Teams Overview

Every team has channels
Click one to see the files and
conversations about that

topic, department, or project.

Start a new chat

Launch a one-on-one

or small group
conversation.

Use the command box
Search for specific items or
people, take quick actions,
and launch apps.

Add tabs
Highlight apps, services, and
files at the top of a channel.
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Manage profile settings
Change app settings,
change your pic, or
download the mobile app.

Search or type a command

Manage your team

Add or remove members,
create a new channel, or
get a link to the team.

Move around Teams
Use these buttons to switch
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teams, Calendar & Files. B -
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Hidden teams
Join or create a team
Find the team you're
looking for, join with a code,
or make one of your own.
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Access your apps
Find apps added for your
teams or your personal use.
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Occurs every Monday @11:30 AM
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Add files

Let people view a file or
work on it together.
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Here are the design proposals for the Mark 8 copter.
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Lee Gu 6 4

Looks good. | made some changes to the propeller housing based on discussions in our meeting yesterday.

Megan Bowen 3/26 4:33 AM
Have we made a decision on the chassis calors?

Nestor Wilke 6 4 AM
Current plan of record is silver and matte
different model releases.

Reply
Your message is attached
to a specific conversation.

Lidia Holloway 433 AM
| am having so much fun with the prototype. Check out this overhead view of my house.

Start a new conversation. Type @ to mention someone.

A ¢

08B & 8 -

2 A\ Megan Bowen =
N Change picture
© Available >

& Sset status message

[ saved

{3} settings
g

Zoom

- (85%) + &)

Keyboard shortcuts

About

Check for updates

Download the mobile app

Sign out

P schemas as options for the three
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Compose a message
Type and format it here. Add a
file, emoji, GIF, or sticker to

:
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Make video and audio calls Get help in Teams

Click He|p on the IEft: then choose Help Topics Training What's new About

Click Video call (14 or Audio call % Topics of Training

to call someone from a chat.

< @ Search help

You can browse for topics you are

View your call history here. interested in

Start an impromptu meeting @mention ® i

Josh Nestor

55:.-.‘, josh@northwindtraders.com

Repiy
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Click Meet now Eil_:ﬂ under the
area where you type a message
to start a meeting in a channel.

To get someone’s attention, type @
then their name (or pick them from & Addabot

the list). Type @team to message
everyone in a team or @channel

to notify everyone in that channel.

@n|

Start a new conversation. Type @ to men
Enter a name for the meeting,
then start inviting people.

Share a file Start a conversation

With the whole team...

Click ¢Z under the box where you type ® Recent Select Teams 203
messages, select the file location and @ Browse Teams and Channels Pick a team and channel,
then the file you want. write your message, and click

@& OneDrive Send =,
Ssﬁﬁngdel?g[;:?of’lhsef(li)c:’cjs%ggit’ltghz f:ll)e[;y Upload from my computer I With a person... Click New cha.t E Start a new conversation, use @ to mention someone

_ _ ' type the name of the person in the R
sharing a link, or other ways to share. field, write you message, and click i
Send E=.
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If you encounter problems after trying these features,
please contact the SUPPORT TEAM via these channels:;

_ Join the live
Email the Team Zoom helpline

Email Helpline: 365support@ytl.com Meeting ID: 8235779 2307
Password: 222588

Duration: 30th August to 2nd
September during work hours
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https://ytl-group.zoom.us/j/82357792307?pwd=WGgrOUU4UTVhL0pDRGl1REZGdW8rZz09#success
mailto: 365support@ytl.com



