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|.  Basic Teams Navigation
Teams Navigation Tabs

Microsoft teams features 6 tabs on the left

sidebar:
1. Activity
2. Chat
3. Teams
4. Calendar
5. Calls
6. Files

These tabs can be seenin the image to the left.

Clicking eachtab will open a different feature of
MS Teams

II. Usingthe Activity Feed Tab
Opening the Activity Feed

Q Se:

To view the activity feed, click the first tab on the

Feed v Y & left: Activity

(-8 (y Diaz reacted to your message  11:35 AM
: W W g

Power Rangers

Yes Sir @
Ty 1 1:55 AM . . . .. . .
3 pV D';z’ reacted to your message  11:33 AM The activity feed displays notifications, mentions,
CWEr Rangers .
You're the best! TY or replies from MS Teams
3 (@ Diaz, mentioned you 1154 AM Group chat messages and Channel Posts will not
Power Rangers .
Qlson, Ashley (ESD) does this work? show up here unless you are tagged with @ your
name
’;:- (@) Diaz, mentioned you 11:54 AM
q Power Rangers

Clicking on each notification will take you to the
activity

Olson, Ashley (ESD)3+3 is 6
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Adjusting Activity Settings

From the activity feed, select the sprocket icon in
the top right corner to open the settings menu

Feed v VY &

y Diaz, reacted to your message  11:55 AM

€

Power Rangers

Yes Sir @

- () Diaz, reacted to your message  11:55 AM
e Power Rangers

You're the best! TY

(73 (@ Diaz, mentioned you 11:54 AM
q Power Rangers

Clson, Ashley (ESD) does this work?

’::' (&) Diaz, mentioned you 11:54 AM
e Power Rangers

Olson, Ashley (ESD)3+3is 6

Settings X
Here you can adjust how you’re

& General Email notified of activity in Microsoft
& Privacy Missed activity emails Off 4 Teams
L) Notifications
3 Devices Sound
B8 App permissions

Play sound for incoming calls and notifications [ ]

& Calls

Teams and channels

You will get desktop and activity notifications for:

All activity Mentions & replies Custom >

New messag_&s. reactions, Pers.onal mentions and Your custom settings are
and all mentions replies to your messages active.
Chat

. Edit
Replies, mentions and reactions.
Meetings .
. Edit
Reminders, work timings and calendar settings.
People i
Keep track of somecne's status and get notified when they appear Edit
available or offline.
Other .
Edit

Recommendations, tips, and prompts from Teams

Need help? Learn about notifications

Last Updated: 7/2/2021 2:25:00 PM



lll.  Usingthe ChatTab

Pinned

i‘.ﬁ- Stress Management T...  10:06 AM
ip Wood, Michell: Can we do that ...

OA2 Non-Perms & ... 10:23 AM
Erickson, Malcolm: break

huddle 7:56 AM

@ Burrows, Marie: knee pads and ...

Microsoft TEAMS Training ... 9/14

Williams, Earl: Ok thanks

(no title) 9/8
User added
DEl Training Committee - ...  9/1

User added

Click on the Chat tab to open chat feature

From this menu you can view existing chat
messages

Click an existing chat to begin using it
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Starting a Chat

Chat v Y&

o

i"."} s Stress Management T... 10:06 AM
W Wood, Michell: Can we do that ...

OA2 Mon-Perms & ... 10:23 AM
Erickson, Malcolm: break

Microsoft TEAMS Training ... 914

Williams, Earl: Ok thanks

(no title) g/
User added

[5=]

@ huddle T:56 AM
Burrows, Marie: knee pads and ...

DEl Training Committees - ... 91
°

User added

[ I To: lStar‘l typing a name or group I

Click the new chaticon

This will open a chat box
(see picture below)

Type the name(s) of the
people you wish to include
in that chat

Type a new message

Type your messageinthe
box

Add attachments using the
icons beneath the message
box

Press enter or click the
paper airplaneicon to send
the message
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Naming a Chat

After achat is created, it can be given

ﬁ."v Stress Management Tea Chat Files + Click the pencilicon to name the chat

Stauffer, Jeffrey (ESD) Yesterday 1:06 PM .
The chat. It didn't work in the files This feature can be usedto track the

purpose or topic of the chat.

Js

Wood, Michell (ESD) Yesterday 1:06 PM

v Yup. Opened just fine and the tabs work, too.

Renaming a chat changes the name
Stauffer, Jeffrey (ESD) Vesterday 1:07 P 01 for all participants

there must be a really long lag before things get where their supposed to be.

Adding Participants

e _ O x To add more people
- _ to an existing chat,
o o 5 use theicon at the top
-l [ .
right of the chat
window

@; Bowhay, Heather (ESD)

This opens a box

DH Hamilton-Manier, Daryl (E... . .
displaying all current

0 Hontz, Erik (ESD) chat participants
8] Johnson, Sharon (ESD) Click Add people and
select the participants
MP Palguta, Michael (ESD) that you WiSh to add

erthefile o crufer, Jeffrey (ESD)

KRR WWamd Richall (FCT

ou please
lemeinil  a5" { Add people
prework.

T Leave

Be aware that new
Add participants will be
able to see the entire
chat history unless
you choose to exclude
@ Don't include chat history them from chat
history

tStart typing a name

O Include history from the past number of days: 1

O Include all chat history

Cancel
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Chat Formatting Extras

Type a new message

¢ 0 ® B ® B - B

\

There are several
options available for
additional formatting
when sending a
message

Click the A symbol to
open the expanded
formatting options (see
picture below)

8

T = = = = @
Paragraph Ax = - == ) =

h’}-‘ae a new message

This menu gives a
variety of formatting
options

The ellipsis (the three
dots) on the right-hand
side feature expanded
options including:

e Undo

e InsertTable

e Code snippet

Type a new message

A

**Remember all messages, posts, correspondence, etc., are subject to public
disclosure and FOl requests. When referencing a customer, please onlyinclude their
ETO number, or UTAB Claim ID number, do NOT include personally identifiable info.
like a social security number. Additionally, personal conversations are not appropriate
on theplatform**

Q W B & &) B

Other options include:
e AttachFiles

e Emojis

o GlIFs

e Stickers

e Schedule a
meeting

e Stream

Please remember state
ethics & values when
using these features

Tagging Participants

Suggestions

Johnson, Sharon (ESD)

. SHlohnson@ESD.WA.GOV

Good Afternoo @Sh‘

A ¢ O @B @B B - =
e T

Tagsareusedto grab the
attention of a specific
person, and will alert
them in their Activity Tab

To use atag, type the @
symbol, followed by the
name of the person
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A pop-up box will appear,
displaying suggested
names

Select the name or
continue typing to
narrow the choices

Q (@ Skinner, mentioned you 0,29
Chat with Skinner §
Olson, Ashley (ESD)Thanks for tracking down the...

When a person is tagged,
they will receive a
notification in the activity
tab

Saving a Message

Williams, Earl (ESD) 9/14 10:50 AM
MNona do we need your permission for peer trainers on this project or did you want us to get
permission from the regional leadership

EW

Mallicoat, Nona (ESD)  9/14 10:51 AM
| will work with them (at the same time we work on stres [ Save this message

&%  Mark as unread

@

EW

Williams, Earl (ESD) 9/14 10:52 AM 1

Ok thanks a% Translate

CI:<1 Meeting ended 38m 32s  9/14 11.07 AM

Messages canbe saved
for later reference

To save a message, hover
over a specific message

This will display a menu
with emojis & an ellipsis

Click the ellipsis and
select Save this message

To find a saved message,
see Finding Saved Items
in the Tips & Tricks
section of this guide

Searching Previous Messages

I Q, Search - ::;-:.
000 - -
T8 AM

Agreed. I'm learning about it because I'm creating training about it. It's due today &

ﬂr, Stress Management Team & Chat Files +

Wood, Michell (ESD) 11:38 AM

W | don't envy you that...and it will be very helpful moving forward...

To find previous
messages, use the
searchbar at the top of
Teams

Entersearchterms and
press enter

Relevant results
including the keyword

will appear
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Messages  People  Files T4

MW Wood, Michell (ESD) &m ago
Meonday at 3:00 works well for

me [@]

I Stauffer, Jeffrey (ESD) &m ago
..available on Monday the 28th
from 3:00 on to meet with
eVeryone,

I Stauffer, Jeffrey (ESD) 16m ago

..could meet Monday either at
1:00 or at 4:00.

Conversation with Stress Managem...

Conversation with Stress Managem...

Conversation with Stress Managem...

Results canbe sorted

by:
o [Messages
e People
e Files

Select Messages to view
results for messages

Click on the message to
view the full message

Additional Chat Settings

Richards, Alisa, +2
You: Excellent. &

.D Mallicoat, Nor
You: Thanks fori

2B Call Back Esca
;ﬁr Zavala, Mary: Tl
¥

Mark as unread
Unpin
Mute

Manage apps
@ Keyzer, Debi (|

w OB R X ®

Leave

0 Skinner, Chris

There are additional
chat settings that canbe
used to customize
individual chats

To access the settings,
hold your mouse over a
specific chat

Select the ellipsis (three
dots) on the right corner
of theright side of the
chat menu
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You: | know that during the training they ...

' Mallicoat, Nona (ESDY)
Mallicoat, 2
‘? Wurl, Todd G
y Bailey, Kar
q!“ You: Wishin ﬁé
o
@ Yunker, W A
ol You: Yunker ot
Weber, Je
2 Will do. /,(:d
N:j Cordy, Ma %
» Diaz, Jesus:
' B
e )

5

FPop out chat

Mark as unread

Unpin

Add to favorite contacts
Mute

Turn off notifications

Manage apps

TI'L,Ir""IbEI pilut e e L e T

fy

=T

The options are
different for chat with
individuals versus group
chats.

Individual Chat:

Pop Out Chat: open that
chatas a separate
window

Pin/unpin: pins the chat
to the top of the chat
menu)

Mute: turn off sounds
for that chat

Turn off notifications:
turn off notifications for
that chat

Group Chat: see picture
for all available options

Mark as unread: remind
yourself to return

Leave: exit the group
chat

V. Best Practices

Confidentiality and Ethics: Remember allmessages, posts, correspondence, etc. are subject to public disclosure

and FOI requests. When referencing a customer, please only include their ETO number, or UTAB Claim ID number, do
NOT include a social security number.

Additionally, personal conversations are not appropriate on the platform. We recognize that this may be difficult in our
new telework and virtual world, but please be aware that the content on Teams could be subject to an open records

request.
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V. Usingthe TeamsTab

Teams

Your teams

[ﬂ E5D-Volunteer Coordinat...

General
Identity Verification Team
Shared Work Volunteers

Wage Verification Team

The Teams tab displays
all the teams you belong
to.

To access your Teams,
click the Teams tabon
the left side.

EachTeamyou are a
part of will be displayed
under the Teams menu

Your teams

P ESD-Volunteer Coordinat...

General
Identity Verification Team
Shared Work Volunteers

Wage Verification Team

~\

J

EachTeam is a general
organizationthat users
belong to

Within every Team
there are specific
channels thatare
organized around more
specific topics under the
largerteam

EachTeam has a general
channel, as well as other
channels created by the
Teamowner(s)

Posts in a channel are
visible to all members of
that channel
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Channel Navigation

COVID-19 Line Chat TEAMS Tips and Tricks Magna5 Guide PUA  Official Script 08.24.20... 1more ~

When achannel is
selected, thereis a
menu displaying
navigation and
features for the
selected channel

Posts: Click here to
view all user posts
and discussions can
be found here

Files: Click here to
view any resources
uploaded or posted
in this channel are
stored here

Additional tabs can
be added by channel
owners. EachTeam
uses channels slightly
differently, so not all
tabs will look the
same for each Team

Posts Tab

COVID-19 Line Chat Posts Files TEAMS Tips and Tricks Magna5 Guide PUA  Official Script 08.24.20.. 1more ~  +

The Posts function
is more similarto a
message board
ratherthantoa
chat, and it is
where you can start
a conversation, ask
a question, or share
any updates
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Streamlining Channel Conversations

Teams

Vour teams

B ESD-Volunteer Coordinat...
General
Identity Verification Team
Shared Work Volunteers &

Wage Verification Team

Q Search a - 0

Shared Work Volunteers Posts Files @ Channel sification - Categor ¢ Meet () +++
- Urie, Andrew (ESD) 9:50 AM
3 LL388B-001
\dent\i jssue was cleared mid-August but still has not been paid and is showing Processing for BWE's 7/4-Current |

(a Urie, Andrew (ESD) 10:36 AM
3 7620QLG-001

Missing ER FF from previous emplayer is holding up claim since 7/18 is there a way to adj. this?

Y

When replying to a
post, click the
Reply button to
streamline the
discussion.

Totaga Team
member, use the
@ symbol,
followed by the
member’s name

Team Specific Files

COVID-19 Line Chat Posts TEAMS Tips and Tricks Magna5 Guide PUA  Official Script 08.24.20...  Key.points.LWA_timeli...
+ Mew ~ QT Upload 3 Sync _T) Copylink 4 Download {- Add cloud storage > Open in SharePoint
COVID-19 Line Chat

: Name - Modified Modified By -~
eServices Guides April 29 Olson, Ashley (ESD)
eServices Guides - Spanish April 29 Qlson, Ashley (ESD)
Fraud Training - Fielding Calls May 27 Olson, Ashley (ESD)
ID Verification Pin Pilot Program June 17 Olson, Ashley (ESD)
Magna5 Line Resources (Guides, Training) May 19 Olson, Ashley (ESD)
Qld Scripts August 19 Olson, Ashley (ESD)
PEB August 25 Diaz, Jesus (ESD)
PUA August & Cordy, NaViena (ES...
Ul Resources April 29 Olson, Ashley (ESD)

The Files tab
displays all files
from the channel
you are currently
viewing

Toshareafiletoa
channel, click
upload and select
your file
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VI. Usingthe Calendar Tab

To access the
calendar, click

Calendar on the
Calendar left side

(] Today < »  January 2023 - February 2023 - The Calendar

30

displays your entire
Outlook calendar
- However, it does
not display color
coded events on
the calendar

To changethe

layout from day to
week, select the

,. drop-down menu
04 Meet now ~+ New meeting . (see picture) on the

right side

c right now. We'll try again soon. [E] Work week ]

25
Friday

1 due

T DN R T U ol B UGS AE Y W ORI ST T R rr e

Last Updated: 7/2/2021 2:25:00 PM



Meetings

[ 4 Meet now ]

¢ right now. We'll try again soon.  [5] Work week

25

Friday

i due

TN W WL N 6 T B W L VU0 Tl o P T P LT TN Tl T

To schedule a
future meeting,
select New
Meeting in the
Calendartab

To start a meeting
immediately, select
Meet now

VII. Usingthe Calls Tab

Calls

. Speed dial
[2] Contacts
(O History

Voicemail

%, Make a call

To access the calls
menu, click the
Calls tab on the left
menu bar
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Making Calls

Make a call

Suggested

EW ‘iﬁJiIIiams,EarI{ i o

al

Johnson, Sharor L o

Camimer Tramina Con
Senior Training Co

Killian, Kari (ESD L o
® LMS Administrator

Kolk, Cameron ( ¢, 4

y E-Learning Coordin

To make a call,
type the name of
the person you
wish call into the
search box

Next select either
the phone icon
(voice call) or the
video cameraicon
(video call) to make
a calltothe
selected person

You can use the
phone/video icons
to make calls
through speed dial
(displays most used
contacts) or history
(displays recent
contacts)as well

Files

Views

(0) Recent
* Microsoft Teams

4 Downloads

Cloud storage

& OneDrive

(Y Recent

Type

WE]

@2

WE]

MName

Adjudication C

Sharon Johnsc

Sharon @ Was

Identity Verific

To access Team files, click the
Files tabon the left menu bar
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Accessing Files

Files
Views
(D) Recent Type
@ Microsoft Teams O
J Downloads
@
Cloud storage
& OneDrive s
=

@ Recent

MName

Adjudication C

Sharon Johnsc

Sharon @ Was

Identity Verific

The Files icon gives you access
not just to files that have been
uploaded to Teams, but alsoto
files you have opened recently
on your computer

Recent is the default; your
recent documents will appear in
the screen

Click Microsoft Teamsto seethe
files that have been uploaded to
any Teamor Channelyou

belong to

Downloads will show you the
documents you have
downloaded via Teams

OneDrive gives you access to
cloud storage of chat files

From any of the file menus,
simply click on the document to
open it

IX. TipsandTricks

Creating a Teams Meeting in Outlook

folder  View  Halp Q.

® @ 55 C0EEEH

Meet Schedde | Mewliype  MewTeams | Today Mest? Duy Wtk ‘Week Month Schesdule

Emferprisa Vault  Acrobat

o] [

sew
pesintment Meeting ~ Items = | Mow Meeting = | Meeteg Meetin Days Week View

Hew ek Skype Meeting Teami Meeti GaTa & Aerange

|‘. UAPDATES AVARLABLE  Upates for Office are ready to be installed, but first we need Wil loce some apps. Upsate pow
:
1 v September 21 - 25, 2020

September 2010 b Tacoma, Washington = 5

TR T S T Cabendas - SHIOhNSONBESCUNAGOV
7 & %o MONOAY TUESDAY
13 14 15 W 17 W e =

- 21 2 3 24

7 milEn 3 N
5 n i Intra b HS: due
HE DN

WEDMESDAY

hertser M)
5 HiwE,
12 3
45 & T 8 979
1B OW 156 Ishnsan, 5
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pen  Calendar
Calendar  Groups =

o Tadey [
o ESSE

THURSDAY

TEAMS Curmiculum gue

B

P

To create a meeting in Outlook, click
on your calendar for the time and date
you want the meeting to start, then
click New Teams Meeting

Fill in the meeting form just as you did
for a Skype meeting and send

The New Teams Meeting button will
only appearif you areloggedin to
Teams




Finding Saved Items

g Olson, Ashley (ESD)
<Lz

Available >
C‘ﬁ Set status message

Q Saved

£33 Settings

Zoom —  (100%) + ]
Keyboard shortcuts

About >

Check for updates

Download the mobile app

Joesthatt >ignout

Saved

Chat
MW \Wood, Michell (ESD): Monday
at 3:00 works well for me @

1m ago

To access saveditems, click your
profile pictureto bring up the
profile menu

Select Saved

This will display all saveditems in
order

Click the smallflag button to
unsave anitem
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Adding Screenshots

& Snipping Tool — X
fgé Mew mM-::de - *-’ Delay - x L Options
Select the snip mode using the Meode button or click the New n@n
button.

@ Snipping Tool is moving... ~

In a future update, Snipping Tocl will be moving to a new
heme. Try improved features and snip like usual with Snip
8t Sketch.

Try Snip & Sketch

Every file that you sharein
chator a channel gets savedto
the files tabassociated with
that chat or channel

To avoid cluttering the Files
tab, you canuse your
“Snipping Tool” (or other
approved screen-shot
software) to shareimages
without uploading afile

Click New

Click and drag to capture the
image you wantto send

¢ Snipping Tool
File Edit Tools Help

Cghew B Mode ~ Fpesy ~ ] [2 & - S L ]

Step 4: Look for work (optional)

Usually, peoplaresaiin=nemployment benefits are required to look for work

and docume, ST

This change <[ Copy , 2020, and will continue until further notice.
Save As

Options
Many employer =n now, so we encourage anyone who has lost work to

Help
continue search

o

S B P P U T SR

Paste Ctrl+V
hype a NeWw rmessage

> This requirement is now optional due to COVID-19.

Now hiring: Employment Security is hiring additional staff in claims center operations. See ESD's
SR T i b e e

Ay C © @ B 1> o

Right-clickon the image you
capturedand choose “Copy”

In chat, right click againand
choose “Paste” (or Ctrl+v)

This will keep unnecessary
documents from being stored.

**NOTE**

Thereis a new shortcutfor
snipping tool.

Windows +Shift+ S

Try it out — it’s awesome!
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