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Quick Start Guide

Welcome to Microsoft Teams! This quick start guide will introduce you to the basics.
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One-on-one individual chat:

To chat, call, or share information individually, use Chat.

Start a 1:1 Chat

If you want to chat, call or share information individually, use Chat.

<To chat with someone who has chatted recently>

Search or type a command I

Chat Recent Contacts /)

Click on the list of users to chat with.
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§ After clicking the “New Chat” button,

Mew chat

enter a name for “Member”.

Group chat:

You can also use group chats to communicate with multiple people using Teams.

Create a Group Chat
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Create a Team:

1. Click the Request-a-team.
L <

=% Request-a-Team Request-a-Team About
Calendsr

o

Activity
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Chat

Request-a-team

@ Request a team My Requests

Assignments

#  Welcome to Request-a-team §)

Teams

Use this app to request the creation of new Teams. Once approved, your Team will be created.

OneDrive

0o

AN
Regquest-a-...
Use Template
Start from a template and get a

preconfigured team up and running
Apps

quickly.
2. Click Use Template.

Sy, F
s

Use Template

Start from a template and get a
preconfigured team up and running
quickly.

3. Click the dropdown arrow.
Select a Template: Selecting a template will display details about the template.

Template*

4. Choose the option that best describes your team feature.

Select a Template: Selecting a template will display details about the template.

Template*

% Unit Working Groui

Employee Working Group
Student Project Group
Research Team Group

Class Team Group
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5. After selecting an option, click Next.

Select a Template: Selecting a template will display details about the template.

Template*

About this template

Unit Warking Group

Go to start

Click Next.

Request a team My Requests

Privacy Settings:  Public teams can be created by contacting the IT Support Centre (https:/ ureging,

Visibility*

Private

Go to start

Enter Team Descriptive Name and click Check availability. Choose an End Date (Optional) and enter a
Description. Then, click Next.

Request

Request a team My Requests

Team Information: To assist with the administration of Teams, UREG employs a naming convention that automatically applies a specific code to the name of
your team.

Team Descriptive Name* Team name i available.

Teams Training 202420

Team display name: [UWG] Teams Training 202420
The display name of your team includes any naming policies defined by your organization.

End Date (Optional)

Description*

Let people know what your team is all about

Further Details (Optional)

Go to start

e | EEEEE
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8. Click the arrows to select Owners and Members by typing their email addresses.
Request a team My Requests

Add Owners and Members:  You will be able to edit/modify/add team members once the team has been created

Owners

Start typing a name v
Members

Start typing a name v

9. Review and click Submit.
Review and submit
Team Name
[UWG] Teams Training 202420

Description
Teams Training for 202420.

Further Information
Owners

Steph Wang

Members

Caitlin Brosinsky, Robert Knox
Visibility

Private

Template
Unit Working Group

Template Storage Quota

e | I

10. Click My Requests to view all team requests.
Request a team My Requests

My Requests

View the status of your requests. You can clone, edit and delete requests here, too.

Team Name Status Requested On Privacy
Teams Training 202420 22 May 2024 Private
Microsoft Teams Resources Team Created 21 May 2024 Private
(Technology Training &

Suppaort)

CHIN 365 2024 5/5 21 May 2024 Private
Failed

Test Teams Request for Team Created 21 May 2024 Private
Training Purpose
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11. The newly created team will appear when you click on Teams in the left sidebar.

aj < Q Search
Teams
Calendar
v Teams
u = Vot
Sculpture Group Collaboration Project BUS250 - Journal Article Prairie Diversified Coop
Ltd
S
OneDrive
oo
Request-a-...
[CLSIR024-30] CHIN - [UWG] Test Teams U of R GenAl CoP GRAZA
365 2024 5/5 Request for Training...
Apps
o
Orga Energy [UWG] Technology [UWG] Technology [EWG] Microsoft Teams
Training & Support Training and Co-ops Resources (Technology...

[UWG] Teams Training
202420
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Set up Teams Channels:

You can create multiple channels to discuss specific topics, projects, and more for deeper conversations.

Search or type a command

Create a channel for "Project A" team

®  Project A > General -

) Channel name /6\5
swertion:  Flez Wi+
ar raar Fe
Share information { ﬂ\ @
. P4 Project A I : l =
@% - N
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& Monage tearr

He ‘ Description {optional)
Help athers find the right channel by providing a description

Privacy

Gewral

Standard - Accessible to everyone on the team v @

Search or tyy show ths channel in everyone's channel kst

#+  Project A > Share inft’ Cancel

Teams

. Conversations  Filess  Wiki T

Your teams —

#4  Project A .
_ [General channel] is the default channel.
swhm o ] It cannot be deleted.

Share Files in Teams:

Within the team, you can share files and have conversations.

Start a new corversation, Type @ to mention someone —
*}’@ @‘ B E:N e (@ Recent ;c{l on to Yammer 5o group members will be notified for:
E , * Browse Teams and Channels YOU can also attach files from teamsr
I X
@ & OneDive channels, and OneDrive.
I/_] B I ] Upload from my computer I
=4 Type @ to mention someone,

G O@B G -

4

Start a new conversation. Type @ to mention someone.

@ Report.docx »
N CO@E G - ‘ @B
e If you don't click the “Send" button, it will not
@ Reportdock be shared with team members, so be sure to
o~ send it!!

You can also send text together.
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Schedule a meeting in Teams and then join it:

You can schedule a meeting in advance using Teams. People can join the meeting from the Calendar tab in Teams.
Alternatively, they can join the meeting booked from the Teams channel if you scheduled it from the channel during
setup.

*  Movember 2019

i I i Rt \GB You can Invite specific
)6 users to the meeting.

You can also select a
channel for the meeting.
Users can join the meeting
using join link on the
channel.
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