insert  Layout  References Review  View  Help Q  Tell me what you want to do I3 comments | | =] Conversatio
v Blv & Calibri@ody) vi11 v AT A B I U Zv Av A - SV iEv E E = A Stles~ | O Find v | @ Dictate v @ Openin Deskiop App

Open in Browser

L Download

“® When opening a document, click [...] > [Open] > [Open in <app>]

“ Search for or type a command
Teams T & Development Fosts Files + b
Your teams [ Open v @ Copylink [7] Makethisatab < Download [i] Delete -4 Pintotop =B Rename -+ X 1selected = All Documents

IVIC: CIVICA - research topics - Social Scien..  +
- Development

BB EUI - Research - Interdisciplinary clust...

Name Modified | Modified By
A& EUI- Services - ICT-ASG ICT - ASG_Documents Van Der Meijden, Jot
General .
© @ “myWord documentdocx -.- Open

Development

— Copy link
[ simple data modeljpg Y

EIE EUI - Services - ICT Business Continuity Make this a tab

General
Download

COVID-19 -

Author: Jot van der Meijden
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3 Working in a Chat (for all users)

From the chat menu you can exchange posts with a single user or a group of users.
- All chats in Teams are persistent, meaning that the entire history is saved (as opposed to Skype
for Business).
- If you have a chat with more than one user, you can name the chat as a group.
- When adding people to a group chat later, you can choose what part of the history will be visible
to the new person.
- You can share and collaborate on files within the individual or group chats.

HINT: A named group chat has many similarities with a real Team (work on
files, have group calls).

The big difference is that all files are stored on the owner’s OneDrive account.
The big advantage is that anyone can create such groups ad hoc.

HOW TO: MANAGE YOUR CHATS

“® On your list of chats, click [...] (right to the person/group name) and [Pin] to lock the chat conver-
sation on top.
“® Drag and drop the pinned chats to reorder them.

3.1 Individual chat

HOw TO: START A CHAT WITH SOMEONE

There are two ways to start a chat:
“B Click on any user icon throughout the Teams application to send an instant message (clicking the
icon from a group chat, or from the search bar at the top of your app):

Your teams - T s e hist Viti, Leonardo
a CIVICA - research topics - Social Scien...  «+ Status unknown
& Reply
a

ﬂ EUI - Research - Interdisciplinary clust.

)}

Meeting ended:
@ EUI - Services - ICT-ASG o Reply
General

B Legner, Martin has created channel COVID-19. Hide channel
Development 11 March 202t

[i]}

@ EUI - Services - ICT Business Continuity ~ +++ Meeting started

From the contact details, you can also start a video call or send an email message.

“B Click the [Chat] menu and start a chat with recent contacts, people from your (Skype for Busi-
ness) contact list or by searching for users:

Author: Jot van der Meijden
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e Legner, Martin Chat Files

B Legner, Martin
yep lef’s talk later re. cutcome of

From the chat, you can also start a video call (top left), share files or start a meeting (chat context be-
low).

HOw TO: READ A CHAT MESSAGE ALOUD OR TRANSLATE A CHAT MESSAGE

When working in other applications simultaneously or when dealing with a visual impairment, it can be
useful to have messages read out aloud.

“® Click [...] in the chat message > [Immersive reader]:

= e m

Teams Y D& General Posts Files ASGSharePoint ASG systems Excel —+ ® Team
L -
Your teams - i 1
Van Der Meijden, Jot 23/03 12552 A Srofbrmms
WIC CIVICA - research topics - Social Scien..  +++ If this is fine with you, I'll schedule a new recurring meeting.
[ Delete
« Reply
DB EUI - Services - ICT - ASG &8 Mark as unread
General Consegni, Lorenzo 23/03 12:54 @ Copy link
* fin for me e sl
DB EUI - Services - ICT Business Continuity  +++
< Reply a% Transliate
DB EUI - Services - HR - Recruitment ) Immersive Reader
Horan, Gabrielle 23/03 13:20
oK
D& EUI - Management - Joint Commitea -
< Reply More actions >

Many options are available from the three icons in the top right:

& EUI - Services - ICT - ASG (General) An

Sl
=

n

Van Der Meijden, J-ot at Monday, 23 March 2020

12:52

Translating a chat message uses the same menu as the immersive reader. It only translates foreign lan-
guages to English at this moment.

“® Click [...] in the chat message > [Translate].

Author: Jot van der Meijden
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3.2 (Named) group chat

HoOw TO: CREATE A NAMED GROUP

mot

“¥ From an existing chat, click the ‘add users’ icon [ “” ]to add other people to the chat.

If you add persons from a single person chat, it will create a new group chat.

Legner, Martin 19/03 Cancel

' CO@BE @D QP B

We weren't able to connect. Sign in:and we'll ry again. Sign in

Filter by keyword

Recent

@ BFA Login issue EC 19/03 & Van Der Meijden, Jot added Consegni, Lorenzo and Di Domenico, Valerio to the chat
Consegni, Lorenzo: se vuoi

ASG - Finance domain 19/03 Yesterday 13:54

4 Managing a Team (for owners only)

4.1 Manage members

When a team is setup, the administrative coordinator of the unit is assigned the ‘owner’ role in the
Team. The coordinator can add additional team members and/or assign the owner role to other mem-
bers if she/he wants to delegate the management of the team. External Team members can only be
added as Guest.

- Member: create channels; start and share chats; share channel and chat files; install apps; edit
and delete messages.

- Owner: member + manage members; manage the Team settings and authorisations; add tabs;
delete channels; uninstall apps;

- Guest: create channels (optionally); participate in chats and channels; share files; de-
lete/modify messages.

Author: Jot van der Meijden
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=>» How T0: ADD TEAM MEMBERS

“B Click the three dots [...] at the Team (or channel) level.
“® Choose [Add member] (you can select multiple members to be added, both internal and exter-

- ST m
Teams A & General Posts Files OneNote ASG Shared calendar + w?
Your teams -
+ New * Upload 2 Copylink L Download - Add cloud storage @ Open in SharePoint = All Documents
DI EUI - Services - ICT-ASG
General & Hide

Development

@ Manage team Madified | Modified By
T EUI - Services - ICT Business Contin...

add G_Documents Van Der Meijden. Jot

D@ EUI- Research - Interdisciplinary clust, > Add member

lessa

ote AS Add members to EUI - Services - ICT-ASG

% the team
IVIC CIVICA - research topics - Social Scien...
Z Editteam

& Get link to team

Start typing a name, distribution list or security group to add to your team. You can
also add people outside your organisation as guests by typing their email addresses.

[ Delete the team
M Jot van der Meijden (Guest) % ML Legner, Martin |

@
< Manage tags

Close

' Join or create 3 team &

“® Add the names of the members you want to add and click [Add].
“B In case you want to assign the owner role, click [Member V] and select [Owner].

Add members to EUI - Services - ICT-ASG

Start typing a name, distribution list or security group to add to your team. You can
also add people outside your organisation as guests by typing their email addresses.

Start typing a name or group

ML Legner, Martin

Member v X
(MARTIN.LEGNER) Staff o

Owner

Member

Close

Author: Jot van der Meijden
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HOW TO: INVITE GUESTS AS TEAM MEMBERS

This works similar to adding a normal team member.

“® Make sure to edit the guest’s details into a friendly name by clicking the pencil in the guest’s
email address. If you don’t do this now you’ll have to open a helpdesk ticket to change it later:

e Corey Little (Guest) # X

Edit guest information

Corey Little

How T0: INVITE TEAM MEMBERS (USING A LINK)

If you don’t want to add all individual Team members as described above, you can also generate a link
through which users may request membership. You will still need to approve all memberships.

This feature is especially useful if you don’t know the name of all users in advance, and/or want to invite
a distribution list without adding members who have no interest.

“B Click the three dots [...] at the Team level and [Get link to team]:

& e m

Teams v & Development Posts Files + ®Team  1Guest

our teams

IVIG CIVICA - research topics - Social Scien,

This message has been deleted. Undo

<+ Reply

4 February 2020
DIE EUI - Research - Interdisciplinary clust... - ebruary

This message has been deleted. Undo
D& EUI - Services - ICT-ASG
& Reply

General

2 Hide
Development

{38 Manage team
D@ EUI - Services - ICT Business Continuity

B Add channel
Hidden teams & Add member
& Leave the team
L

@ Get link to team

{J Manage tags

Get a link to the team

@ Delete the team https://teams.microsoft.com/l/team/19%3a56f0833b2cdf40079bb9d 1c7903d10be%

Cancel m

Start a new conversation. Type @ to mention someone.

&' Join or create a team & A @O @B G g R e B

Author: Jot van der Meijden
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“® Distribute this link to whoever may be interested to join the Team.

How TO: CHANGE ROLE / DELETE EXISTING TEAM MEMBERS

“® Click the three dots [...] at the Team (or private channel) level.
“® Choose [Manage Team] (or [Add members] on private channel level):

cA Search for or type a command
Teams Y D& General Posts Files OneNote ASG Shared calendar + P
+ New T Upload Copylink & Download - Add cloud storage @ Open in SharePoint = All Documents
OB EUI - Services - ICT-ASG
General a* F
Development
I 3 Manage team Modified | Modified By
T EUI - Services - ICT Business Contin.
& Add channel SG_Documents Van Der Meijden. Jot
o= y clust. & Add member
Messages 5 days ago SharePoint App
®
wic en.
- ote ASG lanuarv 30 Van Der Meiiden. lot
& et “
Teams e Z .
:I' EUI - Services - ICT-ASG - @ Team
Applications and Systems Group
Your teams

WIC CIVICA - research topics - Social Scien...  +++ Pgndingkequesls Channels ~ Settings  Analytics  Apps

a5 guests.
J& EUI- Services - ICT-ASG
General Search for members Q &' Add member
Development
Owners(2)
TIE EUI - Services - ICT Business Contin... ++-
Name Title Location Tegs Role
I8 EUI - Research - Interdisciplinary clust.
? Van Der Meijden, Jot Staff VP100 Owner v
SJ_ M, SharePoint System Admi.. Owner v/

Members and guests(g)

Name Title Location Togs @ Role
AU Urso, Angdlo o o
JM_ ot van der Meijden (Guest) Guest X

“B Change the role: click [Member V].
(Note: you cannot change the role for a guest / external user).
YD Delete a member from the group: click [X].

4.2 Manage channels

When a Team is created, it contains a General channel which cannot be deleted or renamed. Channels
are used to group topics, projects or organisational units within the Team. Within each channel: files are
shared, posts/discussions collected, and group calls can be scheduled.

All Team members will have access to all ‘standard’ channels. A user may hide channels which are not
relevant. A channel can also be created as a ‘private’ channel. Access to private channels has to be given
to each member of the team who may access.

Author: Jot van der Meijden
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> How TO: ADD A CHANNEL

“B Click the three dots [...] at the Team level.
“B Choose [Add channel]:

& s m

Teams w

EUI - Services - ICT Business Continuity > COVID-19 - @

Channel for gathering steering decisions by management which impact ICT

Your teams

WIC CIVICA - research topics - Social Scien...  ++« Channel settings

D& FUI - Research - Interdisciplinary clust ~ Permissions Set channel moderation preferences

OI& EUI - Services - ICT-ASG E Channel moderation
Off

Ge |
enera & Hide

& Add channel

Add member

Development
Who can start a new post?

@ Everyone can start a new post

DI EUI- Services - ICT Business Continuit
O Everyone except guests can start a new post

Hidden teams

. Leave the team N . .
Create a channel for "EUI - Services - ICT-ASG" team
Edit team
Channel name

Getlink to team Jetters, numbers and spaces are allowed

Q@ N #F

Manage tags

Description (optional)

Eh

Delete the team Help others find the right channel by providing a description

Privacy

Standard — Accessible to everyone on the team v

(O Automatically show this channel in everyone's channel list

Cancel

“B Add the name for the channel, and a description (optionally).
“® Choose to make it private if relevant.
“B Choose if the channel should appear in everyone’s list (if not, it will be hidden).

NOTE: The type of channel (standard or private) cannot be changed after the
channel has been created.

4.3 Manage tabs

Tabs are work spaces within a channel. When a channel is created, it contains a “Posts” and “Files” tab.
The Posts tab, will be a chat / log for this specific group/project/topic. The Files tab, will be a library
within the (SharePoint) document repository of the Team.

You may add tabs to the channel. Tabs can be many external tools or several Microsoft tools. The most
relevant Tabs to add:

- OneNote (or Wiki): a flexible notebook in which unstructured information (and files) on various
subjects and from many sources can be collected and organised. This is your team’s shared note-
book.

- Planner: lets you organise, schedule and assign tasks to members within the team. Can also be
used as a shared calendar.

- Document Library: lets you add an existing SharePoint document repository.

- Post a document for instant collaboration: Excel, PowerPoint, Wiki, Word (or a Stream channel).

Author: Jot van der Meijden
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- Post a document/website for easy sharing of important information: PDF, PowerBI, Website

- Insert a form to collect feedback/input from all members.

How To: ADD A TAB

“B Select a channel for which to add a tab.

B Click [+]:

VIS CIVICA - research topics - Social Scien
D@ EUI - Research - Interdisciplinary clust.

B8 el - Services - ICT-ASG
General

Development

General

CoviD-19

Hidden teams

Search for or type a command

BB EUI - Services - ICT Business Continuity ~ +»»

—
& Development Posts F\Ie

This message has been deleted. Undo

@ Team  1Guest -+

Add a tab

Turn your favourite apps and files into tabs at the top of the channel
More apps

Tabs for your team

” b |
ol Bl X
Excel Forms S

Document
Library

Flanner Power B

Word

PowerPoint  SharePoint  Stream

“B Select the relevant content to add to the channel.

[2¢]
SERETELE

Eearch Q

'-

OneNote PDF

Website Wiki

NOTE: At this point, the non-default tabs have not been enabled because of a
lack of time for a thorough analysis of the feasibility / relevance of making ad-
ditional tabs available.
If you have a need to use one of the ‘more tabs’ please contact the ICT Service.

5 FAQ

Here are a list of common questions and answers:

5.1 Managing calls

How can | prevent others from sharing their

screens?

How can | allow/prevent non-invited people to

enter my meeting?

Author: Jot van der Meijden

Change the participants roles from the calendar

item > [meeting options], see page 11.

Change the meeting options from the calendar

item > [meeting options].
EUI members cannot be excluded from a meeting
for which they have the join link.
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How can | make all participants enter into the
lobby?

How many people can | see on screen simultane-
ously?

5.2 Managing the team
When searching for a member, the name doesn’t
show up

5.3 Working remote

When using remote desktop, | cannot use my
home microphone or camera

5.4 Manage desktop app

Show/hide

Author: Jot van der Meijden

Change the meeting options from the calendar
item > [meeting options].

Change “Who may bypass the lobby” and set to
“Only me”.

A maximum of 3x3 video’s is shown (the last ones
to have spoken).

Type slowly letter by letter, until the results list is
populated. If typed too fast, no results are shown.

You will need to install Teams on your local PC
and use this version instead of the one in remote
desktop.

Your remote desktop is the machine in your office
(print jobs through remote desktop cannot be
sent to home either)
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