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What is Microsoft Teams?

Video URL: https://youtu.be/jugBQgE 2sM



https://youtu.be/jugBQqE_2sM

What is Microsoft
Teams and why?

* |s a chat-based workspace in Office 365.

* Brings conversations, content and apps
in one place.

 Share ideas and make collaborate easier

Has instant access anywhere
* On your computer
* On your mobile




Jargon that you might need to know

* A team (similar to a chatgroup) is a collection
of people, conversation, files and tools — all in

one place. Team
—  Channel A
* A channel (similar to discussion topic) can be ~ Channel B
created within a team. You may create ~ Channel C

multiple channels within a team and assigned
different members for each channel.



How to ?
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Kick start

Create Teams / Channel

Chat, Make and Receive audio / video
calls

Share files

Schedule Teams meeting and conduct
online presentation



- How to kick start?

Get started with installation

&  tEams.micrsoftoom)downlosd

Microsoft Teams

A

'El' —_l. E
1.Browse to

https://teams.microsoft.com/download fgnup for free

Teams on your desktop. It's just better.

3. Once download

completed, click the file —

*— | 2. Click Download

Teams to download
the installation file

/ to begin installation . .

mm — F -



*NOTE:

Notifications : ~ For Android ~

Notifications: ~ For iOS ~

* |n the apps, go to Settings >
Notifications and select Always, even
if active on desktop

10:38 O &

€~  Notifications

.ﬁ Quiet hours

Receive notifications

Only when inactive on desktop

Always, even if active on desktop

* In the apps, tapon =
and select Always

> N Notifications

10:29 uall o W
X Notifications

i &
2 Quiet hours Off

Receive notifications

Only when inactive on desktop/web

Always

v

=

On




- How to kick start?

How to launch Microsoft Teams?

e Start Teams * Login with your SMU emalil
address and password when

prompted

* For Windows,
click Start > Microsoft Teams.

e For Mac, go to c = m

the Applications folder and i »

click Microsoft Teams. -

. . Enter your work, school, or Microsoft account

* For mobile devices, tap
the Teams icon.




- How to Create Team / Channel ?

* Step to create a Team

\ssignments

[ 3. Click Create ]
a team




- How to Create Team / Channel ?

e Step to create a Team (cont.)

4. Select the
team type

Create your team

Educators or students can create teams to work together on any shared goal, project. or activity.

S / (5. Give Team name and )
_— Teams - Demo Description (&)
- " Q,) e eserption { 6. Set Privacy to either
Demo \. __Private or Public )

Select a team type

Class Professional Learning Staff Other
[isoussions, group projects, i School sdminstration and Chubss, study groups, after
A5SHPTErRS 'C'DI"I‘II‘I‘IUI‘IIT}I’ [ch] development schood activities
Educator working group
Privacy [
Private - Only team owners can add members AV
Cancel

Private - Only team owners can add members

Public - Anyone in your organization can join

|



- How to Create Team / Channel ?

Step to create a Team (cont.)

Add members to Teams - Demo

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

7. Add members to the
team

Skip

Add members to Team Name you typed

Start typing a name, distribution list, or mail enabled security group to add to your team.

Start typing a name or group

Team list will be listed here

8. Grant with
either Owner /
Member

JeL TUAIN

Member v %
Owner \

*
Member
Member v %
Member ~ .,

Close



- How to Create Team / Channel ?

A :tl- ity
ol

Newly created
Teams called

TE “Teams — Demo”

B
1]
=
n =) i
M El y .
L e D e
i n
i

Teams - Demo

Hidden teams



- How to Create Team / Channel ?

e Step to create a Channel

By default, every team gets a General channel, which is a good channel to use for
announcements and information the whole team needs. By creating a channel, you
can share specific topic or discussion with detail.

o 1. Select ... for more options

= 2. Select Add channel
fa’( Hide . .
- TE 3. Enter channel name, description and
L o add members to the channel

Hidden teams




*NOTE:

Notifications : ~ For Windows & Mac ~

* Need to change the notification mode in every
o Teams in the workspace.
[l Channel notifications
53 Manane channel
* Defaultis set to “Off”. Set to either Banner and feed
or Only show in feed.

Reset to default Cancel m




- How to Chat, Call (audio / video)?

e Step for one-to-one chat / call

Teams

Calls

Files

Chat Recent Contacts To: Start typing a name or group

2. Click New
S | Chaticon
. ) 10:13 AM
1. Click Chat
icon w21
Jo

« Aaron TAN Wei Kiat, +5 2/17
q Aaron TAN Wei Kiat: Zoe KUIK So...

A R Anson CHEW Wee Siang, ... 2/17

¥ Yvonne GOH: i want to test on ma...

& Let's meet 2/14
Belinda LIM: hello

3. Type the name or
SMU user ID of the
person




~ How to Chat, Call (audio / video)?

@ Jagan TASAKMAR chat 2 more - Q000 =

Do

oY e

-

You're starting a new conversation

Type your first message below.

Type a new message

Al OB B R o -



- How to Chat, Call (audio / video)?

» Step for chat / call with multiple parties

To make an
audio/video call
or share files

AS Chat 3more~ -+

To add
members to the

chat




- How to Chat, Call (audio / video)?

Mute/Unmute

your mic when
necessary




~ How to Chat, Call (audio / video)?

£03 Show device settings
() Show call details

3 Enter full screen

787 Blur my background

Turn on live captions (preview)
i Keypad

@® Start recording

(#4 Turn off incoming video




.

- How to share files with peers?

How to share files in a 1-to-1 chat, group chat and in an audio

call/video call

s W AS  Anson CHEW Wee Siang Chaf Files Pmore~ +

Two ways to share files —

e

1. Click Files in the tab > Share | Pa—

or

MS Team Cheat S-1ee:|

Teams QS.pdf X

2.Click & icon to select file

Q00 =

AV [elo m B & g

[7]



-~ How to schedule Teams meeting?

* Steps to schedule a teams meeting via Outlook calendar

1. In Outlook > Calendar, you will see New
Teams Meeting icon in the ribbon.

2. Click the New Teams Meeting icon to
schedule

File Home Send / Receive Folder Yiew H

+—h —
] L

Mew MNew  MNew Mew Teams Today Mext
Appointment Meeting ltems ~ Meeting 7 Days
Mew Teams Meeting GoTo a

3. Enter your meeting invite content.

4. Do not edit or delete the auto-generated
footer.

To... <email address=
B
= Subject <subject of the meeting>
Send
Location Microsoft Teams Meeting
Starttime | Wed 19/2/2020 (5] [11:30am w | [] Al day event
End time Wed 19/2/2020 E 12:00 pm -
Dear,

<Content of the meeting> DO NOT edit or delete the

content in this part. Itis
auto-generated to allow

others to join your teams —
/ meeting

Join Microsoft Teams Meeting

Best regards.l

Learn more about Teams | Meeting options




-

— How to schedule teams meeting?

* Steps to join a teams meeting

To join the meeting, just click Join Microsoft
Teams Meeting or Join Online from the Outlook
invite.

.
L .
For Windows: For Mac:
bz ¢ [=]_] |-
orward Q R
222020 845 am. v
(D) Accepted on 17/2/2020 945 am 8 Reminder(s) x e testcall
Organizer Today Tomorrow Wednesday
L ary 2020 Seiio SR
Subject  [testaall ﬁ test call ry (O Monday, 17 February 2020 1°C/6°C 10°C/4°C 9°C/8°C
9:35 am Monday, 17 February 2020 = .
Location | Microsoft Teams Mesting M;(,ZZL,&?':;,SM,:J"U;F' | fonday 9:35 AM to 10:05 AM (30 Minutes) 'sday 21 Friday 22  Saturday
Starttime | Mon 17/2/2020 ] |e35am - A1l day event n
End time Mon 17/2/2020 B |1e0sam - has invited you.
2 hours aversue ¥ You accepted Edit RSVP |
Ey——— —_ test call
Micr && Microsoft Teams Meeting
m = Overdue (9:35 AM)
v i = em—
Join Microsoft Teams Meeting T o = as Join Microsoft
- - loin Onli Di i :/teams.microsoft.co...
Click Snooze to be reminded in:
S minutes | |snooze Dismiss All @ Microsoft Teams Meeting B
<9 Online Meeting | J6in || | Join Online | Snooze |~ | Dismiss |




-~ How to schedule teams meeting?

Steps to join a teams meeting (cont.)

If Microsoft Teams is installed on the participant’s machine, you will be prompt to launch
“Microsoft Teams” app.

Click Join now to join into the audio/video call

Ensure the mic and/or video feature is ON

Jain now

k!) ﬁ @ Internal Mic and Headph...



-~ How to schedule teams meeting?

e Steps to join a teams meeting (cont.)

* If Microsoft Teams is NOT installed, you will be prompted to Get the Teams app.

* Follow the instruction to complete the installation and sign-in using your SMU username and
password.

Experience the best of Teams meetings with the desktop app

Already have the Teams app? Launch it now




— How to schedule teams meeting?

e Steps to join a teams meeting (cont.)

* You may also can join the Microsoft Teams meeting Introduction of

Microsoft Teams

with your mobile device

*NOTE:

* After connected, default setting for video and mic is
Off, you may need to turn it on when necessary.

Join now




- How to conduct presentation (or share
files with participant) through Teams ?

 During the video or audio call, you may share your screen or file
opened on your computer with other participants.

button

[ 1. Click Share

2. You can choose to
present a program (eg. a
Word document) that you
have opened. Once
selected, the same screen

= I will be replicated on
> —~ ﬁ participant’s screen

Chun Cheng @ Singapor... Docl.docx - Word WhatsApp

a :
Ty
J




- How to conduct presentation (or share
files with participant) through Teams ?

\
Click the Stop

Sharing button
to stop sharing

J




— How to self help on Microsoft Teams?

Help Topics Training What's new About

Topics

< m Search help Q

Training

What's new

2/

y N

Suggest a feature
Report a problem $

Give feedback
Ask the commu I'Iit}f General Teams help Create teams Grades tab has arrived
Explore how to manage your notifications, Create a class team Track student progress by class or by
files, chats, meetings, and more. ) ) student. We'll show you how!
Create a staff team
Browse Teams help CF Learn more

Create a PLC team

Learn more about team types



ow to self help on Microsoft Teams?

A . -
Activity ﬂ Help | Topics JTraining What's new About

Send and post messages

s = E o Need to get someone's attention?

s < Add a subject
Lo prpfor o et pestae e ey st 1] n & e s+ @ o [ Got a post you need
- M to keep track of?
. N —- e

OF e
a PPEEEEY Sclect Format =
Files
Create and format a message Get attention with @mentions Save a message
[ 1:01 0:52 0:59
Help

Collaborate in teams and channels

Get email address

Report of Research and
Development Expenses Q1-Q3

Everyone can work on it
at the same time!

st Dovasuzear

T

Work on a file together Tip: Send email to a channel Create a plan with Planner
0:55 0:39 2:05

i@






Q.
What should | do if other parties cannot hear me during the audio/video call
session?

A.
To isolate the root cause, please unplug all the external speakers/microphone
connected to your computer and try again.

If problem persist, it might due to the incorrect settings in Microsoft Teams
or your computer OS. Please visit the following page for recommended
settings:

https://itsupport.smu.edu.sg/hc/en-us/articles/360045260633-What-
should-I-do-when-other-parties-cannot-hear-me-in-MS-Teams-audio-video-
call-

SMU.SG/365 = Click Microsoft Teams = Click “FAQ on Microsoft Teams”


https://itsupport.smu.edu.sg/hc/en-us/articles/360045260633-What-should-I-do-when-other-parties-cannot-hear-me-in-MS-Teams-audio-video-call-

Q.
There are various teleconferencing tools available, such as Blue Jeans, WebEx & Teams,
which tool should | use?

A.
All these tools are supported by IITS, you may refer to the following guidelines to choose
the right tool for your purpose:

a. Blue Jeans — recommend for meetings that require video conferencing and are used in
rooms equipped with video-conferencing facilities. Such rooms would be Boardroom,
meeting rooms 14.1, 14.2 and selected classrooms in School of Accountancy, School of
Economics, School of information System, School of Law and SMU Connexion. You will
need to write to IITS for a meeting ID.

b. WebEx — reserved for use by faculty and students for online teaching or for meetings /
sessions that have more than 40 attendees and up to 150 attendees.

¢. MS Teams — recommended for use for small group meetings or discussions.



Q.
| have Microsoft Teams installed. But | cannot see the “New Team Meeting”

display in my Outlook Calendar.

A.
Please follow the below steps on a Windows computer, to get the Teams icon

in the calendar.

(Note: You need to do this once)

1. Quit Microsoft Teams app

2. Quit Microsoft Outlook app

3. Launch Microsoft Teams app after a minute later
4. Launch Microsoft Outlook app after a minute later



Q.
Can we continue to use Skype for Business?

A.

You may continue using Skype for Business if you and your department is
currently using.

For your information, Microsoft announces End Of Life for Skype for Business
on July 31, 2021, thus the transition application is Microsoft Teams.




Q.
Can | call external parties by dialing external phone numbers (e.g. 9xxx xxxx,
6XXX XXXX)?

A.
Phone dial-in function (e.g. calling to mobile number or a phone number) is
currently not available.

However, if the external parties has subscribed to Microsoft Teams, you may
initiate chat/audio/video call to external parties via Microsoft Teams using
their email address.

(NOTE: Some companies may not enable Microsoft Teams for external
communications, under such circumstances, you will not able to
communicate with the parties).



Q.
Are students able to download and use this app?

A.
Yes, we have enabled it to SMU students.



Office 365

[ ] L]
IVI O r e | n fo r m a t | O n ( a n Microsoft's Office 365 enables you to install the latest full desktop version of Microsoft Office
applications, including Word, Excel, PowerPoint, OneNote, OneDrive for Business and Outlook, for devices like PCs, Macs and even Mobiles. -
- so you can use all the features offline as well as online. You can download and install up to 5 PCs or Macs, and up to 5 tablets and phones

per user. However you are required to be connected to the internet at least once every 30 days as a requirement for Microsoft's

smu.sg/365

Microsoft Teams is a unified communication and collaboration platform that combines workplace chat, video meetings, share files, to
work together with 1. You can install on your laptop as well on your mobile devices, and access the app instantly anywhere.

Flease click here to read on
* Get started with Microsoft Teams
* FAQ on Microsoft Teams

For further inquiries or assistance,
please contact us
at
helpdesk@smu.edu.sg
or 6828 0123



mailto:helpdesk@smu.edu.sg

THANK YOU



