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Using Teams on a web browser

You can use Microsoft Teams from the web using the below Instructions

1. Using Microsoft Edge or a compatible browser, visit https://teams.microsoft.com

2. Click on Use the web app instead

Microsoft Teams

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead

3.  When prompted, login using your MTM email address and network password

Microsoft Teams Guide

Commercial in confidence |

16 September 2020 |

3


https://teams.microsoft.com/

Installing Teams on an MTM PC

1.
2.

Make sure you are logged out of Outlook before installing Microsoft Teams

From your computer click Start, then select Software Centre

I Software Center

Metro Trains Melbourne

[ Applications X
All Required
e ]
Etlpeas fters (ML x| sortby: [Mostrecent -

[T Operating Systems

[™ Installation status

£ Device compliance

£¥ Options n{l o

Microsoft_Teams_1 Cisc: :Systems_Web
.2.00.4664 exT :ams_3.0.969...
Microso his £ Ciglo Systems,

Locate the Microsoft Teams icon, select it then, then click install
It’s Imperative you then restart your PC after it has installed
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Installing Teams on an Apple device

1. Gotothe App store and search and
install Microsoft Teams

ol Optus 4G 1:46 pm @Tn

L microsoft teams €@ Cancel

@ Microsoft Teams
* b for teamwork OPEN

o e e ok ok

2. Log into the App using your MTM email address
and network password

Tip: to ensure you are receiving notifications on your
mobile device, check the following settings

* Go to the main home page on the iPhone
e Select Settings > Teams > Notifications
 Ensure Allow Notifications is enabled

a) Within the Teams App on your phone select the top
left icon highlighted below and select
Settings > Notifications

w2 Opws 4G 11:32 am @m )
= Q<< —cial 4
Yesterday
RC You: Will do ®
u Structure of Friday
8 Image
STAT Friday

b) On receive notifications Select Always, and select what
you want to be notified for.

Receive notifications
Only when inactive on desktop/web

Always v

You are considered inactive on desktop/web after 5
minutes of inactivity

Notify me for

Chats

Mentions

olele

Replies
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Start 1:1 chat

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

To chat with someone who has chatted recently

4 Search or type a command

_"" Chat Recent Contacts
- — Click on the list of users to chat with.
Recent
Chat 2777813564?tenantld=3ec43cd0-8a0d-4759-802a-dbfbb3f6cde38igroupld=a99a
) user 00 ) 8 a097-
s VEL LY, R 7 (M5 ) 37D U M2 L. c8e9f1a0406b&parentMessageld=15427778135648teamName=0G_SGW _Teams!

A8%93%E4%BC%IA_%ES%8D%88%EL%BE%BCAichannelName=FE_%E39%83%AF%

£ Mickey 11/7
G' user 00: THX 29%AF%E3%82%B7%E3%83%A7%E3%83%83%E3%83%97 %E6%BC%94%E7%BF%Y

CANTIINANCE A

To start a new chat

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

Ta: Start typing a name or group
@Xz‘s

§ After clicking the “New Chat” button,

Recent Contacts

Search or type a cormmand

Recent Contacts W Ter user

MNew chat

enter a name for "Member”.
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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

6 user 02 X

! Chat Recent Con'% T4 To: 6 user 00 X
H Rece

New chat

Rename the Group Chat

/5%
N\ @

To: @ user 00 X e user 02 X

/5%
I Group name: I x ®

To: ° user 03 X e user 04 X
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Add more users to a chat

You can add users after starting a chat

Converting a single user chat to a group chat

Search or type 4 command

Chat Recent Contacts W

@ user00

ation  Files Organization  Activity +

$ 2user 00, ©user 02

1 Files

000® -

Share chat history when adding more users to group chat

000 [

Add

H Enteu name, email or tag
all

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

O Include all chat history

Cancel

Add /0%
: © user 02 X \@

Cance' “
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Start a call from 1:1 chat

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

@ user00

user 01 Click the "Disconnect” button

is calling you to ﬁniSh -
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Start a call from group chat

Search for or type a command

Contacts

Parfonmance R
¥our: Hrpp, welcomae b the periar,..

michael vanhore T T
¥ou: Higs, soemy, Aot beesn i ey h

o | a Bradiey and Lady e 04

: Eradiey: Good thanics

t. dradbey Looped (al Tl
R (e

i 'P Lady Gaga ER

@ Lisa (roodman D0

.

)

u

Conversation FRiles T
T ——
1%

ﬁ F_e_r'_l‘?.n_'r!an-:e Reviews @ .o ° @ {}E___;

£ _: Steve Goodman sdded Lady Gaga and Bradley Cosper 1o the oofreeriabcn

Stirve Goodeman changed the groug name 15 Perfarmands Rinviewd

-'h.:ll

Hiya, welcome to the performance reviews chat!

Type & rew message

Ar ¢ DM PR ST DX - Fo
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Attach a file in a group chat

Within the team, you can share files as well as conversations.

Start a new conversation. Type @ to mention someone. —
"549@ @B G e @  Recent :i:lr 10 Yammer so aroup members will be notified for:
B ‘ LA C L LA You can also attach files from teams,
@& OneDiive channels, and OneDrive.

L-p'-;ldd from my camputer

@]

@

Type @ to mention someone.

e @ O @ B @& -

Start a new conversation. Type @ to mention someone.

@ Report.docx X
NCOBD & - ‘ @B
@ weren If you don't click the “Send" button, it will not
@ Reportdocx be shared with team members, so be sure to
« Reply Send it!!

You can also send text together.
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Schedule a Teams Audio & Video meeting in
Outlook

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

File Home  Send/Receive  Folder  View  Help @ Tell me what you want to do
% [oEoeEEE| + © | i
- ol Groups | [P Address Book
MewToams (| Todsy Met7 | Day  Week Whesaie Month Schedule Add Shame
Meeting Darys ek View Calendar = Calencar =
e [ Jmrps (-l LT o e File Meeting Scheduling Assistant Insert  Draw Format Text  Review  Help @ Tell me what you wan
¢ March 2020 * [y T[> March15-21,2020  Weshingion, . © wrer 2 e S e 2 I} & 4 ag O @ S8 H &
s = SR ST wEscE = Calenda 0 g Show As: [ Bus, -
SU MO TU WE TH FR SA = . I+ b4 ! . Sl & show Eeusy L
T Delete | _, Join Tearns Meeting Meseting Cancel Address Check Response Recufrens
24 25 26 27 28 29 - . . 3 - - . w
A n A6 e el Manday | Tuesday Wednesday Thursday ] Meeting Options | Motes | Inwitation Book Mames Options « L1 Reminder; |15 minutes
15 17 1 19 Action: Teams Mectin o r pti
B % it 11 2 i3 id 1% 7 8 g Actians eams Meeting Meeting Nates Atterdees Options

lGn'ﬂ 18 19 20 1 AL -
2o s _ Add the relevant meeting attendees

2% 30 N
| o e N\ @
ay

Optional

April 2020

Mon 3162020 [5]  300PM - All day & Time zones

When all entries are complete, press Send. itme | Mon3 162020 [ 330PM v O Nake Reuring
You can check what you've sent from both ocaion | Micosoh Tars Misiog

the Outlook calendar and the Teams 6
calendar.

Poin Microsoft Teams Meeting

ccal numbers | Reset FIM | Leam more about Teams | hae

Describe the content of the meeting agenda.
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Turn the camera & 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

zopT OFF Status icon

When the camera is turned off, the photo will be displayed if the user's photo is registered.
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Check the device settings for the meeting

This can be changed when multiple audio devices are connected

You can check the connected
device and change it if necessary.

| €53 Show device settings
B Show meeting notes

E Enter full soreen

B = Stant video with blur
i Keypad

D Start recosding

Meeting settings
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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.

In addition, added apps are also
available!

Share Desktop (with System Audio)
. O Share con
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Blur the background

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

<Set before joining> <Set after joining>

type 2 command
Wl viddoo settings fo

Section meeting

d vidoo settings

Section meeting

53 Show device settings

@ Show meeting notes

=1 Enter full screen

& Blur my background
i Keypad

© Start recording

(@4 Turn off incoming video ® .-
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Full screen display

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

@01’1(050

FOCUS ON

TOKYO 2020

TOWARDS THE FUTURE

@0{11050

FOCUS ON
TOKYO 2020

CANARIYS | HE =L IURE

Full screen display is restored
with [Esc] key
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Have a conversation during a meeting

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

+ Spending oo

| Trends in expenditure
(VRS SR N N YU SN SR SN SN ST U
: Febo Mar Apr May . e Aoy e Oct v
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Create meeting minutes

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

R

' Meeting notes X

Meeting notes X

3| Trends in expenditure Notes e
eYatrtg Capture meeting objectives, important
Sgraing 3 notes or action ‘.E:n

Go ahead and start taking
notes!

Meeting notes X

11/13 meeting memo

MEEtlng nOtes are displaYEd in tabs SO Capture meeting objectives, important
everyone on the team can see them. notes or action tems
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Additional Microsoft Teams resources

Microsoft Teams Quick Start Guide:

https://download.microsoft.com/download/D/9/F/D9FESB9E-22F5-47BF-A1AB-
09539C41FCD0O/Teams%20QS.pdf

Microsoft Teams video training resources:

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

The above guides may refer to Teams features which are not yet available, or may differ slightly in appearance
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