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1. Overview of Microsoft Teams

What is Microsoft Teams?

Microsoft Teams is a communication and collaboration toal that is available to all West College Scotland staff and
students.

The following links take you to online tutorials to help you to get the most out of Microsoft Teams.

The following two short videos provide an overview of Microsoft Teams functionality, however, please bear in mind that
our IT department will create your class Team from the class codes generated whenever an enrolment link is created.

Microsoft Teams

What is Welcome e

. r - uick read.
Microsoft Teams? !

to Teams

e Johannalovenz Feb%, 222 PM
Megan Bowen
Y

« Reply

al lubn\-l'mn

o Febazzzem

Enrico Cattaneo

Click here to watch Overview Video Click here to watch Welcome Video

With Microsoft Teams you can:

Pull together a team.

Use chat instead of email,

Include a specific Moodle course within your Team or channel.

Teach, assess and collaborate with students. Assessments carried out using Microsoft Teams will be archived for
a year - covering SQA assessment retention regulations

Securely edit files at the same time.

See likes, @mentions, and replies with just a single tap.

V AW W 4 V AV WV W 4

Customise Teams by adding notes, web sites, and apps.
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https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-us/office/welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?wt.mc_id=otc_microsoft_teams

2. Fundamentals of Microsoft Teams

How to get your Team up and running

As soon as a class is in the system with at least one student enrolled, ICT will automatically set up a Team at class level.
All students in that class and staff due to teach will be added to that Team. For some, this will be the Team that is used to
deliver learning and teaching especially if Teams is being used as a jumping off point for other apps like OneNote or
Moodle.

Tutors will be the owner of the Team and will be able to add up to 10 other staff members with the teacher role. Owners
(tutors) of the Team will be able to create channels within the class Team, so you have the option to create a different
channel per subject if that works for your class.

Teams can also be set up however at unit/subject level by request, and for those using the platform as their primary
delivery vehicle this will probably be the best option. It allows a discrete area to deliver a unit, gather assessments, use
notebook functionality, channels for breakout etc. An email address is being generated and for those who wish to have
these unit level Teams created and they in conjunction with their CQL or Head will need to email ICT with a note of the
class group and the unit Teams they want created and these will be created as soon as possible.

If you are not attached to an expected class, please contact your CQL in the first instance before contacting IT to request
a Team to be set up, please use the naming conventions as set out below.

Naming conventions for Team sites

There are 4 broad categories in the naming prefix for every Microsoft Teams site at WCS - Student, Staff, Commercial or
Project.

For WCS Lecturing staff with Students (classes):

Student - course code - These 2 prefixes must remain but a suffix of, say, the class name can be added after these two fields

For all WCS staff and their team (Staff teams):

Staff - Departmental name - These 2 prefixes must remain, but a suffix can be added after these two fields

For WCS staff with Commercial Groups:

Commercial - Group name - These 2 prefixes must remain, but a suffix can be added after these two fields

For any internal or external Project Groups:

Project - Agreed Project name - These 2 prefixes must remain, but a suffix can be added after these two fields

Create a channel in Teams

Teams are made up of channels, which are the conversations you have with your teammates. Each channel is dedicated to
a specific topic, department, or project,

By default, a general channel is created in the team. A standard channel is open for all members and anything posted is
searchable by others. If you need a smaller audience for a specific project, you can create a private channel for your team.
For a deeper look, see Teams can have standard or private channels.
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https://support.microsoft.com/en-us/office/teams-can-have-standard-or-private-channels-de3e20b0-7494-439c-b7e5-75899ebe6a0e

Micrasoft Teams are rolling out the functionality of breakout rooms, however in the meantime you may wish to create a
private channel for breakout discussion etc.

When you need to create or edit a channel, use the steps below.

Create a standard channel

To create a standard channel, start in the team list. Find the team name and click More options ***> Add channel. You
can also click Manage team, and add a channel in the Channels tab.

arthaind Traders

Performance

2 Add channel

You can create up to 200 channels over the life of a team. That number includes channels you create and later delete,

Create a private channel

IT you want a focused place to discuss sensitive information such as budgets, resourcing, strategic positioning and so on,
create a private channel for your team. Only owners or members of the private channel can access it. To understand who
can view what in a private channel, see Private channels in Teams.

You can create up to 30 private channels over the life of a team.

1. Go to the team you want to create the private channel for and choose More options ***> Add channel.
2. Enter a name and description for your channel.
3. Under Privacy, select the down arrow on the right, and then select Private - Accessible only to a specific
group of people within the team.
4. Select Add. This adds a private channel to the team.
Teams v

. Marketing

General
Announcements
Budget &
Messaging pillars

Swrategy &
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https://docs.microsoft.com/en-us/MicrosoftTeams/private-channels

Add members to a private channel

As a private channel owner, you can add or remove members, and edit private channel settings. Each person that you add
must first be a member of the team.

To add members of your team to a private channel:

1 Next to the private channel name, select More options ***> Add members.

standard channel

Strategy &

& Add members

2. Use the Members and Settings tabs to add or remove members and assign roles. Your private channel can have
multiple owners and up to 250 members,

3. When you're ready, select Done. Members can now post messages in the private channel.

Manage private channel creation

As a team owner, you can turn on or turn off the ability for members to create channels. To see and change this option, g0
to the Settings tab for the team,

Edit, delete, hide, or leave a channel

Select More options *** next to the channel name. Then, use the menu to edit, delete, hide, or leave the channel as
desired.

Note: Team owners get to decide which team members can delete channels,

Keep in mind that once you delete a channel, you also lose its entire conversation history. However, the OneNote sections
associated with that channel will still show up on your team’s SharePoint site,

Moodle Link in Microsoft Teams Channel

You can add a tab to your channel using the website app on Microsoft Teams to add Moodle into your team. If you add the
URL to WCS https:/moodle.westcollegescotland.ac.uk the students will see their Moodle dashboard in the Microsoft Teams
tab - they can then navigate to the course or subject as normal. If you add the URL of your Moodle course or unit, the
students will see the specific Moodle page you have directed them to.
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https://moodle.westcollegescotland.ac.uk

Step by step guide
Add a Moodle Tab

1 Select the plus sign next to the tabs.

General Posts Files Staff Notebook elearning Units 3 more +

2. Search for Website app

Add a tab X

Turn your favourite apps and files into tabs at the top of the channel website X
More apps

Recent ~

g

Website

3. Change the name of the tab and enter the URL of Moodle https://moodle.westcollegescotland.ac.uk or your specific
Moodle course URL (address)

. 3 About X
Website
Tab name

Moodle @
URL*

https://moodlewestcollegescotiand.ac.uk @

*Make sure you're only linking to sites that start with "https://" and contain trustworthy web content.
That way, you and your team can stay secure.

@ Post to the channel about this tab Back Save

Moodle will then show in the tab - for staff and students to log in. If you have added the specific course URL it will show
the specific moodle course chosen. If you have used the main Moodle URL it will show the Moodle dashboard.

n WesS  Posts  Files Notes Moodle~ + B 0D @ - SMeet -

Moodle 2020/21

WEST COLLEGE SCOTLAND !
Your College VLE "W

Forgotten your username

Username / email
or password?

Password Cookies must be enabled in
your browser @
O Remember username
Some courses may allow
l guest access

Login
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https://moodle.westcollegescotland.ac.uk

Collaborate in Teams and Channels

Microsoft Teams

Overview of o
teams and
channels

Here is a short video overview of how to collaborate in teams and channels.

In Microsoft Teams, teams are groups of people brought together for work, projects, or common interests.

Teams are made up of two types of channels — standard (available and visible to everyone) and private (focused, private
conversations with a specific audience),.

Each channel is built around a topic like “Team Events,” a department name, or just for fun. Channels are where you hold
meetings, have conversations, and work on files together.

The tabs at the top of each channel link to your favourite files, apps, and services i.e. Website to add the Moodle URL of the
Moodle course homepage or unit (subject) homepage.

Add a tab

\ Select the plus sign next to the tabs.

For example, add Planner to create a project board for tracking team tasks.

Pin and unpin a channel
If you have a lot of channels, pin the most important ones to make them easy to find.
\ To pin a channel, choose one to pin and then select More channels > Pin.

\ To unpin a channel, choose one to unpin and then select More channels > Unpin, and to see what else you can do.
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https://support.microsoft.com/en-us/office/overview-of-teams-and-channels-c3d63c10-77d5-4204-a566-53ddcf723b46?wt.mc_id=otc_microsoft_teams

Notifications

It is good practice to check your notifications preferences as soon as possible when you start to use Teams to make sure
you do not miss out on any important messages.

There are multiple ways to access and manage notifications. To further customize your notification settings, select your
profile picture at the top, right corner of Teams, then select %2 Settings > L1 Notifications. From there you can
fine-tune what notifications you receive and where those notifications show up.

How to get all notifications for all activity

By default, you'll only receive notifications for teams and channels that you haven't hidden from your teams list. To make
sure you have all the channels showing that you care about, follow the directions at Show or hide teams and channels.

Once you've got all your channels where you want them, you'll start receiving notifications in Activity - this is useful if
you access Teams regularly.

If you'd also like to get these notifications on your desktop, select Settings > Notifications > and select Edit under
Shown channels and select Banner and feed.

And how to turn down the noise

Some simple ways to keep your focus on the activity that's most important to you:

~ Turn of f desktop notifications for activity you don’t need to respond to right away. Select either Feed only or
Off.
~ Hide a channel to turn off activity and desktop notifications. Hidden channels will show in your list if a message is

marked important or when someone @mentions you or the channel.

~ Set your presence to Do not disturb to get some quiet time. This won't change your notification settings, but it
will mute notifications until you change your presence back.

associated with that channel will still show up on your team’s SharePoint site,

Here is a link to be further information on managing your notifications in Teams.

Manage your Activity Feed

Search or type & command
e L MR %1050 Launch Team > Design # -
‘ A Voo i | & les  Usability Priorities  +
Mentions
Pz 1
& Replies
Adule Vance mag _ :
Design E3 Following = Reply
Free training here, some good vdeos and ;
mnu-l Hlurﬁ ':umon uﬂgr com/en- O Likes Todey
T Missed call Magan Bowen =32 AN
Nestor W. and 2 others 81 .
e Digital Assets Web B Voicamal mmulmme.Dmmmdhlp?&mdomm?‘
Of course! Happy to help out! @
B Apps + Raply
9 Chrstoe Cline Bidm wme
®  Project Falcon brainstorm & Jond Sherman 39 AM
M B L b hat ' t toget! Bt & 1
“':1:: :::; ":.:‘.:q-“:"m'lf"r'_u‘:‘i_:’ Mine’s done. Then again, it was a very light week for X1050. Added folder.
Choose what yo oo
y U Thani’s for the reminder. And getting me on Teams. Do we have any training
want to see —
Magan Bowen 545 AN
Free training here, some good videos and more: hitps//support office. com/en|
4351-8084-5108940d21d

Here is a short video overview on Managing Your Activity Feed
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https://support.microsoft.com/en-us/office/show-or-hide-teams-and-channels-9d999159-4fc3-4f6a-acf0-02d786484734
https://support.microsoft.com/en-us/office/manage-notifications-in-teams-1cc31834-5fe5-412b-8edb-43fecc78413d
https://support.microsoft.com/en-us/office/filter-your-activity-feed-02b9ece4-6086-4daa-b4c0-627beeacbf08

Some simple ways to keep your focus on the activity that's most important to you:

1 Select Activity £l to see your Activity feed--a summary of everything that's happened in the team channels you
follow,

e Select the Filter icon . ¥

3. In the menu that pops up, select what type of notifications you want to see.

4. Select X to close the filter.

For a more specific feed, go to the Feed menu and select My activity. You'll see a list of everything you've been up to
lately in Teams.

Want more?

\ Explore the Activity feed in Teams
\ Microsoft Teams help
\ Microsoft Teams Quick Start

Work with Posts and Channels

Bosi M e
Legal review of GTM curvey complete

| ervabed legal sevew of the team s proposed castomer survey b fon o needs

sl sugast chingrg

oy

Microsoft Teams

create d nd e Give client feedback for Fabri

Brairstonm session
Lat's prap for tha chsm pssntstion on Mandsy st 1TAM:

format posts

o Rapty

Here is a short video overview of how to create and format a post
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https://support.microsoft.com/en-us/office/explore-the-activity-feed-in-teams-91c635a1-644a-4c60-9c98-233db3e13a56
https://support.microsoft.com/en-us/teams?redirectSourcePath=%252fen-us%252foffice%252f23156c0c-2c6e-49dd-8b7b-7c564b76508c&ui=en-US&rs=en-001&ad=US
https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://support.microsoft.com/en-us/office/create-and-format-a-post-e66777da-636b-49eb-9408-b0d88b212885?wt.mc_id=otc_microsoft_teams

Step by step guide

Create and format a post or announcement to start a conversation in a channel.

Type a message.
Select Format.
To create an announcement, select a post type > Announcement.

Type a headline, and then add a colour scheme or your own background image.

SAREE S

Format your post with the following options;

Add a subject
Bold
Bulleted list

V AV WV AW 4

Insert link
b. Select Send.

Upload And Find Files

— e E—

X1050 Launch Team > Design # -
Convorsations.  Files  Usability Priorites o+

@ Design

£ New @ | F Gethok 4 Add cloud stoge [ Open in SharePoint
- v ome L= s Vioddud by
n

Intesnational Marketing Strateqy for Vienna docx

Jrent

erari g it T

<] Eearing 44DDF stress testabs e Megan Eowen

'] Usability Testing Prionities docx ynna Megan Bowen

Here is a short video overview of how to upload and find files

Step by step guide on how to attach a file to Microsoft Teams:
Anywhere in Teams, look for the paperclip icon @ 10 Attach a file, Alternately:

‘ Go to the Files tab.

\ Select Upload.

~ Select single or multiple files from device computer or OneDrive for Business account.
~ Select Open.

Innovative Learning 2020
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https://support.microsoft.com/en-us/office/upload-and-share-files-57b669db-678e-424e-b0a0-15d19215cb12

3. Communication and Collaboration

Manage Meetings

Schedule a meeting

There are several ways to schedule a meeting in Teams:

~ Select Schedule a meeting (1 in a chat (below the box where you type a new message) to book a meeting with
the people in the chat.

~ Go to Calendar [# on the left side of the app and select New meeting in the top right corner.

~ Select a range of time in the calendar. A scheduling form will pop open.

The scheduling form is where you'll give your meeting a title, invite people, and add meeting details. Use the Scheduling
Assistant to find a time that works for everyone,

New meeting Details Scheduling Assistant

Time zone: (UTC-08:00) Pacific Time (US & Canada)

G Mar 10, 2020 A00PM

Mar 10, 2020 430PM ~  30m

Once you're done filling out the details, select Save. This will close the scheduling form and send an invite to everyone's
Outlook inbox.

Invite people outside your organization

Teams lets you invite people outside your organization, including those who don't have a Teams license. You'll need their full
email address to invite them.

1 Go to where it says Add required attendees. If anyone is an optional attendee, select Optional instead.
2. Type the person’s full email address (eg: Joe@example.com).
3. Select Invite. They'll receive an email with a link to the meeting.

Make it a channel meeting
1 Select New meeting.

2. Type the name of a channel where it says Add channel (under the time and date fields).

3  Doesnotrepeat

® (o)

@ Add location

‘ 010



Channels can't be edited or added once the invite is sent. You'll need to send a new invite with the updated channel.

Notes:
‘ When you have a meeting in a channel, everyone in the team will be able to see it and join it in that
channel.
~ This feature isn't available in private channels,

Once you've added the people you want, select Scheduling Assistant to find the best time.

If it's a recurring meeting, open the dropdown menu next to Does not repeat (just below the date). Choose how often
you want it to occur from the default options, or select Custom to create your own cadence,

Change the calendar view

By default, you'll be shown your work week and can be changed from the dropdown menu at the top right of your calendar.
Here are your current view options:

~ Day gives you an agenda view focused on one day at a time,
~ Work week shows you Monday through Friday.
~ Week shows you the entire week.

In the top left corner, you'll find the month and year. Select the month to change your calendar view to any date— past or
future. Select the arrows next to the month to scroll by day or week depending on your calendar view,

Select Today to get back to the current date.
Note: The calendar shows you everything that was scheduled in Teams, Exchange, or Outlook.
Right-click for more options

Right-click an event in your calendar to RSVP, remove it if it's cancelled, or open the invitation to view the meeting details.
If the event is a Teams meeting, you'll also get options to Join online and Chat with participants.

n 12

Wednesday Thursday

T = 1
® View b

! E] Chat with participants

G4 Join online

" Accept > Occurrence

7 Tentative ¥

Series

X Decline >

Teams meetings will show a join button on an event in your calendar five minutes before the start of a meeting. Once
someone joins the meeting, the event will change colours to let you know they're online.

Select Join to open the meeting settings window to confirm your preferred camera and mic settings before joining the
online meeting.

Note: If you have overlapping meetings in your calendar, the join button won't be available. But you can still right-click the
event and select Join online.

Innovative Learning 2020 011



Joining a Meeting

Microsoft Teams

Join a Teams @
meeting

Here is a short video overview of how to join a meeting

Join a Microsoft Teams meeting from your calendar in Outlook or Teams, or sign in as a guest on the web.

Join a Teams meeting from the app

1 From your Calendar, select Join on an in-progress meeting.
2. Choose the audio and video settings you want.
3. Select Join now.

Join a Teams meeting on the web

Don't have the Teams app? You can still join a Teams meeting.
1 In your email invite, select Join Microsoft Teams Meeting.

You can also use a dial-in number and conference ID from the email to call in.

2. You have two choices:
\ Download the Windows app: Download the Teams app.
\ Join on the web instead: Join a Teams meeting on the web.
3. Type in your name,
4, Choose the audio and video settings you want.
5. Select Join now.
. Depending on meeting settings, you'll get in right away, or go to a lobby where someone in the meeting can admit

you.
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https://support.microsoft.com/en-us/office/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4

Start Chats and Calls

You start one-on-one and group chats the same way: by selecting New chat @ at the top of your chat list,

Start a one-on-one chat

Once you've selected New chat @ and entered the person’s name, Compose your message in the box at the bottom of
the chat.

Q Search for people, messages or files. Ty

v[g]

Recent Isabel M. Sclomaon
DESIGMER

Te: ftart typing a name or group

Mew chat

To open your formatting options, select Format Az beneath the box where you type your message. In this expanded
view, select the text you want to format, then choose an option like B, I, or U to bold, italicize, or underline the text.

There are also options for highlighting, font size, lists, and more. Check out More options *** for additional formatting
options, and the buttons below the box for attaching a file or inserting fun stuff like emoji.

B 7 UIW A M| E11 £ -

Eh

Bold, italicize, underline, and highlight text.
Change the font color and size (smai, medium, la I'QE}.

Create bulleted or numbered lists.
Add a link or mark a message as IMPORTANT!|

&(Z @ @ & B @ .- B

When you're ready, select Send B . This starts the chat.

You can also start a one-on-one chat from someone’s profile card. Open it by clicking their picture in a channel or from a
search.

Start and name a group chat

Start one the same way you start a one-on-one chat: select New chat @ at the top of your chat list. Select the down
arrow to the far right of the To field and type a name for the chat in the Group name field. Then, type the names of the
people you'd like to add in the To field.

L=}

Q, Search for people. messages or files. Type / to see commands.

Y o Group name:

Tor Start typing a name
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https://support.microsoft.com/en-us/office/format-a-message-in-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5

This starts a new conversation. Everyone who has access to the group chat can send messages.

You can include up to 100 people in a group chat.

Add people to the conversation

oot

To loop more people into the conversation, just click Add people 23" (or View and add participants in group chat) in
the tap right corner of Teams. Then, type the names of the people you'd like to chat with, select how much of the chat
history to include, and click Add.

Note: When adding someone to a group chat (not a one-on-one), you can include the chat history.

Q06

Add

& Tom Davis * a Danielle Booker *

2 Don'tinclude chat history

) Include history from the past number of days: 3

@ Include all chat history

Teams will save the whole chat history, all the way back to the first message. And if someone leaves the group, their chat
responses are still there in your chat history:.

See who's in a group chat

To see who's in a group chat, hover over the number of participants in the chat header to show a list of everyone's names.

Team chat
2 paﬂicipant&y

} Omganzator ACTiv by
lvan Averyanov

Hey Luis, can you send me the |atest dates for the ma
@ Miguel Silva

Yes. im just working on the d
and @menton the relevant p

C‘l Luts, | can help you wath the deck today |'ve complete
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https://support.microsoft.com/en-us/office/send-and-read-messages-in-teams-b29e60ec-76af-4d97-8c3c-a4e36f2b64aa
https://support.microsoft.com/en-us/office/leave-or-remove-someone-from-a-group-chat-7db55a67-0ba4-4409-a399-5ed502a1d094

Start and Pin Chats

Microsoft Teams

Start and ®
pin chats

Here is a short video overview of how to start and pin chats

Start 1:1 or group chats to collaborate with a smaller group or to talk privately, and pin chats for quick access.

Start a chat

In Chats, you can have 1:1 or group chats with people.

1 Select New chat & .
2. Type the name of the person or people you want to contact.
3. Select the down arrow to add a name to your chat group.

Make video and audio calls from a chat

\ Select Video call 09 or Audio call % 1o call someone directly from a chat.
Pin a chat
1 To pin a chat, select More options > Pin. The chat appears in the Pinned list.

Note: You can pin up to 15 chats.
2. To unpin a chat, select More options > Unpin.

Six Things to Know About Chat in Microsoft Teams

Chat is at the centre of whatever you do in Teams. From individual chats with just one other person to group chats and
conversations in channels—chat has you covered.

Here are the top six things to know about chat:
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https://support.microsoft.com/en-us/office/start-and-pin-chats-a864b052-5e4b-4ccf-b046-2e26f40e21b5?wt.mc_id=otc_microsoft_teams

1. Chats can be one-on-one or in a group.

Sometimes you'll want to talk one-on-one with someone. Other times, you'll want to have a small group chat. In Chat, you
can do either.

You start one-on-one and group chats the same way: by selecting New chat & at the top of your chat list. Once in a
chat, you'll be able to send messages that include files, links, emojis, stickers, and GlIFs—whatever you need to get your
point across!

Q, Search for people, messages or files, Tyy

Tee ftart typing a name or group

v[g]

Recent Isabel M. Solomaon
DESIGNER

Mew chat

Here are some more details about each kind of chat.

One-on-one chat

Once you've selected New chat [ and entered the person’'s name, compose your message in the box and select Send B*.
This starts the chat.

Type a new message

A V¢ @@ B E @ - =

Group chat

Use a group chat when you need to talk to a small group of people. Start one the same way you start a one-on-one chat:
select New chat [ at the top of your chat list. Select the down arrow to the far right of the To field and type a name
for the chat in the Group name field. Next, type the names of the people you'd like to add in the To field.

Q, Search for people. messages or files. Type / to see commands.

Group name:

To: Start typing a name

Once the chat has begun (whether group or one-on-one), just click it in the chat list to dip back into it and send more
messages.
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Recent Discussion of marketing plan
4 participants
Pinned

Discussion of marketing p... 5/30
User added

: A & @ [ E

2. Press Shift+Enter to start a new line.

Conversation
——

If you keep hitting Enter to start a new line, which goes ahead and sends the message before you're ready, try this tip:

When you want to start a new paragraph, press Shift+Enter to insert the line break, and you're done. FYI—If you've
opened-up all your formatting options (see step 3 for details), you can press Enter to start a new line of text.

How are things? [Press Shift+Enter]
New line...

Ay ¢ © @ B & @ - B

3. Select Format to see all your formatting options.
There are lots of formatting options for messages.

To open your formatting options, select Format A beneath the box where you type your message. In this expanded view,
select the text you want to format, then choose an option like B, |, or U to bold, italicize, or underline the text.

B 7 U|% A WM|E E|1n £ T}

Bold, italicize, underline, and highlight text.

Change the font color and size (smal, medium, la rge.

Create bulleted or numbered lists.
Add a link or mark a message as IMPORTANT!|

B coc e o - -

There are also options for highlighting, font size, lists, and more. Check out More options *** for additional formatting

options, and the buttons below the box for attaching a file or inserting fun stuff like emoji.

4. Chat happens in channels, too.

When you go to any channel in Teams the very first tab is Posts. Think of this as one big group chat. Everyone who has
access to the channel can see the messages on the Posts tab.
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Q General Posts

e

4 replies from

&« Reply

You'll have to judge based on your organization and culture what messages are suitable for the Posts tab in a particular
channel.

The other important thing to know about messages in a channel is that replies to a channel message stay attached
to the original message. This way, the whole thread of the conversation can be easily followed by anyone reading it.
This is the beauty of threaded conversations!

To reply to a channel message, be sure to use the little Reply link underneath the message.

e il os Swa s ulaw g

my e Wiser Sl Sarage

| N——
~ Reply
MO OB S m =

5. There are a few ways to search for and find messages.

Depending on what you remember about the sender of the message or the characteristics of the message, a different
way of looking for it might make the most sense.

Find a chat based on a person’s hame

Type the person’s name in the command box at the top of the app. You'll see their name and any group chats they're a part
of with you listed. Select their name to go to your one-on-one chat with them, or a group chat to resume that one.

Isabel

Q, Isabel Press enter to vi

Isabel M. Solomon
DESIGMER
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Find a message that has a keyword that you remember

Start typing a keyword into the command box at the top of the app and press Enter. You'll see a list of results that include
the keyword

Filter to show certain types of messages

From the Activity feed, select Filter ¥ to show certain types of messages such as unread messages, @mentions, replies,
and likes. For a more specific search, go to the Feed menu and select My Activity.

Find your saved messages

To save a message, select Save message [ just to the right of the text.

Isabel M. Solomon 2:03 PM . x@

To see a list of your saved messages, select your profile picture at the top of the app, then choose Saved. Or just type
/saved in the command box at the top of the app.

Megan Bowen
Change picture

© Available >

Q‘? Set status message

[ saved ‘

@ Settings

Keyboard shortcuts
About >
Download the deskiop app

Download the mobile app

Sign out

6. Hide or mute chats to keep them out of your way.

While you can't delete an entire chat conversation in Teams, you can hide the chat from the chat list, or mute it so you stop
getting notifications. For details, see Hide, mute, or pin a chat in Teams.

(You are able to delete individual messages that you've sent.)
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Pop out of a Chat in Microsoft Teams

You can instantly pop out your one-on-one or group chat into a separate window. Then, resize, reposition, or close the
window as you wish. It's a great way to get a lot done when you're in a meeting or in a call. FYI: You can pop out multiple
conversations, but not the same chat twice.

Tip: To do other things (like scheduling meetings, attaching a OneDrive File, adding apps), just return to the main app to find those
familiar features. You don't need to close the pop out chat window.

Note: The Pop out chat feature is currently available in the desktop app for Windows and Mac only. It is not yet supported for Teams
on the web, Linux, or mobile.

You've got a few options to pop out a chat in Teams. Take a look at these different methods.

From the chat list

Select Chat &l on the left side of Teams to open the chat list. Find the name of the chat you want. Then, select More
options *** > Pop out chat &4 . Or, just double-click the chat name and you'll see a new pop out chat window.

H Chat - T B s Marie Beaudouin chat Files Organization  Activity

E [—— M wou aren’t comfontable with the deadline, we ¢an push ba

# Ray Tanaka 140 P
= X ”-ﬂn“k.—:‘lhr.“
L1 1]

ﬁ Beth Davies

Theandcs, that weould . .

=] m Kian Lambert W

@ Kayo Mwa E

ok I'm pretty confident that this launch will be successful The team
L8 @ Will, Kaye, Eric, Ja: has worked tirebessly 1o make it possible
P a0 woutd be o i .
The client wasn't expecting us to be ready until middle of August

i ‘ b Price BNYWaYs
0 1 havent checked avg
11 e Chris Naidoo Kian Lambert "
sovt You: Thankst Have & This is great progress, if you both can set semething up with
i i
o Daichi Fukuda mee 1o review when you feel you are in a good place for
© o, 1 think there are 1 feedback | have a free slot tormomow morming,

By hovering over a chat

When you hover over one of your chats, you'll see Pop out chat 2. Choose that option and a new pop out chat window
will open.

Chat T & A Marie |
Finned
@ Ray Tanaka 10:00 PM

@ Louisa will send the initial list of atte...
e Beth Davis 1:57 PM

£® Thanks, that would be nice. MB Marie

| Than

i Kayo Miwa -

: | reviewed with the client on tu... [ k“. 1 will

Wi

i Will, Kayo, Eric, +2 10:00 PM
W Kayo: It would be great to sync with... ﬁ




From the chat itself

Go to the top right corner of the chat and select Pop out chat (4.

Q00 =~

Pap out chat

From a profile picture

Double-click the profile picture of the person you want to have a conversation with and presto—you're in a new window!

From the command box

Type /pop in the command box at the top of Teams. Pick the chat you want to pop out.

Hide, Mute or Pin a Chat in Microsoft Teams

While you can't delete a chat in Teams, you can hide it from your chat list or mute it so you stop getting notifications. Here
are more details,

Hide a chat

While you can't delete an entire chat, you can hide a chat from your chat list if it's not relevant to you anymore. To hide a
chat, select Chat &l 1o open the chat list. Next to the chat you want to hide, select More options *** > Hide.

o

2

2

2 Mute
' @& Hide

8

®
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The chat will be hidden until someone posts a new message to it. (And you can always resume an old conversation that
you've hidden as well.)

You are able to delete individual messages that you've sent.

Mute a chat

When you mute a chat, you'll still be included in the conversation, but won't get notifications from it.

Select Chat &l 1o open the chat list. Find the name of the chat you want to mute. Then, select More options *** >
Mute. If you change your mind, just select it again and unmute it.

Anicon appears next to the names of the participants to remind you that the chat has been muted.

Pin a chat

You can pin frequent conversations to the top of your chat list.

Select Chat & 1o open the chat list. Find the name of the conversation you want to pin. Then, select More options ***
> Pin. This ensures that the chat stays at the top of your list. If you change your mind, just select it again and unpin it.

Send a Message to a Channel

When you go to any channel in Teams the very first tab is Posts. Think of this as one big group chat. Everyone who has
access to the channel can see the messages on the Posts tab.

() General posts

p

4 replies from

< Reply

The other important thing to know about messages in a channel is that replies to a channel message stay attached to the
original message. This way, the whole thread of the conversation can be easily followed by anyone reading it. This is the
beauty of threaded conversations!

To reply to a channel message, select the little Reply link underneath the message.
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' Reply
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To send a message to everyone in a particular channel (the whole team), follow these steps:

First, select the channel you want. Then, click Reply to respond to an existing thread or go to the compose box at the
bottom of the Posts tab to start a new one. Next, type your message in the box and select Send B voilal Your message
is now live in the channel,

If you only want to talk to one person or a small group, see Start a chat in Teams.

Create, Edit or Delete a Group in Microsoft Teams

Organize your contacts into groups to find them more easily. The groups are available on any device, but you can only
manage them from the desktop or web app.

s Create a group

Click Chat 5], click the Contacts tab, and at the bottom of the tab, click Create a new contact group. Name
your group and click Create. You can always rename or delete your group later.

Chat Recent Contacts

i Create a new contact group

s Add people to a contact group

Click Chat &, click the Contacts tab, and then click More options *** beside the group’s name. Click Add a
contact to this group, type the name of a team member, and then click Add.
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Chat Recent Contacts .

Favourites

Learning Tech Team

Other Contacts 2 Add a contact to this group

=h Rename this group !

fﬁ Delete this group

s Rename a contact group

Click Chat &, click Contacts, and then click More Options *** beside the group's name. Click Rename this
group. Type anew name and click Save.

Add a contact to this group

{1

= Rename this group !

[ Delete this group

Note: You can't change the name of the Favourites group.

s Delete a contact group

Click Chat & , click Contacts, and then click More Options *** beside the person’s name, and then click Remove
from this group.

[4 Popoutchat

Remave fram this group

ol ICS

Notify when available

Send a Message to a Channel on Microsoft Teams

When you go to any channel in Teams the very first tab is Posts. Think of this as one big group chat. Everyone who has
access to the channel can see the messages on the Posts tab.
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(2 General Pposts

4 replies from

« Reply

The other important thing to know about messages in a channel is that replies to a channel message stay attached to the
original message. This way, the whole thread of the conversation can be easily followed by anyone reading it. This is the
beauty of threaded conversations!

To reply to a channel message, select the little Reply link underneath the message.

-y e N s L e

';;".‘_’! -

Reply

A ¢ QW E 0 @ - B

To send a message to everyone in a particular channel (the whole team), follow these steps:

First, select the channel you want. Then, click Reply to respond to an existing thread or go to the compose box at the
bottom of the Posts tab to start a new one. Next, type your message in the box and select Send B \oilal Your message
is now live in the channel.

I you only want to talk to one person or a small group, see Start a chat in Teams.

Create and Format a Post in Microsoft Teams

r— .
Legal review of GTM curvey complote
of the e

r Yorra for yous nes}
ekl sgest channgog G 1 Maes P - Febr
oy

oy

Microsoft Teams

Createand @
format posts

Give client feedback for Fabi

Brainstorm
Let's prap for the i pessentation on Monday at 11AM:

* Sy agorcts
& Discums e ups
o gy

Ty o arwcuncement. Type § 1o mention soreoss

AYArOBPRe O -

Here is a short video overview on how to create and format posts
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Create and format a post or announcement to start a conversation in a channel.

Type a message.

Select Format.

To create an announcement, select a post type > Announcement.

Type a headline, and then add a colour scheme or your own background image.
Format your post with the following options:

Add a subject

Bold

Bulleted list

O L A

Insert link

'_l
©

Select Send.

Want more?

~ Microsoft Teams help

\ Microsoft Teams Quick Start

Share your Screen in Microsoft Teams

When you're chatting with one or more people in Teams, you can instantly share your screen. Go to the chat controls in the
upper-right corner and select Share [

- oo@ 8 O

Choose a window to share that specific program and its content, or select Desktop to share everything on your screen.

The other participants in the chat will receive a notification asking them to accept your screen share. Once they do, they'll
be able to see your screen and continue the chat.

When you're done sharing, go to your meeting controls and select Stop sharing.

Note: Linux users can't share screens in a Teams chat at this time
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Explore Apps and Tools

Laurch o tyge 1 cammand

Browse available apps
- .- -
a + Add your favorite app for yoursell

P o far & team

o v e pkn

Microsoft Teams

ey B
Use apps & = =

Here is a short view overview on the use of apps within Microsoft Teams

Apps let you do more in Microsoft Teams. They can show up in several places, depending on what they do and how they've
been built. For example, you will be able to use the website app to show your moodle course within your
class Channel.

Apps in tabs

Apps can be used in channels or chats.

1. Select the = plus sign next to the tabs.

General Posts Files Staff Notebook elearning Units 3 more ~ | +

2. Select the type of app you want or Search.

Apps in messages

1. Select More options *** under the message box, choose an app, and select Add.

Start 3 new conversation. Type @ to mention someone.

A ¢ ©OmBE S 9 b o[] B

Apps as connectors

1. Are there certain notifications that are useful to the whole channel? Go to the channel you want, select More
options ***> Connectors, and choose an app. Then you'll be prompted to configure notifications.
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@ Team = Meet ~ (D)

[l Channel notifications
&2 Pin

{oy Manage channel

&3 Get email address

@

@ Get link to channel

* Open in SharePoint

All Apps

Looking for all apps? Select Apps B on the left-hand side, and browse for the app available to your organization. Some
require subscriptions or signing-in.

Want more?
~ Five things to know about Apps
~ Apps and services Settings and options
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4. Download Microsoft Teams App

Teams on the go - Download the App to your Mobile Device C 'ﬁ'

Quickly scan to see what har

>

come in—replies, likes, @m. ” ..ons

Here is a short video overview on viewing the activity feed in the app.

Your Activity feed is a summary of everything that's happened in the team channels you follow. You can get caught up
with everything fast.

1 Select Activity 0 16 see your Activity feed.

2 Bold messages have not been read. Select any to read the message.
3. Select the back arrow to return to the Activity feed.
4

Select Filter Y to show only certain types of messages such as unread messages, @mentions, replies, and likes.

Want more?
~ Microsoft Teams help
~ Explore the Activity feed in Teams

Teams Downloadable Guide - Click for a downloadable pdf guide to TEAMS

Microsoft Teams S

Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.
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5. Useful Hints, Tips and Tools

030

WCS Centre of Learning Technologies - 2 ColT www.wescolt.com - updated regularly with useful
resources. Sign up to the Blog (News, Hints and Tips) to receive these directly into your inbox.

Resource Bank for Online/Blended Delivery from College Development Network (CDN)

Making the Transition to remote learning - resources from Microsoft

Note: In West College Scotland ICT will create Teams for you.

Guim Campbell [R5
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https://www.wcscolt.com/
https://www.wcscolt.com/news
https://www.cdn.ac.uk/delivering-curriculum-online/
https://www.microsoft.com/en-gb/education/remote-learning

Notes
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