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KEEPING IN TOUCH WITH TEAMS
As many businesses across the globe adapt their working environment due to COVID-19, the

need for enabling employees to work remotely from their homes has become essential.

During these unprecedented times, one key obstacle to overcome is the ability to stay in

contact, converse and collaborate throughout the organisation as well as keeping in touch

with clients, suppliers and partners.

Within your Microsoft Office 365 subscription, you have the perfect tool for the job.

Microsoft Teams is a communication and collaboration platform that combines persistent

chat capabilities, video conferencing, file storage, and integration with many other Office 365

apps.

To put it simply, it’s a way of keeping teams together and ensuring communication

throughout your organisation.

This brief guide provides a breakdown of the Microsoft Teams tool, along with hints and tips

of how to get started and to make full use of the features so you and your organisation can

continue to perform the necessary conversations to keep your business operational.

• Share ideas and expertise in private, chat-based conversations.

• Create Office Online documents within the browser.

• Integrate internal or external content & tools with different tabs.

• Leverage bots to support your daily activities and tasks.
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QUICK START GUIDE
This guide has been created to help you learn the basics of Microsoft Teams.

Let's gain access to the tool:

For some users, the app may already be downloaded to your machine. You will be able to

search for Microsoft Teams within your applications folder.

• 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).

If the app isn’t available on your machine:

• Visit - https://login.microsoftonline.com/

• To login to your Microsoft Office 365 account, please enter your credentials. Your user

credentials will be the email address aligned to your subscription (i.e. your work email

address) and the password you/your employer has chosen.

Note: If you don’t know or don’t remember your password, please either discuss with your

team member who created your account OR email support@shacktech.co.uk to reset the

password (we may require approval from key decision makers if required).

Once accessed you will see a home landing page with the apps available to you;
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BRIEF OVERVIEW OF THE TOOL
Before we get into the detail of creating your specific Teams and Channels, please see below

an example of the Teams tool. This will allow you to familiarise yourself with the layout and

icons. The below KEY will assist as you navigate the tool;

1. Every team has Channels - Click one to see the files and conversations about that topic, department, or project.

2. Start a new chat - Launch a one-on-one or small group conversation.

3. Add tabs - Highlight apps, services, and files at the top of a channel.

4. Use the command box - Search for specific items or people, take quick actions, and launch apps.

5. Manage profile settings - Change app settings, change your pic, or download the mobile app.

6. Move around Teams - Use these buttons to switch between Activity Feed, Chat, your Teams, Calendar & Files.

7. View and organise teams - Click to see your teams. In the teams list, drag a team name to reorder it.

8. Find personal apps - Click to find and manage your personal apps.

9. Add apps - Launch Apps to browse or search apps you can add to Teams.

10. Manage your team - Add or remove members, create a new channel, or get a link to the team.

11. Join or create a team - Find the team you’re looking for, join with a code, or make one of your own.

12. Add files - Let people view a file or work on it together.

13. Reply - Your message is attached to a specific conversation.

14. Compose a message - Type and format it here. Add a file, emoji, GIF, or sticker to liven it up!
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PICK A TEAM OR CHANNEL
One of the key features of Microsoft Teams is the ability to create areas for your organisation

to collaborate, whether this is between a select few individuals or an entire department.

These are essentially virtual meeting rooms.

A Team is a collection of people, conversations, files, and tools—all in one place.

A Channel is a discussion within a team, dedicated to a department, project, or topic.

Click Teams and select a team. Pick a channel to explore the Conversations, Files, and

other tabs.

Members can create new Teams or even search for an exiting team and request to join.

START A MEETING INSTANTLY
Video/Audio conferencing not only creates a more collaborative meeting culture in your

organisation, it’s a foundation for enabling today’s digital workforce. Video meetings help

teams maintain human connections, irrespective of physical location, which speeds up

decision making and improves your ability to collaborate.

To start a meeting - Click Meet now 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.
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START A CONVERSATION
Working remotely can feel a bit isolating, so it’s important to create opportunities for the

whole team to virtually get together. Whether it’s a large brainstorming session with multiple

team members or daily check-ins over a virtual coffee, the Teams instant chat feature allows

you to stay connected.

Tip: Think about chat messages as your virtual water cooler or coffee machine and set

yourself a reminder to check in with people regularly.

TO START A CONVERSATION

With the whole team... Click Teams , pick a Team and Channel, then write your message

within the conversation field and click send .

With a team mate or group...Click New Chat , type the name of the person or group in the

'To' field, write your message, then click send .
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REPLY TO A CONVERSATION
The use of conversations within Teams minimises the need for countless emails back and

forth having to ensure you remember to include the relevant colleagues. All members of a

Team or Channel will see your message providing clarity and more than likely a quicker

response.

Channel conversations are organised by date and then threaded. Find the thread you want to

reply to, then click Reply. Add your thoughts and click Send . It's that simple.

@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

favourited that channel.
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MAKE VIDEO AND AUDIO CALLS
As well as having the ability to host video and audio conference calls within Teams and

Channels, users also have the capabilities to make private calls with colleagues.

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.

There is also the option to share your screen with your colleagues for discussion and

presentations and even the option to collaborate and work on the same files simultaneously.
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SHARE A FILE
To share a file with your Team/Channel, Click Attach 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.

WORK WITH FILES
Team members have access to shared files uploaded to Teams. Users can choose to

download these files to their desktop, open within a separate browser as well as work on the

file within Teams along with their colleagues. Users can collaborate on documents

simultaneously allowing you to see any updates in real time.

• 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 a Channel, you

can instantly turn a file into a tab at the top!
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STAY ON TOP OF THINGS
If you've been on calls, in a meeting or away from your desk, you can quickly see what you've

missed by clicking Activity on the left (home) bar. This Feed shows you all your notifications

and everything that's happened lately in the channels you follow.

Within Activity, you will see the Feed of all chats, mentions, file shares and reactions.

SEARCH FOR STUFF
If you need to locate a file, view a previous conversation or meeting time etc, you will be

able to perform a search to locate the information.

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 to refine your search results.
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MICROSOFT TRAINING
This document has been created as a brief introduction to Microsoft Teams, providing

guidance for the basic features available to your organisation when getting started.

Teams, along with other apps available within your Microsoft Office 365 subscription are

specifically developed to increase productivity and streamline your organisation allowing

members to work remotely, maintaining communication and collaboration.

If you would like to explore the Microsoft tools available to you and discuss the training that

Shackleton can provide, please get in touch as we would be happy to help.

enquiries@shacktech.co.uk
01382 250900

Or contact your Client Account Manager.
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CONTACT US
The team at Shackleton are here to support you in any way we can during this challenging

time. Please contact us in the usual way through:

enquiries@shacktech.co.uk
01382 250900

Or contact your Client Account Manager.
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