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Your first steps in Teams

The essentials to get you started in your Teams
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Discover Microsoft Teams! 57

] Office 365

LX)
T
I/ Microsoft Teams is the new digital toolbox for your team. l"

In a single interface, share documents easily and exchange with conversations for different
themes with your workgroup.

You can also use Teams to:

Coordinate work by project or

] .g [
H team Collaborate on documents

Save time by sharing gained
.-. Share information and news experience and avoiding doing the
same work twice
o
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Connect to your Teams Stk

] Office 365
To connect to your space Teams, go to the following address:
https://portal.office.com
And fill in your email address and your Windows password. okta
A second login page will be shown, please type again noel gaan@stago com
your email address and your Windows password
Then click Teams! [ Teams
3
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Overview of the activities that
affect you

Favorites
Projet Alpha
Your private conversations General

Project Manag@gment

Research andDevelopment

Quick access to the last 30
documents you have worked
on

3§ Stago Factory|
Teams Suppol

POC - TEAM
A team is a common

workspace for a
workgroup at Stago

In a team, the channels
can be arranged as you
wish (by theme, project...)

The channels are open to
all team members. Each
channel has its own
conversations, files, tools.

AN

@ Add team

The Teams interface at a glance

Search or type a command

Blp=

the team

Projet Alpha > Project Management #

Conversations

Public Mo classification

A
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Customize your personal

settings (notifications,
languages...)

Files wiki +

@

=]

Create a channel or manage

Access other teams

Vivian PICARD  2/2 11:55 AM \‘ 1

ﬂg Projet Alpha_010118.pptx

¢

« Reply

Vivian PICARD  2/2 11:55 AM  Edited
Hi Benjamin COUDERC, please find upen the Kick off support in its final version,

Benjamin COUDERC 2/2 12:06 P
Hello, mode projet démarré

Today

Vlvian PICARD changed channel name fram Glstion de projet to Project Management.

Converse with your

colleagues

Start a new conversation, use @ to mention someane|

A ¢ @@ B 2

The tabs allow quick access

to the content and tools
available in a channel.

Main tabs:

- Conversations:
discussions with team
members

- Wiki: shared notes

- : add other tabs

-
4
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Teams:

Your first steps

MANAGE YOUR NOTIFICATIONS

You can customize the frequency and the type of notifications for your

Click on your profile picture. In settings, select Notifications.
Click and select the desired notification settings.

Settings

5t General

L1 Notifications

Vlvian PICARD
Change picture

@ Available p
[ saved

94 Settings

Help

Keyboard shortcuts

About bl
Download the desktop app

Download the mobile app

Mentions
Personal mentions
Channel mentions

Team mentions

Messages

Chat messages

Replies to conversations | started
Replies to conversations | replied to
Likes

Followed channels

Other

Team membership changes
Team role changes

Sound

Email frequency

Chat with Skype for Business
Changing this option will restart the app

Banner and email
Banner and email

Banner and email

Banner and email
Banner
Banner
Banner

Banner and email

Banner

Banner

Call, mention and chat
Once every hour

Disabled

Sign out

NN

A
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CUSTOMIZE YOUR EXPERIENCE

Customizing your experience starts with joining
teams or following channels that interest you.

You will find the history of exchanges and the files
and tools shared within the team.

o Join Teams
dah

\é Follow Channels
"- Exchange, share files & notes!

Ready? Try the Teams interface PJ
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I/ Join the Teams Support.

O

A question? A note?

Ask questions, share and discuss best
practices in the conversation newsfeed

Go further with Microsoft Teams o

] Office 365

You will find resources to help you make the most out of Teams.
It is also a space of exchange and mutual support between Teams users at Stago.

%o
-

The facilitators corner & project
information

Stay informed of the news of the project.
Enjoy tips to animate your Team

-
4
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Take your team with you anywhere g

PICARD Vivian
Consultant User Experi...

@ Available

@ Settings

More

ﬂ Saved

16:57

Teams

General
Chantier technigque
Réunions
- Projet Alpha
General
Project Management
Research and Development
-~ simo Stago Factory

General

o E @w 6

Activity Chat Teams Meetings

%

Calls

3
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Teams is available on Mobile and tablet. Share with

your colleagues and see your documents from
anywhere!

Find the app on your usual store!

Apple Store for IPhone & IPad

>' Google Play store for Android

=
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