How to use MS Teams

NOIlLlvONna3

UP Education has adopted Microsoft Teams as its primary platform for internal communication &
collaboration. Microsoft Teams is a powerful communication and collaboration tool that brings
together chat, video meetings, file storage, and application integration in a single, unified platform.
With the ongoing pandemic forcing many educational institutions to shift to remote learning,
Microsoft Teams has become an essential tool for educators and students alike. UP Education's
decision to use Microsoft Teams reflects its commitment to providing an exceptional remote
learning experience and ensuring that its students have access to the latest technology and tools. In
this context, Microsoft Teams has emerged as a vital tool in enabling UP Education to continue its
mission of providing high-quality education to its students, regardless of location or circumstances.
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Opening Microsoft Teams:

To use Microsoft Teams, you can access it two different ways.
1. Use the Microsoft Teams App stored locally on your work device.

2. Login via the web browser interface (if your app is having issues, this is a good alternative
way to access it

Apps Documents Web More ¥

Using the App.

Microsoft Teams
Step 1: Click on the Windows Start button on the App

bottom left.
Search the web

teams - See web results
Step 2: Type in teams into the search bar teams login
teams download
Step 3: Select the Microsoft Teams App

teamsnap

teams online

teams app

0
0
Jo
£ teams microsoft
Jo
0
0
0

teamspeak
Apps

% TeamsSetup_c_w_.exe
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Step 4: You will need to sign in with your work account email address and password.

& Sign in to Microsoft Teams X

B® Microsoft
Sign in

scott.smillie@nzma.ac.nz

No account? Create one!

Privacy statement  ©2023 Microsoft
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Step 5: Once logged in you will have access to all the main functions of MS Teams on the left hand
side.

9 Teams
g ¥ Your teams

‘il@ Hidden teams

Teams

: @

3
]

=]

i e 6@

T
o [@a
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Logging via the web browser interface

Step 1: Open your web browser, go to the web site: https://www.office.com/ and click on the Sign in
button.

© Login | Mirosoft 365 x o+ v - a8 X
« C & officecom c @ 0@ :

B® Microsoft | Microsoft 365 products

Introducing Microsoft 365 Copilot—your copilot for work Learn more >

o |
Hello, Grant. '
Welcome back.
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https://www.office.com/

Step 2: Sign in with your UP Education login credentials. This will be your primary email address used
to login to UP Education IT services.

B® Microsoft
Sign in

|E|‘1a'| phone, or Skype

Mo account? Create one!

Can't access your account?

@,3 Sign-in options

Step 3: Enter in your password

]
-
HOLYING3

< ) LD 2ducation

Enter password

Fasswora

Forgot my password
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Step 4: If you have set up 2 Factor Authentication on your work login account, then you will receive a
message on your phone to your MS Authenticator app. Once you receive the message on your

phone, approve the sign-in.

If for some reason your MS Authenticator app is not working on your phone, then you can select |
can’t use my Microsoft Authenticator app right now can select the option to text your phone with a

code or ring your phone instead.

If you haven’t set up 2 Factor Authentication yet on you work login, then please follow the
instructions Setting up 2FA under the Getting Started section of this website.

L
-
HOLYINaI

L e ucation

Approve sign in request

approve the request to sign in.

[:] Don't ask again for 14 days

More information

Open your Microsoft Authenticator app and

| can't use my Microsoft Authenticator app right now

Step 5: Click on the App Launcher button.

§ Home | Microsoft 365 X +

& (&) @ office.com/?auth=2

Microsof! 365

Welcome to Microsoft 365

BB 0 i® i

Recommended
Outlook

You frequently open this
Tue at 3:36 PM

(]

K
[ S 3 .
|
H

qg-

8 ™

B Thisr

‘ Approve sign-in?

=l

vodafone NZ

&

3:48

Sun, Apr 23

p.educat
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Step 6: Select Teams from the Apps list

&« C @ officecom/7auth=2

Microsoft 365

Apps
. OneDrive Word
Excel o PowerPoint {
OneMote a SharePoint
m m Class Noteb...

m Sway Farms 1
* Stream ﬁ Outlook

I Power Bl ' Planner

All apps >
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How to create a Team to collaborate

The purpose of a team in Microsoft Teams is to bring together a group of people to collaborate on a
specific project or task. Teams allows team members to communicate, share files and work together
in real-time. The features in Microsoft Teams make it easy for team members to stay organized,
track progress and work together efficiently.

Teams can be created for a wide range of purposes, such as project management, departmental
collaboration, and cross-functional team collaboration. Each team can have multiple channels, which

can be used to organize discussions and content based on specific topics or tasks.

Step 1: Click on Teams on the left-hand side and then click Join or create team

J;G

Step 2: Click on Create team

—
0

“ < Back

D) Join or create a team

Chat

%°
Assignments Create a team Join a team with a code
c;;. . . . Enter code

i

L]
8& Create team Got a code to join a team? Enter it above.

0

Step 3: Click Staff. You can select different Team types for additional features relating to type of
people who will be in the team.

Select a team type

—
- ‘ ‘b \Us g
y y ) ‘
—J 1 I N O,
Class Professional Learning Staff Other
'=ele g, U T EEs Community (PLC) School administration and Clubs, study groups, after school

assignments development activities

Educator working group
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Step 4: Name your team appropriately and then decide on the level of privacy. Decide if access to
your team will be controlled by team owners or if anyone can just join the team. It is recommended
that if the nature of the content is meant to be restricted, then select Private. Because you are
creating the team you are automatically the owner, but you can add other specific people to be
owners later. Once you have decided on the privacy click Next.

Create your team

Staff leaders are owners of staff teams and add others as members. Each staff team allows you to
communicate, share important documents, and set up a Staff Notebook to track common
administrative goals.

Mame

)y
Sales Team )

Description (optional)

Let people know what this team is all about

Privacy

Private - Only team owners can add members v

Private - Only team owners can add members

Public - Anyone in your organisation can join

Step 5: After the team is set up, you can add multiple staff to your team by either searching for their
names individually or by an organisational group name. These people will be added as ‘members’
meaning they are not owners; they won’t be able to add other staff into your team unless you make
them owners. After you have selected all your members click Add.

Add people to "Sales Team"

Start typing a name, distribution list, or security group to add to your team. You can also add people
outside your organisation as guests by typing their email addresses.

Start typing a name or group ©

Skip
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Once the team is created you can click on the 3 dots and select Manage team.

Q —

(¢
"; < All teams General Posts Files
Activity
WP
Teams
Sales Team
Assignments. General £53 Manage team
= % Add channel
-
e Se Add member
.
Q) EG‘ Leave team
Calls
/7 Edit team
&2 Get link to team
Files
& Manage tags
@ Delete team
Apps

From here you can add more members or make an existing member either a member or owner.

o
L Allteams
ey [Sa Sales Team -
. Sales Tesm
= ST
Pl Members Pending Requests  Channels  Settings  Analytics  Apps  Tags
" Sales Team Search for members ' pyy——
&
T General iz Cwnars (1)

T @ Role

] Hame Title

n F

Step 6: If you want to separate out files, discussions and collaboration for specific topics within your
team, then you can create multiple Channels. Click on the 3 dots and select Add channel

Q —

= < All teams General FPosts  Files
Activity

Documents > General
Sales Team @

. {23 Manage team
sonmers ¢ Manag
“:
— 7@ Add channel
=
Calendar S Add member
.
% [@ Leaveteam
calls

/2 Edit team

&2 Get link to team
¥ Manage tags
W Delete team

oo
oo

e
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Step 7: Give your channel an appropriate name and select the level of privacy and click Add. Like the
privacy on who can access a team, you can restrict which team members have access to the channel.

Create a channel for "Sales Team" team
Channel name

Sales 1st Quarter <)

Standard - Everyone on the team has access v
Private - Specific team mates have access

Shared - People you choose from your org or other orgs have access

Standard - Everyone on the team has access W C)

[0 Automatically show this channel in everyone’s channel list

Can (EI m

Step 8: You can now see the channel you just created. Click on < All teams

2
-, (anems) Gen
Activity

L}
Team
Sales Team
Asziy
e General

Sales 1st Quarter

Calendar

o
W

Here you can see your newly created team and any other teams you may be a part of.

Q —

(6]
. Teams
Actviy
= Vour teams
w°
Teams
Assignments
e Sales Team
% L]

a
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How to collaborate using a Team
Step 1: Click on Teams from the menu from the left-hand side to see all the Teams you are a part of.

Step 2: Select a Team you would like to go into. A number in red above a Team indicates activity
within the team that you haven’t seen yet.

I

(6
‘ Teams
Your teams
G NZMA National Shared NZMA Campus Shared
>

(&

0

Apps

NZMA Campus NZMA Head Office
Management
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Step 5: Channels are listed on the left-hand side. Each team can have multiple channels, which can
be used to organize discussions and content based on specific topics or tasks. To view the

discussions going on within a channel click on Posts.

_ s

< Allteams Genemes Staff Notebook Reflect Overall Staircasing Tra..  CampusOnlineEvaluati..
e VA R WU
nxt S < Reply
iN
| Q — 15/12/2022 11:01 s
NZMA National Shared ‘ Mere Kirihimete NZMa
Assignments W——— 16/12/2022 551 pm
General

Merry Christmas (&

Approved - WIP

I have shared the below post with my clients at the gym and it also applies to you. | hope you will continue to look after yourselves! Keep up

Cslends < Reply
e Consistency Review Feedback
.
Curriculum - Approved ‘ heSe— 15/12/2022 10:00 am
cals Curriculum - WIP & Hello NZMA National Family,
Moderation and CIF
e Programme Notifications (Quality) © e the amazing work that you do daily at NZMA with transforming many lives.
QMS (Quality Management System)
Registry &
= nlenbnfiiam 16/12/2022 5:52 pm
Merry Christmas
L 2
<« Reply

Sunday, 18 December 2022

4 R 16/12/2022 1:48 pm
Meri kirihimete te whaanau o NZMA @@ from Hamilton campus. We hope you all have a well deserved break! See you in 2023 @&

s fromo

< Reply

Monday, 19 December 2022

Step 6: Click on Files in order to access files & folders that relate to the Team/Channel

Q —

f;" < All teams

Activity
@ T Upload v 12 Share @ Copylink &3 Sync 4 Download
Chat

Documents > General &

NZMA National Shared

Assignments
General

Approved - WIP

B
[

20

Consistency Review Feedback

Curriculum - Approved

Curriculum - WIP & Sales & Marketing
February 26, 2020

B

&

Moderation and CIF

o

Programme Notifications (Quality) © o

QMS (Quality Management System) 0 Name v Modified ~

Registry &

ACS Counselling Information March 14

Apps

Blended Learning May 16, 2022

Careers, Employment, Internships and Work.../ October 18, 2022
Certificates April 11, 2021
Conference August 18, 2021
Course Administration December 9, 2020
COVID-19 August 24, 2021
Fees Free Reports July 6, 2021

December 7, 2021

Forms

Health and Safety March 14

Modified By

Nick Webster

Nicole Purdom

Bronwen Wilkinson

Tina Millar

Rachael Atkinson

Tina Millar

Renske van Geffen

Anubha Misra

Renske van Geffen

Nick Webster

Fos Staff Notebook Reflect Overall Staircasing Tra...  CampusOnlineEvaluati... +

£ Add shortcut to OneDrive & Of

Created By

Mo
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Using the chat feature

The chat feature is a fundamental component of Microsoft Teams, as it enables users to
communicate quickly and efficiently without the need for email or other external messaging
services. Users can send text messages, emojis, GIFs, and stickers to express their ideas or emotions.

Moreover, the chat feature also allows users to create private or group conversations, make audio
or video calls, share screens, and collaborate on files. It is a versatile tool that provides a wide range

of functionalities to make communication more effective and productive within a team.

Step 1: Click on the "Chat" icon located on the left-hand sidebar of the Teams window.

- Q, Search

(D
Step 2: Click on the "New Chat" button sy Chat @ ot

located in the top right-hand corner of the New Chat (Ctrl+N)
Chat window. ' Pinned

says student o

Step 3: Type the name or email address of the person or group you want to chat with in the "To"
field. You can also select a contact or group from the list of suggestions that appears as you type.

To:  Enter name, emaill or tag -~

New Chat

You're starting a new conversation

Type your first message below.

Type a new message

b 2 @ © @ ¥ & =
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Step 4: Type your message in the message box located at the bottom of the Chat window and press
"Enter" to send it.

New Chat

Group name:

To:  Enter name, email or tag ~

You're starting a new conversation

Type your first message below.

Type a new message

% 720 0@ P G @

You can also add files, emojis, and other elements to your chat messages using the buttons located
next to the message box.

New Chat = W]

Group name;

|5earch Q

Recent

@ C C € &€ 4o o O
w12 v+ =
=5 @ @ 6 ¢
GROOGE @ C
@ @ &

®© O 6 P B QO B

“/9@@ >

% ‘..

<
&

ion
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To start a group chat, simply add more people to the "To" field.

( To: Enter name, email, group or tag !

-

You're starting a new conversation

Type your first message below.

Step 5: You can also search for past chat conversations by using key words in the search bar located

at the top of the Chat window.

(@

Activity

60

ao@

1w )

Teams

8

Aszignments

Calendar

oo
oo

Apps

Chat -~
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Step 6: To customize your chat settings, click on the three dots located in the top right-hand corner
of the Chat window and select "Settings". From here, you can change your notification settings, chat

theme, and other preferences.

x é} Settings
A_ 5% General
'\‘LJ' [3) Accounts
D (2 Privacy
[ Notifications

) App permissions

T Accessibility

Captiens and transcripts
[3 Files and links

% calis

Email

Missed activity emails Once every hour N

Appearance and sound

(3 Deuble chick your Windows notficstion settings to ensure you're sbie to receive

Teams notifications. Learn more.

Notification style Windows

Show message preview

Play sound for incoming calls and notifications

Teams and channels

You will get desktop and activity notifications for:

o)
@

All activity Mentions & replies Customised >
New messages, reactions,  Personal mentions and e T
and all mentions replies to your messages | Lz ackive,
Chat
Edit
Messages, mentions and reactions.
Meetings and Calls
Edit
Control notifications and reminders during your meetings and calls.
People i
Keep track of someone’s status and qet notified when they appear Edit
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Making audio and video calls

the left-hand sidebar of the Teams window. )
_C[:Th a Calls Phone Contacts
Step 2: In the search box, type the name or o

email address of the person you want to call. ﬁ_—'Jo
Chat ffype a name

Step 3: Select the person's name from the E’ﬁ.J@ S
list of suggestions that appears. Teams

. )
Step 4: Click on the Call Button Assignments

Calendar

oo
oo

Step 5: Once the call starts, you can mute or unmute your microphone, turn your camera on or off,
and adjust the call settings using the buttons located at the bottom of the call window.

§

-

Calling
Jill Duffy

To end the call, click on the red "Hang Up" button located at the bottom of the call window.
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How to create a group meeting

Step 1: Click on Calendar on the left-hand menu.
Step 2: In your calendar click on the appropriate time slot for your meeting.

Step 3: Give your meeting a name and Add required attendees and then click Save.

0
i E Calendar # Join with an ID [0 Meet now l

= B Teday < > April2023 v

New meeting - O

- | | B New meeting Details Scheduling Assistant @

Time zone: (UTC+12:00) Auckland. Wellington ~ Response options Require registration: None

R Show as: Busy Category: None
pm
D 7
& (e
63 T 24/04/2023 11:00am v =  24/04/2023 11:30am v 30m @  Alday
)  Does not repeat
B  Add channe
Add location
= B USIiVY A graph === Y = Q¢
Fype meeting

Step 4: When time comes to join the meeting, click on Calendar and then double click on your
meeting name.

I

(6]
;5‘, Calendar

[ Teday < > April2023

=
o 24 25
e Manday Tuesday

|

12pm

Assignments
— 11 #m [ Sales Meeting
a
Calendar
% L]
Calls

Step 5: Then click Join.

_ —

a°
E“ Chat Files Detalls Mesting Whitsboard Q& +

5] o hccopted © Copylink — foward  Show asi Busy ~  Category: None Tracking

P Meeting recap @

8 T - o ) £ i
Accepad

j.’-,‘ Microsoft Teams meeting

o Join on your computer. mobile app or reom device

Click here to join the meeting
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Joining a group meeting

Step 1: If you have been invited to a Teams meeting, you will receive an email with the meeting link.

Click on the link to join the meeting.

Microsoft Teams meeting

Join o

rcom

Learn More | Meeting_options

uter or mobile app
Click here to join the meeting

If you don't have Teams installed on your device, you can still join the meeting using your web
browser. Simply click on the meeting link provided in the invitation and select "Continue on this

browser".

Alternatively, if you do have Teams installed on your device, open the app and click on the

"Calendar" tab on the left-hand side of the screen. Find the meeting in your calendar and click on it
to open the meeting details. Click the "Join" button to enter the meeting.

ﬁ

@

Calendar

Z] Today < > March 2023 ~~

Monday
3 pm
4 pr Daily SD Review Session
5 pm
6 pm

28 29

Tuesday Wednesday

My calendar

Daily SD Review Session
Monday, 27 March 2023 4:00 pm - 4:30 pm

@ " Accepted

© Microsoft Teams Meeting

(DY Chat with marfcinsnt
(=) Chat with participants

Bevan Ward

Organiser

o

|

o
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Step 2: Before you join the meeting, you can decide to have your camera or microphone off. You can
also click on the settings button to adjust other settings for your meeting. Once you are happy with
your settings click Join now button.

Daily SD Review Session

Choose your video and audio options

Computer audio

'y

Mo camera is connected

Room audio

Don't use audio

Once you've joined the meeting, you can turn on your camera and microphone by clicking on the
corresponding icons in the toolbar at the bottom of the screen.

If you're joining the meeting using a web browser, you'll need to give Teams permission to use your
camera and microphone.
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Tips for using Microsoft Teams:

Organize your teams and channels:

Make sure to create teams and channels that are organized and easy to navigate. Use clear and
concise names for your teams and channels to make it easy for others to find what they need.

Use @mentions:

Use the @mention feature to notify someone when you need their attention in a chat or channel.
This will send them a notification and ensure that they see your message.

Keep your notifications under control:

You can customize your notification settings in Teams to avoid getting overwhelmed by alerts. You
can choose to receive notifications for specific activities or turn them off altogether.

Use video calls for face-to-face communication:

Whenever possible, use video calls instead of audio calls or chat. This will help you build stronger
relationships with your team members and ensure that everyone is on the same page.

Explore apps and integrations:

Take advantage of the apps and integrations available in Teams to improve your productivity and
streamline your work.
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