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Sales Operations Join or create a team
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Create a team
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Create your team

Collaborate dosely with a group of people inside your organization based on project. inifiative, or
common interest. Watch a quick overview

Team name
Marathon Marketing ©]
Description

Privacy

Private - Only team owners can add members v

Private - Only team owners can add members
Public - Anyone in your organization can join

Org-wide - Everyone in your organization will be automatically added
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Add members to Marathon Marketing

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

Karen Berg
‘a (KARENE) P Operations and Business Strategy Member \ X
Molly Clark
v X
ﬁ (MOLLYC) Sales Account Manager Member

Close
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& Add member
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General 7 Catwin s
Chicago
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Create a channel for "Marathon Marketing" team
Channel name

Press Release ©

Description (optional)

Help others find the right channel by providing a description
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Chicago Try @mentioning the people you want to paricpate in this channel
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Press Release
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<> Todsy =
Al day everts 0

103

Tlam

12pm

e Jaayuiananenniugimsiulus usuion Schedule

New meeting

Title o Selecta channel to meetin

Press Release Meeting Marathon Marketing / Press Release

Location Invite people

Microsoft Tears Meeting

St End Repeat

Organizer
o 10:00 AM 11:00 AM @ Aliis Thomber
&
9 sicinn@0Is60043.0nMicrosoft com
Free: No suggestions found D Scheduling sssistant
Repeat s Ends Attandecs
Weekly o v Feb2,2019 Mar 8, 2019 n Karen Berg 5

Evey 1 week@. On Su Mo [l We Th Fr Sa & Molly Clark ><
Detils
B2 UHe A A
Type details for this new meeting e

2| i

This is 3 Microsoft Teams online meeting, Everyone can

join enline, Close
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2Reminder(s) = %

[TF] Press Release Meeting
1000PM Saturday, February 9, 2010
Marathon Marketing / Press Release

[TEINorthwsest Teritory Sales Meeting 4 days overdue

Dismiss

fick Snooze to be reminded in:
5 minutes before start -

Snoaze Dlsmiss &1l

1. Alicia uszynAuAdn Join Meeting 3NN Outlook

~ Press Release Meeting - Mesting

Q Tell me what you want to ds

IR ot FomatTed  Review  Help

el m Daepoinment Ei 2 = :
-3 Bshownss Dlente
o X £ Scheduing Assisane v ? X 8 x
S Deee @2 Misting[iAccept Tantatie Deching Progaseew Riponcl | 8 pamindin [ s~
e  Tcking - fiall e E
actions Show Mestng.. Respond optons
@ Frease respona.
Orgeiner Wt ety
suec [Pt Rease Mesting
loation | Marathon Maketing/Pres Rlexse
Starttime | Sa3t 292019 T [1000m - Al day eyent
dtime | SIS | [1e0m <]
Join Microsoft Teams Meeting e
Unitd States, Cieago CTal)
Confeence 10: 862 909 176
oebindinr [ Resd BN ear e sk oo
o
a8 Teams
Press Release Meeting
Saturday, February 9, 2019 Organizer
1000 P - 10:30 PM (30 minates) e
Maratnon Marketing /Press Release oo
Chat it partiapants Atandees
Karen Berg
Molly Clark
Unkrnoun
Marathon Marketing
Join Microsoft Teams Meeting
72.813-0552 Unitd St Chicago )
Conturence 0:862 303 176
Cloze

This i Microsoft Teams online meeting. Everyone canjin anline.
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w3 De sktop

Window [

No files avalable

(]

Microsaft Teams
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Microsoft Teams
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Press Release
Contoso Fun Run

4. Alicia ¥nmatiufin Video szwiamailsza

7 Start video with blur

i Keypad
@ Start recording

26 Tur offincoming video

e ew

Molly Clark

Start video with blur

Keypad

© Start recording

(% Tum off incoming video

~

Moy Clark




Microsoft Teams Guide book

' W o & w . .
6. swwinmatizgw Alida desmaldienaait uitly WWFoudessswirauszgn Sufen “Editin Teams

O Editin Teams e

@ Editin Word

@8 Editin Word Online

7. Karen uaz Molly anynsauntoléviud wuy Real-Time

2 other people are here v §

Select someone's name to go where @
they are editing

@ Karen Berg
On page 3

@ Molly Clark
On page 2

4 2 & e e : Fi 4
8. lanlszguiaiaiu wszianmstiduuuy Final ud Alica 3¢ Publish tanssduiludnuils Tabs lu
d a4 o . re
Channel 183 Press Release tWafugiinasldianansit
Press Release
R Open P Getlink [7 Makethisatab L Download @ Delete (3 Move [ Copy b Rename B Open in SharePoint %

v Tpe  Name Modified + Modified by size o]

Editin Teams

] Press Release Contoso Fun Rundocx 1hago Alicia Thomber
Open in Word Online

Openin Word
Open in SharePoint
Move
Copy
Download
Delete

=P Rename

& Getlink

9 3 Make this a tab

dngiudn Tabs vunthusn
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B Marathon Marketing > Press Release * - Eie
e S0

Conversations  Files  Wiki  Meeting Notes @ Press Release C:

mg Press Release Contoso Fun Run_edit.docx ¢
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> & 4 e e o o "
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9. LMBUT:‘]{MLNT’:JLTUUTE}U Alicia 33 Stop Recording 1\?1"[6?:1&17{1!11?1]1:1‘1&1 aufinlu Conversation

Bn  Alcia Thomber 123590
$5  Scheduled a meeting

Press Release Meeting
Sundey, February 10,2010 @ 100 PM

#¢  Mecting started

Recording: Meeting

Recorded by: Alica Thomb... @

© Reply
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H’W_l‘].'l«l Microsoft Teams WWIZWUIEND ﬁﬂ Team Owners IRz Members T3N IT ’UﬂﬂU‘iwi]:1H
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o 4 o
®  Edit Team Name/Description: 1311 89fiwawnsnutladefin uazidua uazifoulszinnvain

1% 970 Private ({u public 1dueu

Edit "Marathon Marketing” team

Collaborate dlosely with a group of people inside your arganization based on project, niiative, or
common interest. Watch a quick overview

Team name

Marathon Marketing

Description

Marathon Marketing

Privacy

Private - Only team owners can add members ~

Private - Only team owners can add members

Public - Anyone in your organization can join

o > a - a ) Y a_d
® Manage Teams: linvasfinmunsnifiuwiaansandnlufivle lagadni “Manage Teams”

Marathon Marketing # - prvate
73] Merathon Marketing

Members  Pending Requests  Channels ~ Settings  Apps

Ouwners (1)

Name The Location Role
Members and guests 2)

Name Tie Locstion Role

B o Mo %
ﬁ Karen Berg VP Operations and Busines S Member v/ X

uanINUUENI03amMs Channel Meluivpasautadlvluluumwmiadenia
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Marathon Marketing # -- Prvate
MM
Marathon Marketing

Members Pending Requests  Channels ~ Settings ~ Apps

Search for channels. Q
Active )
Name Description Auto-faverite Lastactviy
General
* Press Release 1hago
Deleted (0)

maasamluiia i susaas Team code liyanauanfiuamansndudanle vaufmaay

FAFUNUIEI G

Marathon Marketing # -

MM 1
Marathon Marketing

Members ~ Pending Requests ~ Channels ~ Settings  Apps

Team picture Add a team picture

Member permissions Enable channel creation, adding apps, and more

Guest permissions Enable channel creation

@mentions Choose who can use @team and @channel mentions

Team code Share this code so people can join the team directly - you won't get join requests
yxrf18s

" Fullscreen © Reset @ Remove [ Copy

Note: Guests won't be able to join with a team code
Fun stuff Allow emoji, memes, GIFs, or stickers

maaseh Apps mulu hayanalild Apps lalding
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Marathon Marketing # -- prvste
Marathon Marketing

Members  Pending Requests ~ Channels ~ Settings  Apps

Apps let you complete the same time. To get botoradd atab

Description

Forms Easily create surveys, quizzes, and poll.

=]

OneNote u with your team.

=]

SharePoint Add a SharePoint page or lst. Lists can be edited. Pages are read only in Teams,

=]

Stream share theinteligent fice 365 )
® Delete Teams: windimasniindayanaldam Teams mu13n Delete Teams lariudl

dunmaaslu Microsoft Teams

o Ao A e a o aliy o o
m‘ﬂmnu Microsoft Teams #1839 Command box 'VIﬂHWWHU‘LIqﬁ 43 LVIﬂHﬂVI'ﬂ’ILI‘IJ‘R“UG]L’!ﬂ'\VLﬂM’Wn

@ A o a i o
1) 18 Command box 1fiasiuwmnislu Teams Li-hazfudaaru yana uwuua wiglud

. ]
|
Q_ Search for press release

Press Release
Marathon Marketing

o i b . Ao PR - N a
2) ‘l'ﬂ “r LWﬂﬂ'dVI’WﬂLl’N‘lﬂ BUNIUU LTI ‘WN'Wr “lcall” LRZULNURIATY i]tYI’Wn'WIYI‘iH’]'L‘IﬂﬂRVI‘KL‘l

. feall Person o -]
|
Alan Steiner
(ALANS) VP Corporate Marketing

2k - Allie Bellew
(ALLIEB) Marketing Manager

Amy Alberts
(AMYA) VP Human Resources

Anne Weiler ta
(ANNEW) Manufacturing Lead

o o .o o P Lo
3) l'ﬂ @ WWaNIFEIVAAA LTU WNW’ @Molly LazaUAETaAY NA Enter L‘i’]i]zmu’]‘iﬂﬂd'ﬂﬂﬂ']’WMﬁJ
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INEUIDAIFNEINGTD LT% NMITUFAINATEI Teams, qﬂn‘iwﬂﬁ"lmmwa wWiatSunwwes Teams It

97N Settings

X Alcia Thomber

\3 % Change picture

@ Available 2
[ saved
3% Settings

Settings x

B General Theme
B Privacy —n
Q Notifications '

Q Devices
Default Derk High controst
Application
Auto-start application
O Open application in background
On close, keep the application runming

Register Teams as the chat app for Offce (requires restarting Office:
applications]

Language
Restart appicaton 1o apply anguage setings.
‘3pp language detemmines the date and time format.

English (United States) v

Keyboard language overrdes keyboard shortcus,

English (Urited States) ~

T amrmanrinlnn
o o - . o . | - L o ar
dmsumilgauuuaaninlvu Microsoft Teams 7893UM3 I0S uaz Android Gem3lFawlaisnenannin

)
musneilnaalen hitosJ/teams microsoft.com/downloads

FaTAnm Lﬁlmﬁu Microsoft Teams on Mobile "Lﬂvﬁ htips://support.office.com/en-us/article/microsoft-teams-
on-mobile-devices-2acbcf73-8fd4-4929-9b31-2e403b88c2d3

a 1
l21219]
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iﬂnﬁﬂﬂ‘ﬁ’]‘luﬂuﬂu m‘lnmmm‘in‘l‘nmiﬁuwm LLR:HWTVIW\I'WLLﬁHVINVHLﬂan Lm:ﬂiz‘gwauvlmﬂﬂmnww
- ‘e = 4 4 a_ & . 4 a e o 8 o
(12130} meﬂuﬂﬂaﬂiuLﬂanﬂﬂlﬂﬂmniuﬁuﬁ] ﬂnﬂdﬂﬂi‘llﬂﬂu"/l'l«ﬂ LAN®IT WAZLATSINDRAANI ) VI'W"MLTW

X oa & oo q dd o T o . R - - a o o o
axaanauandu nvistaysegluiiiidelidasndmgasanly aestasfadaiilufiv wialuusunazldny



Microsoft Teams Guide book

. v L . i . a e oA
ﬁ’!'lrllﬂvLﬂUWJ (317 mmunqm'uam.mun H%ﬂ Virtual Team IHLMR;Iﬂ‘Hn’W nﬂmmm;nﬁﬂnnmwauiwmu

18 M] 1)
has channels Starta new chat Add tabs Use the command box Manage profile settings
Click one to see the files and Launch 3 one-on-one Highlight apps, services, Search for specific items or Change app settings,
conversations about that or small group. and files at the top of a peaple, take quick actions, change your pic, or
tapic, department, or project. conversation channel. and launch apps. ‘downioad the mobile app.
Move around Teams

Use these buttons to switch
between Activity Feed, Chat,
your Teams, Meetings & Files.

w0 Mark 8 Project Team  Research and Devepment

e Manage your team
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View and organize teams.
Click to see your teams. In
the teams lis, drag 3 team
name to reorder t,

amc

Find personal
Click to find and manage
your personal apps.

Add files.
Let people view a il o
work on it together,

Your message is attached

@————————— 02 specific conversation.

soin orcreate ateam (8 "

o Composea
Find the team you'e
looking fo,join with a code, Type and fomat it here. Add a

ile, emoj, GIF, or sticker to
or make one of your own. le, emoji, GIF,or sticker

l fiven it up!

Launch the Store 1o browse.
or search apps you can add
0 Teams.
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wndasmsansRntdnlunislgsu Microsoft Teams au1sadnwnldf “End user training for Microsoft

Teams (https://docs.microsoft.com/en-us/microsoftteams/enduser-training)”



