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https://support.office.com/en-us/article/switch-to-teams-from-skype-for-business-6295a0ae-4e8e-4bba-a100-64cc951cc964?ui=en-US&rs=en-US&ad=US

Microsoft Teams - Quick Guide

Start a New Chat Use the command box . _
Launch a one-on-one Search for specific items or Make a Video or Audio Call

or small group people, take quick actions, ~ Click to start a video call.
conversation and launch apps. Click to start an audio call.

Search o Type 3 command
€% sam Staff

Schedule a Meeting
Click the meetings button to
schedule a WebEXx type

meeting a O EE—

You're starting a new conversation

Type your Fiesl message ek




Microsoft Teams - Quick Guide

What is an Audio Call?

- Suggested use in Mobile and Desktop Applications.
1. To begin in the Desktop App, search for your collegue’s
name in the search bar and click to open or start a new chat.
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2. To begin in the 10S Mobile App

Click the menu icon —

Click the call icon &

Click make a call icon 3
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Microsoft Teams - Quick Guide

Making an Audio Call continued What can you do while in an Audio Call?
222N Share Your Screen:
3. To begin in the Android App : While in a call using the Desktop Application, click
Click the menu icon = < to present your entire desktop, a specific app, a file or
. even give an entire presentation.
Click the call icon &, e
to bring up the calls screen. e
i Video Calls:
@ @ Click O if video’s enabled.
@ ge | & com Otherwise start an audio call and switch to video once in
— the call.
Click here to bring - Note: The chat participant must have their webcam active
' up the make a call for the video button to be clickable (purple).
SCrEen Currently, a collegue will have the option to turn on their
— ' webcam once in a call.
Wi on N Search for your - To do this, simply click o to turn your webcam on or off.
@ —— collegues name
here
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Click here | A
to start a Click here
Video Call to start an
Audio Call




Microsoft Teams - Quick Guide

How to Schedule a Meeting:
Open the Desktop Application
Click Meetings
Click Schedule a Meeting
Enter Meeting Details
- Select A Channel to Meet In: public meeting with channel
- Select None to have a private meeting

Schedule a Meeting from within a Chat:

Within the chat, click Schedule a meeting under the
compose box.

Type 3 new message
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Everyone in the chat is listed as invitees.

Add additional meeting details and click Schedule a Meeting.

Schedule a Meeting within your Team:

Inside your team chat, click Meet Now under the
compose box.
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Add a Title and click Schedule a Meeting

Share PowerPoint Slides in a Meeting:

Click Share in your meeting controls

In the PowerPoint Section, choose the file you want.
Click Browse to look for a different file.

Notes about participants permissions:

- everyone will be able to view the slides durring the
meeting. Outside the meeting, their permissions won't
change.



When to use Teams vs other tools?

Speed

Audience

Tone

Sharing of
Information

Knowledge
Transfer

Confidentiality

0%

T

Fast Varles Slow
Think chat Communication of diffucult to know If your
any speed emall has been read or
when you will hear back
Small Large Varies
Designed for smaller  Suitable for org.-wide Any size audience
teams communication
More formal Formal
Informal Mix or conversational Protassinal

and professional

Not easlly shared
Iif It lives In attachment
form - forwarding back

Easlly shared
and accessed once
uploaded. Can lose

Very easlly shared
and collaborated on
with a specific group of

people track of specific content and forth can be hard to
when you follow many trace. Best to use
feeds OneDrive
Easlly transferred Very easlly Not easlly transferred
No impact on content transferred Knowledge contained In

a mallbox Is lost to
others when user's
account Is deactivated

If members are
consistent in tagging
toplcs.

avilability when there's
a change In team
membership.

Low

Medium/Low High

S

Skype
for Business

Fast
Instant communication

Smaller
usually 1:1 or 1:few

Varies
Depends on the
situation

Not easily shared
files download on local
drive. More manual to

share

Not easlly transferred
Downloaded files and
conversation history Is
lost when accounts are
deactivated

Medium



YZ yammer:

WHAT IS YAMMER?



CCCLAYTON STATE
UNIVERSITY

SKILLSOFT

Online Training | Corporate Learning |
eLearning

Demo: Portal Walk-thru

DREAMS. MADE REAL.



http://my.clayton.edu/

CCCLAYTON STATE
UNIVERSITY

THANK YOU!

Maisie Kocher
Application Specialist
maisiekocher@clayton.edu

DREAMS. MADE REAL.




