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Key Benefits

As you transition from Skype for Business (SfB) to Teams, keep in mind the following tips and benefits when
using chat and meeting features within Microsoft Teams. To further assist with this transition, we have
provided a side-by-side comparison of these features between Skype for Business and Microsoft Teams.

@ Microsoft Teams and the features mentioned are available across a wide range of devices including your PC,
web, and mobile devices.

(simple chat) and one-to-many (group chat) conversations to quickly share ideas, ask and answer questions,
and drive conversation.

@ Just like instant messaging (IM) in SfB, chatting in Teams helps you initiate and participate in one-to-one

@ You can send a chat to any contact in your Outlook contact list, even when they are offline.
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Key Benefits - Continued

When messages become hard to follow, or someone has a great idea, you can quickly jump on a video or
audio call to work through the details together.

If you require more time than a quick chat, simply schedule a meeting right from the chat window.
Everyone in the chat will be listed as invitee.

SfB contacts will be available in Teams under the Calls tab while past SfB conversations, calls, and voicemails
can be viewed from your Conversation History folder in Outlook.

Instant Messages sent to you from someone using SfB will automatically appear in Microsoft Teams. If
send a message to someone who does not use Teams, he or she will receive an email notification of the
missed conversation.
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BEFORE

@ Skype for Business

Quick Start Guide

Find someone

Contacts, and IM

Connect with people in your organization, or with friends who have a Skype

account.

1. Type a name in the Search box. As soon as you do, the tabs below the

Search field change from this:

to this:

Find someane or dial a number
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GROUPS STATUS RELATIONSHIPS NEW 2+

ed /_\
WCON(AETS ﬁKY} DIRECTORY

2. If the person is in your organization, stay on the MY CONTACTS tab. If not,
click on the SKYPE DIRECTORY tab. It will narrow your search if you know

their full name or Skype username.
Add a contact

Once you find a person, add

them to m Send an IM »
Call ,

your Contacts list for quick
access.

1. Right-click the name in the
search results.

2. Click Add to Contact List.

3. Pick a group to add your new
contact to.

View a contact card

1. Tap a contact picture.

2. Tap the Contact Card button
to open Contact Card.

Frederik x

MY CONTACTS SKYPE DIRECTORY

Start a Video Call
Send an Email Message
Schedule a Meeting
) Sshare Information Using Live Meeting
Copy

Find Previous Conversations

Add to Favorites P&
Add to Contacts List > | [y Contoso Accou

Tag for Status Change Alerts Friends and Family

Change Privacy Relationship » Other Contacts
See Contact Card Peter FTE
- X
.

John Doe

Ve O3

Available - Video Capable
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Pacific Standard Time
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.
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Microsoft Teams
Quick Start Guide

Find someone

Contacts, and IM

Connect with people in your organization, or with friends who have a Teams or

Skype for Business account.

1. Type a name in the Search box. As soon as you do.

(4 Search or type a command

Add a contact

Once you find a person, add them to
your Contacts list for quick access
1. Click ...

2. Click to Add to favorite
contacts

Send a Chat or email or
video call or audio call

1. Tap a contact picture.

2. Tap on the correct icon to
launch the type of connection
that you want

Chat

~ John Doe o-.-
Microsofi 47 pin e
ivan jaramil

< Add to favorite contacts
July Everg
Unknown:E - @ Notify when available
SOPHIE H

Je te tiens @ '@ Discard

Sébastien Portar 724

| John Doe a
# v Yesterday
CEO

Recent
Office of the CEO

Q: 34/5320
John.Doe@mass.gov 9
:
g

= & (] '8
.

Megfsage Satya Nadella

Audio call

Email Video call

Organization
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BEFORE

Schedule a Skype for Business meeting

@ Skype for Business

Quick Start Guide

(This is an Outlook task.)

Meetings

1. Open your Outlook Calendar, click the Home tab,
and click New Skype Meeting. (If you are in
Skype for Business (Lync) mode, this button still
says New Skype meeting.)
E Ed o O & s Review Product Packaging Plan - Mesting e
e [ —
™) Appointment i
2. Complete the R a o
Actions. Join Skype Meeting Live Conference Mesting  Attendees
. . Meeting Options ~ Mesting  Call Motes. -
meeting request snow Skape Meeting Conterencia eesna notes
. . @ You haven't sent this meeting invitation yet
Just like you oy | [t mpamocn = Add your attendees
normally would. | .. "
Starttime | Thu 392015 | [z00m
Endtime  |Thu3ne201s 0| [z0mm

= Join Skype Meeting
Join by phone

Lo s e (Redmond)

Find a local pumbe;

Conference ID: 191

A link is automatically added.
Click the Join Skype Meeting
link to join the meeting.

Add your

ratotypes and the customer feedback. and we'll discuss next steps) —— age n d aor

meeting info

Microsoft Teams
Quick Start Guide

Schedule a Teams meeting

(This is an Outlook task.)

Meetings

%

New Teams
Meeting

1. Open your Outlook Calendar, click the Home tab,

and click New Teams Meeting.

File Maating Scheduling Assistant Insert Draw Format Text Review Help.
2. Complete the x i ioa @ 8 D U
meeting request | i e o B || | &

just like you
normally would.

Location  Micraseft Teams Moeting

Join Microsoft Teams Meeting
+33176 545809 Fronee, Hanterre (o

Conference I0: 255 851 474

ocsl rumbers | Reset PIN | Learn more stiout

enzasams ] 2e0am

Mon7asams [ vasoam

Aday ] @ Tine zones

< Make Recurring

Add your

2. Room Finer
agenda or
This is added automatically. meeting
Attendees will click the Join info

Teams Meeting link to join
the meeting.

Set meeting options

You can set some meeting options in Outlook
before you even send the meeting request—
like who will be able to get into the meeting
directly and who must wait in the virtual lobby.

Skype Meeting

Set meeting options

You can set some meeting options in Outlook
before you even send the meeting request—like
who will be able to get into the meeting directly
and who must wait in the virtual lobby.

Teams Meeting
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BEFORE

@ Skype for Business

Quick Start Guide

Want to shut your virtual office door?

Presence is automatically set based on your Outlook calendar, but
you can change it temporarily if you want to. Presence status is a

quick way for other people see whether you're free to chat.

Here are the presence settings you can change:

Presence

&

Find someon
GROUPS

I FAVORITES

John Doe
available v
@ Available
@® Busy
@ Do Mot Disturb
Be Rigl’l&ack
Off Work H
Appear Away
Rezet Status
Sign Out
Exit

Microsoft Teams

Quick Start Guide

Presence

Want to shut your virtual office door?

Presence is automatically set based on your Outlook calendar, but you can change it

temporarily if you want to. Presence status is a quick way for other people see

whether you're free to chat.

Here are the presence settings you can change.
Tip: To re-sync your status with Outlook, click ‘Reset status'.

@ Available

® Busy

© Do not disturb
Be right back

Appear away

U Reset status

Commonwea...

Jane Doe
Change picture

& Set status message
[;] Saved

o3 Settings
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BEFORE

@ Skype for Business

Quick Start Guide

Sharing and collaboration

Share your desktop or a program

Need to show everyone what you're talking about?

Present Desktop.., 2

Prese

1. In the meeting window, click the Present button. Present PawerPoint

2. Click Present Desktop to show the entire

contents of your desktop...
or...

Click Present Programs and double-click
program you want to share.

3. Double-click the program
you want to share.

4. If you share a program, it
will have a yellow border
and a Now Presenting tab
on your desktop.

5. To stop sharing, click
Stop Presenting on
the bar at the top of

Add Attachments...

Shared Motes...

Iy

More...

Manage Presentable Content
the

Manage Attachments

Manage Motes

Present Programs

EEm
| v El

your screen, or at the
top of the
conversation window.

Microsoft Teams
Quick Start Guide

Sharing and collaboration

Share your desktop or a program

Need to show everyone what you're talking about?

In the chat or meeting
window, click the
Share button.

Click Desktop to show
the entire contents of
your desktop...

or... O wettosreem

Click Windows and Desktop  Window
choose the document

you want to share.

The content you're
sharing will be outlined
in red to remind you it's
being shared.

When you are done
sharing, go to your
meeting controls on
the bar at the bottom
of your screen and
select Stop Presenting
(or select Stop Sharing
at the top of the
conversation window if
sharing in a chat).

Stop Presenting

PowerPoint
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BEFORE

@ Skype for Business @ Microsoft Teams

Quick Start Guide Quick Start Guide

Set up your video device 1

John Doe
Set up your video device Video device You need a camera to share video of 2 Change picture
Select the camera you want to use for video calls:

You need a camera to share video of ponsedianca v yourself, but you don’t need one to see

, someone else’s video.
yourself, but you don’t need one to see

someone else’s video. 1. Click on your picture

. . 4 Set status message
«  From the main screen, click 2. Click Settings 0 soved
Tools then Video Device Settings. s — - @ Settings o
B L) Notifications.
+ If you see you, you're set! If not, e Sposker

Speakers (Realtek High Definition Audio(SST)) v

adjust by clicking, Camera Settings.

B8 Permissions

% Calls Microphone

Microphone Array (Realtek High Definition Audio(SST)) 3 C | |Ck DeViceS

) Make a test call 4

Under Camera section

chose your camera

Camera

Microsoft Camera Front v

Start a video call

1. Tap a contact's

picture.

2. Tap the Video button.

A message pops up on the other person’s screen asking if they
want to accept your call. (To stop showing video of you at any
point, just click the Video button again.)

John Doe

| (1
Yesterday g
1 CEO

New York/Mobile

John.Doe@mass.gov o
|

Message John Doe

Start a video call

TIP During an IM or Skype for Business audio call, click the 1. Tap a contact's picture.

Video button to make it a video call. i
2. Tap the Video button.

NO



BEFORE

Microsoft Teams
Quick Start Guide

@ Skype for Business

Quick Start Guide

Audio setup and making calls

Set up your audio device Set up your audio device

First things first: set up your audio device and check the quality. You can use First things first: set up your audio device and check

John Doe
Change picture

your computer’s mic and speakers, plug in a heads © « CaLL ForwaRDING OFF the quality. You can use your computer’s mic and
Sefbct Your Primary Device speakers, plug in a headset.
1. Click Select Your Primary Device in the €3] Headset )
lower-left corner of the main Skype for St e e 1. Click on your picture.
Y B4 PC Mic and Speakers X .
BUSineSS WindOW. Your computer's default setup 2. Clle Sett'“gs- [ Set status message
. . . . Audio Device Settings [ saved
2. Click Audio Device Settings. e — & Settings o
Audio device — g

3. Pick your device from the Audio | select the device you want to use for audio calk:
Headset

Device menu, and adjust the 2 a1 2000 USE O
. . i X
speaker and mic volume. i Settings
2-GN 2000 USB OC . -
PC Mic and Speskers 3 o 3. Click Devices
m ‘Your computer's default setup @ Genera| Audio devices
St rt I I & Privacy PC Mic and Speakers v 4. Chose yOUr
a a Ca L) Notifications Audio
. Speaker
4 2 Devices .
1' HOVer ona COntaCt s & permissions Speakers (Realtek High Definition Audio(SST)) % de‘"ces
pic until the quick
o °> o ° ° menu appears e e > Chose your
PP ’ Microphone Array (Realtek High Definition Audio(SST)) v Spea ker
2. Click the Phone
button () Make a test call 6. Chose yOUr
Start a conference call Microphone
1. In your Contacts list, ‘ [ ohn B
ohn Doe
select multiple contacts Send an M ' o
b holdln the Ctrl ke Start a Conference Call Start Conferenc: low Using Yesterday Sta rt a Ca”
y 9 Yi Start a Video Call & SiypeCall | 0
H H ; Start Conference Call by Calling Me At A .
and clicking the names. Send an Email Message e | NewYork/Mobile 1. Hover on a contact's pic.
i ~-ch New Number... i .
2. nght click any of the John.Doe @mass.gov e 2. Click the Phone button
selected names, then click \ for a call
{ = m[]
Start a Conference Call. = &

3. Click Skype Call. !

Message John Doe B




