How to use Chat

One-on-one individual chats and group chats can be done on Teams.
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Start a 1:1 Chat

If you want to chat, call or share information individually, use Chat.

<To chat with someone who has chatted recently>

“ Search or type a command

Click on the list of users to chat with.

Ry _
@ a Recent 4 orgdnization
Chat

2777813564?tenantld=3ec43cd0-8a0d-4759-802a-dbf6b3f6c4e3&groupld=ad9a’

- Chat Recent Contacts

user 00 8:52 PM a097-
v © You: BTW, Would you like to go to lunch toget... c8e9f1a0406b&parentMessageld=1542777813564&teamName=0G_SGW_Teams!
Shl D Mickey 17 @ @ A8%93%E4%BC%IA_%E5%8D%88%E5%BE%SC&channelName=E_%E3%83%AF%
Q’ user 00: THX 2%AF%E3%82%B7%E3%83%A7%E3%83%83%E3%83%97%E6%BC%I4%E7%BF%

CANTZI040CCA

Search or type a command Click to select from candidate members.

Chat Recent Contacts To: Start typing a name or group

/0%
®\ ©)

Search or type a command

Recent

Chat Recent Contacts Y To: user
New chat

user 00

~l
USER00 @@
user 02

USER02

Recent

o After clicking the “New Chat” button, Newehet

user 00 8:52 PM
© You: BTW, Would you like to go to lunch togeth...

enter a name for “Member”.

user 03
USERO03

@0 &

Qﬁ Mickey 1/7
B user 00: THX




Start a Group Chat

You can also use group chats to chat with multiple people, who are using Teams.

Create a Group Chat

4 Search or type a command

A

e Chat Recent Coniqacts Y To: @ user 00 X e user 02 X
a Recent

M Recent /C¥%
0o New chat x @
oo

Rename the Group Chat

To: 6 user 00 X 6 user 02 X

/0%
N

To: ° user 03 X e user 04 X



Add more users to a chat

You can add users after starting a chat.

Converting a single user chat to a group chat

@ user 00 000 "@ @D

Conversation ~ Files  Organization  Activity aF

- b |

es s,pt:rstgrpa?g, user 02 o ° @ ' 0 0 @
"

Add /@6

il @ usero2 X %‘ @

Conversation  Files

Cancel “
Share chat history when adding more users to group chat @@

000 []

Add

H Enter name, email or tag
all

rc ’ :
@ Don'tinclude chat history
O Include history from the past number of days: 1

O Include all chat history

Cancel



Start a call from 1:1 chat

You can switch from an individual chat to a phone call. User00 screen during a call

UserQ0 screen notification

user 01

Click the "Disconnect" button

is calling you

to finish -

o

=




Start a call from Group Chat

Of Of type a command

Al
o
3
-
-

3

2 R & Performance Reviews o o @ ()
3 participants \\_',/

=] Conversation Files -+
- e ————————

Cha a Performance Revews 12

You: Hiya welcome 15 the perfor..,

4 . & Steve Goodean added Lady Gaga and Bradiey Cooper 20 the conversaton
muchaelvanhore boemal  12/04 »
" ) & Steve Goodman changed the group name 1 Performance Reviews

You: Hiye, soery, Aot been iy h
o) . Bradiey and Lady 0402 1328

Eradiey: Good thanks g

Hiya, welcome to the performance reviews chat!

\ Bradiey Cooper 04,04

o e
‘ ? Lady Gaga 0204

@ Lsa Goodman D204

Type a new message

A ¢ QB P E OO X B



How to setup and join
Meetings

You can switch from an individual chat to a call or schedule a team meeting.
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Schedule a meeting in Teams

You can book a meeting in advance from Teames.

“ Search or type a command

Calendar

m Today <

> November 2019

1 12

5

12 1A

&4 Meet now

New meeting

) < s
Title Select a channel to meet in

Section meeting \ @ Project A / Share information Vv
Location Invite people

% Invite someone
Start End Repeat D Organizer
=
Nov 15, 2019 11:00 AM Nov 15, 2019 12:00 PM user 01 ..
@ user01@protra365.onmicrosoft. '
Details
B 7 US % A M pwgephy I, & T e

Please share the material in advance.

Close

E Work week Vv

You can Invite specific
users to the meeting.

You can also select a
channel for the meeting.
Users can join the meeting
using join link on the
channel.



Schedule a meeting in Outlook

You can also set up a meeting to be booked in advance from Outlook.

Calendar - vishek@microsoft.com - Outlook

File Home Send / Receive Folder  View Help Q  Tell me what you want to do

ﬁ 5{ % $ i E E . - + @ %—?New(sroup S@ea:;‘d:soso;;k

%f Browse Groups

New New  New New Teams |Jf Today Next7 Work Week Month Schcdue Share L{) . Untitled - Meeting
Appointment Meeting Items v Meeting Days Week View CJIe')dar ~ Calendar v
s faats Meston @" & Alrange S Mann g8 S AlencaTs Srelps jnd : File Meeting  Scheduling Assistant Insert Draw  FormatText  Review  Help Q Tell me what you war
< March 2020 > | edey | <|[>] March 15 - 21,2020 Washin - Todey . e Vomomom. ooy Wedndy, o - s 1L Qo= Y
L ' gton, D.C. 53'F/46°F 6a°F/a3'F 7 58°F/S0°F Calendar 1 R g Show As: Bus, v
SU MO TU WE TH FR SA 3F = I+ X ! p\/ < = Meusy 1
>3 Delete Join Teams Meeting Meeting Cancel Address Check Response < . Recurrenc
23 24 25 26 27 28 29 — Forward ¥ 3 3 S : Reminder: 15 minutes v
@ Sunday Monday Tuesday Wednesday Thursday Meeting Options Notes Invitation Book Names Options v Q .
1 2: ;3. & § 6 7
15 16 17 18 19 Actions Teams Meeting Meeting Notes Attendees Options

8 9 10 11 12 13 14
15 |l 17 18 19 20 21

S Add the relevant meeting attendees

29 30 31 3AM

April 2020 B> Title /@6
Send Required x @
Optional
Start time Mon 3/16/2020  [T] = 3:00 PM v Allday [_| @ Time zones

When all entries are complete, press Send. b [MES e I T RSSO
You can check what you've sent from both Location | MicziftTeams Mesting

the Outlook calendar and the Teams /6% (3)

calendar. Y

Join Microsoft Teams Meeting

| ocal numbers | Reset PIN | Learn more about Teams | Meeting op

Describe the content of the meeting agenda.




Join the meeting from calendar or Teams channel

Join the meeting from Calendar tab in Teams
Or

Join the meeting booked from the Teams channel (if you booked from the channel when setting up the meeting).

© Search or type a command

Y . Project A > Share information -

Files Wiki  Meeting Notes G2 r

Project A Some changes to the project overview.

4« Reply

Share information

Calendar

——

(3] Today < > March 2020

16 i

Monday Tuesd

N IISEUOWIG TSUTTS IVISSUIIY AU YISO R
.5

)
Calendar @ ~
: @
N - £
Vinawvw.Shekhar
Y o4

Gear Up - Compete Effectively ( External
Perspective)

Mirrncaft Taame Maatina

3PM

il

& Join or create a team

From Calendar

I user 01 Sunday 421 PM
® user 00 Please share yesterday's materials.

6 user 00 3

= user 01 Please take a look at this and give us feedback.
-] Focus on Tokyo 2020.pptx

« Reply

o Yammer

usger 01 has removed the Yammer confiquration that was created by user 01

¢ Reply

user 01 10:19 AM
Plogce o ho mato o

m Section meeting

Today

Wednesday, November 13, 2019 @ 11:00 AM

ﬁ

Section meeting

Wednesday, November 13, 2019
11:00 AM - 12:00 PM (1 hours)
Project A / Share information

Chat with participants

K
-
to mention someone. @B

From Channel in Teams

Start a new conversation. Type @

® NG OB B S

’l

-

Y e organizer.
@ cel meeting

Please share the material in advance.

Join Microsoft Teams Meeting

Learn more about Teams [ Meeting options

This is a Microsoft Teams online meeting. Everyone can join online.



Turn the camera and microphone on / off

You can set the camera and microphone settings before or after joining the meeting.

<Set before joining> <Set after joining>

ON Status icon

n

OFF Status icon

When the camera is turned off, the photo will be displayed if the user's photo is registered.



Check the device settings for the meeting

This can be changed when multiple audio devices are connected.

Search or type a command

Device settings X

You can check the connected

Realtek High Definition Audio(SST) v

device and change it if necessary.

Speaker

Headphones (Realtek High Definition... v

) L ]

| 33 Show device settings
B Show meeting notes Microphone
A ' Headset Microphone (Realtek High D... v/
.

gauunannnnnnd

O Enter full screen

\ 7% Start video with blur

i Keypad

Camera

© Start recording

Microsoft Camera Front v
(4 Turn off incoming video

w2st @ & )
Meeting settings

Private viewing On

Allow participants to move through shared
presentations on their own




Share your screen with meeting participants

As a means of sharing materials during a meeting, there is a function to share the desktop
screen itself.

Not only the desktop, but also
windows (app screens) or

Share PowerPoint.

T — In addition, added apps are also
Desktop s e o ¥ available!

Share Desktop (with System Audio)
or Share con

Meeting | Microsoft Teams  Trends in expenditure - E...  Focus on Tokyo 2020 - P...




Blur the background

The background blur function recognizes the human face and blurs the rest of the background.

<Set before joining> <Set after joining>

Choose your audio and video settings for

Section meeting

Search or type a command

Choose your audio and video settings for

Section meeting

& @ & Reattek High Definition A

%3 Show device settings
B Show meeting notes

| O Enter full screen

A

Join now
= J— & % Blur my background
e % @) & @ & Reattek High Definition A
i Keypad

© Start recording

(24 Turn off incoming video @ [ ] ]

T - B B e~




Full screen display

For example, when sharing documents, it is easier to view by using full screen display.

@ntos o

FOCUS ON
TOKYO 2020

TOWARDS THE FUTURE

@ontoso

FOCUS ON
TOKYO 2020

CAVARIXS | HE =LITURE

Full screen display is restored
with [Esc] key



L] —

Have someone interact with your screen 1

[Request Control] allows you to operate the presenter's screen.

<When requesting authority to operate>

Trcnds in cxac 1d ture
TR IR T I I | oo | re |

J..i .Il.l“l.d . L -

Trowds in expewdltue

J.i J.JM h

4 Sperding Jan

il Stop presenting
R . The user icon is displayed on the
Do Bwepter | e B B B=E operating mouse.
€= 3=  [&] Merge & Center ~ @By %9 N Fi?;c;g;r;ai F%:;;Ztvas St;I:Islv Iniert De‘l’ete Forinat &

Alignment N Number I~ Styles Cells



Have someone interact with your screen 2

The presenter can give control to the participants and operate the displayed screen.

<When passing the authority to operate>

Presenting... Give control

Cancel Control 7] Stop presenting

When a user who is sharing a screen. points to the
top of the screen, a menu will appear.



Have a conversation during a meeting

You can check if you're listening to audio or include important information in the chat.

Search or type a command ==X

ew @] . Trents i expendiure - Excel

Fle  MWome Inwert Oraw malsc  Data  Review View el . Share 3 Comments Meeting chat X
< \" A =5 ® - ¥ [ o Bl et -~ S (. r'4
% 2 5 2 ? - ZY .
e 9”1 | o7 = A = . ? = ol fomat s G v ?
Please share the material in
advance.
A 0 c ] (3 [ g " 1 X L M N [} - Section meeti

:|Trends in expenditure sy, oy

2 L] ] e e ] e e ] e ] e o e o e ‘P
°

201.00 = Can you hear me?
® ng 1
98.00 ) =Spending 2
122.00 P 3 10:42 AM
- 4 Yes.
s P
s Spending - Jan Feb - Mar Apr - May Jun -l - Aug Sep - oct Nov - Dec ait - mE
s 33.00 375.00 33.00 45.00 375.00 201.00 0,00 0,00 0.00 0.00 0.00 20100 1,263.00
6 238,00 238.00 238,00 123.00 111.00 98.00 0.00 0.00 0.00 0.00 0.00 44000  1,486,00
7 452.00 110.00 110.00 125.00 435,00 122.00 0.00 0.00 0.00 0.00 0.00 12200 1,374.00

B Spending 4 84.00 84.00 426,00

R coevey PSS Mac Apc ey IR MG Aog

- B 5 A = 5 D

wser 01 %




Create meeting minutes

[Meeting memo] is prepared so that you can take notes during the meeting.

Search or type a command

Tiends in expesditre - Excel

Meeting notes

+| Trends in expenditure
2 T I N VR T N R T | o | te |
usp ng

£33 Show device settings
{2 Show meeting notes
: J . . J ' J i Enter full screen l
: '
+  Spending Jan . reb Mar . Apr . May . Nov Dac

7 Start video with blur \ »
i Keypad
Spending 1 33.00 375.00 33.00 45.00 375.00 Bl 0.00 0 0.0 201.00
Start di
Spending 2 238.00 238.00 238.00 123.00 @ Sxtikccing 0.00 0.0 440.00
110.00 110.00 125.00 Y (% Tum off incoming yideo 0.00 0.00 0.00 12200 1,374.00 - Go ahead and start taklng
|
Spending 4 84.00 84.00 0.0( 187.00 n s notes!
el TR 05 | .- = . . ‘
L =S Notes you take are shared with

othe.rs and are accessible before,

%u’ nd after the meeting.

Meeting notes are displayed in tabs so
everyone on the team can see them.

Meeting notes

Notes

Capture meeting objectiygs, important
notes or action iter x

Meeting notes

11/13 meeting memo

Capture meeting objectives, important
notes or action items




Record a meeting

You can leave a recording for users who could not join the meeting.

<When recording a meeting> <To stop recording>

€3 Show device settings

23 Show device settings
B sh e B Show meeting notes
ow meeting notes
e !
" L

\ ‘ b —
g O Enter full screen O Enter full screen
\ 78 Start video with blur ¥

7 Start video with blur

i Keypad
S L it Keypad

[ [ ] ‘
' @ © Start recording
© Stop recording

(#4 Turn off incoming video
(4 Turn off incoming video

& &

A recording message and a record button are displayed.




Watch the recorded meeting

When you record a meeting, it is automatically uploaded to Stream. The recording can be viewed from the

channel or if you want the meeting transcript, Open in Microsoft Stream.

<Watch the recorded meeting on Teams>

| 3

<Watch the recorded meeting on Stream>

€

user 01 10:19 AM
Please share the material in advance.

u Section meeting

Wednesday, November 13, 2019 @ 11:00 AM

Collapse all

@«  Section meeting started

rem—
Q4 Meeting ended: 47m 18s

Meeting
() Q Recorded by: user 01

1m 39s

G4 Section meeting ended: 19s

v
-

@

<« Reply

user 01 10:19 AM
Please share the material in advance.

a Section meeting

Wednesday, November 13, 2019 @ 11:00 AM

Collapse all
W« Section meeting started
G4 Meeting ended: 47m 18s
6

How was the call quality?

Open in Microsoft Stream

@ Afv

B o

Meeting
Q Recorded by: user 01

Share

Get link

Make this a tab
Learn more

Report a problem

Section meeting

You can get the Meeting Transcript
| from Microsoft Stream

ii Welcome to Microsoft Teams

.

D @) 002/231

00:24

Search transcript

1 Hi there, welcome to Microsoft Teams a

collaboration app that

00:05 helps your team. Stay organized and

have conversations, all in

00:10 one place. Let's start with what

else teams. Here you can see a list of all
the teams you're

6 part of. Teams are made up of channels

you can build them by

0022 topic Department or just for

fun. Channels are where the real work




Start a meeting from a channel

You can start a meeting right away from a channel conversation.

<Start meeting>
Start a new conversation. Type @ to mention someone.

A ¢ O @ @---..-6®

<Join the meeting>

Precondition meeting 00:26 ﬂ@

@«  Precondition meeting started

< Reply

76%
Want to add a subject% @)

d _

Meet now a@

(] Schedule a meeting

When the meeting is over, the channel is displayed.

) Precondition meeting ended: 47m 18s

< Reply
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