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KEY FEATURES AND BENEFITS




Learn more about Microsoft Teams

Objectives
» What is Microsoft Teams?
» Use Teams to communicate through chat
» Communicate through calling using Teams

» Meet through chat



What is Microsoft Teams?

Integrate apps such as

Planner and OneNote ﬁ

Collaborate on El
documents ‘ .

Manage
projects and
workgroups

Manage contacts

Host
meetings

.............. i Store and
share files

Chat and call

Microsoft Teams creates a
hub for teamwork:

Transform the way you get
things done by streamlining
the way you work

Connect, communicate and
collaborate from anywhere
within a single interface

Work with confidence with
enterprise level security,
compliance, and manageability



Rather than opening multiple tools, Teams brings Office 365 (and more) to you

J—
Retrieve SharePoint and OneDrive files Hb @

Open, review and edit Office apps &

Send Outlook emails to a Teams channel E’

Integrate apps such as and Planner :\.-./e.

Watch recordings from Stream »»

Plus, Teams is accessible across devices ] (1 []
&



Transitioning from Skype for Business to Microsoft Teams

The hub for teamwork in Microsoft 365

1  Persistent 1:1 & Group Chat

. Powerful Online Meetings

"= Built-in Office 365 Apps

To support employees during the transition from
Skype for Business to Teams, we will focus on driving
simple communications with chat and using Teams
for virtual meetings. As Teams is used, collaboration
should follow.

Recent Contacts

) Ray Tanaka 1:40 PM

Louisa will send the initial list of attendees

Beth Davies 1:43 PM
Thanks, that would be nice

Kayo Miwa 417
I reviewed with the client on Tuesday, she h

Kayo, MJ, and Will (Guest) 12:00 PM
Kayo: It would be great to sync with you bo

MJ Price 1:20 PM
I haven't checked available times yet

Chris Naidoo

You: Thanks! Have a nice weekend

Daichi Fukuda 6/4
No, I think there are other alternatives we c.

Babak Shammas 10:08 AM

Kian Lambert (Guest) 6/2

Have you ran this by Beth? Make sure she is

Team Design Template 6/3
Reta: Let's set up a brainstorm session for

Marie Beaudouin
Sound good?

Charlotte and Babak 1:58 PM

Babak: | asked the client to send the f... @

Krystal McKinney 1:55 PM

=e

David Power 1:50 PM
Cool, look forward to the update

Keiko Tanaka 12:02 PM
You: That's cool!

Cassandra Dunn

Q_ Search or press Ctrl+/ for commands

A ¢ ©@ @ B B -

Kayo © MJ © Will (Guest) chat Files -+

10:50 AM
Yes, im just working on the deck now, it should be complete today. | will share
and @mention the relevant people for feedback.

Will Little (Guest)
Daniela, | can help you with the deck today. I've completed the intial costings for spring

| can help you with the rollout plan for EMEA as i've been working closely this week with the local marketing
team to get the timings from the external AD agency and media buying team.

great help, |

il = 8:14 AM a2y wm - W i'm just rur

{2 Kayo, MJ, Will (Cuest) (04 &,

Will Little (Guest)
That's great. | will collate all the material
media costs. | presume the plan is still to

Conversation Files

can help you with the rollout
plan for EMEA as i've been
working closely this week with
the local marketing team to get
the timings from the external
AD agency and media buying
team.

That would be a great help, |
will call you to discuss at 12.

I've made a start with APAC and
LATAM, now i'm just running
through the plan for US. &

The goal is still for each local marketing t¢

MJ Price
This is great progress, if you both can set
a good place for feedback. | have a free s

11:5
Gre

Kayo Miwa
It would be great to sync with you both E

Will L. (Guest)
That's great. | will collate all the
materials from the media
agency for buying locations,
footfall verses media costs. |
presume the plan is still to look
for live locations to bring the
campaign to life?

Type a new message

A OB B -

Send a message

B g @ A



7 Communicate through chat

Just like instant messaging (IM) in Skype for Business,

chatting in Teams helps you initiate and participate in

one-to-one and one-to-many conversations to quickly
share ideas and drive collaboration.

Share information in an open and transparent way
with threaded, persistent channel discussions
Stay in sync with 1:1 or group chats

Communicate across agencies and organizations
with guest access and federation

Add some fun to your conversations with gifs,
memes, stickers & emojis Per CoM HR approval

Available across mobile, desktop, browser, and a
wide range of devices

Q_ Search or press Ctrl+/ for commands

Chat Recent Contacts i‘p: Kayo © MJ © Will (Guest) chat Files +

Pinned 10:50 AM
Ray Tanaka 40 PM Yes, im just working on the deck now, it should be complete today. | will share it
Louisa will send the initial list of attendees and @mention the relevant people for feedback.
Beth Davies 1:43 PM

Thanks, that would be nice. l@ Will Little (Guest)
Daniela, | can help you with the deck today. I've completed the intial costings for spring.

| can help you with the rollout plan for EMEA as i've been working closely this week with the local marketing
team to get the timings from the external AD agency and media buying team.

all & 814 AM

B82% wm )

< 2 Kayo, MJ, Will (Guest) (4 % 11:12 AM

That would be a great help, | w

Conversation Files

I've made a start with APAC and LATAM, now i'm just runr

can help you with the rollout
plan for EMEA as i've been
working closely this week with
the local marketing team to get
the timings from the external
AD agency and media buying
team.

‘@ Will Little (Guest)
That's great. | will collate all the materials from the media agency for buying locations, footfall verses
media costs. | presume the plan is still to look for live locations to bring the campaign to life?

The goal is still for each local marketing team to be able to target audience segments

That would be a great help, | Q M Price
will call you to discuss at 12. S This is great progress, if you both can set something up with me to review when you feel you are in

I've made a start with APAC and a good place for feedback. | have a free slot tomorrow morning

LATAM, now i'm just running
through the plan for US. = 1158

Grea

Will L. (Guest)
That‘s great. | will collate all the
materials from the media
agency for buying locations,
footfall verses media costs. |
presume the plan is still to look
for live locations to bring the
campaign to life?

. Kayo Miwa
g@t‘ It would be great to sync with you both EOD to have a quick run through before tomorrow.

Type a new message

AN ¢ OB DB @

Send a message

B g @ A



7 Communicate through calling

Call and receive call from any number

any time

Meet now by clicking the Video call 2 or Audio
call & icon in the upper right corner to start a

call with everyone in the chat

Continue to place calls to and receive calls from
Skype for Business users during this transition

Click the Calls icon on the left menu option to
access Contacts for people you work with often
and History for people you've talked to recently.

Note: If the Calls icon is not be visible, you can still call
other employees by selecting Call Contact on a contact
card or selecting the telephone icon for Audio call to

your colleague's contact information in Team.

Search or type a command

Calls Contacts Groups A-Z

[ Contacts

@© History

Favorites

8:14 AM

Kayo, MJ, Will (Guest)

Conversation Files

T Tcan help you with the rollout
plan for EMEA as i've been
working closely this week with
the local marketing team to get
the timings from the external
AD agency and media buying
team.

That would be a great help, |
will call you to discuss at 12.

I've made a start with APAC and
LATAM, now i'm just running
through the plan for US.

19 Will L. (Guest)

That's great. | will collate all the
materials from the media
agency for buying locations,
footfall verses media costs. |
presume the plan is still to look
for live locations to bring the
campaign to life?

Make a call

Type a name

Recent
* Ray Tenaka
Program Manager
@ Beth Davies
Senior Researcher
@ Kayo Miwa
)“Q' Senior Designer

Q Joshua Vanburen
W&o Software Engineer

Send a message

& g @ A

Beth Davies 4 Kayo Miwa
> Business Administrator a P Partner Design Director
‘ Available i Away
R -
8 a Y

& Call Contact =+«

Daichi Fukuda ) Kian Lambert
Principal Researc h Manager \ Senior Design Manager
Available "4 Away

%, Call Contact == % Call Contact =«

Babak Shammas
j Senior Design Producer

%, Call Contact -+

Krystal McKinney | David Power
2
Marketing Director N Marketing Director
® 5 Busy

%, Call Contact =« %, Call Contact ===



7 Meet through chat

When messages become hard to follow, or someone
has a great idea, you can quickly jump on a video

call to work through the details together.

Want to add more colleagues to a call? Join up to
50 people on the same video call by clicking the
Add people icon in the upper right corner

Need more time than a quick chat? Schedule a
meeting right from the chat by clicking Schedule
a meeting ] beneath the compose box.
Everyone in the chat will be listed as invitee.

Make meetings more effective by having meeting
history and relevant content at your fingertips

Join a meeting from a range of platforms and
devices, including desktop, browser, mobile, and
meeting room devices

4 Q_ Search or press Ctrl+/ for commands

Chat Recent Contacts i% Kayo = MJ Will (Guest) Chat Files —+

Q00®

Pinned 10:50 AM
& Ray Tanaka 1:40 PM Yes, im just working on the deck now, it should be complete today. | will share it
Louisa will send the initial list of attendees and @mention the relevant people for feedback.
e Beth Davies 1:43 PM
Thanks, that would be nice '@ Will Little (Guest)
Q‘-‘v Kayo Miwa or Daniela, | can help you with the deck today. I've completed the intial costings for spring
RO | reviewed with the client on Tuesday, she h
| can help you with the rollout plan for EMEA as i've been working closely this week with the local marketing
‘ﬁ Kayo, MJ, and Will (Guest) 12:00 PM team to get the timings from the external AD agency and media buying team.
P Kayo: It would be great to sync with you bo

Q 11:12 AM

That would be a great help, | v

! I've made a start with APAC and LATAM, now i'm just runr
| all 8:14 AM

Marketing Meeting oot
< 05720 a

'@ Will Little (Guest)
— 3 . .
- ; ‘ ' That's great. | will collate all the materials from the media agency for buying locations, footfall verses
o ~ S media costs. | presume the plan is still to look for live locations to bring the campaign to life?
A, o wga
M

The goal is still for each local marketing team to be able to target audience segments

MJ Price
Q- This is great progress, if you both can set something up with me to review when you feel you are in
a good place for feedback. | have a free slot tomorrow morning

QP Kayo Miw:
Sc It would be great to sync with you both EOD to have a quick run theg

a new message

Type
veooeo[e]

aniel

kSmart



Additional benefits of chat features

Simplify communication by using a centralized contact list and persistent chat tracking for quick access to your
conversations

Decrease the number of Emails you send and receive

When you work in chat, you can keep your conversations and files in one place, and visible to only those in the
chat

Customize notifications so you don’t miss important activity and information

Team chat gives you built-in access to popular tools like SharePoint, OneNote, and Skype for Business, which
can turn a quick chat into an instant face-to-face conversation.

Chat, call, and meet across devices, including mobile

Rich text capable — edit or delete a chat, mark something important, have fun with emojis or gifs

Send a message to any contact, even when the contact is offline

Capture and share an image quickly for simplified sharing of visuals

Call your colleague from a chat or schedule a meeting

Discuss and coauthor documents in chat. Name the chat to find it later

Use additional mobile features such as send a voice message, quite hours and share your location with precision




Additional calling features

Multiple call handling - Accept and switch among several active calls. You can use the call switcher in an active call to
move to another call quickly and easily while automatically putting your current call on hold.

Hold and resume - Easily place calls on hold and resume them when you're ready

Incoming call setting - Use the Incoming calls settings to choose to receive calls in either Skype for Business or Teams.

Voicemail — Use the Calling app to view a list of voicemail messages, listen to the recorded messages with playback
controls, and easily return calls from one location in Teams. Select a message to see a text transcription.

Call history — Review your call history to find a contact you talked to in the past or review who was on a call, the date and
time of the call, and its duration.

Call forward settings - Send calls directly to voicemail.




