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Accessing MS Teams

There are three ways you
can access MS Teams
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Accessing MS Teams —web browser

1
MS Teams works in any

modern web browser on Apps

Windows, Mac OS and Linux % Flter
E Outlook . OneDrive

1. From the Office 365 App Launcher i il word Excel
m PowerPoint [u OneNote

2. SeIeCt Teams -Q SharePoint w Teams i

Class Notebook @ Sway

[' Forms
All apps —

You haven't saved any
Documents drafts.
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Accessing MS Teams — Desktop App

Download MS Teams
desktop client for:

* Windows (you can install it
yourself on QMUL managed
PC or laptop)

* MacOS
 Linux DEB or RP

e

YO Queen Mary 5

University of London


https://products.office.com/en-gb/microsoft-teams/download-app
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=osx&arch=&download=true
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=linux&arch=x64&download=true&linuxArchiveType=deb
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=linux&arch=x64&download=true&linuxArchiveType=rpm

Accessing MS Teams — Mobile App

Download MS Teams
mobile app for:

Available across Mobile platforms

* 105
 Android

iPad iPhone Android WP

Available in 181 markets and 25 languages to empower every individual to achieve more together
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https://aka.ms/iosteams
https://aka.ms/androidteams

Document Management — Compliance

Office 365 tools like Email, SharePoint, OneDrive and Teams offer extensive file
sharing capabilities.

 Always consider information security, GDPR compliance and QMUL

Information classification, when uploading files to the cloud and sharing
them with others.

 Please be aware that all staff and students need to remain compliant with
GDPR and other relevant regulations when storing data. Individual research
participant data and other sensitive data should therefore, not be
transferred to SharePoint, OneDrive or MS Teams.
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Document Management — Compliance

1. QMUL Office365’s tools should always be used over other third party For further information on Data
solutions Governance Policy please refer to

the relevant guide.
@ b ¢
&p The associated processes and

guidance documents can be found
on the IT Services T&Cs and the
Information Governance webpage.

2. Users need to be aware of rules and restrictions on the use of SharePoint

(SP), OnebDrive for Business (ODfB) and MS Teams
e T
=

The information classification There is guidance on what Consider the appropriateness
of a file affects if it is suitable to SP/ODfB are best for and what of sharing files and folders,
be stored in SP/ODfB/Teams. they can and cannot be used for. especially with external users.
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http://www.arcs.qmul.ac.uk/media/arcs/policyzone/Data-Protection-Policy-v03.0.pdf
https://www.its.qmul.ac.uk/services/service-catalogue/items/it-security.html
https://www.its.qmul.ac.uk/governance/policies/

Create you first Team

Watch this short video = "

wQf Queen Mary
iversity of

University of London

The following slides will
help you get started with
MS Teams. For more
training materials, visit
these online resources:

HOW DO I...

o Microsoft Teams Cre;ate a new Team in MS Teams
. . . P Pl o) 005/233
video training

MS Teams - New Team Creation

e End User training
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https://youtu.be/CiqswR65RlQ
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
https://docs.microsoft.com/en-us/microsoftteams/enduser-training
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Microsoft Teams

Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels Start a new chat Add tabs Use the command box Manage profile settings
Click one to see the files and Launch a one-on-one Highlight apps, services, Search for specific items or Change app settings,
conversations about that or small group and files at the top of a people, take quick actions, change your pic, or
topic, department, or project. conversation. channel, and launch apps. download the mobile app.
Move around Teams I
Use these buttons to switch S — ‘ —
between Activity Feed, Chat,
your Teams, Calendar & Files. . Mark 8 Project Team » Research and Develppment — e Vegen Fowen
l—. 5 - @
View and organize teams é e
Click to see your teams. In —e T 6 i S Mok S ovaviom doc. Lanii s sons e St Se o imnem peiicion st o S v e
the teams list, drag a team
name to reorder it. Manage your team O Mot 8§ Pesicrmance Overviem Sy e B Mk 8 P and S Ut
Add or remove members, T
create a new channel, or
get a link to the team. ‘  — Add files
Find personal apps —® Seoeo Letpeople view afile o e

Click to find and manage work on it together. saad

your personal apps.

Revly [

Your message is attached

Join or create a team —— to a specific conversation. e e
Fi 2
Add apps I;zz:;ef:efajn;im;: 3 code. Type and format it here. Add a
; ) e vomes = Z
Launch Apps to browse or or make one of your own. 9 - ?Ie‘ QTOJLI GIF, or sticker to
search apps you can add to ven it upt
Teams. —@

L e *
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Microsoft Teams

In Windows, click Start . > Microsoft Teams.
On Mac, go to the Applications folder and click Microsoft Teams.

On mobile, tap the Teams icon. Then sign in with your Office 365 username and
password. (If you're using Teams free, sign in with that username and password.)

B2 Mucrosott
Sign in

Emal phone, or Shype

Start a conversation

With the whole team... Click Teams €03, pick a team and channel, write your
message, and click Send .

With a person or group... Click New chat “, type the name of the person or group
in the To field, write your message, and click Send .

Pick a team and channel

A team is a collection of people, conversations, files, and tools—all in one place.
A channel is a discussion in a team, dedicated to a department, project, or topic.
Click Teams £33 and select a team. Pick a channel to explore the Conversations,

Files, and other tabs.

Tosme . Mark 8 Project Team © Research and D
.- @ ==
L oo ——
Q
N =

Start a meeting

Click Meet now Cd under the area where you type a message to start a meeting
in a channel. (If you click Reply, then Meet now ¢, the meeting is based on that
conversation.) Enter a name for the meeting, then start inviting people.

5 raplies from Enrico, Pradeep, Megan, and Adele
Gt Meeting ended: 19m 295
« Reply

[:’
Start a new conversation, Type @ to mention sommed
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Microsoft Teams

Make video and audio calls

Click Video call (¢ or Audio call %, to call someone from a chat. To dial a
number, click Calls % on the left and enter a phone number. View your call
history and voicemail in the same area.

Reply to a conversation

Channel conversations are organized by date and then threaded. Find the
thread you want to reply to, then click Reply. Add your thoughts and click
Send B>
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@mention someone

To get someone’s attention, type @, then their name (or pick them from the list
that appears). Type @team to message everyone in a team or @channel to
notify everyone who favorited that channel.

i Noah McCommick
Gatedo ittt den s Wt had soeme Changes 10 Out Gesgn for the )

ke those edss beform our Wedaesday clen
. Dangnt N
o T atar

o Josh Nessor 3 mhucie 8 sevion sout the buy one get one
D e e o o for Acgest but e meationed she got the ¢

2 Addab

N

Add an emoji, meme, or GIF

Click Sticker 7 under the box where you type your message, then pick a meme
or sticker from one of the categories. There are also buttons for adding an emoji
or GIF.

?23.4»
I@.l
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Microsoft Teams

Stay on top of things

Click Activity -@ on the left. The Feed shows you all your notifications and
everything that's happened lately in the channels you follow.

Feed

o Megan Bowen 727 88
© ' Added you to the team Contoso HR

Add a tab in a channel

click + by the tabs at the top of the channel, click the app you want, and then
follow the prompts. Use Search if you don't see the app you want.

Ald a tab

Tum yaur favarie apps and fes iro tabs at the tap af the channel - a
Tl far

Docamant ., Excel Onefiote Plannes Povear B
PoswerPobsi SharaPoim Strwam Wabsiie
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Share a file

Click Attach 7 under the box where you type messages, select the file location
and then the file you want. Depending on the location of the file, you'll get
options for uploading a copy, sharing a link, or other ways to share.

(Y} Recent

o Browse Teams and Channels
& OneDrve

] Upload from my computer i 10 mer

¥ 60 BB & -

Work with files

Click Files (] on the left to see all files shared across all of your teams.
Click Files at the top of a channel to see all files shared in that channel.
Click More options ... next to a file to see what you can do with it.

In & channel, you can instantly turn a file into a tab at the top!

[ R p—
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Microsoft Teams

Search for stuff

Type a phrase in the command box at the top of the app and press Enter. Then
select the Messages, People, or Files tab. Select an item or click Filter T to
refine your search results.

research
aijE wople

' Campaign Sales Data xlsx
Mark B Progect Team / Shared Documants

] CE Annual Report.docx 1151378
Bistail / Shared Dacuments

®

GTh Plan. ppte 1071818
il Team /' Sha

Find your personal apps

Click More added apps ... to see your personal apps. You can open or uninstall
them here. Add more apps under Appsm.

OQE a0

Help OneMote Planmer Shifts

. l
Stream Wiki
More added apps
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Add apps

Click Apps E’ on the left. Here, you can select apps you want to use in Teams,
choose the appropriate settings, and Add.

s -
' Join or create a team ()]

Next steps with Microsoft Teams

See what's new in Office

Explore the new and improved features in Microsoft Teams and the other Office
apps. Visit https://go.microsoft.com/fwlink/?linkid=871117 for more
information,

Get free training, tutorials, and videos for Microsoft Teams

Ready to dig deeper into the capabilities that Microsoft Teams has to offer?
Visit https://go.microsoft.com/fwlink/?linkid=2008318 to explore our free
training options.

Send us your feedback

Love Microsoft Teams? Got an idea for improvement to share with us? On the
left side of the app, dlick Help (2 > Give feedback. Thank you!

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.
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Give us your feedback

® o o O
I v

Let us know about your
MS Teams experience:

its-feedback@gmul.ac.uk

T -
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