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Quick Overview of Microsoft Teams
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What is Microsoft Teams?
Microsoft Teams since 2019, is the University of Toronto's
* Unified Communication and Collaboration Workspace
 Online meetings, Group Conversations and Private Messages
- Uses Chat vs. Email and single tap responses

* "Likes, @ Mention, Replies”
« Secure Sharing and Collaboration of Files - same time edits
- Uses Channels vs. Folders for Collaboration using the above
 Channels can include: Notes, Files, Websites and Apps
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Let's get the conversation started

Try @mentioning a stug!~=* == *==-k=- = 3agin channg ideas.

Yeaterday
Last read

Start a new conversation. Type @ to mention someone.
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How to get started with MS Teams

* You can Access MS Teams and Create New Teams Teams if you
belong to any Location + Group

B UTSG W Staff
o Emut™ a; W Faculty
M uTSC [ students
* InWindows, click Start Start button > Microsoft Teames.
+ On Mac, go to the Applications folder and click Microsoft Teams.

* On mobile, tap the Teams icon (download required).

* Sign in with your UTORid and password.




* Requests for new teams should be made t@@gh the
Enterprise Service Centre (uoft.me/esc).

* Click on Get Help, and in the drop-down menus provided,
choose End User Computing, Microsoft Office 365

Applications, Teams.

* You will need to provide the names and UTORIds of the two
people who will be owners.




* Faculty and Staff with a U of T Office 365 account may request
a Team to be set up.

- Participation in a Team may be extended to anyone in the
University community, including appropriate External users
where there is an academic or administrative reason for
inclusion.

- Users cannot create or join teams, they must be invited by a
Team owner.

- Once a Team is created the url name is permanent and cannot
be changed.

- A Team is given 10 GB default space

- A Team should have two designated Owners




There are 2 separate chat options in MS Teams

1. Individual or multi user Chat

2. Channel Chat H

Chat Recent Contacts

Recent

Min Zhang 4/27
“®© You: please send it to Afjumand a...

SharePoint Stakeholders ... 3/10
Frank: Thanks!

Your teams.
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General
ED Tech
PC and PC related issues &

Software or User settings related i...

Hidden teams

Search or type a command

m Min Zhang Chat Files 2more~
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Min Zhang 11/20/19 4:50 PM
got it

January 2&

Min Zhang
tect

Let's get the conversation started

Try @mentioning a student or teacher to begin sharing ide
Teams Automation has added Min Zhang to the team.

Teams Automation has left the team.

Min Zhang has added Adrian Gomes to the team.

| This message has been deleted.




New Chat Icon Search or type a command

Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings.

Chat Recent Contacts W

To: tart typing a name or group . Type in the name/s of who you want to reach
1. Click Chat 2Ll 4

New chat

EITU 2:00 PM
Rouben: Yes, | think scheduling f...

Min Zhang 11:20 AM
) Sentan image

Obadizh George 9:52 AM
You: I've responded on the TEAM,

Weekly IT meeting 422 Your Chats will display here. Most recent conversations will show here.
Min: temp or permanent group? You can pin a chat by choosing the ... (menu) and “Pin” the chat
You can Hide and UnHide a Chat in the same ... (Menu)

Madeline and Min 4/20
Min: Adnan. Are you ready?

Madeling Salazar 4/20
You: Hi Madeline, Can we have a ...

Search or type a command

Recent Contacts M. © Madeline, © Min & Chat Files +| Select Video Call or Audio Call in Chat

g Adrian Gomes added Madeline Salazar and Min Zhang to the chat.

2:00 PM

Sarosh Jamal 319
You: sure thing. @

SharePoint Stakeholders ... 3/10 Type a new message

Frank: Thanks!
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Madagda

Your status is set to do not disturb. You'll only get nofifications for urgent messages a... Change setting
Recent Contacts

To: Start typing a name or group

New chat

EITU .
Rouben: Yes, | think scheduling ... k

&8 Mark as unread You can't delete an entire chat, you can hide a chat from your
. chat list if it's not relevant to you anymore. Select the chat you

in
want to hide, then ... (More options) > Hide.

Mute

Manage apps
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Z
@ Hide
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Leave
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Sarosh Jamal
You: sure thing. @

SharePoint Stakehelders ...
Frank: Thanks!

Type a new message
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Jeall = Madagda

Your status is set to do not disturb. You'll only get notifications for urgent messages a... Change setting X
Chat Recent Contacts Y

—_— ‘p Weekly IT ... & cChat Files + oo@ 63

EITU 4/23 Y Adrian Gomes added Min Zhang and Pierre Lee to the chat.
Rouben: Yes, | think scheduling fut...

Adrian Gomes changed the group name to Weekly IT meeting.
Weekly IT meeting 4/22
Min: temp or permanent group?
Wednesday 11:48 AM

Madeline and Min o
Min: Adrian. Are you ready? ' o o & & | e

Hong Zhu 4/20 Save this message
You: Good to hear that. Thank you...

Edit

Delete
If you need to back track and delete something you just sent,

go to the message and select ... (More options) > Delete Mark s unread

Share to Outlook

4O You: sure thing. @ Translate

SharePoint Stakeholders ... 3/10 Immersive Reader
Frank: Thanks!
Read by 2 of 2




Search or type a command

Recent Contacts W A Alex Daros Chat

Alex Daros
AR Draft

SharePoint Stakeholders Workin...
Frank: Thanks!

310
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You're starting a new conversation

Type your first message below.
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Paragraph

- Please advise when this is completed

Format Options: Font and paragraph
changes
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Your teams
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In the ‘Calls’ section in Teams you can view Contacts, Hisii;ory and Voicemail.
Other Options include New Group . The Calls App may not be available yet.

Jeall Madagda

Calls Speed dial
Y, Speed dial

a2 = S
(@ History Weekly IT meeting with Pierre

Voicemail Min Zhang Pierre Lee

8 Away PL Away
C]

o %

Suggested contacts

Aida Santiago A France Gagnon Madeline Salazar
AC e A 1 AAC N
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* Teams Calendar is the same as your personal %%5 Calendar andis
fully integrated with Outlook — 0365

* You can use this calendar to setup Teams meetings and include users
or complete Channels (members)

* You can also include non UofT email accounts. They will appear as
guests.
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Teams e PC and PC related issues Fosts Files —+ Vi

Your teams. + New ~ T Upload 2 Sync @ Copylink 4 Download { Add cloud storage  --- = All Documents ~

ITS EITU 29 Folder

“ T.E.5.T. Group Werd document

Excel workbook
. DLSPH IT vos
PowerPaint presentation

General

Modified | Maodified By ~

OneNote notebook
ED Tech

PC and PC related issues &

Software or User settingsr... &

Hidden teams

" Join or create a team £o3




Search or type 8 command

. Windows 10 Commun... Posts  Files @ Team
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Hiddan teamns

Settings

PC Mic and Speakers
(&} General

& Privacy Speaker

if] ion:
Start a new conversation. Type @ to men Notifications

Speakers (Cirrus Logic CS42068 (AB OT))

Settings B Join or create a team -

Microphone (Cirrus Logee C542068 (AB 07)
1) Generat [ o o Rt 12 npvigats Between teams % Calls ¥ 29

& Privacy

L Notificstians I - ) Make a test call
[ Devices
> List

B Permissions

Secondary ringer
%, Calis

. None
Application
B Aute-start apphc

Open apphcstion in nd

[ Open spphestior Comera
B On close, keep the appll running

K2 N _ FaceTime HD Camera (Built-in)
[} Disabile GPU hardware acceleration (requires restarting Teams)
[ Regiater Teams as the chat app for Offce (requires restarting Offce

applications)

Language
timn 42 pemdy langusge tetngs
English (Lineted States)

Keyboard langusge overrides keyboard shortoats

English [United State)




