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What is Microsoft Teams?

Microsoft Teams is an all-in-one collaboration tool that helps your team stay organized with
conversations, meetings, and file sharing.

Setting up your Team/Group

Before creating your Team, you will need to decide on a Team name, who to invite and what
channels to add.

IMPORTANT: Currently Team/Group creation is handled by the Help Desk.

Submit a Support Request and include:

1. Team Name (the name will be prefaced by RPI )
2. Email addresses of individuals who should have rights to add/remove members in the

group.

The Help Desk will reply when your Team/Group is ready.

Logging into Teams

Teams — Desktop app

1. In Windows, type Teams in the Search bar.
2. Click the Microsoft Teams app.

Teams — Web app

1. Goto portal.office.com

2. Login with your RPI email and RCS password and your DUO app.
et
3. From the left navigation bar click the Teams icon [ =™
4. Click once on a Team icon.
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Add Team/Group members

Once your Team/Group is ready, you can add members to the team as well as leave and delete the
team from the more options.

1. While in a Team, click the more options, the three dots “...” located in the upper right corner of
the Team name.

RPI_Teams MattLTEST

[* Main Channels {83 Manage team NOTE: You can also add people outside your
General S Add member organization as a guest to your team by typing their
Sz email address and click Add.

@ Add channel
&2 Get link to team
[& Leave team

& Manage tags

T Delete team

&o Add member

2. Click Add member
appears.

and the Add people to “your team’s name” dialog box

Add people to "RPI_RPI_DotClO_HelpDesk_Staff"

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

Start typing a name or group

skip

3. Start typing Students/Fac/Staffs name (should appear below if they have an active RCS
account), group or type an outside email address for a guest.

Guest — start typing their email address and you will be asked to add them.

Add people to "RPI_RPI_DotCIO_HelpDesk_Staff”

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

donchm2@rpi.edu

A_i, Add donohm2@rpi.edu as a guest
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4. Choose Add.

Add people to "RPI_RPI_DotCIO_HelpDesk_Staff"

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

& donohm? (Guest) & % m

5. Repeat steps 2 and 3 until all the people have been added.

Add people to "RPI_RPI_DotCIO_HelpDesk_Staff"

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

Start typing a name or group

G GEURDT (Guest) %
This person has been added, but it might take a while for them to show up in your member list.

L lewisméb (Guest) %
This person has been added, but it might take a while for them to show up in your member list.

D donochm?2 (Guest) %

This person has been added, but it might take a while for them to show up in your member list.

6. Click Close and the Team member(s) were added.

The New Teams (2024) Interface

ﬁ' New Teams Q ' L Q_ Search

Chat = ‘s Design Squad 7 cChat Ffiles -+~

e i& Hi guys! | just got back from vacation and look forward to jamming with you all again~
Chs

il Babak Shammas 11:32 AM
Eas Yeah, that sounds great
Teame

Cassandra Dunn 6/2
Ok. I'll send an update later

Aadi Kapoor 62

You: Great work! ne A
T Kayo Miwa 9:05 AM

Sure, I'll set up something for next week t...

Will Little 11:42 AM
1 don't see that being an issue. Can you ta...

Q{ % Q Eric Ishida 11:40 AM ‘& Yes!! We went to Cinque Terre, | absolutely loved the colorful buildings.
Recent . -

me Marie Beaudouin 11:40 AM
© Ohhnlsee yes let me fix that
Apps 4 Hilary Reyes 11:02 AM
Haha!
I Design Squad 11:00 AM
Kayo: The review went really welll Can't wai 9
‘9 Charlotte and Babak 10:48 AM Will Little 9:06 AM
Charlotte: The client was pretty happy with
- Q Kayo that looks so fun!
34 Reta Taylor 11:40 AM
Ah, ok | understand now
RSN - Kayo Miva 9:06 AM
Jmh‘uaI VanBuren : 10:29 AM {@e It was! We were able to hike through the first four cities.
anks for reviewing!
pr Daichi Fukuda 10:20 AM

© You: Thank you!

Type a new message

Welcome back Kayo! B

Any cool sights from your trip??

Kadiji Bell 10:02 AM
You: 1 like the idea, fet’s pitch it
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Navigation bar

The Navigation bar is located on the left side of the Teams window.

Tool Description

GQ‘W A place to view any unread messages, @mentions, replies and channel activity.
o This is where you can create private chats or have group conversations.

Displays all the teams that you’re a member of and any channels that make up your teams. You can
Tz have many Channels within a Team where you can hold ad-hoc meetings, or conversations. These
Channels can be created for specific topics, projects, or departments.

The Assignments feature in Teams allows educators to assign tasks or work to their students.

Assig%m Educators can manage assignments, instructions, and upload resources.
(This area is not being used in Teams. All Coursework should be done in the LMS)
The Teams calendar syncs with your Outlook calendar, so you will be able to view the same
s information in both places and there is no need to switch between calendars when you add new
entries.
'S . .
e This is not available.
D Shows all the files that were shared in your Channels and recent files that you are working on.

View your account (Available/Set Location/Status message)

1. Click your account(picture) in the upper right corner of the Teams window.

Rensselaer Polytech... Sign out
Rossello, Lynn

g rossel@rpi.edu
View account ©
@ Available >
(® Set work location >
(3 Set status message >
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Available: Several availability options to choose from: Available,
Busy, Do not disturb, Be right back, Appear way, Appear offline as
well as, Set Duration and Reset status.

Set work location: Either in the Office or Remotely

Set status message: Type a message explaining to others what you
are doing. For example, you are out of the office or communicating
something important.

Teams and Channels

A team can contain up to 200 channels while a channel contains day-
to-day activities like conversations using posts and sharing of files.
Channels are associated with a Team, so a Team must be created
first before adding any channels.

e Each Team has a General channel by default.

< Set status message

rossel@rpi.edu

Type @ to mention someone in your status

0/280
[[] Show when people message me )
Clear status message after
Never v

S5chedu

out of offic

m
5

m
m

e |Ifa Team is deleted, all channels associated with the Team are deleted too.

Adding Channels

Channels are individual sections that organize conversations, meetings, files and tasks into specific

topics or projects.

1. For additional channels, click the more options ... (three dots) to the right of your team’s

name and then click Add Channel.

Teams = ﬂ General r

Your teams
ﬂ RFI_RPI_DotClO_HelpDesk_Staff
General
& Hide
fat Manage team
7 Add channel @
oo Add member

[@ Leaveteam

" _Edit team
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2. Type a new Channel name, a description and check “Automatically show this channel in
everyone’s channel list’

| Create a channel for "RPI_RPI_DotClO_HelpDesk_Staff" team
Channel name

Email Migration Project &)

Description {optional)

Email Migration notes

Privacy

Standard - Everyone on the team has access v D

B Automatically show this channel in everyone's channel list

Cance' m

3. Click Add.

Customizing your Notifications

You can use notifications to only get notified on important matters, turn on and off sounds, change
settings for Chats and channels, @mentions, and meetings.

1. Click the more options (three dots . . .) to the left of your profile picture and choose Settings.

£33 Settings @ i
E CdbL
foom (100%)

Keyboard shortcuts
About >
Check for updates

Download the mobile app

2. Click Notifications and activity from the left side bar.
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Settings Notifications and activity
1 Geners General
B Accounts and orgs
— o @ ~
Q) Notifieations and activity
[ Filesand links
% Gls
Captions and transcripts
2 Missed activiy emais Once every hour .
Chats and channels
(2 Cnat message notificat Show in by
@ @Mentions o @D ~
Chanrel and team @mentions Show in Activity and banner
Tag @mentians Snow in Activity and banner
ryone in chat @mentions Show in Activity and banner
Personal @mentions Snow n Activity and banner
€ Replies to my channel posts 2nc replies Show in Activity and banner
@ About Teams Jy Likes and reactions Show in Activity and bamner v

3. Go through and choose your customizations like:

e How many times do you want to be notified.

Email

Missed activity emails Once every hour s

As soon as possible

Appearance and sound
Once every 10 mins

Motification style
Once every hour

Show message preview
Once every & hours
Play sound for incoming calls and notification

Daily

Teams and channels Off

You will get desktop and activity notifications for |

Activity

The Activity feed shows you a summary of things that occurred in the channels you follow. The filter
option shows certain types of messages like unread messages, @mentions, replies and likes.

A
1. Click the Activity icon [===| from the left navigation bar.

10
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2. Click to the right of Feed and then click the three dots to filter by the options listed.

Feed =

Type to filter @ ) § General |
@ Menti ]
@ Unread only = Menmens

</ Replies

You will see mentions, replies and other  (Z) Reactions

notifications here.
Missed call

[ETINE5]

Voicemail

&

Apps

The Activity icon will change with a number to let you know you have notifications like
@mentions or a reply. NOTE: The notifications will stay in your feed for 30 days. After
that time, they will expire and will no longer show in your feed.

Activity feed symbols

Ne

=

Activity

As feeds start to gather under Activity, unique symbols to different types of notifications appear.

These symbols can be used to prioritize these feeds.

@ @mentions of you specifically.
®@team mentions for teams you're on.
= @channel mentions in teams you're on.
A Replies to your posts.
O Posts you liked.
el You were added to a team.
% You were made a team owner.
~ Trending posts.
Q Suggested posts.

11
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Posts features in Activity

1. Each Post under Activity has options that appear when you move your mouse to the upper

right corner of each post window and then click on the three dots . . .

v e G &)~

Lynn Rossello 2/8 3:14 PM

LR Please let me know if you will need me to send this again [ Save this message
£ Edit
& Reply
T Delete

lednesday, February 15,2023
%3 Mark as unread
8] Meeting in "Email Migration Project” ended: Th 42m
€ Copy link
Attendance report £ Share to Outlock
Click here to download attendance report
=L a%  Translate
(& Immersive Reader
/ Reply
oo > Pin
B\ Turn off notifications
More actions > ) createtask
B cresteanewpol
B Create work item
Create issue in Jira

See more

+  Create gew action

Using the @mentions to Get Attention

The posts tab is included in all channels to post your messages as well as keeps a history of all the
discussions.

Use @mentions to get someone’s attention in a channel. Type the @ symbol followed by the
person’s name and this person will receive a notification they were mentioned in the post.

Y E General Posts Files + ® Org

Megan Bowen 10:25 AM
e Who has last quarter’s verbatims? Couldn't find them in the Files tab.

ment I @mir P ——
B>
Suggestions
l Miriam Graham
(1] of MiriamG@contoso.com
pse al

Models

,9 Adele Vance 10:43 AM
m I have it. Just give me a second to plug it in.

P@' Diego Siciliani 10:44 AM

You just beat me! You're fast. *=

« Reply

el | Irvin Sayers 1046 AM

When someone mentions you in a post, you will receive a notification in your Activity feed letting
you know who it was and on what channel.

12
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Those mentions appear in a red circle to the right of the channel name with a number of how many
times you were mentioned.

Search or type a comma

Teams Y E General Posts Files -+

- @_ Diego Siciliani 10:44 AN

Your teams You just beat me! You'

@ n Warehouse #02 e ¢ Reply
E Business Development I Irvin Sayers 10:46 AM
) &y Now that the database is com

General

Knowledge Share Collspsn ol

Opportunities o @‘ Diego Siciliani  10:46 Al
T « But, of course.
Pipeline 2]
Reports and Data Models @ Megan Bowen 10:47 A
g I'monit!

X1050 Launch Team o « Reply
General
2021 P a “I Irvin Sayers 10:52 AM

Totpe 0 L . General: Trey Research is comi
Design dinner with them after the me|
Digital Assets Web « Reply
0 Go to Market Plan

Launch Event
Start a new conversation. Type

Chat

Chats can be one-on-one or in a group. Private chats are only visible to those people in the chat.

Starting a Chat

)

1. Click the Chat icon =" | from the left navigation bar.

2. Click the New Chat icon.

Chat ~

@L New Chat (Ctri+N)

3. Type in the name(s) of the people you want to start your chat with, and you may see a list
below to choose from.

Chat ~ = @ To: Fmer name, email, group or tag
REeE Lynn Rossello
o ROSSEL
New chat I Jason Purificato
PURIF)2
Jay Mcglow
- MCGLOW2
Michael Ervin
- ERVINM

13
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4. Once you have selected the person(s) for the chat, type your message at the bottom of the
page. Before you send this chat, you may want to use the many features below the
message on the toolbar. Most used options are described below.

Type a message

b @ B2 M E G

Format — Opens a formatting toolbar.

p

|azgg T OA M Pemgaph v AR = = = =9 o = @ BB Y @|

Attach Files — Attach files from your computer or OneDrive.

b2 & OneDrive

T Upload from my computer

Loop components — A loop component must be used before typing any text in
the message field.

Loop components

Send a component that everyone in the
chat can edit inline.

‘= Bulleted list

= Checklist

2= Numbered list
[E) Paragraph
B Table

[:z] Task list

& Schedule a Meeting — A new meeting window appears with details of the
meeting to complete.

14
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Pin your chat to the taskbar

To find those important discussions easier, you can pin your chats which adds them to a pinned list.
This brings the most important chats to the top of the list. NOTE: You can pin up to 15 chats.

1. While in Chat, click the three dots “. . .” to the right of a chat and choose Pin.

Chat ~ =

Dinned

LR_ Lynn Rossello (You)

Jason Purificato

| . . .
= You: Hi Jason, did you have time to discu...

@ Pop out chat

Mark as unread

25

Pin
Add to favorite contacts
Mute

Hide

PNFED 8o

Naotify when available

28

| Manage apps

] Delete chat

You can also hide a chat if this is no
longer relevant or receive a notification
when someone is available in Teams

This will automatically move this chat to the top of the chat window.

Team Channels — New Post/Files/Reflect/Notes/Apps

This is an area where the Team can share, posts, Files, Reflect, Staff Notebook (in OneNote) and
add a tab to an application. In the upper right of the channel windows a team can have a Meet now

meeting or schedule a meeting.

NOTE: Anything you post within the Teams area or send will be viewable by everyone in that
group. The Chat area is used to send something confidential.

Posts

1. Click the Teams icon =™

2. To start a conversation, click the Start a post

located on the left navigation bar.

4 s
( starta post button.

3. Begin typing your message in the post line and then click the Post button to send.

15
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Files

The files area under a Team or Group has many features and is where you can create,
upload/download files as well as share files to name a few.

T Upload ~ [ Editingridview @ Share @ Copylink {3 Sync < Download 5] Add shortcut to OneDrive & Open in SharePoint -+ = All Documents ~ 7
Email Migration Project

D Name Modified Modified By + Add column

@ Installing an RPI printer.docx A few seconds ago Lynn Rossello

E] PrintRefundRequestForm.pdf 4 days ago Lynn Rossello

= '\‘rpl.edu‘url About a minute ago Lynn Rossello

Creates in Teams a Word, Excel, PowerPoint, OneNote, as well as Forms

for Excel.
T Upload - Upload Files, Folders or Templates to the channel.

E Edit in grid view Information is changed to a grid for easy sorting and adding specific
column information. Click Exit grid view to return back to the original file
view.

|| Name Modified ~ Modified By ~ + Add Column
Installing an
[ 5 RPI 15 minutes ago Lynn Rossello
printer.docx
-'@f- Z:Z:ﬁij:’;dpzi 4 days ago Lynn Rossello
l’:'w Eﬁ 16 minutes ago Lynn Rossello

& Share Select a document, by clicking a circle to the left of the document and then
click Share and a Send Link window appears to complete.

Send link X

Installing an RPI printer.docx

People in Rensselaer Polytechnic Institute Test with the link
can edit

ffo: Name, group or ema Va

Copy link

People in Rensselaer Polytechnic Institute Test Copy

with the link can edit

Shared with:

16
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i Copy and paste a link to the document in teams.
&> Copy link
~  Link to 'Installing...inter.docx’ copied X
| Copy \
@ People in Rensselaer Polytechnic Institute Test with the
link can edit
! Download Downloads a zip file with the channel name and all the files associated
_ with this channel that were uploaded.
o Pins the document to the top of the files window for the team to easily find.
s Edit pin v
[H Editin grid view @l Open 1= Share @
Email Migration Project
|
Installing an RPI printer.docx
] Name Modified
(] @] _\‘Installing an RPI printer.docx g 21 minutes ago
@ PrintRefundRequestForm.pdf 4 days ago
= _\‘rpl.edu.url 22 minutes ago
... (More options) Click to the left of the file name and click the three dots . . . to see more
selections.
Open > Add shortcut >
Preview Download
Share Rename
. Open in SharePoint
Copy link
Pin to top
Make this a tab
Move to
Manage access
Copy to
Delete More 5
Favorite Details

17
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Shows and saves different views of the file window.
= All Documents*

= All Documents®

<
I

= List

Compact List
H Tiles

~  All Documents
Save view as
Edit current view

Format current view

Y Opens a filter window to choose files types and specific dates.

Reflect

NOTE: Encourage reflective conversations in your staff team by making check-ins a part of your

routine. This area is mostly used for Education. Use Reflect in staff teams from this link below
https://support.microsoft.com/en-us/topic/use-reflect-in-staff-teams-318015b5-a758-4102-a001-19¢c5041a9bed

Staff Notebook

A Staff Notebook is a digital notebook that facilitates collaboration. There is an option to create a
blank notebook or use an existing notebook.
1. While in a channel, click Staff Notebook from the top bar.

2. Click Set up a OneNote Staff Notebook and choose Blank Notebook or From existing
notebook content.

Set up a OneMote Staff Notebook

Blank MNotebook

From existing notebook content

Blank Notebook — choose this option to setup a new notebook and goes step by step to
setup the notebook.

From existing notebook content - choose this option and add content from an existing
notebook.

18
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Add a Tab to an App

Add Word, PowerPoint, OneNote, etc. application files into tabs at the top of a channel.

3. Click the plus sign + at the top of the Notes window.

The Search for apps window appears with apps to choose from.

4. Click once on an app or click the Get more apps button in the lower right corner of the search
apps window.

5. Click the name of the application, for example: PowerPoint

6. Click My files and click to the left of a file name to select this.

@& PowerPoint About X

Pick an item

B9 My files

Quick access

Bl rei_teams_Trainingsession
Bl Rreams MattiTeST

Post to the channel about this tab Back

7. Click Save.

The Tab was created at the top and that file will open when you choose the tab. This file can be
edited or shared and there are many features that can be used as if this app was opened on your
computer.

General Posts Files Reflect Staff Notebook Phishing_DontTakeTh... ~ +

Sharing files in Teams

Files can be shared among team members within chats and channels. Team members can view, edit,
and collaborate on Word, Excel or PowerPoint files vary easily within teams.

19



MICROSOFT TEAMS

Guide

Share a file in a Chat message

1. Click the attachment paperclip icon at the bottom of the chat or channel

1.
2.

window.

& OneDrive

T Upload from my computer

b 112/ OB EF GB®e R &0

[a

Share a File in a Channel

Choose OneDrive or Upload from my computer and double-click on a file.
Click Send.
OR

Click Chat—>Files>Upload—>add a file.
Click Chat and the file is added to the chat window.

Every Chat and Channel has a Files tab at the top of the window, which shows all the files that have
been uploaded under Files. All the files below can be shared using a link or each one can be selected
individually.

1. Share all the files in the General view: While in a channel, click Files at the top and then

choose Share
Copy a link to the General view.

Pt ]

* Share

A Share window appears

Share "Test"

People in your organization with the link can edit

Complete the email addresses, add a message, and then Send or

20
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2. Share a specific file(s): Click to the left of a specific file(s) to select and then click Share.
Add a name, group, or email, type a message, and then click Send or you can click copy link
and send the link in an email.

T

RS

M) Test August 3, 2023

General Post Files “| Plc Notebook TestOneNote TestPlan2 -+
T Upload ~ & Share @ Copy link o Syne &1 Add shortcut to OneDrive ~ Download 22 Open in SharePoint —+ Add Document Li
Documents General
D Name Modified Modified By + Add column
ﬁ_l Test August 3, 2023 Lewis, Matthew ]
E} What is the ITS5C flyer.pdf December 15, 2023 Reossello, Lynn

Creating a New file in a Channel

You can start a new Word, Excel, PowerPoint, OneNote, Forms, and Visio drawing while in a
channel.

1. While in a Channel, click Files.

Click the + New button.

2
3. Choose an application.
4. Name the document and then click Create.

The application opens in the channel window.

5. Once the document is complete, click Close in the upper right corner and the document
appears below in the files area of the channel.
Working on a File Together

1. Select the three dots ... to the right of the Word/Excel/PowerPoint file and then slide down
to Open in and then Teams

|

&

screen transfer bomgar.docx 2hago Lynn Rossello

@ Teams (default) il Openin

P e

@ Browser € Copy link

81 Change default

The application opens within the Teams window.

21
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Teams will let you know who is currently working on the file.

RD Expense Report.pptx

RD Expense Report - Saving.. Irvin Sayers

m PowerPoint Online
Y WOME  WNRT

BI . On Track?

NOTE: If you have any questions regarding the file or need to get more information, click the chat
icon from the top right of the window to start a conversation. These in-file discussions stay
with the file in your chat/channel thread.

2. Click Close located in the top right corner to close the app window.

Schedule and Manage Meetings

Meetings can be with one team member or with a group, through a chat, a channel or within the
Teams Calendar. NOTE: Your Teams calendar syncs with your Exchange calendar or Outlook
calendar.

Schedule a new meeting in a Channel

When you create a meeting in a channel, everyone in the team will be able to see and join this
meeting in the channel.

1. While in a Channel, click the drop-down arrow to the right of Meet located in the upper right of
the channel window and then choose Schedule a meeting.

5 (1 Meet w

(h Meet now

F Schedule a meeting
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The New meeting window appears and has similar features to a new meeting in Outlook. Such as:
Scheduling Assistant/Response Options/Busy times/Recurrence and Time Zone to name a few.

New meeting Details Scheduling Assistant m

Show as: Busy » Category: None » Time zone: (UTC-05:00]

To invite those who are outside of RPI (your

£ Addite organization):

S  Addrequired atiendees Type their full email address on the Add required

, attendees’ line and their name will be listed below for
(O] 2/14/2023 %30AM v > 2014

you to click to invite them. Their address appears in
the invite area.

i Does not repeat ~
= Add channel

Repeat the above to invite all those who are outside
the organization.

®  Add location

= B I US VA M e |

Type details for this new meeting

2. Complete the meeting information and then click Save. This will close the scheduling form
and send an invite to everyone.

Schedule a new meeting in a Chat

1. While in a Chat, click the Schedule a meeting icon
and a new meeting form appears.

on the bottom toolbar

'T}"DE a4 new message

v 1 2 P OB FGBE R OO E

2. Complete the meeting information and then click Send.

Schedule a meeting from the Teams Calendar

a@
1. Click the Calendar icon L====| from the left navigation bar.

2. Locate the date/time and then click New meeting located in the upper right
corner.

3. Complete the meeting information and then click Send.

Once you have access to teams you will see a Teams Meeting icon appear on your Outlook new
meeting toolbar, so you can start a Teams meeting right from Outlook.

x ER, Calendar D ¢ ﬁ Eﬂ S‘< Eﬂ :'75@ (B 2 show As: |l Busy

Delete 4 Foryard - APPOIRtment Scheduling Meeting  Cancel Address Check Response
t Invitation Book MNames Optians -
Actions Show Teams Mee.. Meeting N... Attendees

o o o O 0
I High Importance
-

Add Webex  Webex Viva View
Meeting  Preferences Insights ~ Templates

Reminder. 10 minutes - Recurrence Ti
& Low Importance

Options 0 Tags Cisco Webex My Templates A

23



MICROSOFT TEAMS
Guide

Join a Teams meeting
There are many ways to join a Teams meeting.

From the Teams application

1. From your Calendar, click once on the meeting, select Join.

My calendar I

Test meeting
Thursday, February 16, 2023 9:00 AM - 9:30 AM

Lynn Rossello

| Test meeting

€2 https://teams.microsoft.com/l/meetup... |0

o Lynn Rossello

Organizer

2. Choose your video and audio options you want.

3. Select Join now.

From the Web

Type your name.

Choose the video and audio options.

a ~ w0 NP

Click Join now.

Meet now

Open your email invite and click Join Microsoft Teams Meeting.

Choose to Download the Windows Team app or to Join on the Web.

The Meet now option starts an impromptu meeting. This feature is available within the Teams and

Calendar icon. Once the meeting starts you can add a subject and members.

Teams: Calendar:

@ 1 Meet

# Join with an ID [ Meet now

[ Meet now
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Hosting a Meeting

1. Once you start your meeting you will see the following screen. Choose the audio and video
settings you want. This is also where you can select a background and what device you

are using to connect to the meeting.

Choose your video and audio options

Computer audio

Room audio

Don't use audio

2. Once you make all the selections, click Join now.

Meeting toolbar

Most of these features are similar to other online meeting apps.

Meeting in "Email Migration Project”

P & & © B8 & - s

Chat Pecple Raise React View Rooms Mare Camera Mic

\Q; Microphone Array (AMD Audio Device)

}) Headphones (GHW USB AUDIO) (31b2:0011
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Sharing Content during a Meeting

1. Click the Share icon from the meeting toolbar. There are several ways to share content,
change Presenter modes and Add a background.

Share content Include computer sound ({2 )

Select what you want to
(o] 2 =2 = Add background S h are

Screen

_ B » Desktop — will show everything
- I I on your screen. NOTE: Make sure
S that you have nothing confidential
= = Window - lets you show a
CoTEE specific app and specific
- document (Word/Excel etc.) that is
currently open on your computer.

Microsoft Whiteboard

on your desktop.

» PowerPoint - Shows a
presentation.

=i Content from camera

PowerPointlive » Browse - Find the file you want
' to show.

Mo files available

Excel Liwn

Mo files available

Browse OneDrive

‘[ Browse my computer

2. After you select what you want to show, a red border surrounds what you're sharing.
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Record and transcribe

1. Click the More icon B&EE and then choose Record and transcribe and then Start
recording.

@ Start recording (® Record and transcribe

(i) Meeting info

In the upper left of the meeting screen you will see the timer starting and a red circle showing that
the meeting is being recorded as well as a dialog box on the screen stating that the Recording has
started.

(® Recording has started

ng know they're being

2. To stop recording, click the More icon Bl and then choose Record and transcribe >
Stop recording.

) Srnzni (@ Record and transcribe

(i) Meeting info

3. A Stop recording dialog box appears on the screen, click Stop.

Stop recording?

The Saving the recording... dialog box appears on the screen letting you know that the recording
link will be added to the chat window.

lil Saving the recording...

The link to the recording will appear in the

meeting chat shortly. Learn more
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The recording has been added to the Chat window.

Chat ~ = &

Pinned

LR Lynn Rossello (You)

3 Jason Purificato 213
2 You: Sent a file
Recent
Test meeting 10:30 AM

Recording is ready

Meeting info (send a meeting link after joining)

1. Click the More icon B and then choose Meeting info.

The Meeting info appears on the right side of the screen.

2. Click Copy join info button you will see a message appear

on the button that states this meeting link was Copied to the clipboard for you to paste to an
email, or chat room, etc.

Meeting notes
1. Click the More icon Bl and then choose Meeting Notes.
2. Click the Take notes button.

A Notes windows appears in the Chat area to start taking notes on the meeting.

F Test meeting Chat Files Meeting Motes 5 more -

Test meeting

Lt echted: lust no

Motes
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Changing the background effects during the meeting

1. Click the More icon Bl and then choose Background effects.
[ [ &

Camera Mic

@® Record and transcribe

(i) Meeting info
E] Meeting notes
ackground effects
.l Language and speech ?

2. Choose a background and then click the Apply button at the bottom of this window.

Settings — Device settings

1. Click the More icon Bl and then choose Settings = Device settings.

The Device settings windows appears on the right.

Device settings

Settings can be changed on:

Audio Settings
e

Audio devices — picks up your primary
Speaker audio device, Speaker, and Microphone

Headphones (GHW USE AUDI... from the dl’Op-dOWﬂ menu.
(] ®
Microphone Speakers — can change whether you are

Microphone Array (AMD Audi... using the speakers or headset.
Microphone Array — Tests the sensitivity

of the microphone to make sure you are

Moise suppression (i)

Choose Low if you want others to hear bel ng h eard .

music.

Auto (default) Noise suppression - can be set to Auto
(Default), High, Low, or Off.

Video Settings

Camera

Camera — video devices will be listed in the
dropdown menu.

Integrated Camera

Mirror my video (i)

Adjust brightness (i)
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Breakout rooms

Breakout rooms allow a place where small groups can have open discussions, exchange of ideas,
and brainstorming sessions.

Only meeting organizers on the desktop versions of Teams (Windows and Mac) can create and
manage breakout rooms. NOTE: Organizers or presenters must first join the meeting to create or
manage breakout rooms

You can automatically assign people to breakout rooms when you create them. After they have been
created, you can move people around, but you'll have to do so manually.

NOTE: These features aren't currently available in breakout rooms:

e Adding people to the meeting from the participant's panel
e Adding additional people to the meeting chat
e Copying the Join meeting info

Important: You can't create breakout rooms if there are more than 300 people in a meeting.
Likewise, if you create breakout rooms before a meeting, you won't be able to invite more than 300
people.

Go to the link below to learn more about breakout rooms:

https://support.microsoft.com/en-us/office/use-breakout-rooms-in-teams-meetings-7del1f48a-da07-466c¢-
abab-4ebace28e461#bkmk create-breakout-rooms

Leave or End the Meeting

1. Click Leave located on the right side from the meeting toolbar and choose Leave or End

meeting.
™ leave | v
Leave
End meeting
2. Click End.

End the meeting?

You'll end the meeting for everyone.

Cancel
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Attendance Report selection
You can run an Attendance Report without needing Admin access.
NOTE: Before the meeting it is very IMPORTANT to turn attendance reports on or off.

1. Go to your Teams Calendar.
2. Open a meeting.

n Test - for Training meeting Chat  Files Details Scheduling Assistant  Attendance  Meeting Whiteboard  Breakout rooms Q&A 1

3. With the meeting on the screen, select Meeting options... located on the top right of the
meeting window.

4. Scroll to the bottom of the window and turn the All attendance report slide button to the right
to turn this on and then click Save.

Enable language interpretation (7)

Allow attendance report

No ©
ve: @D

Running the report after the meeting

1. Go to your Teams Calendar.
2. Open a meeting.

3. Select the Attendance tab at the top and view the data directly in Teams.
NOTE: For recurring meetings, select the report you want from the drop-down list.
In channel meetings, the attendance report is available only for the most recent meeting from
the channel, but you can go to the meeting invite page in Teams calendar for all channel
meeting attendance reports. (Reference: Attendance Report link below)

Download a CSV File of the Attendance

1. With the attendance report on the screen, click Download in the upper right of the attendance
report window.

In the meeting chat window

1. Click More actions (three dots . . . located in the upper right) View meeting details, and then
click Attendance tab.

For known issues and limitations on the Attendance report, click the "Attendance Report" link
under references/links and scroll to the bottom of the page.
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Other Meeting types

Under the New meeting drop-down there are more options such as: Live event, Webinar, Lecture and
Class. Links are included below to learn more about these options.

e |-

Schedule meeting
-9 Live event

< Webinar

Lecture

Class

Live event - https://support.microsoft.com/en-us/office/schedule-a-teams-live-event-7a9ce97c-
elcd-470f-acaf-e6dfc179a0e2

Webinar - https://support.microsoft.com/en-us/office/get-started-with-teams-webinars-42{3f874-
22dc-4289-b53f-bbc1a69013e3

Lecture and Class — Opens a new meeting window and includes lecture options on the right.

New meeting

New meeting Details Scheduling Assistant

Show as: Busy * Category: None “ Time zone: (UTC-05:00) Eastern Time (US & Canada) ~, Response options £83 Options
/ 7
V4 IAdd title ‘Who can bypass the lobby?
Only me and cc-organizers ~
Qo Add required attendees + Optional

Who can present?
®©  2118/2023 400PM ~  —»  2/16/2023 2430PM v~ 30m @  Allday Only me and co-organizers

Allow mic for attendees?
(] Does not repeat ~

v
Allow camera for attendees? [ @]
= Add channel

Record automatically

®© Add location Allow meeting chat

s _ Enabled ~
= B 7 U S V¥V A M Pmgmhr == =009 e =9 C

Type details for this new meeting More options
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Using Apps within Teams for real-time Collaboration

Team members can collaborate in real-time using Apps in Teams. These apps are under the More
added Apps and Apps icon located on the left navigation bar.

A
N

&8

Apps

More added apps

Under More added apps, members can search by name or scroll through the list of icons.

1. From the left navigation bar, click the three dots ... icon L called More added apps and a
list of app icons appear.

2. Click on an app to open this app in the Teams window.

NOTE: Microsoft Visio is EREE in Teams and does not require a license, however there may be
some features that may not be available. Visio allows you to create diagrams, organization charts,
network diagrams and workflows.

Find an app Q,
Visio Word iva Learning
L N
Shifts Tasks by Edu Class
Planner and ... Notebook
.
Edu Staff Wiki Stream
Motebook
1 1
Get more apps
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Pin an app from the More added apps icon
Apps can be pinned to the left navigation bar in Teams for easy access.

1. Right click on the app you want to pin on the left side navigation bar and choose Pin.

w (7 _Pop out anp
Visio %> Pin @

The app has been added to the navigation bar. NOTE: To unpin an app, right click and choose unpin.

i

e
Visio

&8

Apps

Apps (Third-party app developers)

Under Apps, members can search by name, browse by category, browse by apps or choose
“Popular on Teams” to view apps created by independent developers or click “Built by Microsoft”
to see apps created by Microsoft.

)
1. Click Apps =1,

2. Search from the search bar or choose an icon from the app window.

? Apps
Popular on Teams
5} Search a Added and used the most on Microsof: Teams
cat
Polls ' Power Automate YouTube
()] B8 Apps ~ u Microsoft Corporation Microsoft Corporation o Microsoft
B neeting. Be tomat Search for vid
Built with Power Platform
g Workon &b
B Popular on Teams
Calenda ' Power Apps
RS Microsoft Corporation
Q -
};7 Wi Uncon Cor with the data they use mest using Power Apps
B Best selling
Fies Categories
Built by Microsoft Azure B
Education a Microsoft
Productivity Easily cre Moritor and collab
item:
Azpz Image & video galleries
= e m a
Project management
Utilties
Remind
See more . oo
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Teams on the go using the Mobile App

The Mobile App can easily be downloaded right from the Teams window.

G

3. Click the cell phone icon located at the bottom of the left navigation bar.

4. Scan this code on your mobile camera, use a QR reader app, or go to the App Store/Google
Play.

Get the Teams mobile app %

Scan the code below with your mobile camera or with a QR reader app.

& Appstore | P> GooglePtay

To learn more about the Mobile App for Teams, go to the links below:

Teams on the go
https://support.microsoft.com/en-us/office/training-1d5c12d3-37cb-44a0-ab21-5539ce9ccd5a

Microsoft Teams — using the phone app
https://www.youtube.com/watch?v=AWHA MOVgmw

Forms in Microsoft Teams

Microsoft Form lets you create and share a form through a tab in your Teams site. Forms also
cover the different question types and features with a very intuitive builder. NOTE: Student
Coursework, Quizzes and Tests should still be created and conducted in the LMS.

“*|MPORTANT** Surveys for RPI constituents need to follow the Survey Request Procedure
from the Institutional Research and Assessment department.

https://provost.rpi.edu/institutional-research-and-assessment/student-survey-requests/survey-request-procedure

Type of forms

e My forms - forms you create and are the owner of.
e Shared with me - personal forms someone shared with you. You can see the answer and
can edit the form as long as the original owner doesn’t delete or remove the form.
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Starting a Form in Teams

1. Click Apps from the left navigation bar and choose under Categories — Built by Microsoft.
2. Locate and click once on Forms.

. Forms
Microsoft Corporation

Easily create surveys, quizzes and polls.

Productivity Lhilities

The Forms with “Add to team” button appears.

Forms X

Microsoft Corporation

Ry N
Overview ~Features Permissions Discover more apps

Easily create surveys, quizzes and polls.

Forms empower you to collect better data and make better decisions. Use Forms in Teams to:

® Create effective forms with easy-to-use tools and clear design suggestions.

* Get quick feedback or collect more detailed information with branching questions.

® Instantly visualize response data and advanced analysis.

® Stay connected from any browser on any device—no matter where you are.

® Assess student progress with quizzes and easily export answers to Excel.

® Launch a poll in your meeting/chat to collect real-time feedbacks and better engage with participants.

Created by: Microsoft Corporation

3. Click Add to a Team or click the drop-down arrow to the right and choose Add to a Chat or
Add to a meeting.

(=) Addto achat

Add to a meeting

4. Type or choose a team or channel name below.

Type a team or channel name

General
RPI_RPI_DotCIO_HelpDesk_Staff

Email Migration Project
RPI_RPI_DotCIO_HelpDesk_Staff

5. Click Set up located in the lower right corner of the Add Forms to team screen.
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6. Type a Name for your shared form and then click Save.

. Forms About X

@ Create a shared form that your team can edit and see results

Name your shared form

O Add an existing form

Create a recurring survey

@ Post to the channel about this tab Back

The new Form appears in the Teams window under the Team/Channel you selected. Along with a
new tab at the top with the Form name.

[B) Ermait Migration Project ros ries totes Fansseser 207 el it TestForm

orms.

Test Form

Content creation

As you begin to create your content you will see several options from the content toolbar such as:
Choice, Text, Rating, Date and more.

1. Click the Add new button to add a question.

A list of options appears to choose a question type.

@ Choice Text {5 Rating Date I e I

[Reference: https://www.marquette.edu/digital-learning/forms-teams-tab.php]
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Question Type | Description/Screenshot

Choice Questions | Allow for multiple choice answers.

1. Click Add Option to add more answers to your question.

Test Form

C w

;. Now appearing prophetic, what device was announced in 2007 with the following slogan? “This s only the

beginning.

iPhone
Android

~+ Add option | Add "Other" option

(@) Multiple answers (@) Required

2. Located in the bottom right that you can turn on, is the Multiple Answers
Button to allow for participants to select multiple answers, or the Required
Button to make the question required in the submission.

3. Click the three dots ... to view more options.

Once the question has been created, click outside the question box to view the
question with the options or click Add new and the question bar appears
below to add more questions.

To Edit a question:

1. Click once on a question.
2. Edit the question and they click outside the question to view the changes.

Text Questions Used for short answer, however you can turn on Long Answer at the bottom
right to allow for more than 4,000 words.

1. What s one thing | could do to make your learning experience easier?

Enfler your answer

@ Long answer @ Required
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Question Type | Description/Screenshot

Rating Questions Allows participants to rate something by starts or numbers ranging from 2-10.

2 How would you rate your experience in this course? E

Levels. | 5 . Symbol: | Star

@ Required
Date Questions Choose dates from a calendar. Good to survey for availability.
D m T
3. What days work best for you to meet for office hours?
Please input date in format of M/d/yyyy i
@) FRequired

Ranking Questions | Rank answers in order of their importance, chronological order, etc.

L8 I O )
4. How would you prefer 10 address questions on course material?
In Class
Via email
In Office Hours

1= Add option

@) Required

Likert Questions Used to engage attitudes or opinions on topics.

Disagres Neutral Agres Strongly agree

This was helpful

I understand the

material

| Add statement

@ ) FRequired
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Question Type

Description/Screenshot

File Uploads

Participants can upload files from their computer to the quiz.

[y 0}
6.  Upload your essay here
File number limit 1 hd Single file size limit: 10MB
(@) FRequired
+ Add new

Shuffle Options

Randomizes the order of answers that your participants will be selecting.

Drop Down

Insert answers into a drop-down list, which is great for questions with lots of

answer options.

1. Have you been satisfied with your remote learning expenence?

Select your answer

After the Questions are created

Once the questions are all set, you can Preview them, add a Theme or choose More options.

o

Preview Theme | B Collect responses) More

i 8,% Collaborate or Duplicate
H

@ Settings
B Multilingual
(&) Brint Form

%O Feedback

(i)

Terms

7 Help
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Preview the Questions

1. Click Preview located in the upper right of the Form Edit window. NOTE: Click Computer or
Mobile located in the upper right corner of the preview window to see how each media will
view the questions.

2. Click Back located in the upper left of the preview window to go back a screen.

Themes

1. From the Form Edit window, click Theme.

2. Choose a theme on the right and the form changes with that theme. Keep choosing until you
find the one you want and then click Preview.

More options

The More options allows you to choose settings for the form, change the language or print the form.
1. Click More, located on the Form Edit window and choose Settings.

A list of options for this form appears. Options include who can see this form, options for responses
and notifications.

2. You can also choose to add another language by using the Multilingual option or choose to
Print Form.

Settings

Who can fill out this form

':Z Anyone can respond

@:' Only people in my organization can respond
Record name
|:| One response per person

':' Specific people in my organization can
respond

Options for responses
Accept responses

|:| Start date

|:| End date

|:| Shuffle questions

®

|| Customize thank you message

Response receipts
|:| Allow receipt of responses after submission

|| Get email notification of each response
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Sharing the Form - Send and collect responses

This form can be sent for a response from everyone, people within RPI or specific people within RPI.

Send and collect responses Send and collect responses Send and collect responses
Only peaple in my arganization can respond ~ Only people in my organization can respond ~ Only peaple in my arganization can respond ~
https://forms.office.com/Pages/Respon https://forms.office.com/Pages/Respon https://forms.office.com/Pages/Resp
[ Shorten URL [ Shorten URL [ Shorten URL Choose to copy and
send a shorter link
Qe = «» Q)= «»
L— —=— —_

Q ce(n)s

Shows link to copy Opens a new email Creates a QR code for the form

View Responses

At the top of the Responses tab, you'll see summary

Questions Responses @
information data about your form, like number of Test Form
responses, average time it took to complete and
whether the form is still active. Next to each question, o Loes Active

you’ll see the number of responses and a chart that
shows a breakdown of responses.

@ Open i Bcel

1. Now appearing prophetic, what device was announced in 2007 with the following slogan? "This

1. Click the Responses tab from the Edit Form e peanine:
window. I w
@ Android 1

2. Click the More options . . . the Three dots

Iocated 0 n the bottom rig ht Corner U nder Status 2. Wi-Fi is a family of wireless network protocols modeled after the IEEE 802 set of LAN protocols.
What does the initialism LAN stand for?
to Create or Print a summary, etc. st

@ Local Affiiate Network 1

@ Locs! Avea Network 1

Active
Status

Delete all responses
@ Open in

Print summary

. . Create a summary link
with the following slogan?

Sync all responses to a new workbook
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3. Click View results and then click the right and left arrows to scroll through each respondent
answer or click the drop-down to choose a specific respondent.

View results
Respondent
< 2 Lynn Rossello ~ ’ >
Time to complete

Respondent 1 Lynn Rossello
Respondent 2 Lynn Rossello

1. Now appearing pr  Respondent 2 Lynn Rossello n 2007 with the following slogan?

"This is only the b_........o,.

Creating a quick Poll in Chat

In Teams chat you can quickly gather feedback by creating a real time poll in seconds.

Add a Poll in Teams Chat
1. Click Chat from the left navigation bar.

2. From the message bar below, click the more options, three dots ... and then type Polls.
NOTE: Choose Forms to create other type questions.

Polls e

Polls

Type a new message Get more apps

0 2@ 0 @EFGRE®BH B B

3. Click once on Polls.
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The new Polls screen opens to start adding a question. You may want to check, Record names of
respondents (only visible to creator) and/or Share aggregated results with respondents.

4. Click Preview to view the question.

Polls B m Polls
Powered by Microsoft Forms Powered by Microsoft Forms

Here is a preview of the card you will be sending

Question
Poll; Names not recorded ; Results shared
Option 1
While buying online software for business, which
Option 2 feature is the most important to you.
+ Add option (:.::‘,- Multiple selections © Competitive Pricing

O Online Customer Support

O Integration

O Offline Access

Submit Vote

Record names of respondents (only visible to creater)

Share aggregated results with respondents

5. Click Send to post the question in the chat window for everyone to submit their vote.

B8 ynn Rossello added Polls here.

Last read

'@ Lynn Rossello via Polls  9:34 AM

Poll: Names not recorded ; Results shared

While buying online software for business, which
feature is the most important to you.

() Competitive Pricing
O Online Customer Support

() Integration

() Offline Access

‘ Submit Vote

Competitive Pricing 0% (0)
Online Customer Support 0% (0)
Integration 0% (0)
Offline Access 0% (0)

0 responses

As the group submits their vote, you'll see real time results in your group conversation.
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Add a Poll under Teams

Click Teams from the left navigation bar.

Click once on a Team name.

From the top of the General window click the plus +

Type Forms in the search bar at the top or click Forms from the list below.

Name your shared form.

Click Save.

Click + Add new

Go to Article in ITSSC called: Microsoft Forms — Create a Form and Adding a Style
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Microsoft Teams training and useful links

Working with Tabs & Apps in Microsoft Teams 2021 — Percipio Video
https://rpi.percipio.com/courses/bf6b8215-3f0c-459a-8f25-f94fdee06085/videos/cd23a030-4d29-4113-
9173-cb0d53f7edae

Video Trainings
https://support.microsoft.com/en-us/office/training-1d5c12d3-37cb-44a0-ab21-5539ce9ccdb5a

https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-
b1089f0d21d7

Tips for Teams meetings
https://support.microsoft.com/en-us/office/tips-for-better-meetings-80640ac4-b009-42ea-abcb-
660e729e63e5

Plan and Schedule live events in Teams
https://support.microsoft.com/en-us/office/plan-and-schedule-a-live-event-f92363a0-6d98-46d2-bdd9-
f2248075e502

How to Create a Microsoft Form in a Teams Tab
https://www.marquette.edu/digital-learning/forms-teams-tab.php

Polls in Teams
https://support.microsoft.com/en-us/office/add-a-poll-to-your-teams-channel-or-chat-a3f9112c-01el-4ee4-
bd88-25e4e243b80b

Check and Share your form results
https://support.microsoft.com/en-us/office/check-and-share-your-form-results-02859424-341d-406f-b32a-
9a0fbaf357af
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