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What’s New in Microsoft Teams?

Start a new chat in a new window:
Now you can choose to start a new chat in the new windows instead of Main window.
Here is how you can turn it on:

1. Left-click or tap “Settings & more” (three dots) on the left of your profile picture
2. Left-click or tap “Settings”

3. Scroll down and under “Open new chat in” select “New window”

4., Right-click the Teams icon

5. Left-click or tap “Quit” 1

Now open “Teams” app again and you will have

*  TURNER TIME M...

the new meeting experience. —
2 5@3 Settings
Cast
Zoom —  (100%) -+

Keyboard shortcuts

About >
Check for updates

Download the mobile app

Settings X
isable ardware acceleration (requires restarting Teams
&3 General [ Disable GPU hard leration (requi ing Teams)
Register Teams as the chat app for Office (requires restarting Office
£3 Accounts applications)
)] Privacy (J Enable media logs (diagnostic data for audio, video, and screen sharing)

L) Notifications .
Open new chat in RELLELEELLEES

& Devices @ Main window = O New window =
. O
O] App permissions assmEsmmmEEs Tacks
Language
¢ Accessibilit =
Y Restart to apply languaf 3 'a' Available
Captions and transcripts
App language Mew chat
O Files English (United Stal_ v Cetti
& calls ettings

Keyboard language overrides keyboard shortcuts .
Sign out

AL LT

. .

2 Quit .

u

»

Fnalish (United States) v

w Microsoft Teamns
4= Pin this program to taskbar

Close window
O | w |
4

|

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.



Please consult your IT Resource before taking any actions you are not sure of. 6

QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

What’s New in Microsoft Teams?

Expanded reactions at your fingertips

You're no longer limited on what emoji you use to react to someone's message in Teams. Ex-
press feedback more creatively with over 800 Teams emojis for every situation. Communicate
reactions to celebrate, express your agreement, or emphasize the completion of tasks.

Delete Chats (Chat and collaboration)
Organize and easily remove chat conversations you no longer need without impacting other
participants in the same chat.

Add people to a group chat with @mention

Add new participants to the chat with @mention, removing the need to navigate to the add-
dialog. When adding new participants, you can control how much of the chat history to
share.

Suggested people when creating a new message
Save time looking for the right stakeholders. Using Al, Teams chat will assist you in initiating
new conversations by recommending colleagues based on your previous collaborations.

Enhanced webinar management experience with customized options
Now when you schedule a webinar, you’ll see a new structure and expanded options to cus-
tomize registration details and settings specific to each event.

Send your message later

You can now schedule a message to arrive at a specific time for your recipient. Perfect for
working with international teams. Similar to the delayed delivery option in Outlook, you can
manually select a future date and time for your chat messages to be delivered to an individu-
al.

Right-click the send button to schedule your message.

Filter your activity for unread notifications
Now, when you go to Activity, you can turn the Unread only toggle on to filter out all notifica-
tions except for the ones you haven't read yet.

Upload documents for signing directly from OneDrive for Business

When creating an e-signature request in the Approvals app, you can now upload a document
directly from OneDrive for Business. This allows you to access your documents from any-
where and on any device.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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Why use Microsoft Teams? Because it is THE Time-Saving, Productivity
enhancing HUB for files, conversations, relevant details and meetings.
All in one place, wherever you go.

Microsoft Teams boasts deep and impressive integrations with the rest of
the Microsoft suite:

« Chat privately one-on-one or have instant group conversations. Join meetings with HD
audio and video, all in one place, instead of multiple apps.

« From any conversation (Chat or eMail) you can book a Teams Meeting through Outlook
with the participants.

« From a meeting, you can directly launch a Teams video conference or
conference call with the participants. (replacing Skype for Business/Lync)

« You can see all the files shared within a team/channel.
« The Teams Chat feature have several significant benefits:

o Microsoft Teams supports rich formatting, so you can format your chat messag-
es the same way you would an email.

« You can also bring emails into the conversation right from Outlook.

« The activity feed will keep you posted on all the conversations in which you've
been mentioned, so you can pick up your phone or PC and see what's new. The
little red "@" signs help you quickly scroll to wherever your name is mentioned.

« The Activity Log on the mobile app makes staying up-to-date simple. Notifica-
tions keep you informed of recent changes to conversations you’re involved in
such as @mentions, replies, and likes.

« File Collaboration: Files you share in a channel are stored in your team's SharePoint
folder. Files that you share in a private or group conversation are stored in your
OneDrive for Business for the people in that conversation.

« Many other services are available to be brought into Teams—OneNote, PowerPoint,
Excel, Trello, and many more. With Microsoft 365 Connectors, you can connect your
favorite apps and services. You can access data pulled from Power Bl, Microsoft's data-
dashboard software, straight from the chat interface and assign tasks based on it.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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One place for conversations, meetings, and calls.

Chat privately one-on-one or have instant group conversations. Join meetings with HD audio

and video, all in one place, instead of multiple apps.

Collaborate with integrated Microsoft 365 apps.

Office apps and services that you use every day—Excel, PowerPoint, OneNote, SharePoint, Onedrive , and

Power Bl—are built-in, giving you access to files and tools in one place, so you stay in your workflow.

Documen t
Library

4
X =
=
Excel Forms

Security and compliance.

EE o

OneNote

Planner Power Bl

PowerPoint SharePoint

Teams is integrated into Microsoft 365, which means it features the enterprise-grade securi-

ty and compliance you need.
Tailor your workspace.

Get notifications and content from services you care
about—Trello, GitHub, Adobe Creative Cloud, Survey-
Monkey, and many more.

Make sure you instal

Adobe
Creative...

GitHub

Trello SurveyMonke

the Microsoft Teams app

Desktop

on all your devices!

28 Windows 32-bit

6§ Mac

Mobile
@ ios

# Android

Teams can also be accessed via a web browser or via conference

call Dial-in*) *Must purchase the add-on Microsoft Teams Audio Conferenc-
ing for each user that will be scheduling meetings.
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Microsoft Teams Participants limit

Participants Limit in Video Calls:
For paid users, Microsoft now allows up to 300 members (previously 250) on a

video call. Free users can have video calls with up to 20 members only.

Participants Limit in a Team:
You can add up to 10,000 members in a single team with at most 100 owners per
team. A team can have up to 30 private channels with up to 250 members in

each channel.

Here’s a full list of maximum participants limit that you should know when using
Microsoft Teams.

Feature Maximum number of participants
In a Teams meeting 300
In a video or audio call from chat 20
Private chat 250
Maximum Team size 10000
Owners per team 100
Org-wide Team size 5000
Private channel 250

Microsoft Teams Time limit

Microsoft Teams has different time limits depending on the type of meeting.
These limits do not refer to the length of the video call, instead, when the
meeting will expire. It should be noted, that Microsoft Teams does not mention a
time limit on the length of a call. You can prevent a meeting from expiring by
simply starting a new meeting or updating it.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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Microsoft Teams Time limit... Continued

The chart below explains the expiration date for each type of meeting and the
length by which it can be extended if updated.

Type of Meeting

Time limit for meeting

Microsoft Teams meetings

24 hours

Meet now

8 hours (from start time)

Meeting without end time

60 days (from start time)
Extended time: 60 days

Regular Meeting with end time

60 days (from end time)
Extended time: 60 days

Recurring Meeting without end time

60 days (from start time)
Extended time: 60 days

Recurring Meeting with end time

60 days (from last meeting end time)
Extended time: 60 days

Live event duration

4 hours (16 hours until October 1, 2020)

Microsoft Teams Live events limit

Live events are a great way to engage with your audience. Microsoft Teams al-
lows you to have up to 250 presenters in a single Live event. In the wake of the
COVID19 pandemic, Microsoft has upped its limits for Live events.

Live events can now hold up to 20,000 attendees and last for up to 16 hours.

Live Event feature

Feature Limit

Maximum number of attendees
present in one event

Up to 10000 attendees

Maximum duration of a live event

Up to 4 hours

live events at the same time

Maximum number of concurrent

Up to 15 events

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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Bandwidth requirements

Teams is designed to give the best audio, video, and content sharing experi-
ence regardless of your network conditions. However, when the bandwidth is
insufficient, Teams gives priority audio quality over video quality.

Where bandwidth isn't limited, Teams optimizes media quality, including up
to 1080p video resolution, up to 30fps for video and 15fps for content, and
high-fidelity audio.

The table below describes how Teams uses bandwidth. Teams is always con-
servative on bandwidth utilization and can give HD video quality in under
1.2Mbps. The actual bandwidth consumption in each audio/video call or
meeting will vary based on several factors, such as video layout, video resolu-
tion, and video frames per second. When more bandwidth is available, quality
and usage will increase to deliver the best experience.

Bandwidth (up/down) Scenarios

30 kbps Peer-to-peer audio calling

130 kbps Peer-to-peer audio calling and screen sharing

500 kbps Peer-to-peer quality video calling 360p at 30fps

1.2 Mbps Peer-to-peer HD quality video calling with resolution of HD 720p at 30fps
1.5 Mbps Peer-to-peer HD quality video calling with resolution of HD 1080p at 30fps
500kbps/1Mbps Group Video calling

1TMbps/2Mbps HD Group video calling (540p videos on 1080p screen)

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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6 Microsoft Teams features Zoom doesn't have

Microsoft in particular is trying a bunch of new things in the space. Here are a few
of those features which Zoom doesn’t have:

Built-in meeting notes

Microsoft Teams is built around the idea that it will be your one place for every-
thing, collaboration, team chat, video calls, and even internal documentation. You
can take meeting notes within the same meeting.

2. Persistent chat with rich formatting

Zoom chat is extremely simple: you can quickly type simple text, and, if you click
someone's name, you will accidentally send messages to only that person. Mi-
crosoft Teams' chat for meetings, on the other hand, has more formatting fea-
tures. It has full-blown rich text formatting.

3. Blurred background

Backgrounds are, at this point, an important part of our collective human culture.
They're also a very good way to hide how much of a mess your home is. Naturally,
Microsoft Teams offers custom backgrounds for meetings and with that back-
ground blur feature is also available now.

4. Virtual classroom with your coworkers

Zoom lets you switch between Speaker View and Gallery View: basically, you can
see the person talking right now or see everyone at once. Microsoft Teams has
added another awesome option: Together Mode. Everyone on the call is shown as
though they're sitting next to each other like they sit in physical meetings.

5. Live captions

Microsoft Teams offers real-time captions, meaning you can follow along with the
meeting even if you can't hear. Just turn on the feature, and you'll see the captions
at the bottom of the screen.

6. Included with Microsoft subscription
Zoom is free, but the free version limits meetings to 40 minutes. Microsoft Teams'
free version has no such restrictions for video meetings.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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Three Primary Teams Functions

. Video/Audio/Chat Component (Replaces
Skype

for Business/Lync) Works for anyone (not just

Microsoft 365 users)

. Use the app on Computer, Tablet,
Smartphone

. Join by web browser on Computer, Tablet,
Smartphone

. Ability to add dial in Number — Microsoft
Teams Audio Conferencing

. Record any call. Use Transcription or Close
Captioning.

. File and Information Sharing/Access
. (Network/Shared Drive, SharePoint, Drop-
box, et al) 24/7 Self Service, no help needed
. Not just for files/docs, but ANY information

. Collaboration on Files, Projects, Agreements, et.
. One Place to go for all aspects of a project/

collaboration
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Microsoft Teams: Communication and collaboration is part of the Microsoft 365 suite of

programs/applications. Core capabilities include business messaging, calling, video
meetings, and file sharing. It will eventually be used in place of Skype for business and
much more. Here are some key points to consider:

e How should we think about teams compared to Outlook and Office?
e How /when /why should we move from email to Teams?

e Using files in Teams vs other file shares (Dropbox, et al)

e Integrating Skype for Business, OneDrive, SharePoint, et al

e Some basic workflows that people use for Teams

What does Teams enable us to do?
® Dramatically reduce size of Inbox; no more long threads of e-mail responses.

® Sort all data/information and make it available to everyone in the team.
M Reduce the number and length of meetings.
™ Reduces distractions and interruptions.
@ Allows for time spent on each task to be more focused time.
M Leaves team with a clear understanding of who is responsible for what.
(4 Search or type a command
Your teams TTM YouTube Channel > General - public
@l Pro Membership Conversations  Files  Wiki +

See more

eNewsletter to our Clients

ﬂ Partner Pages

8 MRO Sales Team

& View original email (1 attachment)

E] New comment on How to LockUnlock Screen Rotati... ***

< Reply
Coaching
Stephen Turner via email 4/12 9:36 PM
Most Important Matters To General - TTM YouTube Channel
FW: New comment on "How to Enable/Disable Notifications For Apps (iPad)"
Website Please reply, Irfan.
n RepFabric o Thank you,
>
U8 TTM YouTube Channel See more
General & View original email
< Reply
Ul The Microsoft Teams Channel
May 22, 2019
i@l Tutorials to be Created Lestisad
Irfan Amin 5/22 11:46 PM
(B OneNote Support
List of Video Tutorials - YouTube & Website.xlsx
Coaching
< Reply
Al Tutorials - Priority
Start a new conversation. Type @ to mention someone.
e8" Join or create a team 33 A ¢ © & St e B>
OE @ E % $ D W 0 @ £ HE 0 S 08 % 0O B g % 7 @ dx @ @ S 13sm B
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One place for conversations, meetings and calls.

Teams Interface Tour

Search or type a command

Take Microsoft Teams with you on the go. Check out our mobile apps.

Genera Administration > Webinars * -
Webinars
Conversations Files Wiki +
Calendar
s
File:
Let's get the conversation started
Try @mentioning the people you want to participate in this channel

ot =
& Join or create a team A @ © @ B S e B

The five buttons on the sidebar takes the user to each section of the application.

1.

The top most button is Activity. This contains a list of recent messages
you’ve sent or have been mentioned in.

. Next is Chats, which allow the user to exchange messages with a specific

person. This is similar to how instant messaging works in other applica-
tions.

. The Teams section is where the most activity occurs. A group of teams
can be set up here. Group conversations are organized here on this page.
. Calendar is where video conferences and audio calls are scheduled with

your teammates, customers, suppliers and prospects.

. Calls is where you will make outgoing video conferences and audio calls.
. Files is where files that you've shared with your teammates can be seen.

However, most of the shared file work takes place on the Teams page.

. ... (Apps) Microsoft 365 app like Word, PowerPoint, Excel, Planner,

Stream, PowerBI, et al are built in, so you can manage all your content
across without having to leave Teams.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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What are Teams and Channels?

Teams are collections of people, content, and tools surrounding different
projects and jobs within an organization. Team members can share con-
versations, files, notes, and more.

e
THAT'S F,.. 1:1

Channels are team conversations which have been grouped by subject
matter or topic. Create a channel for topics and workflows relevant to
your team.

Tips to make the most of teams and channels:

It is better to have fewer teams with more members and more channels.

Add guests from outside with secure guest access to the files and content you
wish to share.

Channels are where the work actually gets done—where text, audio, and video
conversations open to the whole team happen, where files are shared, and where
apps are added.

While channel conversations are public, chats are just between you and someone
else (or a group of people). Think of them like instant messages in Skype for Busi-
ness or other messaging apps.

« Post topics and themes to lead to active discussions with input from a variety of people.

« Upload relevant files/documents to each channel for easy access to important content.

« Pin a SharePoint site or OneNote notebook to a channel for more ways to share im-
portant information.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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Creating a Team

1 Left Click the Teams button on the left side of the app.

2 Left Click “Create a team” at the bottom of your teams list.

3 Left Click > Go to the first tile in the Suggested teams view and click

Create a team. Create a team.

You can invite people or contact groups from here to join your team.

(4 Search or type a command

Your teams Join or create a team

Pro Membership

eNewsletter to our Clients ~ w

ﬂ Partner Pages Create a team Join a team with a code

MRO Sales Team . . . Enter code

Coaching Bring everyone together and get to work! Got a code to join a team? Enter it above

Most Important Matters oo 3

Website
n RepFabric

TTM YouTube Channel
The Microsoft Teams Channel
Tutorials to be Created

OneNote Support

Coaching
Tutorials - Priority

W J(2 Bate a team 3
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Adding a Channel To a Team

. To add a new channel to a team, position the curser over the three dots
to the right of the team. Clicking on it opens up another menu.

. Notice the add channel option. Clicking on that creates a new channel.

. Next, give this new channel a name. In this case the channel will be
named Webinar Conversations. A detailed description can be added if
desired.

. Any team member can create a new channel.

. To delete a channel, select the three buttons to the right of the chan-
nel name. Select delete channel. Next, select delete if you still wish to
remove the channel.

Conversations Files Wiki —+
F
Welcome to the team!
Here are some things to get going...
/ /.” g
© | 1B
\ ( - [D " V; "
‘ { : \- S /
; f‘ g .~' y
VY .
Add more people Create more channels Open the FAQ
B  Hal Bilodeau has created channel Webinar Channel.
fl  Hal Bilodeau deleted channel Webinar Channel
& Join or create a team A @ @ @ =] D:q B
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How to Change Profile Picture of a Team in Microsoft Teams

When you have a big list of teams in your Microsoft Teams app, it is not easy to
quickly identify a team. So, it is good to give a unique identity to your teams by
adding a unique logo to each one.

The image below shows the list of different teams in Microsoft Teams

4 . Search

Q Teams = eN

Activity
E:) Your teams
Chat
n Marketing - TTM
[ L1
L] ] )

Teams
Team training
—

Calends

TurnerTime Tasks & Projects

% General

Calls
Microsoft To Do

Files TurnerTime Resources

K1 U5 Team

Analyzing Projects 9
Bridge Marketing Team

Template Test

Bridge Marketing chat

.I = =
s - =

Apps Human Resources
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il

Changing Profile Picture of a Team in Microsoft Teams... Continued

Here is how you can change the any team’s logo:

1. Left-click the three-dot menu button next to the team name

2. Left-click “Manage Team”

The image below shows the steps with arrows to change team picture

hat TurnerTime Tasks & Projects
iﬂ General
feeme Microsoft To Do 1
_
Calendar n TurnerTime Resources
.
Q) n K1 US Team
_
Calendar E TurnerTime Resources o
.
o
& K1 US Team & Hide
Calls
o 2
B Analyzing Projects €3 Manage team

Files

G Add channel

-
= =
— =

Bridge Marketing T
ridge Marketing Team E'g Add member

[@ Leave the team

Template Test

m
Z7  Edit team -
v YN Bridge Marketing chat )
9 ng == (et link to team
» Human Resources O Manage tags H
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Changing Profile Picture of a Team in Microsoft Teams... Continued
3. Left-click on “Settings”

4. Left-click “Change picture”
5. Left-click “Upload picture”
6. After uploading, left-click “Save”

The image below shows the steps with arrows to change team picture

R TurnerTime Resources

TurnerTime Resources

3

Members Pending Requests Channels Settings Analytics Apps

* Team picture Add a team picture

TR

T Change picture

Change picture

5

T Upload picture

TE Delete

Close

Note: you can select the profile picture of a team only if you are the owner of the team.
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Steve@TurnerTimeManagement.com

Communication in Microsoft Teams

Non verbal communications:

. Private Chats

. Channel Conversation

. Forward emails to a Channel Conversation or vice versa)

Flag Important Posts, Conversations or Chats
. Hover over item, select Save.
. To view, Navigate to Your profile and select “Saved”.

Bring key information to the attention a Team/Channel

. Use @TEAM NAME, followed by the link and/or infor-
mation you want to notify of in their activity feed

. Use @CHANNEL NAME, followed by the link and/or in-
formation you want to notify of in their activity feed.

. Encourage members to turn on channel notifications so
they are notified when a new message is posted to a
channel (right click on a channel name and choose
“Follow this channel”).

. Be active in channels. Forward emails to the relevant
channel to continue discussions in Teams.
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Engage via Chat vs. eMail

Use chat for brief exchanges that the whole team

does NOT need to see, like:
. Can we reschedule our meeting tomorrow?

. Did the order ship yet?

Also set up Teams on your smartphone.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.



Please consult your IT Resource before taking any actions you are not sure of.

24

QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

File

FSignore

%Junk <

MT

Message Help @ Tell me what you want to do

@] E 6)7 @) ™ [&Meeting | Etac 1 - ToDo Outsid... DJ/ iRules - Fl (vz DE ’:D 5;;) OFind
K — L_':HM - D‘L1 - Call to Make D‘Lél - Future Deve... ~ mOneNote E 5 M Related ~
Delete Archive | Reply Reply Forward ES £ Aot Ellwind 108& Move Assign Mark Categorize Follow | Translate
All [JMore €t App [ndows |7 - F@ACNOHS - Policy ~Unread Up ~ Select ~
Delete Respond Quick Steps Move Tags \. Editing
You have been added to a team in Microsoft Teams
€ Reply & Reply All —> Forward

Microsoft Teams <noreply@email.teams.microsoft.com>
To @ Stephen Turner

P32 e b

Engage via Channel Conversation vs. eMail
Add necessary individuals to a Team—this also adds
them to the Team and Channel Conversations.

You have been added to a team in Microsoft Teams - Message (HTML)

Tue 6/11/2019 12:50 PM

a

“““ 6 B I 07089100 ] 1l

Irfan added you to the Marketing - TTM team!

Bring your tea

e an open, collaborative

Microsoft Teams

MA

Marketing - TTM

1 members

= e = ]
(]

-

m together Chat 1:1 and with groups

Outside of open team conversations,
chat privately and
with anyone in

Meet in teams
Have instant group conversations
in the respective Team Channel.

Join meetings with HD audio and
video. All in one place instead of

multiple apps.
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Notifications - You can change your Notifications settings:
1. In the Upper Left Corner of the Teams Window, left click
“Settings & more” three dots

picture (or initials).
2. Left click on “Settings”

TURNER TIME M...

€§3 Settings
Cast

@1
3. Change notification as you see fit.
Settings X
€€3 General Email
£ Accounts Missed activity emails Once every hour e
8] Privacy
3 {2 Notifications Appearance and sound
@ Devices o
Notification style Teams built-in ~
© App permissions
. Show message preview
P Accessibility 9e P @
Captions and transcripts Play sound for incoming calls and notifications @
O Files
Q calls Teams and channels
You will get desktop and activity notifications for:
All activity Mentions & replies Custom >
New messages, reactions, Personal mentions and Your custom settings are
and all mentions replies to your messages =,
Chat .
) Edit
Messages, mentions and reactions.
Meetings and Calls i
it
Control notifications and reminders during your meetings and calls.
People .
Keep track of someone's status and get notified when they appear Edit

available or offline.

Other
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Steve@TurnerTimeManagement.com

Notifications (continued)

. In addition to checking your Activity Feed, you can be notified of
any new activity via email when you are not Available on Teams.

. Below is an example of being notified of Chat activity via email

& T BB ©® @ -

File Message Help @ Tell me what you want to do
=] > A Emeeting | [rec 1 - ToDo Outsid N7
[SIgnore @ ’v_l & B 9 oDo Outsid...
. ? | :>| 5 %d M ~ E‘l’-h - Call to Make E‘L-M - Future Deve... | ~ ¥
. Delete Archive eply Reply Forwart L ove
%Junk Al E“IZI More - ESet Appt Mwindows 10 &... = .
Delete Respond Quick Steps ~

You have 1 message, 1 mention

There's new activity in Teams <noreply@email.teams.microsoft.com>
To @ Stephen Turner

TN

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Hi, Stephen
Your teammates are trying to reach you in Microsoft Teams.
1A Irfan sent a message in chat
Bro. may be you can record those video in the open
place/environment. There you will not need any light.
Just need...

1A Irfan mentioned you in Marketing - TTM

Stephen Turner
Reply in Teams

Install Microsoft Teams now

& ios i Android

Notifications.

3\21\§1234§\

%Rules N
@OneNote
F"gActions g

Move

This email was sent from an unmonitored mailbox. Update your email preferences in Teams. Profile picture > Settings >

You have 1 message, 1 mention - Message (HTML)

[ | ’:]] b OFind
Flg (’zl — 2 MRelated
Assign Mark Categorize Follow | Translate elate

Policy ~ Unread o Up ~ o Select ~

Tags [ Editing

e) Reply (6) Reply All —> Forward

Tue 6/11/2019 1:49 PM
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Keeping Track of What Happened Since you were last on Team

Activity

The left side of the Teams window contains menu options for navigation within
Teams. The first option there is Activity. That is where you will track all the activi-
ties related to:

=Mentions and Replies
—Tasks Assigned to you
=Missed Calls

—and other notification.

Chat v~

Finned

Stephen Turner 12/23
You: httos:/fwww.turnertimeman... r

This image below shows the “Activity” feed in Microsoft Teams.

_ — o TR

i, Feed ¥ = @ History
EJ (©) Stephen assigned youa  2554M
Chat
task Name Type Duration Date
— DHL - TurnerTi... > Microsoft Teams Pre-Tr...
o) Send new virtual Backgrounds to...
=T i Stephen Turner Yesterday 8:34 PM
o 3 Stephen mentioned DHL 5/18
c;=, - TurnerTime Team o Stephen Turner & outgoing Yesterday 8:33 PM
B DHL - TurnerTime Team > Meeting Notes
L DHL - TurnerTime Team - word agreement... .
Qg o Stephen Turner @ Incoming 2m4Ts ‘esterday 8:30 PM
Calls _
o (@ Stephen mentioned you 5/18
O DHL - TurnerTime Team » Meeting Notes £ Mobile Steve & outgoing 325 Tuesday 11:27 PM
L looks Goed Albert Amin
Files
T Stephen T E out 55 Tuesday 11:26 PM
o % Missed call from GABEL 5714 o ephen famer =T ; ety
=
+1312-813-0104
2 Mobile Steve ' ‘Qutgoing 18m 40s Tuesday 8:58 AM

o (2 Stephen assigned you a 5/14

task o Stephen Turner Y Outgoing Tuesday 8:57 AM
K1 US Team > General
Finish Value Prop

£, GABEL MIKE (‘(37‘ Qutgoing 3m18s Tuesday 12:12 AM
o B Missed call from GABEL 511
k=
+1312-813-0104 o Stephen Turner @ Incoming 1m 6s Manday 831 PM
[ea>] i r
o e e (AL S o Stephen Turner &' Outgoing 3m42s Monday 8:27 PM
B +1312 813 0104
Apps
2 Mobile Steve ¢ Outgoing 3m 38s 5/217:04 PM
=l = N B Tncominn 11 58c 5/20 11:46 PM
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Checking Activity on Teams Mobile App:

Keeping Track of What Happened Since you were last on Team.. Continued

After opening up the Teams app, you can check activity which shows the notifica-
tions you have received.

This image below show the Activity feed in Microsoft Teams mobile app

!l Verizon =

® 11:39 AM

Never miss a message. Turn on notifications

Feed ~

/5 Albert reacted to your message  Wednesday

AA Chat with Albert

i can only imagine

&5 Albert added you to TurnerTime 5/20

AA Resources

/5 Edward reacted to your message 5/5

EC

Steve Turner - Teams Follow-up meeting (Inq...
Do you have a Teams Icon on your Taskbar

2 E

Activity Chat Teams Calendar

e

Calis More
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How should we think about teams compared to Outlook and Office?

Think of Microsoft Teams as the modern upgrade to Outlook. Email is only for people
outside the company (customers & vendors).
M Instead of e-mailing individuals in your organization, you post to a chat
“channel” (named after departments, projects, customers, product lines, etc.)
@ No more “Reply All” to keep everyone in the loop (this keeps all the questions
and answers in one place.)
M Post a reply in a conversation in a channel (and/or specifically mention individ-
uals or groups by using @ and the left clicking on their name).

How / when / why to move from email to Teams?

M Use “thumbs up” icon instead of composing and sending an e-mail acknowl-
edging receipt of the e-mail

M If you post directly to a chat channel, all conversations will stay in the appropri-
ate area to easily reference again

M Allows Outlook to be used for client and vendor emails and the long threads of
inter-organization chatter stays OUT of your inbox

M Using @ to mention someone allows them to jump into a conversation exactly
where needed

The image shows how to mention individuals or groups. They will receive a notification in “Activity” section

Kim Kininmonth 1:26 PM
1ng call log”

Suggestions

Irfan Amin
Ifan@turnertimemanagement.com

@ Stephen Turner
steve@turnertimemanagement.com 2

&h Getbots

Av ¢ @ [ B o

1. Type the “@” anywhere in your chat to mention an individual/group (they will receive
an alert that will take them to the location in the conversation where you mentioned
their name)

2.Left click the desired name.
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S O

The left side of the Teams window contains menu options for naviga-
tion within Teams.

Activity-Mentions, replies and other notifications

Chat-Talk with one or more people or a group of people

Teams-Your One Stop location for all information about a specific topic
Calendar-Your Outlook Calendar, schedule a meeting and “Meet Now”
Calls-Make a call to one or more people to start an impromptu meeting
Files-Access all SharePoint (organization’s files) and OneDrive (your per-

sonal files that are only accessible to others when you specifically share)
o “.” More (Apps) other apps you can use within Teams

This image shows the left side of Teams.
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Stephen Turner 12/23

You: httpsy/fwww.turnertimeman... 1

Find an app R
Recent ~
Decisions Jira Cloud OneMote
' -.L B
‘ v |
Polly Shifts Stream Tasks by
Planner an...

Wiki

Who

More appy
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The image below shows the options when you hover over
a specific message in a Channel conversation and can react to that message.

Teams e General Posts Files Wiki + ®O0rg G Meet ~ (D)
o reply
Pinned
Webinar Recordings Stephen Turner via email 6/12/19 11:00 PM
TurnerTime Resources To General - Marketing - TTM

FW: Turner Time Management Intro

Your teams
n Marketing - TTM Steve Turner | www.TurnerTimeManagement.com | Mobile: 630-774-7944 | Matthew 7:21
General
LinkedIn See more
B3 View original emai
Team training
<« Reply
General
3 hidden channels June 27, 2019 o 506 E
) . Albert Amin  6/27/19 12:05 AM Edited
TumerTime Tasks & Proj..  «e "Bc | e need the videos on the following:
Effective Email Management (Outlook)
General
OneNote
Microsoft To Do iPhone
<« Reply
n TurnerTime Resources
General
VOB O O - - More Options
The image below shows the options when you will click
More options (three dots) over a specific message in a Channel conversation.
Teams g General Posts Files Wiki + D Save this message
& Edit
Pinned .
Stephen Turner via email 6/12/19 11:00 PM W Delete
Webinar Recordings To General - Marketing - TTM .
TurnerTime Resources /ﬁ’é Mark as unread

FW: Turner Time Management Intro

@ Copy link
Your teams
ourieam &2 Share to Outlook
ﬂ Marketing - TTM Steve Turner | www.TurnerTimeManagement.com | Mobile: 630-774-7944 | Matthew 7:21 4 Traniate
GzTarE See more [%) Immersive Reader
LinkedIn .
&2 View original email 42 Pin
Team training < Reply JZ& Tumn off notifications
General June 27, 2019 » More actions »
3 hidden channels
Albert Amin  6/27/19 12:05 AM  Edited
. T - Tacks & Proi 1B we need the videos on the following:
T . *ee - .
urnerfime fasks ol Effective Email Management (Outlook)
General OneNote
iPhone
Microsoft To Do
<« Reply

n TurnerTime Resources
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Using “Files” in Teams vs. other file shares

Setup a Team for each group you have identified (managers, sales, legal, all
employees, etc.). Any individual user can be a member of multiple Teams at
once, so all employees would be a member of the 'All Company' Team, but
only Legal employees would be members of 'Legal’, only sales employees
would be members of 'Sales’, etc. Each of these Teams then has its own
corresponding collaboration tools offered through Teams and everything else
that comes with an Microsoft 365 Group .

This image shows the files uploaded to a specific Team (“Presentation”).
All members of the Team have access to all the listed documents.
Part of the image has been enlarged to show detail.

1. Left click on the desired channel.
2. Left click “Files” under the channel name.

Presentations Posts Files Wiki PowerPoint —+

T " o o -
+ New T Upload ~ <= Sync @ Copy link 4 Download { Add cloud storage
Presentations
Mame - Maodified - Maodified By -~
| |
Teams W Presentations Posts Files Wiki PowerPoint + O D Meet
LinkedIn + New v T Upload ™ 3 Sync @ Copy link { Download | Add clo id storage = All Documents *
| T traini
am training Presentations
l Presentations | [ Mame-w Modified ~ Modified By ~
@I Basic Training Presentation.pptx June 21 Stephen Turner
i
@] Meetings Best Practices.pptx June 25 Stephen Turner
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Sharing files in Microsoft Teams

In Teams, you can share content with other Teams users within and outside your
organization. Sharing in Teams is based on the settings configured in SharePoint
and OneDrive, which means, whatever you have set up for SharePoint and
OneDrive will control sharing in Teams as well.

You can share files from OneDrive, from teams and channels, you have access to,
and from your computer. To share a file in a channel:

+ Click Attach (the paperclip icon)
+ Select the relevant source of file
+ Select the file you want to share.

@& OneDrive

T Upload from my computer

U2 P O EHEPER GO

Copy and Paste to Share a File:
You can also share a file in a Teams channel by copying/pasting the sharing link
in the compose box. Please see the snip below.

Arkeo - Time & Technology Questionnaire.x|sx

Av ¢ @ W B 0> R o =
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Synching SharePoint Document Library in Teams

In a team you can sync document library from SharePoint site. So, the team
members will not need to leave their Teams app to work in the files and documents
that are stored on SharePoint. In any team’s channel:

1. Go to “Files” tab
2. Left-click three dots for more options
3. Left-click “Add cloud storage”

This image below shows a channel of a team where you will sync
SharePoint document library

. 1
Q, Search TURNER TIME M...
2
General Posts Files ©  Wiki Home Lists —+ h
T Upload ~ [ Editingrid view 12 Share @ Copylink  --- = All Documents
']
Documents > General = Sync
L Download
[ Namew Modified Modified I
&1 Add shortcut to OneDrive
la)  Profile - Stephen Turner.pdf November 7, 2022 Stephen

&> Open in SharePoint

3 —+ Add Cloud Storage
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Synching SharePoint Document Library in Teams... Continued

4. Left-click the relevant cloud storage

In the image below we have selected “SharePoint” for this tutorial

Add cloud storage X

Select your cloud storage provider to add a folder to this channel. Everyone with
permissions to the original folder will be able to access it in Teams.

4 * SharePoint

Empower individuals, teams and organizations to intelligently discover, share, and

collaborate on content frem anywhere and on any device,
Dropbox
Dropbox simplifies the way teams work together with secure, easy-to-use collaboration

tools and the fastest, most-reliable file sync platform.

Box

f

Box is a secure content management and collaboration platform helping teams and

organizations easily share, manage, and collaborate on their most important informaticn.

Egnyte
Securely access, edit, and share content stored on-premises or in the cloud, anywhere,

anytime, from any device.

1
@ SharefFile
Citrix ShareFile helps people exchange files easily, securely and professicnally.

Google Drive
Get access to files anywhere through secure cloud storage and file backup for your photos,

videos, files and more with Google Drive,
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Synching SharePoint Document Library in Teams... Continued

5. Select the site you want to sync document library from
6. Left-click “Next” button

The image below shows the window where you will select the SharePoint site

Document Library X

(D Relevant sites s, Tumer Time Management, LLC Team Site

https://tumertimemanagement.sharepoint.co

=2 Use a SharePoint link B Marketing - TTM

https://turnertimemanagement.sharepeint.col
TTH

B TTM Marketing

https://turnertimemanagement.sharepoint.coi

6

Note: You can also sync by pasting a link of the document library of SharePoint site.
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Synching SharePoint Document Library in Teams... Continued

7. Select the document folder/library
8. Left-click “Next” button

The image below shows the window where you will select the SharePoint site

Document Library X

£ Turner Time Management, LLC Team Site

7

9. Left-click “Add folder”

Document Library X

Q Turner Time Management, LLC Team Site/Documents

https://turnertimemanagement.sharepoint.com

9
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How to Recover a Deleted File From Microsoft Teams

It is so easy to storing/sharing files through Teams. However, Teams currently
does not have a recycle bin. If you delete a file accidentally, how do you get it
back? Here’s how to restore deleted files from Microsoft Teames.

Every time you create a new team in Microsoft Teams, a SharePoint site is set up
behind the scenes. Each channel gets its own folder in the “Documents” li-
brary of that SharePoint site. If a file has been deleted from Teams, the place to
restore it is in that SharePoint site.

To access the SharePoint site:
1. Open the “Files” tab in the Microsoft Teams application

2. Click the three-dot menu icon
3. Click “Open in SharePoint.”

Teams e General Posts Files Wiki Meeting Notes 2 more v D Ot Meet v

Pinned -+ New v T Upload ~ 8 Sync @ Copy link {4 Download } Add cloud storage = All Documents

" Webinar Recordings

&> Open in SharePoint

TurnerTime Resources General
Your teams : Name - Modified - Modified By -~ 3
[ Marketing - TTM Home Turner Time Mana...
[ Team training = Rocketbook Turner Time Mana...
TurnerTime Tasks & Pr...  ++ Email Messages July 2, 2019 SharePoint App
Meetings June 14, 2020 Stephen Turner

Quick Quiz.xlsx July 29, 2020 SharePoint App

Bridge Marketing Team
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How to Recover a Deleted File From Microsoft Teams.... Continued

By clicking “Open in SharePoint site, a new tab will open up in your default
browser for the relevant team on SharePoint site:

4. Click “Recycle bin”
5. Select the file you want to restore
6. Click “Restore.”

SharePoint

Team training
Public group
/O Search @ Delete <:) Restore

Home -

Conversations ReCyCIE bin

Documents
A pal't Of the (] [ Mame Date deleted |
H Motebook
Image has ® BI  Quick Quizxlsx 2/19/2021 7:37 AM
been enlarged Pages

Site contents

Recycle bin

Edit

SharePoint

. * Followin
Team trainin
Tt 9
Public group £, 2 member
£ Search il Delete ) Restore 1 selected
Home
Conversations Recyde bin
Documents
[] [ Name Date deleted | - Deleted by Created by Original location
MNotebook
Q @ Quick Quiz.xlsx 2/19/2021 7:37 AM Albert Amin Stephen Turner sites/Teamtraining/Shared Documents/General
Pages

Site contents

Recycle bin

Edit

Can't find what you're locking for? Check the Second-stage recycle bin

Return to classic SharePoint
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Difference Between Teams Desktop App Vs Teams on the Web

Microsoft Teams desktop client and Teams Web client almost looks the same. How-
ever, there are few differences:

More Apps Availability on the Web E

If you are using Teams on the web, you will have the menu to switch between oth-
er Microsoft 365 app. On the desktop version, you will not have that feature.

Microsoft 365 — - C, Search

Apps E O e Stephen Turner Chat Files
E Outlook & OneDrive

Stephen Turner Ye
il word B el 8:31 PM Hi Irfan

I; PowerFoint Iﬂ COneMote

ﬁ SharePoint ﬁ Teams B) Externa
a7 0 Stephen Turner e
ﬂ Yarnmer tol.. Hello

Performance-Wise

TurnerTime recommends using the Teams Desktop app for overall performance. In
the web version, you may also have problem in video meetings.
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Using Microsoft Teams to Make Video and Audio Calls

+If you want to allow “audio only” participation, you first must upgrade your
Microsoft Teams license to include Audio Conferencing for the meeting
organizer.

+If you want to make outgoing phone calls directly from your computer to landline
or mobile phones, you will need to upgrade your Microsoft Team Client License
(s) to include a calling plan for domestic and/or international calls for each
user*,

+*Please contact your Microsoft 365 IT Partner, or Microsoft directly.

+You can record any Microsoft Teams Meeting and share the meeting after with
those who couldn't join in. NOTE: This only works for those on your domain. For
those outside your Domain, you will have to first move or copy the file to
shareable location (i.e. SharePoint or OneDrive).

Using Microsoft Teams to Make Audio Calls

If you will make audio calls to someone frequently, here is how you can setup a
chat to make quick video or audio calls. Here is how you will do this:

1. Go to your Teams Chat section
2. Left-click on new chaticon @

| Q1 Search
E;]'t Chat ~ = O Meeting with Albert Amin
Activity
N
1 Chat Finnee |_=\¢ Albert Amin joined the meeting.
| cha
Stephen Turner 331 f Albert Amin named the meeting
fﬁcj ® http://stevemiller.net/PureText/

Recent Ijl Meeting ended 27s  8:44 PM
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Using Microsoft Teams to Make Audio Calls... Continued

A new chat will appear up:

3. Enter the name or email address in the “To” field and hit enter on
your keyboard (a personal chat will be created in your chat section).

Q, Search
;%ﬁ_ Chat - = O To: [nter name, email, group or tag
6 Pinned 3
Chat
Stephen Turner 5/31
EEI%I @ http://stevemiller.net/PureText/
Teams Recent
Mew chat
Calendar
* i Meeting with Albert Amin 8:44 PM
& oSt
o User added

. Turner Time Training (Part 3 ... 5/29
M DAWN NEWELL (Guest): very helpful

4. Left-click “Audio” or “Video” icon to make quick calls 4

o o = cr  Cindi Ramirez External og
Activty Chat G T o6 @O 3% E
e?
Pinned
Chat
Stephen Turner 5/31
& @ hitp://stevemiller.net/PureText/
Teams Recent
ch Cindi Ramirez
Calendar Draft External l
% ° Meeting with Albert Amin 8:44 PM
=) Ny —
User added
Calls
. Turner Time Training (Part 3 ... 5/29 -
D DAWN NEWELL (Guest): very helpful -
Files
N 30 Min Coaching Call 5/28
L T
User added - &
iy Meeting with Albert Amin 5/28 g
You: Created meeting notes for this meeti... Start your conversatlon‘
X Type your first message below.
& Alignement Session - MS Teams ... 5/27
Robert Oebels: will leave for a sec and dia...
Project Managers' Training - Out... 5/25
Stephen Turner: Steve@TurnerTimeMana...
Mandatory Teams Meeting Train... 5/18
Stephen Turner: Please left click or tap th...
MG Mike Gabel 5/14
EB @ You: Mike, I have received your e... {§) Edemal
Apps
. Survey Results & M365 Confi... 5/13 Type a new message
AN Stephen Turner: Force-RPM Sales, Inc ...
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Video Calls and Virtual/Custom Backgrounds

Here is how you can make video calls and use custom backgrounds.

Using backgrounds at the time of joining a meeting: You can select custom
background at the time of joining a Teams meeting (if you want to turn on video)
by following the steps mentioned below.

1. Turn on the video

2. Left-click “Background filters”

3. Left-click “Add new” button to upload a custom image from your device.
(You can also select from the available images in Teams library.)

4. Close the “Background settings” panel

5. Click the “Join now” button

The image below shows a pre meeting joining window where you can
select turn on video, choose custom background and audio settings

Meeting with Albert Amin

Background settings

Choose your audio and video settings for

o . . + Add
Meeting with Albert Amin =

Computer audio

PC Mic and Headphones

Phone audio

Room audio

7% Background filters 23 Don't use audio

Don’t use audio
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Using Virtual/Custom Backgrounds in Microsoft Teams... continued

Using Custom Background after Joining a Teams Meeting:

In an active Teams meeting, to change your background to one of the built-in im-
ages or custom background:

1. Left-click or tap “More options” (three-dot)
2. Left-click “Background effects”

The image below is of an active Teams meeting to show steps to change background

Meeting with Albert Amin — Od

% a ¢ BB a8 | el v
= Participants

Meeting with Albert Amin [

© B8 o) .

React View Rooms Apps More Camera

e leave | Vv

@ Record and transcribe
(i) Meeting info

[} Meeting notes

%% Background effects

At Language and speech

£33 Settings

Q Call me

(@ Help
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Using Virtual/Custom Backgrounds in Microsoft Teams.... Continued

3. Left-click “Add new” to upload an image from your computer or the an
image from the built-in images.

4. Left-click “Apply and turn on video” or “Apply” if you are already
in a video call

Select the background of your choice from the Teams
library and left-click or tap “Apply and turn on video”

Background settings X

+ Add new 3

(® Others won't see your video while you preview.

Preview

Apply and turn on video
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How to Use Noise Reduction Feature in a Teams Call

Teams now have this artificial intelligence (Al) powered feature available for you
which will be very useful. While working remotely, it is obvious that there may be
Screaming kids, barking dogs, and more are all par for the course in video

meetings during the coronavirus pandemic.

Before making a call, you can turn on noise suppression feature. Here is how you

can turn it on before making a call:

1. Click on the user icon (your picture)
2. Left-click “Settings”

Q_ Search

TURNER TIME MANA... ~

General Posts Files Wik Meeting Notes 2 more v~

See more

B4 View original email (1 attachment)

ﬁ:j Statement of Work Turner Time for Aurora GroupNe... ***

« Reply

Stephen Turner 7/3 3:08 AM
® auroragroup

« Reply

July 3, 2020

July 30, 2020
Stephen Turner 7/30 5:05 AM
® Added a new tab at the top of this channel. Here's a link.

- Edit | Quick Quiz

« Reply

Albert Amin
Change picture

Available >

[ Set status message

[] saved

£33 Settings
Zoom - (100%) + 3

Keyboard shortcuts
About b
Check for updates

Download the mobile app

Sign out
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How to Use Noise Reduction Feature in a Teams Call.... Continued

3. Left-click “Devices”
4. Go to “Noise Suppression” section and open up the drop-down menu
5. Left-click “High” or “Low”

If you will select “High”, Teams will block out all background sound that isn't
speech. The default "auto" setting lets the app decide what the optimal level of
suppression is based on local noise.

Note:

« This option is currently not available if the meeting or call is being recorded or
live captions is turned on.

. For Mac users, this feature is only supported on Teams for Windows 10 right
now.

Settings X
£33 General Audio devices
@ Privacy PC Mic and Headphones N
L Notifications
Speaker
3 {3 Devices

o Headphones (High Definition Audio Device) ~
@ Permissions
L Calls Microphone

Microphone (High Definition Audio Device) A4

[y Make a test call

Noise suppression ()
Choose Low if you want others to hear music. Leam more.

Auto (Default) ~ 4

Auto (Default)

5 High

Low
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Raise Your Hand in a Teams Meeting

In @ Teams meeting where as an attendee, you can't unmute yourself, you can raise
a virtual hand to let the presenters and moderators know you want to contribute
or have question without interrupting the conversation. A presenter can then allow

you to unmute.

@

o Just select Raise your hand in the meeting controls.

Select Show participants % to see a list of everyone in attendance. Any-
one who's raised their hand will have an icon next to their name.
When multiple people raise their hands, they'll be listed in the order in

which they raised them.

Meeting with Albert Amin

P & C © B8 8 B8 -~ & & @

Chat People Raise React View Rooms Apps More Camera Mic Share

People
Type a name or dial a number O\ @

In meeting (8) Mute all

@ Daniela Mandera
©

- S Ribei
@ erena RIDeiro

_,5 ¥ Danielle Booker
]
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How to Use Together Mode in a Teams Meeting

In Teams video calls, now two awesome features are available which you can use.

Together Mode: By using this feature, the members of teams call can feel like they
are sitting together in a meeting hall, in a coffee shop, the environment they nor-
mally have in face-to-face meetings. However, that will be a digital environment.
Here is how you will use it (Follow the numbers on arrows):

1. Left-click “View” icon in the active meeting window

2. Left-click “Together mode”

This image below will show you, how you can use this feature.

Meeting with Albert Amin

O & & © B 8 B -~ 8

Chat People Raise React View Rooms Apps More Camera

(B Gallery v

g5 Together mode h

Full screen

9
Mic
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Preview of Gallery View

When two or more attendees will turn on their video, the Gallery view will be
turned on by default. (See the image below)

Preview of Together Mode

If the presenter will choose “Together mode” there are few views of the meeting
place, you can choose from. (See the image below)
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Best Accessory Options for Making Calls through Microsoft Teams

Here are my best recommendations; the top three are from Plantronics (now Poly):

Bluetooth
Plantronics VOYAGER-5200-UC (206110-101) Advanced NC Bluetooth Headsets System ,Black :
https://www.amazon.com/dp/B01G4912FA/ref=cm sw em r mt dp U JteCEbA9G6AAXS

OR

Plantronics Voyager 4210 UC Wireless Headset Bundle with Headset Advisor Wipe:
https://www.amazon.com/dp/BO7NPXJWXC/ref=cm sw em r mt dp U KxeCEbGMY63S1

OR

Plantronics Voyager Legend Wireless Bluetooth Headset - Compatible with iPhone, Android, and Other
Leading Smartphones - Black- Frustration Free Packaging:
https://www.amazon.com/dp/BO0DQ5NU76/ref=cm sw em r mt dp U pBeCEbJC6AFEB

AND

Plantronics Bluetooth USB Adapter (BT300-MOC):
https://www.amazon.com/Plantronics-Bluetooth-USB-Adapter-BT300-MOC/dp/BO06ES0TE2/
ref=sr 1 4?dchild=1&keywords=plantronics+bt300m&qid=1584416541&sr=8-4

Wired:
Logitech USB Headset H390 with Noise Cancelling Mic
https://www.amazon.com/dp/B000UXZQ42/ref=cm sw em r mt dp U kyeCEb8MEG278
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Creating a Microsoft Teams Meeting RIGHT NOW from Teams
Meet Now — Create a meeting right now (not in advance) that will
start immediately. From Your Calendar in Teams:

1. Left click on the “Meet now” button. = = Mestnow

On the drop-down menu, you can edit the title for that meeting, can get a link to
share and start a meeting.

2a. If you will click “Get a link to share”, you will have the option
2b. Copy the link and “Share via email” to invite attendee (s).
3. After sharing the link, left-click “Start meeting”

B ' SRR
o o [

Meeting name >

*oweek

Meeting with Albert Amin

2a Get a link to share

= Meeting with Albert Amin ot
Configure Meeting options ~
https://teams.microsoft.com/l/meetup-... [D . 2b

Share via email

o

3
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Creating a Microsoft Teams Meeting RIGHT NOW from Teams

4. Choose desired audio option

5. Turn on the video, if you want and beside that you will see the option for
background filters

6. Left-click “Join now”

The image below shows the window where you will join the “Meet Now” meeting

Meeting with Albert Amin

Choose your audic and video settings for

Meeting with Albert Amin

Computer audio

PC Mic and Headphones
o
Your camera is turned off U D <)
Phone audio

Room audio

Don't use audio

Join now
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Starting Meet Now from Outlook Desktop Client (Windows)

Meet Now in Outlook — Now you can start a Teams meeting from your Outlook

calendar by left-clicking the “Meet Now” button. e
Meet
Who can use this feature? Now

« Have both the Teams desktop client and Outlook desktop client installed
on a Windows machine, and

« Also have the Teams add-in enabled in Outlook

Clicking on the Meet Now button will launch the meeting in Teams client.

The image below shows the “Meet Now” button in the Outlook calendar

= M Calend; Calendar - alberi@turnertimemanagement.com - Cutlook

File Home Send / Rz "ider View Add-ins Help Q Tell me what you want to do
L] L oy me @D EEE - B S
Meet Jew Teams | Today Mext7 Day Work Week Month Schedule Open  Calendar E-mail
Appointment Meetmg v Iter'r'|sv MNow  Meeting Days Week View Calendar ~ Groups~ | Calendar
Mew Teams Meeting Go Ta ] Arrange M= Manage Calendars
£
1 April 2021 3 4 b Ap”l 16; 2021 Krung Thep, Prathet Thai ~
S5U MO TU WE TH FR SA
28 9 30 31 1 2 3 Calendar - albert@turnertimemanagement.com x
4 5 6 7 8 9 10 FRIDAY

11 12 153 14 15 pl@ 17
18 19 20 21 22 23 M4
25 26 27 28 29 30 1

2 3 4 5 & 7 8

16

Central Bangk«

g™| 8~
~[m] My Calendars
Calendar - albert@turnertimemanage... 9 9
[] Birthdays
[] Miguel Dominguez 10 10
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Scheduling a Microsoft Teams Meeting from Teams

Schedule — Create a meeting at a scheduled time. From Your Calendar in

Teams, left click on the Button.

. When the next screen opens, add a Title (Meeting Name)
Add Required (and if applicable) Optional attendees.
Select the date and time of the meeting

Add meeting details and agenda (always recommended).
Left click “Save” and invitations will be sent.

iR wh e

The image below shows the steps with arrows and numbers on them to schedule a webinar

; EEE o

Time zone: (UTC+07:00) Bangkok. Hanoi. Jakarta

rZ

({3

l‘-‘«clc title 1

Add required attendees 2 + Optional

Jul 23, 2020 8:30PM Jul 23, 2020 S:00PM  ~ 30m @ All day 3

Does not repeat o

Add channel

Add location

B I Q S L‘E" A 24 Paragraph TX

|
M
i1
iii
il
@
i
H

Type details for this new meeting
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Setting Up a Teams Meeting from Outlook Calendar

You can schedule a Teams meeting from your Outlook calendar. Here is how you
can do this:

1. Left-click on “Teams Meeting” in the even scheduling window

= 1

File Meeting 5o o Assl
(Microsoft Teams meeting link will be in- m 2] Calendar
serted in the body of the calendar in- Delete 5
0 " . ” 0 orwar B X
vite and “Teams Meeting” button will Meeting

Actions Teams Meeting

change into to “Join Teams Meeting”.

Praject Discussions - Med

File Meeting poLdssistant Insert Format Text Review Help Q@ Tell me what you wa

m F£] Calendar % ‘Q\% eg: B show As [T Busy - O
Delete 5 Forward ~ Jain Tgams tttings C_anc.el Address Check Response g Reminder: 115 minutes .| Recurrence
Meeting = Invitation Book MNames Options ~
Actions Teams Megfing Attendees Options
@You haven't sent this meeting invitation yet.
E Title Project Discussions
S=nd Required @ Stephen Turner
Opticnal
Start time Thu 5/27/2021 ﬁ 10:30 AM || Bangkok Hanoi, Jakarta »| [ All day g
End time Thu 5/27/2021 E 11:00 AM || Bangkok, Hanoi, Jakarta w| <% Make Recurrini
Location Microsoft Teams Meetin

4 )

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

\ Learn More | Meeting options )
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Setting Up a Microsoft Teams Meeting from a Team Channel

You can schedule a Teams meeting from any channel in a team. Here is how you
will schedule it:

1. In a channel, left —click the arrow beside “Meet”
2. Left-click “Schedule a meeting”

An event scheduling window will pop-up where you will fill out all the fields as
usual.

Note: Transcription does not currently work in channels” meetings.

ks General Posts Files wiki 5 0rg N Meet  ~ (D

3 Meet now

Welcome to the team! 2 sefiedule s mesting

Here are some things to get going...

fr~ - Y €)Y

The image below shows the calendar scheduling window and you will
see the title of the team and channel as highlighted in the image below.

:gw New meeting Details  Scheduling Assistant m Close
EP Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta ~ Require registration: None
Chat
i 7 Addtitle
Teams
Eo Add required attendees + Optional
Calendar
.

Qa © /172021 700PM v —  6/1/2021 7:30PM -~ 30m @ All day
Calls
B () Does not repeat

= TurnerTime Resources > General

® Add location

T OB T U SIY & A Rmemy BT S = W o =B

Type details for this new meeting

Apps
Help
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How to Add a Channel Calendar in Microsoft Teams

You can add a calendar in the separate tab for each Channel of a Team and it will
be available to all selected channel members. They will be able to see scheduled
meetings and events as a weekly/daily calendar grid. It also helps to prevent con-

flicts between different groups, as all group activities are recorded in the one place.

Microsoft Teams will automatically send a notification to the whole team as soon
as any user schedules a new meeting in the channel. It will also appear in the activ-
ity feed, and users will receive a notification. Channel calendar is great for those
with a busy schedule. It helps separate meetings regarding different topics and
within different teams, that way you don’t mix them up or miss out on something
important.

The image below shows a Channel Calendar in a Team

Q Search ++= TURNER TIME M...

Actiity Teams = General Posts Files Channel calendar v 2 more v 6)
@ Voo & Today < > June 2022 - July 2022 v —+ Add newevent (8] Work week
Chat
|'i'| Vil Marketing - TTM 27 28 29 30 01
Teeme General Monday Tuesday Wednesday Thursday Friday
— Library
6 PM

Calendar LinkedIn
% O Marketing Calendar
Calls Outlook 7PM

Team training
Files
TurnerTime Tasks & Pr... - Siei
[Xl Analyzing Projects
9PM

2%z, DHL - TurnerTime Team
10 PM

Human Resources
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How to Add a Channel Calendar in Microsoft Teams... Continued

Here is how you can add a channel calendar:

1. In the channel, left-click the Sign to add new tab

2. Type “Calendar” in the search field

Activity Teams -
@ Your teams
Chat
Marketing - TTM
[ 1 1]
w
Teams General

General Posts Files Wikié—l-

mmm
- v,

A o ] 1

Wednesday, Jur

Albert Amin via email Wednesday 1:07 AM
To General - Marketing - TTM

This image shows the Teams channel’s email address copied in the To field of an email

Tabs for your team

Bl

Tasks by OneNote Wiki Stream
Planner an...

Document Excel Forms Lists
Library

- jal-]e

Add a tab X
Turn your favorite apps and files into tabs at the top of the channel E Search Q
More apps e —— .
Recent v 2

Channel
calendar

Calendar Pro

Whiteboard
W

PDF Power Bl

PowerPoint
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How to Add a Channel Calendar in Microsoft Teams... Continued

3. Left-click “Channel Calendar”
4. \Write the name for the channel
5. Left-click “Add”

(You can choose whether to post this as a news in the chat.)

This image shows the process to add Channel Calendar.

Add a tab X
Turn your favorite apps and files into tabs at the top of the channel Calendar X

More apps

Recent v 3 l

Calendar Pro | Channel

calendar
More apps

®

LY

Calendar Group Planlit Planyway Virto
BOT Calendar -... Calendar fo... Calendar
Channel calendar About X

You're adding a calendar to General channel.
All events created and shared to the channel will be added to this calendar.

Tab name

4 (Channel calenda

5

Post to the channel about this tab Back m
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How to Add a Channel Calendar in Microsoft Teams... Continued

The calendar will be added to the channel. Here is what you will see in the channel
tabs.

Q Search +** TURNER TIME M...
A%ly Teams = General Posts Files Channel calendar v Wiki + o
©) Your teams & Today < > June 2022 - July 2022 v/ + Addnewevent (5] Work week
Chat
. st - 27 28 29 30 01
Teams General Monday Tuesday Wednesday Thursday Friday
Library 6PM
Calendar LinkedIn
% O Marketing Calendar
Calls Outlook 7PM
B Team training
Files
TurnerTime Tasks & Pr... .- Sk
Analyzing Projects
9PM
K1 US Team
2#z, DHL - TurnerTime Team
10 PM
Human Resources

This image below shows the post in the chat for newly added Channel Calendar.

T

Albert Amin  9:31 PM
| added a tab at the top of this channel. Check it out!

Channel calendar

< Reply

@ New conversation
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Focus on Content and Full Screen Mode in a Teams Meeting

In Teams meetings the content that is being shared is sometimes not easily reada-
ble for the attendees. If you want see the content only that is being shared, you
can use focus on content mode. The focus mode will hide the participants” win-
dows and you will see the shared content only. After turning on the “Focus on con-
tent” view, you can also enable the “Full Screen” mode for easy viewing or reading
the content.

Here is how you can turn it on:

1. Left-click on the “View” icon in the active meeting window
2. Left-click “Focus on content”
3. After that you can also also left-click “Full screen”

The image below shows how you can use Focus on content and Full Screen views.

Calls to Potential Clients for Albert: Albert, Steve

D 88 @ M &S 6 0 8 © (-

Take control  Pop out Chat People Raise React View Apps Camera Mic Share

v

inutes) to set an agenda AND session to inro to your management team? - Mess. 83 Ga”ery

Help

ttach File v FE] Pll v @ & @

ink v

Assign * Dictate New Viva

ignature ¥ Policy v {, Meeting Poll | Insightd Focus on content
Include Tags [N Voice Sensitivity FindTime Add-in
FindTime Gallery at top
3 &3 Full screen
11:00AM §
) to set an agenda AND session to inro to your management t 11:30AM ﬁ ! p@ ﬁ

-

12:00pM @1 A [
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How to Attach a Documents or File in a Teams Meeting Invite

You cannot attach a document when initiating the meeting directly through
TEAMS. However, you can do that when creating Microsoft Teams meeting
through Microsoft Outlook. 200 L~ s

File ~ Meeting  Scheduling Assistant  Insert  FormatText  Review  Help Q  Tell me what you want to do

ME X B B BORE & e @ [0 [
0 ™ big B gl = wi | © Lk
Attach Qutlook Business Signature Table Document | Pictures Online Shapes Icons 30 SmartArt Chart Screenshot Link Bookmark 1|
File~ Hem Card~ - - Ttem Pictures  ~ Models ~ ~ ~

Indude Tables Tap Ilustrations Links

(@) You haven't sent this meeting invitation yet.

B Title Projects (Albert to call Steve)

Send Required | @ Stephen Turner

Optional
Start time Thu 10/8/2020 [£ | 930pm v Oandey [ @ Timezones
End time Thu 10/8/2020 ]| 1000eM v| O Make Recurring

Lecation | Microsoft Teams Meeting

by Agendaudse
’E 8KB

Join Microsoft Teams Meeting

Leam more about Teams | Meeting options

Here are the steps to attach a file or document:
1. Go to “Insert” tab
2. Left-click or tap “Attach File”
3. Left-click or tap the file from “Recent Items” or left-click on “Browse This
PC”

Projects (Albert to call Steve) - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q  Tell me what you want to do
e 2 -
MRy B R DS Bl 5 @ (k| EE
@ 1 [ J E‘@ O ) =] w14 S0} 1] -
2 ttach Outlook Business Signature Table Document | Pictures Online Shapes Icons 3D SmartArt Chart Screenshot Link Bookmark Text Quicl
Filex Iem Card~ = = Item Pictures  ~ Models ~ = = Box~ Parts
Recent Items = Links
ﬁ Agenda
F:\Download\
= Introduction to Microsoft Teams
7~y SharePoint - TURNER TIME MANAGEMENT, LLC = Shared Documents » 1-Current T...
Certificate
FATTM Web\Technology Tools Certificates),
= Certification - List of Clients Who are Certified
SharePoint - TURNER TIME MANAGEMENT, LLC » Shared Documents » Misc, Folde... \e Zones
D Supply Link Inc - TTQs & Coaching Trackers
SharePoint - TURNER TIME MANAGEMENT, LLC » Shared Documents » 1 COACHING ...
Technology Tools Certification - Vanessa Morales - Supply Link...
L FATTM Web\Technology Tools Certificates),
LOGO NetPlus Alliance3
& FATTM Web'\ Tutorial Images\,
™ Summary - All Coaching Trackers
SharePoint - TURNER TIME MAMAGEMENT, LLC » Shared Documents » 1 COACHING ...
= MDR Sterling - TTQs 8: Coaching Tracker
SharePoint - TURNER TIME MANAGEMENT, LLC » Shared Documents » 1 COACHING ... -
E @ Browse Web Locations, >
[ Browse ThisPc.. 3
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Joining/hosting webinar

1. Left-click the link in meeting to join

2. Left-click “Join now”
Join Microsoft Teams Meeting

3. To share screen left-click

[ =arn more about Teams | Meeting options

4. Select the screen you want to share

Choose your video and audio options

Computer audio

PC Mic and Headphones
i
Your camera is turned off L c (=)}

Phone audio
Room audio

Don't use audio

Join now

a a

Dahle Presentation 2 13 One Office Solution Marc.  3M Sales Presentation - . BI SIOUE PRESENTATIO...  LavAzza Professional - Su...  Lavazza Pro Presentation

| a a | | a
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Joining a Teams Meeting

You can join the meeting from the following ways:

«Open up the event in Teams Calendar and click “Join” button

«Open up the even from Outlook calendar and click “Join Microsoft
Teams Meeting” link

You will also get an option to join the meeting in the reminder sent to you by
your calendar.

2ART 2) Chat Files Details Meeting notes Whiteboard

Join Close
Tracking
®:
Organizer
Albert Amin
Accepted
== Title hurnerTime Coaching: John, Steve (Certification)
Send
Update Required John Warner
Optional
Start time Tue 8/4/2020 (7| 10:30 AM w || Central Time (US&Canz wv| [ All
End time Tue 8/4/2020 [ 11:00 AM w|| Central Time (US & Canz w| 4> Ma
Location Microsoft Teams Meeting
John,

Please accept this meeting to participate in our discussion. At the time of our meeting please click the “Join Mic
connect to the Microsoft Teams via your computer, smartphone or tablet.

v

Join Microsoft Teams Meeting

+1 779-774-7424  United States, Rockford (Toll)

In Shared Folder Tf’of —S{e—pr{;r;'l'hrner
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Joining a meeting by Phone (Audio only)

1. Instead of connecting audio via the headset, you can choose other
audio options (if necessary). If you will choose the option the option to
join by “Phone”. Teams will show you a message “We’'ll gve you a num-
ber to call after you join, or we can call you.

(Teams will call you on your registered phone number.)

2. Click “Join”

The image blows shows the pre-joining window where you will choose the option to join by
“Phone”. A part of the image has been enlarged.

We'll give you a number to call after you join, or we can call
YyOou.

Meeting with Albert Amin

Choose your audio and video settings for

Meeting with Albert Amin

Computer audio

@ Phone audio

[\

Your camera is turned off
We'll give y call after you join,
you.

Room audio

Don't use audio
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How to Join a Teams Meeting without Downloading/Installing Teams App

If you are not using Microsoft Teams and you have received a link or an invitation
to join a Microsoft Teams meeting, you can join it even without installing the
Teams app on your computer.

Follow the steps to join a Teams meeting:

1. Click on the “Join the meeting” link in the calendar invite
(or any other link provided)

This image shows the Teams Meeting Invite through Microsoft Outlook

E] "f) Webinar: Keys to Increase "Tech Productivity” in 2021 for MAC
File Meeting Scheduling Assistant Tracking Insert Format Text Review Help @ Tell me what you
'ﬂj‘-‘( @ FE] Calendar * E ;\% E b Show As: [ Busy v G
S Com oMY > fo < | i Tems | Cotat A Chek Bpons | () e 1 mins - P
Actions Teams Meeting Attendees Options

@Attendee responses: 2 accepted, 0 tentatively accepted, 0 declined.
Mext to another appointment on your calendar.

= Title Webinar: Keys to Increase "Tech Productivity” in 2021 for MAC Members
Send _
Update Required © Albert Amin: |
Optional
Start time Fri 2/12/2021 E 11:00 AM || Central Time (US & Canz »| [] All day @ Time zo
End time Fri2/1z/201 || 1200PM  w|| Central Time (US & Can: w| <O Make Recurring

Location Microsoft Teams Meeting

Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting

Or call in (audio only)
+1 779-774-7424 658814659# United States, Rockford

Phone Conference ID: 658 814 659#
Find a local number | Reset PIN

R o=h  _ . - —
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How to Join a Teams Meeting without Downloading/Installing Teams App....Cont.

In some invitations, the link may look like the one shows in the image below

File Meeting Scheduling Assistant Tracking Insert Format Text Review Help Q Tell me what you want to do

[E @ [l catendar $ v (P >< E = showas: [[eusy v EE g8

| HighImport
Categorize * 2 POnAnCE

Delete CopytoMy g | JoinTeams | Accept Tentative Decline Respand S

Reminder: 15 minutes -
Calendar Meeting a
Actions Teams Meeting Respond Options Tags
(1) Accepted by Stephen Turner on 1/3/2021 12:09 AM.
This meeting has been adjusted to reflect your current time zane. It was initially created in the following time zone: (UTC-06:00) Central Time (US & Canada).
Conflicts with another appointment.

1 Hour Coaching Call - Amy Spuck

Organizer Turner Time Management, LLC Sent Fril/8/2021 1209
Time Wednesday, February 03, 2021 200 AM-300 AM

Location

Respense " Accepted  Change Response

2c%220id%22%3a%22a5a62¢al-9641-4df6-ad2d-350952f735f5%22%7d

-

L}

https://teams.microsoft.com/l/meetup-join/19%3ameeting NjdkNGRIM[OtOTQ40S000TIKLTExYWUtYzd|OWE1OTNhNzVi%40thread.v2/0?context=3%7b%22Tid%22%3a%22318d5624-33 1e-4fcl-albc-bbf731c8e7ca%22% :
L}

u

L A A R R NN EEEEEEEEEEEEEEEEEEESEEEEEEEEEEEay

Toll number: +1 779-774-7424

Conference ID:

766 132 861#

Local Number : https://dialin.teams.microsoft.com/559bc5e0-4¢17-4175-9ab4-af6f23chd7217id=766132861 Reset Pin : https://mysettings.lync.com/pstnconfarencing

Learn More https://aka.ms/JoinTeamsMeeting | | Meeting eptions: https://teams.microsoft.com/meetingOptions/?organizerid=aSa62cal-9641-4df6-ad2d-390952f739f5&tenantid=318d5624-831e-4fcl-albc-
bbf731c8e7ca&threadid=19 meeting NjdkNGRIM|QtOTQA0SO000TILTgXYWULYzdjOWELOTNhNzVi@thread.v2& 08lar J: Us |

After clicking the join the meeting link, you will be redirected to the Teams
meeting launcher page on your browser, as shown below:

2. Click “Continue on this browser” (as shown below)

@’
Join your Teams meeting

2 Continue on this browser

Join on the Teams app

Don't have the app?
Download it now
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How to Join a Teams Meeting without Downloading/Installing Teams App....Cont.

On the next window, it might ask you to allow Microsoft teams to access your mi-
crophone and camera.

3. Left-click “Allow” even if you don’t want to turn on your video

' i s *

< (&) @ teams.microsoft.com/_#/l/mestup-joi

teams.microsoft.com wants to
& Use your micrephone
B Use your camera - .
Select Allow to let Microsoft Teams use your mic and
camera for calls and meetings on this browser.

When you do, we'll turn your devices on for a moment to set them up.

4. Enter your name
5. Click “Join now”
(you can also turn on/off your video)

Choose your audio and video settings for

Meeting now

Enter name Join now

2@ ) & @ 5 2 Reatiek High Defiitio..

) Audio off R, Phone audio
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How to Join a Teams Meeting without Downloading/Installing Teams App....Cont.

Joining by Phone Number (Audio only):

If you are not on your computer desk, you can still join a Teams meeting from your
phone by dialing conference call phone number provided in the body of the
meeting invite.

The image below shows the “Call in (audio only) information

= "':) Webinar: Keys to Increase "Tech Productivity" in 2021 for MAC

File Meeting Scheduling Assistant Tracking Insert Format Text Review Help Q  Tell me what yot

@ @ Calendar * E p\% é: EShowAs: I:‘Busy - O

Cancel Copyto MY%Forward . Join Teams Contact  Address Check Response
Meeting Calendar Meeting Attendees ~ Book MNames Options ~

D_. Reminder: 15 minutes W [=ine:

Actions Teams Meeting Attendees Options

@Attendee responses: 2 accepted, O tentatively accepted, 0 declined.
Mext to another appointment on your calendar.

= Title Webinar: Keys to Increase "Tech Productivity” in 2021 for MAC Members
Send
Update Required © Albert Armnin: |
Opticnal
Start time Fri 2/12/2021 E 11:00 AM - Central Time (US & Canz + O Al day @ Time za
End fime Fri2/12/2021 E 12:00 P w|| Central Time (US & Can: +| 4% Make Recurring

Location Microsoft Teams Meetin

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Or call in (audio only)
+1 779-774-7424 658814659# United States, Rockford

Phone Conference ID: 558 814 659#
Find a local number | Reset PIN

Lo E=a . - -
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How to Use Meeting Notes in Microsoft Teams Meeting

In @ Teams Meeting, you can take notes of important points and discussion. The
notes you will take will be viewable by all the attendees of the meeting Here is
how you will use meeting notes option (follow the steps pointed out by numbers
in arrows):

1. Left-click ellipsis or three dots for more options
2. Left-click “Meeting notes”
3. Left-click “Take notes”

The images below shows the steps to take meeting notes in a Teams meeting.

Meeting with Albert Amin

S C © B 8 o N ¢ @

People Raise React View Rooms Apps viore Camera Mic Share

Record and transcribe
Meeting info
Meeting notes

% Background effects
Language and speech

Settings

Call me

Go ahead and start taking notes!

Motes you take are shared with others and
are accessible before, during, and after the
meeting.

Take notes
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How to Use Meeting Notes in Microsoft Teams Meeting... Continued

Teams will take you to the chat section for this meeting on the home window of
your Microsoft Teams app.

4. The “Notes” is the title of that section. You can replace it.

5. Below that you can add the details.

6. You can also add another section of notes by clicking the Plus sign,
if needed.

The images below show the home window of your Microsoft Teams app where you will add notes

gb Chat -~ = O Meeting with Albert Amin Chat Files Meeting Notes 1 more -
Activity
6 Pinned
Chat
Stephen Turner 5/27 4
fﬁ‘ﬁ You: The Teams restarted
Teams Recent ng with Albert Amin
“+14m ago
Meeting with Albert Amin &
Calendsr You: Created meeting notes for this meeti... = Motes
[ ] ) ) -
B Alignement Session - MS Tea... 751PFM . _— . o
% Robert Oebels: will leave for 3 sec and d... Capture meeting objectives, important notes or action items 5

Project Managers' Training - Out... 5/25
B Stephen Turner: Steve@TurnerTimeMana...

Mandatory Teams Meeting Train... 5/18
Stephen Turner: Please left click or tap th..

Mike Gabel 5/14
MG, E -
© You: Mike, I have received your e... {8) Edemnal

After the meeting, you can access notes by in the chat section of your Teams app:

7. Left-clicking the “Meeting Notes” tab

— o TR '%.

‘%h Chat ~ = @ Meeting with Albert Amin Chat Files Meeting Notes 1 more l
Activity
g o L:'o Albert Amin joined the meeting. 7
Stephen Turner 521 .f Albert Amin named the meeting to Meeting with Al
fﬁﬁ You: The Teams restarted
Teams Recent Il Meeting started  12:51 AM
N Meeting with Albert Amin 107 AM ;
Calendar & Youw: Created meeting notes for this me... LB
Created meeting notes for this meeting
* B Alignement Session - MS Teams ... 5/27
% Robert Oebels: will leave for a sec and d
alls SR sbs willisavE far @ sec ana dim Show notes in fullscreen
M Project Managers' Training - Out... 5/25
B Stephen Turner: Steve@TurnerTimeMana. =
L a T e 1 Meeting ended 1h37m  2:29 AM
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|

How to Turn on Transcription in the Policies for Teams Meetings

During any Teams meeting, you can start a live transcription of the proceedings.
The text appears alongside the meeting video or audio in real time, including the
speaker's name (unless they chose to hide it) and a time stamp. To use the tran-
scription your Microsoft 365 Admin will have to turn on this in Microsoft Teams
Admin Center. Here is how a Microsoft 365 Admin will turn it on.

Go to Teams admin center by clicking this link:

https://admin.teams.microsoft.com/

1. Left-click “Meetings” in the left Navigation menu
2. Left-click “Meeting policies”
3. Left-click “Global (Org-wide default)

Home

Teams

Users

Teams devices
Teams apps
Meetings
Conference bridges
Meeting policies
Meeting settings
Live events policies
Live events settings
Messaging policies
Voice

Locations

The image below shows Microsoft Teams admin center

Microsoft Teams admin center

Manage policies Group policy assignment

+ Add & Edit (O Reset Global policy -+ 7items C
Name T Custom policy
AllowReports Yes
AllOn No

RestrictedAnonymousAccess... No
AllOff No
RestrictedAnonymousNoRecor No

Kiosk No

v Global (Org-wide default) No

3
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How to Turn on Transcription in the Policies for Teams Meetings... Continued

Scroll down on the next window and:

4. Under Recordings & transcription, slide Toggle button on the
right of Transcription.
5. Scroll down and left-click “Save”

The image below shows Microsoft Teams admin center where
you will turn on Transcription for Teams Meetings.

Microsoft Teams admin center

Network configuration lookup (O [ ] Off

Home

Teams
Recording & transcription

Users
Recording and transcription settings let you control how thes 4 :s are used in a Teams meetir

Transcription () () On

Teams devices

Teams apps
. Cloud recording () On
Meetings
Conference bridges Meetings automatically expire O () On
Meeting policies Default expiration time 60
Meeting settings Store recordings outside of your country or region PY Off
@

Live events policies

Live events settings
Content sharing

Live events settings Meeting reactions

Messaging policies

5

Voice

. ‘ Cancel
Locations | |
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How to Use Transcript in Microsoft Teams Meeting

It is a good to have the audio in the form of a text transcript. Here is how you will
turn it on/off:

1. Left-click the ellipsis (the three dots ...) for more options.
2. Left-click “Record and transcribe”
3. Left-click “Start transcription”.

A transcription panel on the right will open up and a banner will appear at the top
of the meeting window to let participants know that the transcription has started.

The image below shows the menu where you will “Start transcription”.

Meeting with Albert Amin

g O © B8 6] &

People Raise React View Rooms Apps Camera i Share

Record and transcribe

@ Start recording

&) Start transcription Meeting info
Meeting notes
Background effects
Language and speech

Settings

Call me

Help

The image below shows the banner that all the attendees will see.
They can also dismiss the banner by clicking the button.

A Yranscription has started Let everyone know they re beng transaribed. Privacy polcy

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.




Please consult your IT Resource before taking any actions you are not sure of. 76

QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

How to Use Transcription in Microsoft Teams Meeting.... Continued

The image below shows the transcription panel

If you don’t want to see the trans

Left-click the close button (x)

Note: If later during the meeting, you want to see the transcription again:

1. Left-click the three dots for more options
2. Left-click “Record and transcribe”
3. Left-click “Transcript”.

Meeting with Albert Amin

H & O © B8 6

Chat People Raise React View Rooms Camera

Record and transcribe

@ Start recording

(£) Stop transcription gl

© Transcript Meeting notes
% Background effects
Language and speech

Settings

Call me
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How to Use Transcription in Microsoft Teams Meeting.... Continued

There are two methods to access the transcript:

Accessing Transcript from the Chat Section of Teams App:

Here is how you can do it
1. Go to the chat section of your Teams app

2. Left-click the meeting chat
3. Left-click it to see the transcription of the meeting

The images below show the meeting transcript in the chat section of your Teams app

Q Search

E’L Chat - = @ Meeting with Albert Amin Chat Files Meeting Notes 1
Activity
1 g s F‘o Albert Amin joined the meeting.
Stephen Turner 521 f Albert Amin named the meeting to Meeting with Albert Amin.
fﬁ% You: The Teams restarted
Team: Recent .l Meeting started ~ 12:51 AM
Meeting with Albert Amin 1:07 AM
Calendar You: Created meeting notes for this me... 2
Q’ ° Alignement Session - MS Teams ... 5/27
o Robert Oebels: will leave for a sec and dia...
- ﬁ If‘roject L\Aa nagers T_ra_mmg_.- Qut... 525

3

Search or T¥pe 8 commang .

—-

:h Chat Detalls Fles Mesting notes Recording & lranscnpt |

show as Busy *~  Lategory: Morme ™

| View series  Show meeting infc

ii [
ranscript Motes
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How to Use Transcription in Microsoft Teams Meeting.... Continued

Accessing the Transcript from Teams Calendar:
Here is how you can access the transcript:

1. Go to your Teams calendar
2. Open up the meeting event

The image below shows the Teams calendar where you will get the Transcript

I

Q Calendar

Activity

E/Q B Today < »  March 2021 v

Chat

(W)
Teams Monday Tuesday
Gym, Shower & Dinner Gym, Shower & Dinner
| =
1 - E_ 6 PM
' Calendar
[ ]
Call
7PM
lies
[l ]
8 PM
9PrM
Salesforce training workbook
Albert Amin
10 PM
(84
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How to Use Transcription in Microsoft Teams Meeting.... Continued

3. Left-click “Transcript”
4. You click the “Download” button, if you want to.

The image below shows the meeting window where you will open up the transcript

o>

March 17, 2021 2:00 PM - 230 PM  View series Show meeting info

111

0

Transcript Attendance ¥

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Or call in (audio only)

+1647-749-1074 9277542634 Canada, Toronto
Phone Conference I1D: 927 754 263#

Eind a local number | Reset PIN

Learn More | Meeting options
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How to Get Attendees Joining or Leaving Report

The organizer of the meeting can download attendees report during the webi-
nar or a meeting:

1. Left-click or tap “Show participants” icon
2. Left-click or tap the down arrow to download attendee list
(Meeting attendee report will be downloaded on your computer)

These images shows the steps to download the attendance report.

1 g with Albert Amin

@ 8% @ @ aa a e N & e Leave | v

Chat People Raise React View Rooms Apps More Camera Mic Share

People Y% ><

Invite someone or dial a numbe 2 &

Currently in this meeting (2)
Stephen Turner i
a Crganizer /é’/
AA | Albert Amin
| J

Others invited (2)

akhil.ramolla@joinsage.com

A Accepted
Cutside your organizatio
Vin Nolan

VN Accepted
Cutside your organization

Invite others from conversation (1)

- tony@colemanrusseall.com
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Microsoft Teams usage report

It gives you an overview of the usage activity including the active users and
channels etc. From here you can see how many people in your organization are

using Teams.

Go to Admin panel by clicking this link:
https://admin.teams.microsoft.com/dashboard

1. Left-click or tap “Usage reports” under “Analytics & Reports”

©2023 Turner Time Management, LLC. All rights reserved.

Dashboard

Teams

Dewvices

Locations

Users

Meetings
Messaging policies
Teams apps

Voice

Policy packages

Analytics & reports

Usage reports

Org-wide settings

All trademarks reference are property of their respective holders and are used for identification purposes only.
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2. In report fiend, select (Teams usage”

3. And select “Date range”

4. Left-click or tap “Run report”

5. Left-click or tap the “Excel” to export the report

The report can be viewed from 7 days, 30 days or 90 days.

Analytics & reports

Analytics and reports will help you create different types of reports to get insights and information about Te:
reports will help you better understand usage patterns so you make better business decisions. Learn more

Report Date range

Teams usage ~ Last 30 days e

Analytics & reports

Report Date range

Teams usage ~ Last 30 days 4

Teams usage report g o
Aug 03, 2020 2:43:34 PM UTC Date range: Jul 4, 2020 - Aug 2, 2020
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How to Create a Quick Poll in a Teams Meeting

While in a Teams meeting, you can quickly create a poll for the participants of
your meeting. That will show up in the chat section and you can see the results

too. Here are the steps to create it:

1. In the chat section, left-click the “More apps” icon (thee dots)

Type a new message

2 B ©

2. Left-click on “Forms”

Find an app Q
Farms Praize Stream

Suggestions

= 0 0GB

L"I.'."I rs IIFF- IFI"'II I."I h‘.lﬁ'u-'.l: DI Aran
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How to create a quick poll in a Teams Meeting... contunue

3. Type your question

You have the option to quickly add suggested options
4. Type Options 1 & 2

If you need more options, left-click “Add options”

5. Left-click or tap “Next”

6. Left-click on “Send”

The image pasted below shows the form where you can mention the Poll questions and its options

Forms x
Powered by Microsoft Forms

Create a new poll

Question 3
Option 1

4
Option 2
-~ Add option @ Multiple answers

e SO
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How to create a quick poll in a Teams Meeting... continue

7. Left-click “Send”

Your Poll will be sent to
the chat of the meeting,
where everyone can
vote and can see the re-
sult of the poll.

Waiting for others to join...

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.

Forms
Powered by Microsoft Forms

Here is a preview of the card you will be sending.

Albert Amin created a poll

Results are visible to everyone; Names recorded

Should we discuss about creating channels?
O Yes

O No

O Maybe

Submit Vote

Clicking Send will add Ferms to this chat. By using this app you agree to its privacy

policy and terms and conditions.

Meeting chat bt

Albert Amin created a
poll
Results are visible to

everyone; MNames recorded

Should we discuss
about creating
channels?

O Yes
O No

QO Maybe

Submit Vote

Yes 0% (0)
No 0% (0)
Maybe 0% (0)

0 responses

Type a new message

Y COEE - B



Please consult your IT Resource before taking any actions you are not sure of. 86

" QUESTIONS? 1-855-778-8463
\ Steve@TurnerTimeManagement.com

Sharing Results Summary Poll with People Outside the meeting
using a Link

Whatever poll you will create in Teams meetings, that will be actually stored
in Microsoft Forms app. To share the Poll results with non-members of a
teams call, go to Microsoft Forms:

1. Open up the relevant form which you created for a Poll in Teams

In this tutorial, we created the first form which is “Should we discuss about
creating channels?”, so, we’ll open up that one.

————————————————————

E[‘vly formsi Shared with me Group forms A Search form

o—

=+
New Form
Should we discuss Teams Training
about creating Webinar
a channels?
=1
il
New Quiz
1 Responses 2 Responses
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2. Go to “Responses”
3. Left-click the three dots (More options)
4. Left-click “Create a summary link”

Questions Responses @)

Should we discuss about creating channels?

1 00:00 Active
Responses Average time to complete Status
Delete all responses
ST S——
Print summary
. B 4 Create a summary link
1. Should we discuss about creating channels?

5. Left-click “Copy”

Now you can paste this link in an email or anywhere to share with others.

Questions Responses @)

Should we discuss about creating channels?

Anyone with this link can view a summary of responses

MWZMrx8T)QuSXMhUOUZWNzVOQKIAN AwT TkZUTAIV 11X Qkg 2RC4AulAnalyzerToken= Copy @

1. Should we discuss about creating channels?

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.



Please consult your IT Resource before taking any actions you are not sure of. 88

QUESTIONS? 1-855-778-8463

Steve@TurnerTimeManagement.com

When you are organizing a meeting with a large
number of participants, you may want to mute all

the participants to avoid interruptions. As a meeting
organizer or presenter, you will see on in your Out-

look Meeting Request a link to the Meetings options
web page and you can do this before the meeting or

during the meeting.

How to Mute/Unmute All the Attendees in a Teams Meeting

The image below shows the
Meeting Options on your
Outlook Meeting Request.

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Or call in (audio only)
+1779-774-7424,369443298# United States, Rockford

Phone Conference ID: 369 443 298#
Find a local number | Reset PIN

Learn More | Meeting options

You will also be able to choose whether all attendees can unmute or not during
the meeting. If any attendee want to speak, he/she will raise hand. Being an organ-
izer or presenter, if you want to allow the attendee to speak:

o Left-click “.”” menu available at the top of the participant list

o Right-click on the attendees’ name in the partici-

pant list or main meeting stage to access the

“Allow to unmute” option.

The image below shows the web page linked from your Outlook
Meeting Request for a specific meeting to change “Meeting options”

Who can bypass the lobby?

Always let callers bypass the lobby

Announce when callers join or leave

Choose co-organizers:

Who can present?

People in my organization and gu... v

To assign a role to a participant, invite them
to the meeting individually. Learn more

Everyone

Allow mic for attendees?

Allow camera for attendees?

Record automatically

Allow meeting chat

Allow reactions

Enable Q&A

Enable language interpretation

Allow attendance report

©2023 Turner Time Management, LLC. All rights reserved.

Enabled

To select interpreters, send the invite from
Outlook and then refresh this page

ves @D

The image below
shows the Meeting
Options available from
the ellipsis (....) menu
in your Teams
Meeting

Always let callers bypass the
lobby

Announce when callers join or
leave

Choose co-organizers:

To assign a role to a participant, invite them
to the meeting individually.

Who can present?

Everyone

Allow mic for attendees?

Allow camera for
attendees?

Allow meeting chat
Enabled

Allow reactions

Provide CART Captions
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How to Change Meeting Options

There are different methods to change a meeting’s options.

Method 1: In your Teams calendar

1. Left-click or tap “Meeting options” (please follow arrows with 1a or 1b)

The below image is an already scheduled meeting
which is now opened up by going to Teams Calendar

Coaching Call Inbox Management (Albert to Call S... Chat Files Details  Scheduling Assistant 2 more “ Close
X Cancel meeting  Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta »  Meeting options Tracking
& Coaching Call Inbox Management (Albert to Call Steve) 1 Albert Amin
a Organizer
= e Stephen Turner % + Optional Stephen Turner
Unknown
Aug 25, 2020 S00PM Aug 25, 2020 530PM ~ 30m @  Allday

Suggested: 4:30 PM-5:00 PM 4:00 PM-4:30 PM 3:30 PM-4:00 PM

Q

Does not repeat ~

@ Add location

B 7 U S| % A WA raegaph~ T, | <

7T
@
i

Join Microsoft Teams Meeting

R [

Method 2: In your Outlook calendar

1. Left-click or tap “Meeting options”

= Title Coaching Call Inbox Management (Albert to Call Steve)
uiedn:te Required | @ Stephen Turner
Optional
The image to the rlght Start time Tue 8/25/2020 B | 500PM «| Oaldey [0 @ Timezones
is an a|ready scheduled End time Tue 8/25/2020 || s20em +| O Make Recurring
meeting which is now -

opened up by going to
Outlook Calendar

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options 1
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How to Change Meeting Options.......Continued

Method 3. In an Active Meeting/Call:

If you are in an active Teams meeting/call, you can still go to “Meeting Options”.
Follow the steps mentioned below:

1. Left-click or tap “People” icon on the meeting controls section

2. Left-click or tap “More options” (three dots) RS

3. Left-click or tap “Manage permissions”

You will be taken to “Meeting Options” web page.

The image below is of an active meeting which shows the step by step arrows with numbers.

Meeting with Albert Amin

© ¢ 6 © 8 8 # - & & @

Chat People Raise React View Rooms Apps More Camera Mic Share

n Participants

q §o3 Manage permissions
Infle Q

© Lock the meeting

(& Share invite
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How to Change Meeting Options... Continued

The default participants settings are determined by an organization’s IT admin.
However, after accessing the “Meeting Options” page for a specific meeting, a
meeting organizer can change them. After changing the options, click “Save”.

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.

@i

30 Minute Coaching Call

February 10, 2023 at 11:45 PM - 12:15 AM

&, Stephen Turner

The image below shows, the web page for a specific meeting to change “Meeting options” like
who can bypass the lobby? Usually “People in my organization” is selected for being default option. How-
ever, you can left-click or tap the down-arrow and select the option of your choice for that meeting.

Meeting options

Who can bypass the lobby?
Always let callers bypass the lobby

Announce when callers join or leave

Choose co-organizers:

Who can present?
Allow mic for attendees?
Allow camera for attendees?

Record automatically
Allow meeting chat

Allow reactions

Enable Q&A
Enable language interpretation

Allow attendance report

People in my organization and gu... v

ves @

To assign a role to a participant, invite them
to the meeting individually. Learn more

Everyone v
ves @D
ves @D
No © )

Enabled v
ves @D
Noe © )

To select interpreters, send the invite from
QOutlook and then refresh this page

ves @D
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How to Search Conversations and Files in Teams

Teams users can use the search option with a variety of options to filter or refine
the search like a particular team, a conversation with a particular person or a chat

within a specific date range. You can also search for the documents and files.
Here is how you can use the “Search”

The image below shows the search bar which you see at the top of your Teams app

Q, Search

TURNER TIME MANA....

TurnerTime Training M: Posts Files 1lmore~ @ Team D Meet ~ (D

1. Left-click or tap the search bar showing up at the top ( you can also press
“Ctrl+F” if you are using Windows and “cmd+F” on macQS).

2. Type your search term and hit “Enter”

The image below shows, | have typed “onenote” as my search keyword and hit “Enter” key

2 onenote TURNER TIME MANA... ~ -
4 'i'.
y §
Teams T4 O,  onenote Press enter to view all results @ Team )
) OneMote
Linkedln Use OneMote notebooks to collaborate on digital content with your team.
Team training Oneliote | i
_ Use OneNote notebooks to collaborate on digital content with your team. jason@tumertimemanagement.cc

General @ Quick Reference (OneNote 2013 2016 Settings and Shortcuts).pdf

3 hidden channels Turner Time Management, LLC Team Site > Quick Reference (OneMote 2013 2016 Settings and S...

) : ) Reply
TurnerTime Tasks & Proj.. s+ < heply
General B .
a Stephen Turner 7/28 3:45 AM
Microsoft To Do . Hey where are the new tip sheets for Teams?
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How to Search Conversations and Files in Teams... Continued

All the search results will be displayed from within that chat or channel conversa-
tion on the left of your Teams app (see image below)

E

o Search Al Messages People Files
E_) Type ~ Teams and channels From ~ Date v [] @mentions me [ ] Has attachment [ | Hide apps & bots
Chat
& Top results
Teams
_ Ro  Robert Oebels (DHL Supply Chain) in chat 671172021 7:54PM
MS Teams Training - Session #2 = Meeting chat
Calendar . . . . . )
..Files in OneNote can't be updated whilst being stored in OneNote. You'd have to open the file make char
Q} ° than store back into OneNote. on...
Calls
0 HB_ Hal Bridges in chat  9/29/2020 3:41 AM
Files EPIC - "Time & Technology" Training with TurnerTime (Part 1 of 3) = Meeting chat

..was using OneNote for Windows 10 (web version) and we downloaded/installed the newer On :Note for !
Both are still on my machine and .....the correct OneNote files (OneDrive and Sharepoint) howev ar was trick

Jp_ Justin Petramale in chat  6/9/202110:43 PM

Search in Chat or Channel

To select whether you want to search all channels, chats only or channel.

1. Left-click “Type”
2. Choose “Chat” or “Channel”

onenote

Al

1 h A Messages People Files

Activity
E_/ Type ~ Teams and channels v From ~ Date v []«
Chat
Chat
E’ﬁ% 2 Top results
TS Channel
Ro Robert Oebels (DHL Su
MS Teams Training - Session #2 = ©
Calendar ) .
...Files in OneNote can't be upc
Q:) ¢ than store back into OneNote.
Calls
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How to Search Conversations and Files in Teams... Continued

Using Filter or Refining Search

If you want to search a conversation with a specific person, you can filter your
search.

1. Left-click the drop-down arrow beside “From”
2. Type the name

_ onenote

Search all Messages People Files

Type ~ Teams and channels ~ From ~ Date ~ [ ] @mentions me [ ] Has attachment

Top rest Fi\ter by person 2

RO Robert Oebels (DHL Supply Chain) in chat  6/11/2021

MS Teams Training - Session #2 =~ Meeting chat

..Files in OneNote can't be updated whilst being stored in OneNote
than store back into OneNote. on...

Using More Filters

You can also search within a specific date range, by name @mentions or filter by
attachment, etc.:

_ onenote X

Search all Messages People Files

Type v Teams and channels ~ From v Date ~ [ ] @mentions me [ ] Has attachment [ | Hide apps & bots
Top results

Ro Robert Oebels (DHL Supply Chain) in chat  6/11/2021 7:54 PM
MS Teams Training - Session #2 = Meeting chat

..Files in OneNote can't be updated whilst being stored in OneNote. You'd have to open the file, i
than store back into OneNote. on...
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How to Search Conversations and Files in Teams... Continued

Search Files & Documents

If you are searching for a document in Teams, left-click on “Files” and Teams will
show you the relevant file or document as search result.

Search Al Messages People Files

Team ~ File Type ~ Modified by ~ Date ~

Basic Training Presentation.pptx
TurnerTek Manufacturing, Inc. > Sales Presentation

Modified by Steve Turner on 1/14/2022

Stephen Turner | Turner Time Management, LLC | Ste
TTIME) Ext. 501 | www.TurnerTimeManaaement.com

Using Filter to Search Files & Documents

While searching for Files, you can use the filters to refine your search:

onenote

Activity Search Al Messages People Files
E_/ Team ~ File Type ~ Modified by ~ Date v
Chat
w00 B:| Excel
o 1 - .
S @ Images iIc Iraining Presentation.pptx
arTek Manufacturing, Inc. > Sales Presentation
© i OneNote fied by Steve Turner on 1/14/2022
Caterdr [ PDF hen Turner | Turner Time Management, LLC
® 1E) Ext. 501 | www.TurnerTimeManaaement.c
% B¢ PowerPoint
Calls
=) Text file rking Remotely Effectively.pptx
F[H};s o= Word . turnertimemanagement_com > Presentations
fied by Stephen Turner on 8/29/2020
8] Fluid Note For ALL* Business Related Notes *Hant

wnnna/iDad/ Andraid: AnalNlata Ann TACKT MMirs
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Making Information That Is Most Important To You Visible

When you join a new team, it's automatically shown in your teams list. If
you know you're a member of a team but you don't see it, scroll to the
bottom of your teams list and select Hidden. Find the team you're looking
for, select the ellipsis (...) More options > Show “Hide a team or channel”.

[z Search or type a command TURNER TIME MANA... ~ @

Teams e General Posts Files Wiki Schedule 30 minute c... ~ 2 more v + =]

Company Profile
. If your site isn't loading correctly, click here
Marketing Materials

RobaoForm -
General 'TL.]RN“I’VIE
UANRGENMERT
MNecessary Forms (Credit App) Sominars| Training| Conching
TurnerTime Resources
General Turner Time Management, LLC
eMewsletter (latest)
) t @
Links to Schedule Coaching Calls
TurnerTime Training Materials
What TurnerTime can do for you 30 Minute Coaching Call

30 minutes

Hidden teams

June 26

28" Join or create a team 33

Organize your teams list

Make a channel a favorite by selecting “Favorite” next to the channel name.
To reorder your teams, select Teams, then click and drag the team name
anywhere in your teams list.

Auto-favorite channels for the whole team

If you’re a team owner, you can automatically favorite up to 10 channels for
the whole team, making them show up automatically in everyone’s
channels list so people will be aware of important channels.

Pin or unpin a chat in Teams

Select Chat to open the chat list. Find the name of the conversation you
want to pin and click More options > Pin. This ensures that the chat stays at
the top of your list. To unpin a chat, just click More options > Unpin.
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Hiding or Unhiding a Team or a Channel and Notifications
You can hide a channel or a team if you don’t want to see it and keep the
important ones visible. However, later if you need those hidden channels or

teams you can unhide them again.

Hiding a Team or a Channel
To hide a team or a channel, follow these steps:

o Left-click or tap the three dots (more settings)

o Left-click or tap Hide

A Ke kyke 849 views | 3 years ago
TurnerTime Resources kentuckyken | 849 views | 3 years ago

General
eNewsletter (latest)

Links to Schedule Coaching Calls

L1 Channel notifications All activity
TurnerTime Training Materials : Posts, replies, mentions
<2 Pin
What TurnerTime can § Off
,’a‘( Hide Except direct replies, personal mentions
TurnerTime Tasks & Pr
£33 Manage channel Custom
B2 Get email address

n Team training

@ Get link to channel
Ol Marketing - TTM
. & Edit this channel
Time & Technology Questionnaire 68 Connectors

(1 Delete this channel
Pro Members with Subscription plan

Unhiding a Hidden Channel

At the bottom of list of channels in a team, it will show you the number of

hidden channels. To unhide channels:
o Left-click or tap the hidden channels
o Left-click or tap the channel to show

LinkedIn =

Team training m]
General w

3 hidden channels W

W

Time & Technelogy Que... m

Stephen Turner |

Stephen Turner ¢
Stephen Turner ¢
Stephen Turner ¢
Stephen Turner ¢

Stephen Turner ¢
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Channel Notifications

You can customize the notifications which you want to receive for any chan-

nel. Follow these steps:

1. Left-click or tap three dots (more settings)
2. Left-click or tap Channel notifications
3. Select “Off” or click “Custom” for more options

The image below shows the steps to turn off channel notifications

Teams

Your teams

Marketing - TTM

General
LinkedIn

Marketing Calendar

Team training

General

3 hidden channels

TurnerTime Tasks & Projects

Analyzing Projects

n K1 US Team

£e3

=

e

MM General Posts Files Wik

“’. LS L ) Ll_

«/ Reply
n Stephen Turner via email 6/12/2019 11:00 PM
T P - klarkatimes - TTRA

Channel notifications > All activity
Posts, replies, mentions

Pin

Off
Manage channel Except direct replies, personal mentions 3
Get email address Custom »,

Get link to channel
original emai
Connectors

Th

£ | Albert Amin 6/27/2019 12:05 AM Edited
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Using Teams on Your Smartphone

You can easy collaborate with your colleagues without needing your comput-
er by using Microsoft Teams app on your smartphone/tablet. Teams Mobile
app meets your daily communications needs, particularly if you are travelling
or not on your computer desk.

Light Touch:

By lightly touching the Teams icon on the home screen of your smartphone,
it will open up a menu with different quick tasks.

(see the image below)

. . ’ .
. ‘ Share App M

Edit Home Screen

New chat
New call

Chat

Activity Q

¢ O

You can open up “New Chat”, make “New call” and do several other things quickly using
Light Touch.
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Using Teams on Your Smartphone... Continued

Activity

After opening up the Teams app, you can check activity which shows the

notifications you have received.

The image below shows the Teams app on a smartphone

!l Verizon =

® 11:39 AM

¥ 80% 4

11
ls

Feed ~

Never miss a message. Turn on notifications

/5 Albert reacted to your message

Chat with Albert
i can only imagine

AA

8" Albert added you to TurnerTime 5/20
AA  Resources
/5 Edward reacted to your message 5/5

EC

2 G

Activity Chat

Steve Turner - Teams Follow-up meeting (Inq...
Do you have a Teams Icon on your Taskbar

090
co3

Teams

Wednesday

Ty T

Calendar Calis More
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(J chat

In this section, you will see all the messages you have received. And the
chat of all the meeting you have attended previously.

You can go to Chat to read messages you have received or to reply them.

® 11:39 AM

Contacts

Never miss a message. Turn on notifications

TurnerTime Coaching: Gerardo,... 10:35 AM
You: 1. Manage E-mail in Less Time wit...

Albert Amin 8:39 AM
You: yes

Revenue Opportunities & Prosp... vesterday
You: https://youtu.be/tWUBE3sEHsc

Meeting with Stephen Turner Thursday
mkamin@smithfield.com: hey there

Hold - Steve Turner Discuss Cl... wednesday
You: 1. Manage E-mail in Less Time wit...

Teams Boot Camp with Steve... wednesday
How much did we pay a consultant to c...

Outlook & Office 365 Training:... Wednesday

"POO0O0O0O0O0:

You: lol
TiiwnarTima Cnarhina Ine SQtawve (R &BMa
090
] % Qe
Activity Chat Teams Calendar Calls More
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Using Teams on Your Smartphone... Continued

D Teams

In this section, you will see all the teams you have created or you are a
member of.

The image below shows the teams section on a smartphone.

TR TurnerTime Resources

General

eMewsletter (latest)

Links to Schedule Coaching Calls
TurnerTime Training Materials

What TurnerTime can do for you

' TurnerTime Tasks & Projects
General

n Team training
General

Marketing Materials

Mew Sales Opportunities

Presentations

Pricing
ala
O G K e
Activity Chat Teams Calendar Calls Maore
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() calendar
In this section, you will see your calendar. All the calendar events on your
Outlook calendar will sync to this too as they do with Teams calendar on
your computer..

The image below shows your Calendar on the Teams app on a smartphone

@ 11:39 AM

= Q Calendar G

JUME 2 TODAY

Coaching Time Purchase Discussion:

John, Steve [JDT

2:30 pm - 3:00 pm

Microsoft Teams Meeting

TurnerTime Coaching: Curt, Steve

3:00 pm - 3:30 pm | Join

-}
Microsoft Teams Meeting

TurnerTime Coaching : Mark, Steve

(Session 2.5) - Inbox Clean-Up Join
3:30 pm - 4:00 pm

Microsoft Teams Meeting

Microsoft Teams Consult and Training -
Statement of Work Review: Tony, Steve
4:00 pm - 4:30 pm

T 1677 - Steve to call Tony

TurnerTime Coaching: Marty, Steve

4:30 pm - 5:00 pm | Join ﬂ

Microsoft Teams Meeting

TurnerTime Coaching: Jeff, Steve -

More Outlook and iPhone Tips Join
5:00 pm - 5:30 pm |—»

Microsoft Teams Meeting

I TiurnerTime Coachina: lamis Steue

O G 5 & & -

Activity Chat Teams Calendar Calls More
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Micr

Using Teams on Your Smartphone... Continued

(3 calls

In this section, you will see all your audio phone calls. Tap “Calls” to see
call logs or to make a call on phone number.

The image below shows the Calls section on your Teams app on a smartphone.

) 11:39 AM

= Q Calls " ¥
History Voicemail
@ +1877-557-3769 9:33 AM
%2 8 min 52 sec ®
e +1631-836-8848 9114 AM
2 7 sec )
AA Albert Amin Yesterda.y
© % 12 min 55 sec @)
+1615-351-5616 5/20
2 6 min 23 sec ®
e PIUCCI ANDREW 5/13
T Missed call 6
PIUCCI AMDREW 5/13
% 14 min 22 sec 0,
e +1404-314-1956 513
%2 15 min 29 sec 0]
@ +1 216-780-1541 5/13
%2 1 min 51 sec 0,
o & 253 %
Activity Chat Teams Calendar Calls More
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Using Teams on Your Smartphone... Continued

(] More

In the “More” section, you will see other apps like “Approvals” and

“Organization”, etc.

The image below shows the “More” section on Teams app on a smartphone.

BAN=,030%E11:10 PM

"

e

Files Approvals Camera

n

B2:0

Organization Saved Shifts Tasks by Pla...

i)

Wiki

@ ©® ¢

Activity Chat Teams Calendar  Calls

Reorder

®)

Insights

More
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How to Use Cortana with Microsoft Teams

The Cortana voice assistant currently works within the Microsoft Teams mobile app. It supports you
in streamlining collaboration, communication, and meeting strategies. You can handle a host of fea-
tures using spoken language and speak to Cortana just by tapping the microphone button on your
Teams mobile app. Cortana can assist with calls, meetings, messaging, file sharing and more.

Here are some of the things you can do with Cortana on Microsoft Teams:

Calls and meetings: To join a meeting, just say to Cortana “Join my next meeting”. This will imme-
diately link you to the conversation. There’s also the option to reach someone on the go by saying
“Call Name”. The name should be someone in your Microsoft address book.

In meeting tasks: WWhen you’re actually in a conversation, you can ask Cortana for additional sup-
port. For example, you may want to add someone new to the call, or ask Cortana to share a piece of
information. There’s also the option to navigate to specific slides in a presentation just by asking
Cortana to visit the right page.

Messaging: Being a Microsoft Teams user, you can easily use the Cortana voice assistant to send
a message to someone in Teams, no matter where they are. All you need to do is say “send a mes-
sage to name” and you’re ready to go. You can also send messages to an entire meeting group.

Search and navigation: With Cortana voice assistance, you can share and find files, navigate with-
in the Teams app. To share a file, just tell Cortana what you want to share and who you want to
share it with. If you need help finding a previous message, then you can open a chat and search
within that information. Alternatively, ask Cortana to visit your Mentions or your Unread Activity for
new updates.
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How to Turn On and Off Guest Access to Microsoft Teams

The guest access to Microsoft Teams is turned off by default. You must turn on
guest access for Teams before admins or team owners can add guests.

After you turn on guest access, it may take a few hours for the changes to take
effect.

Note: Turning on guest access depends on settings in Azure Active Directory, Mi-
crosoft 365, SharePoint, and Teams. For more information, see Collaborate with
guests in a team.

Follow these steps to turn on guest settings, sign in to the Microsoft Teams admin
center by clicking this link https://admin.teams.microsoft.com/

1. Select Org-wide settings > Guest access.
2. Set Allow guest access in Microsoft Teams to On.

After turning on this setting, you will see several other guest settings which you
can turn off or on.

Microsoft Teams admin center

E:I Meetings

EJ Messaging policies
Guest access

EB Teams apps
Guest access in Teams lets people outside your erganization access teams and channels. When you turn on Guest Access, you

% Voice can turn on or off features guest users can or can't use. Make sure to follow the steps in th\sic\'ecklistjto set up the
prerequisites and so Team owners can add guest users to their teams. Learn more

|I| Policy packages

e | Slvtics & re -

4l Analytics & reports Allow guest access in Teams O On  This setting is turned

1 # Org-wide settings 2 off by default
External access Calling

Guest access . -
Manage calling specific contrels for guest users.

Teams settings

Make private calls Q On
Teams upgrade
Holidays
Meeting
Resource accounts
. Turn on or turn off settings for guests in meetings.
= Planning I
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How to Turn On and Off Guest Access to Microsoft Teams... Continued

3. Under Calling, Meeting, and Messaging, Turn On or Off for each capability, de-
pending on what you want to allow for guest users.

Make private calls — Turn this setting On to allow guests to make peer-to-peer calls.
Allow IP video - Turn this setting On to allow guests to use video in their calls and meetings.
Screen sharing mode — This setting controls the availability of screen sharing for guest users.

Turn this setting to Disabled to remove the ability for guests to share their screens in Teams.
Turn this setting to Single application to allow sharing of individual applications.
Turn this setting to Entire screen to allow complete screen sharing.

Allow Meet Now — Turn this setting On to allow guests to use the Meet Now feature in Microsoft Teams.
Edit sent messages - Turn this setting On to allow guests to edit messages they previously sent.

Guests can delete sent messages —Turn this setting On to allow guests to delete messages they previously sent.
Chat — Turn this setting On to give guests the ability to use chat in Teams.

Use Giphys in conversations — Turn this setting On to allow guests to use Giphys in conversations. Giphy is an
online database and search engine that allows users to search for and share animated GIF files. Each Giphy is
assigned a content rating.

Giphy content rating — Select a rating from the drop-down list:

Allow all content - Guests will be able to insert all Giphys in chats, regardless of the content rating.
Moderate - Guests will be able to insert Giphys in chats, but will be moderately restricted from adult content.

Strict — Guests will be able to insert Giphys in chats, but will be restricted from inserting adult content.

Use memes in conversations - Turn this setting On to allow guests to use Memes in conversations.

Use Stickers in conversations — Turn this setting On to allow guests to use stickers in conversations.

Microsoft Teams admin center

4. Click “Save”

viessagin
] Meetings ging
Messaging policies Turn on or turn off settings for guests in chats or channel conversations.
Teams apps
i Edit sent messages () On
&P Voice
Delste sent messages () Cn
Policy packages
» Chat () On
Analytics & reports.
Org-wide settings Use Giphys in conversations () On
External access Giphy content rating Moderate
Guest access . .
Use Memes in conversations () On
Teams settings
Use Stickers in conversations () On
Teams upgrade
Allow immersive reader for viewing messages () On

Holidays

Resource accounts
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How to Add Guest Account in your Microsoft Teams

You may need to collaborate with people outside your organization. In Mi-
crosoft Teams, you can add those people to give them access to any team you
have created.

Note: You must be a team owner to add a guest in teams and the guest (s)
must have Microsoft 365 work or school account. If the guest doesn’t yet have
a Microsoft account associated with their email address, they will be directed
to create one for free.

Adding a Guest in the team

To add a guest in a team, follow these steps:

1. Left-click or tap three dots (more options)
2. Left-click or tap “Add Members”

Teams will send an invitation to invitee to join the team.

[ - WD AT R RN U e e e B0 W) e e

" Clients

v n TTM, LLC. (Manufacture 1
General 53«( Hide
Company Profile
Marketing Matenals 23 Manage team
11 hidden channels & Add channel

Add member

{] Q

ﬂ RoboForm

General

w

Lzave the tzam

Get link to team

@

Mecessary Forms (Credit App)

5{? TurnerTime Resources

Q

Manage tags
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3. Type the email address
4. Left-click “Add”

@ corey Little (Guesty) # x Add

Edit guest information

Corey Little

Setting up Guest Permissions in teams

The first step is to add a guest and the next step is to setting up guest permis-
sions. Here is how you can do it:

1. Left-click or tap three dots (more options)
2. Left-click or tap “Manage team”

1
~~~ -+ wwnsiag
B . uc (vanufacturen .
General & Hide
Company Profile y
Marketing Materials 51 Manage team 2
11 hidden channels Z] Add channel gL

Add member

RoboForm

General Leave the team

Mecessary Forms (Credit App) Get link to team

Q@ % (g

. Manage tags
TurnerTime Resources
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3. Go the Settings
4. Left-click or tap “Guest Permissions”
5. Check-mark the permissions you want to give to the guest

TTM, LLC. (Manufa r) -

This is where we are storing all th ation about ITW

Members Pending Requests Channels  Settings Analytics Apps

» Team picture Add a team picture
»  Member permissions Enable channel creation, adding apps, and more
4 » Guest permissions Enable channel creation
+ @mentions Choose who can use @team and @channel mentions
» Team code Share this code so people can join the team directly - you won't get join requests
v Fun stuff Allow emoji, memes, GIFs, or stickers
TTM, LLC. (Manufacturer) -
This is where we are storing all the information about ITW
Members Pending Requests Channels w Analytics  Apps
+ Team picture Add a team picture
+  Member permissions Enable channel creation, adding apps., and more
~ Guest permissions Enable channel creation
Allow guests to to create and update channels O 5
Allow guests to delete channels [
» @mentions Choose who can use @team and @channel mentions
+ Team code Share this code so people can join the team directly - you won't get join requests
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How to Send/Forward an Email to a Teams Channel

To reduce email volume in the inbox, it is a good idea to send an email to a Teams
channel. Every Teams channel has a separate email address that you can use to
send an email to it. Once an email is part of a channel, anyone can reply to it to
start a conversation.

Here is how you can see and copy the email address:

1. Left-click the Three dots on the right of the channel for “More options”
2. Left-click “Get email address”

See the next page for further steps.

The image below shows a Teams channel and steps to get Teams’ email address

Q Teams = General Posts Files Wik
Activity

@ Your teams

Chat

o Marketing - TTM V

W
Teams General 1 Herg

— Library

{0\ Channel notifications >
Calendar LinkedIn 0

% ® Marketing Calendar %7 Pin

Calls Outlook §93  Manage channel

[B . &9 Get email address 2

Team training

il

s &2 Get link to channel ‘

TurnerTime Tasks & Proj... 48 Connectors

General
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A dialogue box will appear.

3. Left-click “Copy”

4. Paste the email address in the “To” field of the email

Get email address

See advanced settings for more options.

bneral - Marketing - TTM <cf4ef730.turnertimemanagement.com@amer.teams.ms>

@ Remove email address

3

How to Send/Forward an Email to a Teams Channel... Continued

This image shows the Teams channel’s email address copied in the To field of an email

E FW: Streamlight - TurnerTime Training Session 3 - Message (HTML)

File  Message Insert

by 4

Paste ED Basic
v 4 Text v

(AI

Undo | Clipboard TIn

Save
> From v
To
Send
Cc
Bcc
Subject
Thank you,

Albert Amin | TurnerTime ﬁ”"’" | www.TurnerTimeManagement.com | Main: (855-77-TTIME) Ext. 504 | Mobile: 779-203-9066 | albert@turn
Technology Simplified & Optimized. CHECK OUT THE NEW TURNERTIME “APP” FOR ANY DEVICE (COMPUTER, TABLET AND/OR SMA

O Search

Draw Options FormatText Review Help

8 o r Q &F ) & O

Names  Include Tags Dictate Editor Immersive View Viva
e v v Reader Insights
Voice Sensitivity Editor Immersive | Salesforce Add-in
£3 F'IZI Message Options @ AutoCorrect Options ¥

albert@turnertimemanagement.com

General - Marketing - TTM <cf4ef730.turnertimemanagement.com @amer.teams.ms>;

Open Repfal
Sync+

Repfabric Syn

4

FW: Streamlight - TurnerTime Training Session 3

John 3:16
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How to Send/Forward an Email to a Teams Channel... Continued

Advanced Settings:

While copying the channel’s email address, you can also see very useful other op-
tions too. Please follow the arrows on the images below.

1. Left-click “advanced settings”
2. Select appropriate option
3. Left-click “Save”

1
Get email a.’

See|advanced settings for %ore options.

neral - Marketing - TTM <cf4ef730.turnertimemanagement.com@amer.teams.ms>

Tﬁ] Remove email address

This image shows the advanced options to get Teams channel’s email address

Get email address

See advanced settings for more options.

General - Marketing - TTM <cf4ef730.turnertimemanagement.com@amer.teams.m:

1] Remove email address

(o

Anyone can send emails to this address

2 O Only members of this team

O

Only email sent from these domains:

\ e.g. microsoft.com, gmail.com /

3
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How to Create & Use Breakout Rooms in Teams

Meetings can be made into breakout rooms. All participants remainin a
single meeting/call, but you can send them to breakout rooms to discuss
things in separate teams, then call them back in when it's time. Breakout
rooms during your Teams meeting enables small group collaboration and
discussions. The Breakout rooms give participants time to critically evalu-
ate. As a meeting organizer can drop into any breakout room if the partici-
pants of that room need your help.

Here is how you can create and manage Breakout Rooms.

In active meeting, on the meeting controls bar:

1. Left-click on “More options” =

— 0O X

[+

Unmute (Ctrl+Shift+M)

Stephen Turner
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Create & Use Breakout Rooms in Teams.... continue

2. Select the number of breakout rooms (can choose up to 50)
3. Select the method, you like to assign participants

(a) Automatically (b) Manually
4. Left-click “Create Rooms”

The image below is where you need to mention Breakout Room name

Create Breakout Rooms (Preview)

Room settings

How many rooms do you need?

Participants

How would you like to assign participants

Automatically
As=ign 1 people into 2 rooms (0-1 partiapant per room)

Manually
Add participants individually to Breakout Rooms.
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Create & Use Breakout Rooms in Teams.... continue

The image below shows, | have created two Breakout Rooms

Breakout rooms

RTTTTTTTTIS
MTTILLLLLE

“smmmmmnn EEEEEEEEEEEEEEEE’

If you will hover over the breakout room, you will see the three dots |l

After clicking this, you will see the options to open room, close, rename it or later delete the room.
(See the image below)

Manage rooms
Room 1 (1)
a Stephen Turner

\ a Room 2 (0)

This room is empty

Join room

Open room

Rename room

Delete room
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Create & Use Breakout Rooms in Teams.... Continue

C] Adding More Rooms:

You can add more Rooms by clicking the “Add room” button

Manage rooms Add room Close rooms

a Room 1 (1) .

Stephen Turner

() Re-assigning a Room to Participant (s):

You may not be agree to automatic assigning a room for someone, you can reassign the room.
When you will hover over a room, it will show a drop-down arrow on the right.

1. Left-click that arrow and it will show you the list of participants.
2. You will select participants and click the “Assign” button on the right.
3. You can unassigned it or select another room.

It will pop up a list of other rooms.
Manage rooms Add room Close rooms

Room 1 (1)

Stephen Turner
Select all

Stephen Turner s 3

Assign Participants during an active
() meeting:

Just above Breakout Rooms, you will see a section of participants who are unassigned. These may
the new participants who joined the meeting later. When you will hover over that section, it will
show up a drop-down arrow. As you will click that arrow, it will show any participants who are unas-
signed. So, you can assign them here.
v | i Assign participants

All participants are assigned

All participants are assigned
Manage rooms - . — — _. —

rj Room 1 (1)

Stephen Turner
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Create & Use Breakout Rooms in Teams.... Continue

D Breakout Room Settings or Recreate Rooms

On the top right corner, there is Breakout rooms
a section where you can make
some settings or even recreate
rooms. Let’s click “Rooms set- —»

tings”. Rooms settings 'b

Assign pa

(See the image on the right)

Add room Start rooms

The image below shows the settings
options. With the first option

h Settings
checked, the new people will be au- :
tomatically added to rooms. And the 8 Automatically move people into
second option will allow them to go : opened rooms
back to main meeting, if the partici- : (O Let people go back to the main
pant (s) will feel they are done with - meeting

the breakout room discussion.

[:] Recreate Rooms

If you will click the “Recreate Rooms” option, it will take you the same windows
where you were previously to create breakout rooms.

Create Breakout Rooms (Preview)

Room settings

Breakout rooms

How many roomsz do you need?

Participants
How would you like to assign participants

Rooms settings b

Assign pa

® Automatically
Assign 1 people into 2 rooms (0-1 participant per room)

Manually
Add participants individually to Breakout Rooms.
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How to Use and Share Whiteboard in a Teams Meeting

When you are in a Teams meeting when you are sharing your computer screen
with other participants of the meeting, you may want to use and share a white-
board with them, just as you do in a physical meetings.

Here is how you can use:

1. Left-click on “Share content” icon
2. Left-click on “Microsoft Whiteboard”

The image below shows the steps to share “Microsoft Whiteboard” with the meeting participants.

Meeting with Albert Amin

& ¢ © B8 0 © N ¢ @

Chat People Raise React View Rooms Apps Camera Mic

o leave Vv

Share content Include computer sound

Presenter mode

O Add background

Screen Window (9)

)

Microsoft Whiteboard

Collaborate on a whiteboard

o) Content from camera
“*  Share a document, a whiteboard, and more

PowerPoint Live
See your notes, slides, and audience while you present.

8 Play Butto Final
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How to Use & Share Whiteboard in a Teams Meeting... Cont.

A whiteboard will appear on your screen where you can use the following:

s

+ Pan and Zoom

+ Colors to draw sketches ﬂ ﬂ ﬂ ﬂ

o+ Eraser ﬁ

-----

+ Add a Note [/

The image below shows the full whiteboard which you will see on your screen.

Meeting with Albert Amin

Stop presenting
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How to Add Planner/To Do app in your Microsoft Teams

By having Planner app in your Teams, all the tasks whether assigned to you or
created by you in the Planner or To-Do web app and Outlook, will appear right in
your Teams app:

Here is how you can add Planner in your Microsoft Teams:
Follow the steps mentioned below:

1. Left-click “More added apps” icon
2. Write “Planner” in the search field if you don’t see it there already
3. Select “Tasks by Planner and To Do” (a Window will Pop up)

The image below show Microsoft Teams app, where you can add Planner app in Teams

I

'@ Teams = Gen
Activity
=/ Pinned
Chat
) Webinar Recordings
) B TurnerTime Resources
Team:
8 F‘Ianner| 2 Q
Calendar
P Tasks by Planner and To Do 3
% - S@ Stay organized across all your team and individu...
Calls . PlanStreet "
Employee task management, checklists, and time...
D .

Remote Player
¢ » Communicate with your workforce no matter wh...

1 see Planet eStream
Share Planet eStream Video and Media Content ... ®

Apps More apps > I
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How to Add Planner/To Do app in your Microsoft Teams... (Continued)

On the pop up window:

1. Left-click “Add” icon

Tasks by Planner and To Do
Micrasoft, Productivity, Project Management

A
I

About
More from Microsoft Corperation
Tabs

Permissions

Bots

Personal app

Stay organized across all your team and individual tasks.

Use in a tab at the top of a chat or channel
Chat with the app to ask questions and find info

Keep track of important content and info

Tasks makes it easy to stay organized across all your Planner and To Do tasks. Create,
assign, and track tasks individually or collaboratively with your team, and see everything
come together in one place.

—

)

Activity
Chat
90g

o2

Tezms

Calendar

You can also add a Planner in the any team
by clicking the down-arrow beside add and
then left-clicking “Add to a team” as shown
below.

Tasks by Planner and To Do

Microsoft, Productivity, Project Management

v

7 Add to ateam

Stay organized across all your

nakes it easy to stay organized acr
and track tasks individually or coll:
bgether in one place.
More from Microsoft Corporation

Tabs

Permissions Use in a tab at the top of a chat or chann¢

Bots
Chat with the app to ask questions and fir

Personal app

Tasks by Planner and To Do

My tasks To Do
(=) Tasks
! Important

Planned

Assigned to me

g

Al's On-Going Activities 5

To Do's For Albert 28
‘= Marketing Tasks &0
Shared plans Planner

- TurnerTime Tasks & Projects

Bridge Marketing Team

>0 00 CO0O0O0O0 +

Task title

Add a task

Added mcurnutt@isk-indu

Added to Outlock: Mary C

Bounced Subscribers eNey

Create Posts on TurnerTim

Created Excel sheet for CP

Created Misc. Folder on T1

Design Play Button for Wa

eNewsletter and Outloock ¢

FW: A letter from our foun
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How to Get Notifications for Planner Tasks in Your Teams App

Teams is continuously working on providing different useful features right in
the Teams app. So you may be able to do most of your operations within your
Teams app. Now you can receive your Planner notifications in your Teams app.
Which means you don’t need to leave your Teams app to stay organized and on
top of your work. That is turned on by default for you. However, you still need
to make some settings to receive notifications about tasks in Teams.

Note: You must be an Office 365 Enterprise or Office 365 Education customer,
to receive Teams notifications whenever you’re assigned a Planner task (so
long as that Planner plan has a tab in Teams).

The image below shows the Activity feed of Teams where
you will see notifications of tasks assigned to you

& Search or type a command

Sl v Planner

@ B Mark Hermann assigned you 52

a task in plan Contoso Sales Confer

Planner @ Planner
Tas! wview venue options”

Develop sales presentation

E " Mark Hermann added youto 52

I®  Contoso Event Planning Team

My Tasks Recent All Help About

® Task title

Launch #—————& Which plan the task belongs to

Open Task

@ Link to open the task details in Teams

Review product specs sheet

Open Task

Review venue options

Open Task

# Who assigned the task to you

Teams notifications are not replacing Planner’s existing mobile push and email notifica-
tions. You'll continue to receive both in addition to the notifications in Teams.
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How to Get Notifications for Planner Tasks in Your Teams App... Continued

You just need to do two things mentioned below to start getting Planner notifica-
tions in Teams:

— Go to Planner web app by clicking this link https://tasks.office.com/ and
make sure the option to receive notification is turn on.

Follow the steps mentioned below:

1. Left-click “Settings” icon

2. Left-click “Notifications”

3. Check-mark “Someone assigns a task to me. (Email, Teams, and mo-
bile push)” if that is not check-marked by default.

4. Click “Save” 1

. Settings X
Welcome Albert Amin
T Newplan Planner
Favorites 2 .
O Planner hub lcense
Notifications
My task: Send Planner feedback
2 v tesks Recent  All
Favorites -~
New Tasks ) Task List )
BM Bridge Marketing Team > General L TurnerTime Tasks & Projects > General
Recent -~
E MNew Tasks
Top Tutotorials Needed
Task List T
Top Tutotorials Needed View all
- g - 1
Notifications X

Have Planner send me notifications when:
3 [] Someone assigns a task to me. (Email, Teams, and mobile push)

A task assigned to me is late, due today, or due in the next 7 days. (Email only)

Learn more 4

Save Cancel l
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How to Quickly Go Back to Previously Visited Locations in Teams

While using Microsoft Teams, you quickly go to different tabs, teams and chan-
nels. Therefore it can be tricky to remember where you saw something for exam-
ple where you saw that file or message from last 10 minutes ago. So there is a
dedicated, clickable list of the last 12 places you visited.

As you a see the back and forward buttons in any web browsers, the same navi-
gation buttons you will see in the top-left corner of Teams.

If you will left-click the back arrow button, Teams will take you to the last loca-

tion. However, if you will hover your curser over the button, a list of last 12 places
will appear. From that list, you can left-click any location of your choice.

The image below shows the back and forward button
with drop-down list of last visited locations on Teams

Calendar = Webinar Recordin
R, Calls

ﬂ TurnerTime Rezuurebinar Rec...
@ Webinar - Increase Your Online Meeti...
General = Projects

@ Moving the Recordings to SharePoint
Q, Calls

@ Meeting with Albert Amin

0 Stephen Turner

[ Files

[ Files

Microsoft To Do
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Meeting Recording Auto-Expiration in OneDrive or SharePoint

As part of the evolution of the new Stream, Microsoft is introducing the meeting
recording auto-expiration feature, which will automatically delete Teams record-
ing files stored in OneDrive or SharePoint after 60 days.

The 60-day default was chosen as, on average across all tenants, most meeting
recordings are never watched again after 60 days. However this setting can be
modified if a different expiration timeline is desired.

To change the default expiration days at the tenant level, there will be two meth-
ods available:

1. You can use PowerShell to modify “MeetingRecordingExpirationDays.”
This can be done at any time, as the setting is present in PowerShell today
even though the feature is not yet enabled. An example command is: "Set-
CsTeamsMeetingPolicy -Identity Global -MeetingRecordingExpirationDays
50”

2. As this feature is rolled out, a new setting will be available in the Teams
admin center.

Additional clarifications:

» The expiration setting is not a retention setting. For example, setting a 30-day
expiration on a file will trigger an auto-deletion 30 days after the file was cre-
ated, but it will not prevent a different system or user from deleting that file
ahead of that schedule.

o« When a recording is deleted due to the expiration setting, the end user will be
notified via email. The SharePoint tenant or site admin, or the end user with
edit/delete permissions will be able to retrieve the file from the recycle bin for
up to 90 days.
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How to Change the Default Expiration Time of Meeting Recording

Currently, by Microsoft the expiration time is set to 60 days. However, you can
choose the time between 1 to 99,999 (e.g. 273 years).

Here is how you can change it:

Go to Teams admin center by clicking this link:

https://admin.teams.microsoft.com/

1. Left-click “Meetings” in the left Navigation menu
2. Left-click “Meeting policies”
3. Left-click “Global (Org-wide default)

The image below shows Microsoft Teams admin center

Microsoft Teams admin center

Home

Manage policies Group policy assignment

Teams
Users + Add & Edit (D Reset Global policy -+ 7 items C
Teams devices

Name T Custom policy
Teams apps

AllowReports Yes

1 Meetings
AllOn No

Conference bridges

RestrictedAnonymousAccess... No

Meeting policies

Meeting settings AllOff No

Live events policies RestrictedAnonymousNoRecor No

Live events settings

Kiosk No
Messaging policies
v Global (Org-wide default) No -
Voice

Locations
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How to Change the Default Expiration Time of Meeting Recording... Continued

On the next window, scroll down and go to section “Recording & transcription”:

4. Replace the existing 60 days by typing any number of days
between 1 to 99999 (up to 273 years)
5. Scroll down and left-click “Save”

The image below shows Microsoft Teams admin center where
you will change the default expiration time.

Microsoft Teams admin center

Local broadcasting (& [ ] Off
Home

Media bit rate (Kbs) 50000
Teams

Network configuration lookup o Off

Users

Teams devices

Recording & transcription
Teams apps

Meetings Recording and transcription settings let you control how these features are used in a Teams meeting. Learn more.

Conference bridges Transcription O @ on
Meeting policies Cloud recording @ on

Meeting settings Meetings automatically expire & @ o

Live events policies
& 4 |Enter a number between 1 and 99999.

Default expiration time -
Live events settings The expiration time must be between 1 and 99999 days

E] Messaging policies Store recordings outside of your country or region Py

Off
®

% Voice

. - Cnat In meetngs
Live events policies

Live events settings Meeting reactions (

Messaging policies

5

Voice

Locations
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Top Five Habits of Highly Effective Teams Users

We have listed below the top five habits which will help you be highly effective
and productive while using Teams.

1. Pin Important Chats

Almost certainly, you'll end up with loads of individual chats, however, just a
portion of those visits are significant. Pin the chats you consider essential to
ensure that you can discover them rapidly (Figure 1). You can pin group and
group chats. You don't have any reason for not having your spouse above all
other pinned chats!

Microsoft Teams 4 Search or type a commar
Chat Recent Contacts Y Mike Liss / Nikki Mazza with Steve
Pinned B Stephen Turner joined the meeting.

Alastair, Steve - Inbox Clean-Up (... 5/19 &  Stephen Turner renamed the meeting to Mike

User added

TurnerTime Coaching: Mark, Stev... 5/16

Recording is ready ¢  Meeting started  5/6 8:59 PM
Mike Liss / Nikki Mazza with Stev... 5/6 B Mazza, Nicole joined the meeting.
Unknown: my phone is not on mute
Bl mike joined the meeting.
Recent
Meeting with Stephen Turner 5/19 Mazza, Nicole 5/6 9:07 PN
i, g wi P NM Mazza, Mcol.e:
ToURNCagam my phone is not on mute
Outlook & Office 365 Training: Fi... 5/18 $%  Mazza, Nicole left the conversation.
Jim Cowey: how about setting an alarm 3...
‘2& mike left the conversation.
Albert Amin 5/18
AA‘ ~ Ll - f_IHA AEL ol - i g L PRSI o B C/& N1 DAA

Snip 1: Teams pinned chats appear at the top of the chat list

Like any determination, keep the number you decide to a manageable
amount. You can pin up to 15 chats in the list, and when you've decided your
most significant chats, then drag and drop those pinned chats to arrange in
the order of your choice.
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2. Pin Important Channels Too

A Team can have up to 200 channels. When you have a few teams, you can
have a number of channels to manage it. Select the channels where your most
significant conversations occur and pin them. You can drag and drop those
pinned channels to arrange them in the order of your choice (Snip 2).

Teams Y Presentations Posts Files Wiki PowerPc
Pinned
Web ’\Aeetlngs AA Albert Amin 4/27 & --f PM . .
B Team train ng ® Stephen Turner which presentation? Is this a
Presentations < Reply
Team training
Stephen Turner 4/27 11:10 PM
Your teams ~ yes
TurnerTime Tasks & Projects .
¢« Reply
Team training
General Stephen Turner 4/29 3:53 AM
: , e | /dded anew tab at the top of this channel. H
Marketing Materials
New Sales Opportunities n PowerPoint
Presentations

Pricina ¢« Reply

Snip 2: Pinned channels appear at the top of the teams list

As you're organizing your most important channels in the order of your
choice, consider doing likewise for the teams in your teams' list with the
goal that the most significant teams are on top.
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3. Master Notifications and the Activity Feed

Individuals can deal with a specific number of notifications — tweets, email mes-
sages, chats, etc. When our own edge is surpassed, the center is affected, and
significant things may be missed. As a matter of course, Teams like to keep indi-
viduals updated and sends notices for loads of various occasions like answers to
chats, channel mentions, and individuals responding to messages. Much the
same as individuals gripe about a jumbled Inbox, a bustling Teams action feed
can winding wild on the off chance that you don't clasp down on notifications.

s @
. ' . . . -
Te:ns Chat Recent Contacts Y Mike Liss / Nikki I
g
.;,a:;;g- ey [l  Stephen Turner joir
1 Alastair, Steve - Inbox Clean-Up (... 5/19 &/ Stephen Turner rer
User added
TurnerTime Coaching: Mark, Stev... 5/16
a Recording (s ready i( Meeting started
Files Mlke LISS / lekl Mazza Wlth SteV... 5."’6 E:l Mazzal Nicolejoinc-
Unknown: my phone is not on mute
¥y
(4 mike joined the me
S Recent
Laenaa
Meeting with Stephen Turner 5/19 Mazza, Nicole
& You: talk again NM

my phone is n

Teams has general notification settings that you access through the Settings
segment of a customer. These apply for all teams and channels that are in
your teams list. For every category of events (like teams mentions), you can
decide to see:

e Banner and email: Desktop notification and email.

e Banner: Desktop notification and activity feed.

o Only show in feed: Notifications show in the activity feed.
. Off: No notifications.
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The most important is to decide what default notification settings suit your
style of working. For example, a few people couldn't care less about responses
and turn this category off.

Next, hide any team you don't want to receive notification about. You'll need
those hidden teams whenever required, however, once they're hidden, you
just won't see the notifications for their events. Presently take a look at the set
of channels that appeared for each team in your team list and hide the ones
where less fascinating conversations happen. Teams won't show notifications
for hidden channels except if somebody @mentions you. Remember that you
can abrogate general notification settings for explicit channels and chats. On
the off chance that someplace gets very chatty and creates bunches of notifica-
tions, mutes them until things quiet down. Or then again set your status to
DND and get some relaxation from all notifications (except urgent messag-

es and those from your important contacts).

4. Learn Teams Commands

The Teams customer Ul has changed over some time. One thing that hasn't
changed is the set of commands you can type into the search and command
box. Go to the box and type/to uncover the set of commands (Figure 4). For
instance,/call is a quick method to call somebody. You can enter/call followed
by a name or just/call and Teams will let you peruse the set of known clients.
The same can be used for the/chat command. Another example is the point at
which you're occupied, type dnd to set your availability to "do not disturb”.

Go to next page for available list of commands
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/
factivity See someone’s activity
favailable Set your status to available
Jaway Set your status to away
Jbrb Set your status to brb
/busy Set your status to busy
Jeall Call someone
Jchat Send quick message to a person
Jdnd Set your status to dnd
[files See your recent files
/find Search the page
/goto Go right to a team or channel
/help Get help with Teams
/join Join a team
fkeys See keyboard shortcuts
/mentions See all your atMentions
forg See someone's org chart
/pop Pop out a chat into a new window
/saved See your saved list
testcall Make a test call
Jfunread See all your unread activity
J/whatsnew See what's new in Teams
J/who Ask Who a question about someone

Snip 4: List of available commands

5. Always Give a Subject to a New Topic

Inside a channel, messages are sorted out into base topics and responses. Each
new topic must have a subject to let people know what you need to discuss. The
Teams Ul makes it simple to make new topics without subjects, so you should
bore yourself to consistently open the full compose box and enter a subject.
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Microsoft Teams Live Events

Microsoft Teams allows you to broadcast online events to audiences of all sizes,
both publicly and internally. It enables you to stream live video and digital content
to audiences of up to 10,000 attendees.

Difference Between a Teams Meeting & Live Event:

Teams Meetings are designed for interactive and collaborative participation from

many members of the meeting. Where as Teams Live Event is designed for situa-

tions where the few are presenting to the many. The standard Ideal use cases for
Teams Live Events include webinars, product demos, corporate presentations and
conferences.

Event Team Roles and Responsibilities

Before we guide you through setting up you Live Event, you need to understand the
four key roles involved in running a Teams Live Event properly:

« QOrganiser

« Producer

. Presenter(s)

. Attendees

How to Schedule a Teams Live Event

To schedule a Live Event, go to your calendar in Microsoft Teams and follow further
instructions on next page.

1
Q_ Search TURNER TIME MANA... ~ "t. - O

BT

(¥ Today November 2020 =) Work week ~

16 17 18 19 20

Tuesda ednesda Thursday

4PM | Post to Social Media Channels &3 | Post to Social Media Channels O | Post to Social Media Channels

Gym, Shower & Dinner Gym, Shower & Dinner Gym, Shower & Dinner Gym, Shower & Dinner Gym, Shower & Dinner
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Microsoft Teams Live Event—Scheduling..... continued

1. Click on the drop-down arrow in the top right corner of the Teams app.
2. Select ‘Live event’,

AC%W Calendar # Join with an ID ¥ Meet now
60 Schedule meeti 1
&) Today { > February2023 v

> .
Chat () Live event 2

o)) 06 07 08 09 10 & Webinar

feams Monday Tuesday Wednesday Thursday Friday

a
Calendar 5 py

Calls

B 6 PM
Files

7PM
A
Apps

R/ PM

3. Enter all the details including adding “presenters”
4, Click

New live suent ”N ext” a n d
fo I— Title * Invite people to your event group | OW i n -
Teams Training Webinar Working Remotely Effectively Invite presenters .
structions
Location Organizer H
for | next win-
hd e Albert Amin
Producer ~~
Start End d Oow.
Dec 9, 2020 10:00 AM Dec S, 2020 10:30 AM
3 Time Zone
(UTC+07:00) SE Asia Standard Time A
Details

B 7 U & % A M  rpageehv I, <= =

Provide info about the live event

= - R
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Microsoft Teams Live Event—Scheduling..... continued

On the next window, you will see the following options:

People and groups: If you select this, you will see a box where you can add a per-
son by name or email address — or you can add an Office 365 group (e.g. your Fi-
nance Team)

Org-wide: This will enable anyone within your organization to join the event simply
by signing in

Public: This means anyone can join the live event — as long as they have a link to
the event

5. Select the desired attendee access permissions for your Teams live event.
(Below that select further settings and options)
6. Click “Schedule”

New live event

Live event permissions

oo People and groups
Only the specified people and groups can watch the live event.

Org-wide 5

Everyone in your org can watch the live event. (Sign-in required)

Public
®  The live event will be open to anyone, Use when most of the attendees
are outside your org. {(No sign-in required)

How will you produce your live event?

@® Teams

You plan to use Teams to share content from presenters’ webcams and screens. 6
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Microsoft Teams Live Event—Scheduling..... continued

7. Click “Get attendee link”

(A link to join the event will be copied, which you can paste into your
eNewsletter, email, a WhatsApp message or anywhere else to share with your
potential attendees.)

Teams Training Webinar Working Remotely Effectively

Invite attendees

4 | To invite attendees, copy the link and share it or send it in a calendar invite.
@ Get attendee link (D Learn more
Wednesday, December 8, 2020 Organizer

10:00 AM - 10:30 AM (30 minutes)

Albert Amin
Producer, Organizer

% Cancel meeting

Live event resources Refresh

Available after event

Note:

Following the event, attendees will be able to watch the event again with the same
link — but only if you ticked the ‘Recording available to attendees’ option during the
event set up.

Contact TurnerTime for training or tutorial on starting a “Live Event”.
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NOTES

~
This concludes the instructions for this session.
Technology Continues to Change. Stay Productive with our web coaching:
Please click the link to see my availability and select the date/time that works best for you:
15 Minute Coaching Call
J

©2023 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.


file:///C:/Users/IrfanPC01/Documents/OneNote Notebooks

Please consult your IT Resource before taking any actions you are not sure of. 140

QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

Interested in continuing to become more effective, work fewer
hours and achieve more? Our coaching program may be very
valuable to you!

WEB COACHING:

We work together via phone/web addressing specific time management/
technology questions/challenges you have.

The focus is to gradually help change your habits and/or improve your
productivity.

The program includes 30-minute sessions. You can call/e-mail anytime

with questions.

We recommend once a week sessions (based upon your availability)

X

Available topics for coaching
Manage E-mail in Less Time with Less Effort

Find e-Mails & Files in Seconds. Every time.

More Effectively Manage Your Calendar/Time AND Effectively Managing Interruptions
(Indistractability)

Prioritize/Complete Action Items, Tasks & Projects Quicker (Microsoft To-Do/Outlook/
OneNote Tasks)

Don't Type; Speak & Use Templates/Shortcuts Instead (Windows Dictation, Siri, et al)
Organize, Navigate, Share Files/Documents from Any Device (OneDrive/SharePoint)
Customize/Optimize your Windows, Mac, Android or iPhone/iPad

Improve/Optimize Note Taking & Organization (OneNote)

Create Quicker/More Professionally in Excel, PowerPoint, Word or Publisher

Reduce Internal Email up to 90% & Increase Productivity (Microsoft Teams/365)
Time Saving Best Practices for Meetings, Conference Calls, Webinars AND

Communication Etiquette

Realize Sales & Better Forecasting Through CRM Adoption/Training/Coaching
Close More Sales & Prospects with “Social Selling”/Digital Marketing
Windows 10/Microsoft 365 Best Practices Training

Working at Maximum Efficiency from Home

Increasing your Productivity When Traveling

Passwords/Private Data Management

Executive/Management Coaching: Manage, Lead, Grow Your Team

o000 O O0Oo0

ooooooo

Coaching 6-Pack (Six, 30-minute sessions for 1 participant) $ 495
Executive Coaching (unlimited Coaching, 3 months for 1 participant) $2,500
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