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Before you begin...

Some things to consider BEFORE you start using Teams at
home and in the office.

1. When you are working physically in ‘The Square’, at ‘Kerr
Street’ or within the VDI’ all traffic is routed through the
server in ‘The Square’.

If many people are using video conferencing at the same
time on the VDI all data is being uploaded to the Microsoft
servers then downloaded to the various clients through
this one connection.

This consumes large amounts of bandwidth and may
result in ‘blocky’ video. Use audio conferencing where
possible, or where its a one-to-one call, your mobile
phone!

2. If you are outwith The Square and Kerr Street, where
possible use:

e the web version in a browser (https://teams.microsoft.
com)

e the ‘Teams’ app installed on your PC
the ‘Teams’ app on your mobile phone

rather than the client in the VDI.

3. If you are at home think about the usual speed/stability
and quality of your connection.

4. Consider what else is happening on your connection at
the same time. Are others in the house playing online
games? Streaming a video service? All this can have a
detrimental affect on your video-conference experience.

5. If you are connecting through the VDI ensure your
microphone and speakers are CONNECTED AND
WORKING BEFORE you log in to the VDI.

6. To prevent audio ‘feedback’ use headphones where
possible.

NOTE FOR MOBILE PHONE APP USERS:

The first time you use the ‘Teams’ app on your work provided
mobile phone, you will be asked to download and install the
‘InTune Company Portal’ this is safe to do.

1. Click ‘Go To Store’.

2. Click ‘Install’.
3. Allow the app to download and install before you restart
‘Teams’.



Starting/Closing Teams

What is ‘Teams’?

‘Teams’ is a piece of software which can be used to
communicate (text chat, audio/video calls etc) with other
users.

How do | start Teams?
The first time you
log into the VDI,
Teams will start
automatically. If you
have amended the
settings to stop this
happening use the
start menu to locate
the icon.

1. Click Start. s
2. Click ‘Microsoft i e e
Teams'.

How do | sign into Teams?

When you run Teams you may be asked to login. Use your

normal email/password combination.

1. Enter your email —
address.

2. Click ‘Sign In’. —

Enter your work, school,
or Microsoft account.

Sign up for free

3. Enter your password.
4. Click ‘Sign In’.

Forgotten my password

Sign in with another account

Welcome to 0365 for Key and Community Lifestyles.

How do | close Teams?

Unless you have altered the setting, clicking the usual cross
in the top right hand corner will not close Teams completely,
only minimise it to the task bar.

If you look in the system tray, near the time/date (bottom right
of your screen) you will see the icon. You may have to click
the ‘up’ arrow to see all icons.

To close Teams:
1. Rightclick on the Teams icon
in the taskbar.

2. C|ICk ‘Quit,. Noxf [T
B Settings
‘B
Open

Quit



Whatis a ‘Team’?

A ‘team’ is a group of users all working within an organisation
working on the same project/with the same objectives.

How do | create a ‘Team’?

At present, only IT Staff can create Teams.

If you have been made an owner/admin of a Team you can
add/remove users as necessary.

What is a ‘Channel’?

A ‘channel’ is a group chat within a team.

How do | view my teams?
1. Click the “Teams’ tab.

How do | view my channels?
1. Click the ‘Teams’ tab.
2. Hover your cursor over one of the team names in your list.

e If the arrow points to the
right (see ‘ICT Services' in Teams
the graphic) the channels
are hidden. Click the
team name to show the Your teams
channels. (

e If the arrow points down [
the channels are shown ‘
(‘General and ‘ICT Support ICT Support Team
Staff’ in the graphic).

3. Click on one of the channel
names to view and participate
in the chat within.

ICT Services

General

ICT Support Staff

How do | rearrange my teams?

You may be part of more than one team and the ones you use
most might be at the bottom of your list. Rearrange these
into a more suitable order.

1. Click on the team you
wish to move.

2. Holding down the
mouse button, drag
it to the required
location.

In the example you
can see the ‘ICT
Support Team’ being
dragged from its original location at the bottom of the list
to its new location at the top.

How do | chat to my ‘Team’?
Text chat with your team in the same way you would in a
general chat. See the ‘Chat’ section for more details.

How do | send files to my ‘Team’?
You can send files to your team in the same way as you
would in a general chat. See the ‘Chat - Files’ section for
more details.



How do | change my “status”?

Method 1:
1. Click on your o
initials/photo in the
main bar. N L
2. Click on the current © Available 5
status. | @ Busy
3. Choose the
appropriate option P
from the ||St Zoom - (100%) +
provided. £ e——

5 Available, Out of Office p
4 Set status message
© Do not disturb [ Saved

Be right back 3 Settings

Keyboard shortcuts

Method 2:

1. Inthe bar at the top of the screen type:
/brb (Be right back)

faway

favailable

/dnd (Do not disturb)

/busy

Jbrb)

Jbrb Set your status to be right back

2. Press <Enter> or <Return>.

How do | check the status of a user?

Method 1: Status of ‘Team’ members
1. Click ‘Teams’.

2. Click to display
the menu (3 dots
in the right hand

B (T sevices
- ICT Support Team

General

~ B

side of the ‘Team’ 1T Suppert St i

name). @ Manage team
3. Click ‘Manage EI Add cRannel

Team’. G i e
4. You may have to expand g ey T

the group if members are e

not showing. Do this by L_D“embm and guests(5)

clicking the arrow next to Name Title

the ‘Owner’ or ‘Members’.
5. Hover over the profile name Qo Noolie= -
to view the status or click
the status icon to view the
details.

GB_ Graesme ‘==
®

Greig =
.

GF Grant

Status

Method 2: If you have chatted to the person before
1. Click ‘Chat.
The status of the

person will be shown Chat Recent Contacts
next to their profile
. . . R it
icon in the list. =
KaFai 2:05 PM
@ You: u
Craig s 410
o vou:
George =g 4/8
0 You: =
Allison sgs 42

Method 3: When creating messages

1. Click the ‘Create Message’ button.

2. Type the name of the person you wish to check.

3. Hover your cursor over the name of the person to check
their status.

.H Search or type a command .

s W To: CK

Craig Kennedy
s Auailable CK

4010

Craig Kennedy X




Activity Feed

What is the ‘Activity Feed’?
The ‘Activity Feed’ is a list of everything that has been
happening in Teams.

It will show activity in your Team, chat,
calls, voicemails etc. The number of
unread messages etc (if any) will be
indicated by the number on the Activity
tab button.

How do | view the ‘Activity Feed’?

1. Click the ‘Activity’ button to show all activity.

Feed v Y @&
GM =l Greig mentioned ICT Support 7/20
® Siarf

GM & Greig mentioned ICT Support 78
® Stoff

B < (George replied

2. Click one of the items to view the details.



O

How do | start a chat?

Method 1: Chat to 1 person

1. Inthe bar at the top type /chat

2. Type the name of the person you wish to chat with and
select the name from the list when displayed.

3. Type your message.

mat gr;b-pe a message ° * I
""-h_____\_____/
7 &M Greig m L

&4 Henlv

Method 2: Chat to 1 or more persons
1. Click the ‘New
Chat’ button.

Chat Recent Contacts W To: Enter name, ¢

New chat

2. Inthe ‘To field erE—— |
enter the email e o 7 D)
address of ® i T
the name (if g
Lifestyles/Key). o

3. Type your message in the box at the bottom.

Grant Ford is out of office and may not respond. X
type your message|
(=

Al ¢ @ W B B 8

4. Press <Enter> or click the ‘Send’ icon.

Can | name a chat group?
When using method (2) above to create a chat group, it is
possible to give this group a “friendly name”.

1. Add all members to the group.
2. Click the down pointing arrow.

“

O

B George X
€ KaFai 1 X
3. Type a name for the group.
Group nama@
To: GB  Graeme X GM  Greig X ;5 George X

LT S N ~ R N P

4. Type and send you message as normal.

Chat

How do | chat to members of my
‘Team’?

If you are part of a “Team’ you may wish to chat to everyone
in that group rather than individuals.

1. Click the ‘Teams’ button.

2. Click on the ‘Team’ you
want to chat with.

3. Typein the bar at the
bottom to start a new
chat or click the ‘Reply’
button under a current
chat to take part.

Teams v l

Your teams
ICT Services

General

. IET Support Team

General

ICT Support Staff

How do | reply to a chat?

1. Click the ‘Reply’ button at the bottom of the message you
want to reply to.

2. Type the reply in the box that is displayed.

The graphic below shows the original message (A) with 5
replies below (B). Typing your message in the bar at the
bottom starts a new chat.

» — i) ®
Coll

— B

’

| . George Haggarty 107 911 @
Nicoll Davie 1:39 PM

ND
°

GrantFord 1:45 P
GF

GrantFord 2:11PM

&

b O @B & Q@ - =

Start a new conversation. Type @ to mention someone.

AC OB B B Q@ B

How do | display the chat in a pop-

out window?
If you are working on other applications but want to keep the
chat window open, it is possible to display this in a pop-out

window.
1. Inthe chat click the ‘Pop-Out’ @ s
icon. 9 _
000 <)
The chat Fiona = 0
will then be

FM_ Fiona I &
displayed in its
own window.

Yesterday 11:50 AM



Chat - Files

How do | send files via chat? How do | download files I've been
1. Click the ‘Chat’ tab. sent?
2. If you have already chatted to the person/group click on 1. Click the ‘Chat tab.
the appropriate chat in the list or create a new one. 2. Click the appropriate chat group/user.
3. Click ‘Files’. 3. Click ‘Files..
DTN e 4. Click the ‘Menu’
Shared on ~ Sent by
Ao 1 (@@ M B g e button at the
4. Click ‘Upload from of the filename (_Open oniine
My Computer’. & OneDrive (the three dots). Download

. )
(3] € Upload from my computer, 5 CIICk @ Getlink

‘Download’.
Al @O BB B e -

5. Select the file(s) to be shared. The file will then save
to your ‘Downloads’ i ﬂ Downloaded TeamViewer KE...

folder. A notification

B > ThisPC » Deskt [ D Search Deskt . .
4 s This » Desktop v carch Desktop WI” appear in the
Organise New folder = ™M @ bottom right hand

= pi -~ A &
ElFictures. A Neme Date modified Type corner of your screen when complete.

Tainirg of =] bookmarks bar 26/03/20 1453 PNG File

ICTservices #F Google Chrome 27/04/20 07:59 Shortcut

Phonebackgr 9] 1P Addresses Microsoft Excel W..

Android Phot # | outlook error PNG File
W Desktop 32 PC Check List Microsaft Excel W...

3 Phone List Micrasoft Excel W...

Chrome Graphic
3 Staff VDI Guidance 2020

5] TeamViewer KEY QuickSupport

Adobe Acrobat D...
Firefox - Graphic
13 Text Document

Office 2019 =] time profile - avaya before change PNG File
Tesmms - Graphic
= R 15 =
Fnanama:“ v‘ | A1l Files () v

6. Click ‘Open’.
The selected file(s) will be uploaded and made available
to the users of the chat.

How do | view files I've been sent?
1. Click the ‘Chat’ tab.
2. Click the appropriate chat group/user.
3. Click ‘Files’.
All files will be listed here.

M Greig W Cha«QEOrgamzanm Activity

Share
v Tyee Narme Shared on = Sent by
] TeamViewer bt 51m ago Grant Fo

4. Click on afile. If ‘Teams’ is able to open the file, the
contents will be displayed.



Calling -

Check your equipment

How can | check my equipment is
working?

You can complete a test call in Teams and check your camera,
microphone, speakers are working and that your network
connection is active before you begin a meeting.

Method 1:

1. Click your profile picture/
initials (top right hand
corner).

2. Click ‘Settings’. GF

@ = O >

Grant Ford
Change picture

9 Available >

[ Set status message

[ Saved
@ Settings
Trnam - 1NN%2Y -+ (]
3. Click ‘Devices’. .
. ettings
4. Click ‘Make a Test
Ca”y 3 General Audio devices
|f Cl @& Privacy Custom Setup
your video camera 0, Nt
is active, you should @ Deices e
be able to see R Farens Speakers (VMware Virtual Audio (De
% Calls Microphane

yourself, otherwise
only a black screen
will be displayed.

5. Speak for a few
seconds when
prompted, this will be
recorded and played
back.

Microphone Array (VMware Virtual §

Secondary ringer

None

Camera

The results of the
test will then be
displayed.

Your test call results

Microphone Array (VMware Virtual Microphone)

c}) Speaker - Speakers (VMware Virtual Audio (DevTap))

O¢ Camera - VMware Virtual Webcam

Method 2:

1. Type /testcall in the bar at the top and press <Enter>
ftestcall
Jtesteall Make a test call

If your video camera is active, you should be able to see

yourself, otherwise only a black screen will be displayed.
2. Speak for a few seconds when prompted. This will be

recorded and played back.

The results of the test will then be displayed.



Calling - Speed Dial

What are speed dials?
Just like your mobile phone speed dials can be created for
users you are in contact with frequently.

How do | view my speed dlals7
1. Click the ‘Calls’ tab.

2. Click the ‘Speed dials’ option.
Calls

Epeed dial
[E Contacts

@ History

Vaicemail

Make a call

Type a name

The ‘Speed dial’ window will be shown. This will display
current speed dials, contacts you have marked as favourites
and some suggested contacts.

Speed dial

& o

Grant Ford

GF

= "I S

Grant Ford
GF

o %

Grant Ford

GF GM

How do | add speed dials?

Method 1: If the user is in your contacts.
1. Click the ‘Calls’ tab.

2. Click the ‘Speed dials’ option.
3. Rightclick on the

& Chat

user. Add so Q@spsedd\sl |ive
4. Click ‘Add to Speed Ot Cortacts & R Regrouw
Dial" Grant Ford
GF  irformation Technology Suppart Officer GM
Away °

Method 2: Search for the user.
1. Click the ‘Calls’ tab.
2. Click the ‘Speed dials’ option.

3. Click the ‘Add
Speed Dial’ button.
4. Search for and
select appropriate Add speed dial
user. GF Grant Ford
5. Click ‘Add’. grantford@key.org.uk

Cancel @

How do | remove a speed dial?

1. Rightclick on the
speed dial entry

2. Click ‘Remove from GF ot el
speed dial’. puay E Chat

Speed dial

& (( Remove from speed dial
[

& Remove from this group



Calling - Speed Dial Groups

Can | create groups for speed dials?
1. Click the ‘Calls’ tab.
2. Click the ‘Speed dials’ option.

3. Click the ‘New " _
i3 Add speed dial 5" New group

Group’ button.
Create a new contact group

4. Type a name
for the group.
5. Click ‘Create’.

Organize your contacts into groups to find them more easily.

St

How do | add users to the group?
1. Click the ‘Calls’ tab.
2. Click the ‘Speed dials’ option.
3. Click the menu option
at the side of the group
name (the 3 dots).
4. Click ‘Add a contact to
this group’.

=} Rename this group

@ Delete this group

5. Begin typing the name Add to contacts

of the user. ;
red |
6. Select it from the drop ﬁﬁ
down list. B

7. Click ‘Add'.

Why are the group members hidden?
You can collapse and expand the view of your speed dial
groups.

If your speed dial group

members are not shown use the

arrow at the side of the group |
to ‘unhide’ the members.

eed dial

P Juggested contacts

e If the arrow is pointing to the right, the speed dial
group has been ‘collapsed’. Click the arrow to show the
members.

e If the arrow is pointing down, the speed dial group
members are shown. Click the arrow to hide the
members.

@:ed dial
George Greig
: L]

o4 & e [T

Suggested contacts



Calling - Quick 1:1 Calls

How do | start a video/audio call? Method 3: “Call’ tab
1. Click the ‘Call’ tab. @ History
Method 1: 2. Click the ‘Make a

If you are having a one-to-one call the quickest way of call’ button.

initiating this call is to use the bar at the top of the screen.

1. In the bar type /call <persons name>

2. Asyou type a list of matches will be displayed. Click on
the relevant user to initiate the call.

@all grD ° b4

om  Greig Mitchell

Make a call

@g Mitchell X

Suggested

3. If the person you
My Gregs Mcleod wish to call is one
of the ‘Suggested’
contacts, click the
audio or video

gG Stephen Grey

P 2= button next to their np Mot . o
16 James Green name, depending on
the type of call you v L oo
wish to make.
DC & e
3. Use the camera
and mic buttons GM Lo

to switch them on/
off.

CX->

Greig Mitchell 4. Otherwise, search and locate the user.
5. Click on the icons at the bottom of the list to make an
audio/video call.

Method 4: ‘Contacts’
Method 2: Chat tab Your contacts in Tearr_13 should synchronise with your Outlook
contacts. Only Key/Lifestyle/TAG contacts with email

If you have ‘messaged/chatted’ with the person previously. : . X i B
addresses will show in Teams as allowing video/audio calls.

1. Click the ‘Chat’ tab.

“ s L s
2. In ‘Chat’ click on the 1. C|!Ck ‘Calls. ’
person you wish to chat Chat  Recent Contacts 2. Click ‘Contacts’. _ .
with 3. Locate the contact in the list.
' — 4. Click either the audio or video chat button to begin the
call.

Qther Contacts
GF_ Grant Ford Contacts
Gwl0 Find tact Q _ Add contact

Name Title Phane

3. Inthe top right hand corner m — o
click the ‘audio chat’ or ‘video @ e T AR o E=oD-
chat’ button. @ s



Calling - Adding users to call

How do | add other users to a current
call?

Method 1: Adding employees of Key/Lifestyles/TAG

With a meeting in progress:

1. Click the ‘Show Participants’ button to display the
‘People’ sidebar.

Show participants

2. Inthe ‘Invite Someone’ @ e
box type the name of the

person you wish to invite.
3. Click on the correct name People S
from the list of matches Cﬁ_ &
. . grei
that is displayed as you
v Greig
type. M (areiG:
62 Greig
Teams will then call the reope ~
person specified in the =
. I =
previous step. Add others Bt
to the call in the same Currently in this meeting (2)
manner. F Glrarst‘Ford 5
® Organizer

GM  Greig Mitchell @

Method 2: Non-employees
To invite people that are not employed by Key/Lifestyles/TAG
you will need to send them an invite via email.

With a meeting in progress:

1. Click the ‘Show Participants’ button to display the
‘People’ sidebar.

2. Click the ‘Copy People x
Meeting Link’

button. Invite someone C‘@ }

= Currently in this meeting (1) Cepy join info

Grant Ford o
GF ;
® Organizer &
3. In Outlook, create a
. . ems
new.em.all, pasting ¥4, Subject
the link in the body
of the email and rsation Hief JOin Microsoft Teams Meeting
send as normal. ma” Lear more about Teams
L [ -|
ibscriptions|
Frnmd Cred




Meetings - Creating

How do | create an online meeting?

Method 1:

This method is only available if your mailbox has been
migrated to the Microsoft servers. If you do not see the
‘Calendar’ tab, use Outlook to create your meeting.

1. Click the ‘Calendar’ tab.

8 AM

2. Click the ‘New Meeting’

button or click in a one hour

GF == L X
slot (you can change the time ™"

in the meeting window). o
3. Complete the details
of the meeting as

New meeting Detiis  Scheding

Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbn, London

necessary. 2 addte
e Invite INTERNAL
attendees by typing ® sernam S0~

Apr 10,2020 1000AM v 30m @  Alday

their name and
selecting it from the
list.

e Invite EXTERNAL ,
attendees by
entering their email
address.

LUED UL T EpEdL ks

e Use the ‘Add Channel

&)
Button’ to invite a full = @m

‘team’.

ICT Services

o » n ICT Support Team

4. Use the ‘Scheduling Assistant’ to check if the attendees
are free at the required time.

- - BN Chat Details { Scheduling Assistant

Tima rane (HTC 200-AM Nuiklin Fdinhurah ichan | Andr

- % Canral maatinn

e You should note that only Key/Lifestyles calendars will
available for checking.

e If you create a meeting and add a ‘Team’ the calendars
will not show.

e If anindividual has another appointment in their diary
at the time of <

the.meetlng’ . o GM  Greig Mitchell * . George Haggarty *
their name will
show in red. -

5. Click ‘Save’.

If the attendees are using a compatible email client (eg
Outlook) they will be emailed and an appointment will

be put in their diaries. The email will contain a link to the
meeting which can be used to join the meeting as a guest.

Method 2:

If you have chatted to the person/people you wish can
create a meeting from this chat. This will auto-populate
the ‘Attendees’ section of the meeting (more users can be
added).

1. Inthe list of previous
‘chats’ click on the one
containing the user(s)
you want to invite to
the meeting.

Chat Recent Contacts W (=

5/29

GMV 5/27

Type a new message

¢ @ @

2. Inthe bar along
the bottom of
the window, click by 1
the ‘Schedule a
Meeting’ button.

ox

[EJ New meeting petsis scheauing acssant

3. Complete
the details of
the meeting
in the ‘New
Meeting’ box
as required.

4. Click the ®  saacume
‘Send’ button. 0 ssttocion

Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London

+ Optional

10:00AM

1030AM v 0m @  Alday

How do | create a ‘Teams’ meeting
using Outlook?

1. Open your calendar in ‘Outlook’.
2. Click the ‘New Teams Meeting’

Send / Receive Folder View

. = s \ o =
button o E (T
ew New\ MewTeams JfToday Ne
sting ltems Meeting 7D

Teams Meeting| ~ GoTo

3. Complete the
meeting request
and send as
normal. For more
information see
the ‘Outlook -
Calendar’ help
guide.

The ‘Notes’ section includes

a link to the ‘Teams’ meeting.
Do not change or delete, this
section. The attendees will need this to join the meeting.

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options



Meetings - ‘Meet Now’

How do | create a meeting to start
immediately?

You can use the ‘Meet Now’ function to create a meeting
starting immediately, then invite attendees who can join if
available. This option is only available if your mailbox has
been migrated to the Microsoft servers.

1. Click the ‘Calendar’ -
tab.

(5] Today < > April 2020

06 07

2. Click ‘Meet Now’ to
display the ‘Meeting’

window.
3. Type a title for your he sudio 2n Ci
meeting Meeting with Grant Ford

4. Use the dials at the
bottom to switch
on/off your camera/
microphone.

5. Click ‘Join Now’.

Once in the meeting you can then ‘invite’ others.

e -

6. In the ‘Invite Someone’
box type the name of the

person you wish to invite.

7. Click on the correct name People #
from the list of matches that (@ 5,
is displayed as you type. =3

Greig
(GREIG,
o Greig
Teams will then call the reopie ~

person specified in the
previous step. Add others
to the call in the same
manner. g, Grant Ford &

® Organizer

@

Invite someone

Currently in this meeting (2)

GM  Greig Mitchell

ugsda

How do | create a meeting with my
team to start immediately?

If you wish to start an immediate meeting with members of
your Team.

1. Click ‘Teams’.

2. Click on the appropriate
Team (if you are a
member of more than
one).

3. Click the ‘Meet Now’
button in the toolbar at the bottom of the screen.

Your teams
. ICT Services

. ICT Support Team

Start a new conversation. Type @ to mention socmeone.
—
by ¢ O ® @@9@» Q @ -

4. Click to add/change the
subject.

5. Click the ‘Meet Now’
button.

Meet now

[:I- Schedule a meeting

The ‘People’ window will People bt
display at the right hand
side of the screen with all Invite someone @

members of the “Team’

Currently in this meeting (1)

listed.
6. Right click on the team - B
members you wish to )
. . Suggestions (5)
invite.
7. Click ‘Ask to Join’. GM, Greig
A ;
€K Craig ‘3@
. Georae

Currently in this meeting (3)

They will then be notified
of the meeting and can

Grant Ford
. .o . GF S
click to join. ® Organizer
CK  Craig G@
GM, Greig G@



Meetings - Joining

How do | join a meeting? How do | join a meeting using

If Teams is running and someone calls you a pop-up will Outlook?

display in the bottom right hand corner of the screen. 1. Locate and open the appointment in your Outlook
calendar or open the email with the meeting details.

1. Click the appropriate po . 2. Click the Yoin Microsoft (D) Accepted on 02/04/20 14:36.

button to either accept or s Teams Meeting’ link.

reject the request. Test Teams Meeting

Organizer

Time 02 April 2020 14:45-15:15
Location Microsoft Teams Meeting
Response ~/ Accepted Change Response

If you have a meeting scheduled you will be notified when
the first person joins that meeting.

1. Click the button to join m
the meeting or click W
£3Im more pHons
‘Message’ to send a
message to the meeting
group, perhaps to say
you will be late in joining. Graeme  started the meeting

The Meeting window will be displayed.

E] Message

Join now

#53 Custom Setup

3. Use the mic and camera toggle buttons to switch your
camera and mic on and off.
4. Click the ‘Join’ now button to complete the process.

During a meeting your
‘online status’ will
automatically change
to show you are ‘ina

., Grant Ford
meeting’. GF - ;
Change picture
® [nameeting >

M Cat ctatic maccsms



Meetings - Background

How do | blur my background before

a meetmg”
Before clicking
the Join now’
button, click
the background
slider to display
the ‘Background
Settings’
window.

2. Click the ‘Blur’
option (top right).

3. Close the
background settings

by clicking the ‘cross’

in the top right hand
corner.

4. Join the meeting as
normal.

ur audio and video settings for

g with Grant Ford|

Background settings

~+ Add new

How do | blur my video background

durlng a meeting?
With a meeting in
progress. Click the & Show background effects
‘More Options’ button
in the toolbar.

2. Click ‘Show
background effects’
to display the
‘Background Settings’

[E€ Turn on live captions (preview)
i Keypad

@ Start recording

oo End meeting

[#4 Turn off incoming video

window.

3. Click the ‘blur’ option.  Background settings %
(Top right).

4. Preview how this + Add new

will look by clicking
the ‘Preview’ button
(others wont see
this).

5. Click Apply’ to use
this background
option.

(i) Others won't see your video while you preview,



Meetings - Background

How do | use one of the corporate To set one of the backgrounds before you join the
backgrounds? meeting: ,_ |

. 1. Before clicking Choose your audio and video settings for
Corporate backgrounds exist on the server for staff to use the Join now’ Meeting with Grant Ford
when video calling outside agencies. button. click ot sl S

1. With a meeting in the background

Pf\;ogre(s)s.fClIC’kt')thtet & Show background effects slider to dlsplay
) ore puons utton [€8] Turn on live captions (preview) the ‘Background
in the toolbar. o o— inas’
the i Keypa Settings
2. Click ‘Show . : .
, © Start recording window.
background effects
R 7o End meeting 2. FO“OW the
to display the . .
‘ . ) (#4. Turn off incoming video instructions %38 Custom Se
Background Settings e
. (Steps 3-6)
window. = 0 ;
S opposite to

locate and set your background.

3. Click ‘+Add new’.

Bchgronrel setdsngs % How do | reset my background?
E@ To set your background back to the standard setting:
= 1. Click the ‘More Options’ button in the toolbar.
2. Click ‘Show background effects’ to display the
m ‘ ‘Background settings’ window.
3. Click the ‘No Background settings %
4. Locate and click on the background you wish to use. (For Background’ option.
security reasons we can’t publish the full file path here. (Top left). + Addnew
Search for the ‘Visual Identity’ folder). 4. Click ‘Apply’ to use
= this background
» Visualdentity > Teams backgrounds v | o] [ £ SeorchTeomsbschgroonds option.
Organise = New folder v M @

Name Date modified Type Size
o Quick access

=] CLS MSTeams. PNG File

[ Documents  #
i #| Consortium MSTeams PNG File
& Dopnloads £ By (e Duple MSTesims PNG File
* =) leonLifesytlesTeal MSTeams PNG File
A & lconPastelTurg MSTeams PNG File
# 2] Key MSTeams PNG File
] Pictures + =] KeyCLS MSTeams? PNG File
B Deskiop [ KeyCLSMSTeams2 PNG File
[ This PC
b Network
< >
File name: || || Custom Files v

5. Preview how this < T . EGECS
will look by clicking . '

the ‘Preview’ button
(others wont see
this). Don't worry

if they background G@
appears to have =
preview. It will

display the correct

way round to others when used.
6. Click Apply’ to use this background option.

(O Others won't see your video while you praview.



Meetings - Whiteboard

How do | create a whiteboard

session?

1. Start a meeting.

2. Click the ‘Share
Screen’ button.

3. Click ‘Whiteboard'.

PowerPoint

No files available
e .

Browse

%

Microsoft Whiteboard

with Grant Ford ...

4. Click ‘Use
Whiteboard in
teams instead’.

A% I}'PE} auu IIIICIBEB' lEIIIPIﬂI.Eﬂ an

download the Whiteboard desktc

Get the Windows app Open the app
Use Whiteboard in Teams instead

Wait while the whiteboard session is created.

How do | use the whiteboard?

1. Click one of the pens at the right hand side of
the whiteboard. &

2. Drag your cursor over the ‘page’ to draw/
write.

Use the ‘eraser’ to remove lines.

How do | save my whiteboard?

When you export your whiteboard session you do not get

any options. It automatically saves a file called ‘whiteboard’

in your ‘Downloads’ folder. It is saved as a .SVG file. You wiill,

more than likely, want to convert this file to another, more

user friendly, format before trying to use it.

1. Click the ‘Settings’
button. Openin app e C@

2. Click ‘Export Image’.

How do | view my saved whiteboard
image?

1. Navigate to your ‘Downloads’ folder.

2. Double click on the whiteboard image file.

Your file may open in one of many software applications.

It may be too large to be displayed in the window and
depending on the application you may not be able to zoom in
and out. If this is the case, use the scroll bars to move around
the image.

How do | convert my image?

To convert the file to a more common file format such as
JPEG:

1. Navigate to your ‘Downloads’ folder.

2. Right click on the file and choose ‘Open With'.

3. Choose ‘Gimp’.

4. Click File, Export As

Wl Export Image

Name: Whiteboard (1).jpg

Save in folder:  Us: ders grant.fore Create Folder

Name ~ Size  Modified

Type (JPEG image)

5. Change the filename (if required).

6. Use the ‘Select File Type’ drop down menu to select JPEG
image.

7. Click ‘Export’.



Meetings - Sharing Content

What is ‘Screen Sharing’?

This is the process of allowing others to view the contents
of either a window or your full desktop during a ‘Teams’
meeting. You can also allow them to ‘control’ your cursor.
You cannot take control of someone’s screen without them
granting you access.

How do | start sharing my screen?

1. During a meeting
click the ‘Share’
button.

2. Areyou likely to have
sound in the window
you are sharing? Are
you sharing a video
or an audio clip? If so, click the ‘Include system audio’ box.

3. Choose what you want to share:

[[J) Indude system audio

e DESKTOP: O includ system audio
Everything on Desktop Window PowerPoint
your screen will ~ e
be shared with ) — I

the participants
of the meeting.
Be cautious
when using
this method. Depending on who is involved in the
meeting, it may be best to close all other applications
when ‘presenting’ in this manner.

e  WINDOW: Only the selected window will be shared.
Participants will not see anything happening outside
this window.

o POWERPOINT: If you have a PowerPoint presentation
open, you will be offered the chance to share only this
one presentation.

Mesting with Grant Ford ..

The shared window will be displayed on your screen with a
red outline.

Can | share audio after sharing my

screen?

If you forget to tick the ‘Include system audio’ box before

beginning the screen sharing session:

1. Take your cursor to the top of your screen to display the
‘screen sharing’ toolbar.

2. Click the
‘Include
system audio’
button to switch it on/off.

How do | show/hide the sharing

screen toolbar?

1. Take your cursor to the top of your screen to display the
‘screen sharing’ toolbar.

2. Click the ‘pin’ at the right hand
side.

p presenting

How do | stop sharing my screen?

Method 1:

1. A small box will be
visible in the bottom
right hand corner of
your screen. Click the
‘Stop Sharing’ button.

Meeting with Grant Ford 01115

Call is in progress. Click here 1o go back to the call screen.

You are now sharing system audio.

Method 2:

1. Take your cursor to the top of the screen to display the
‘screen sharing’ toolbar.

2. Click the ‘Stop
Presenting’ button.

How do | zoom in/out on the shared

screen?
If you are viewing someone else’s screen and need to zoom in
to read a particular area of the screen better.

e Press <Control> + <+> to zoom in.

e Press <Control> + <-> to zoom out.

e Press <Control> and use the wheel in the middle of the
mouse to zoom in and out.

How do | give control of my screen?
You can allow others in the meeting to take control of your
screen.
Position your cursor at the top of the screen to display the
‘Screen sharing’ toolbar.
1. Click the ‘Give
control’ button.
2. Choose the user
that you want to have control of your screen from the list.

Give control

messages an AN ettings.

The user with control
will be listed at the
left hand side of

the ‘Screen sharing’
toolbar.

Craig Kennedy has control

How do | take back control?

1. Position your cursor at the top of the screen.
The ‘Screen sharing’ toolbar will be displayed.

2. Click the ‘Cancel
Control’ button.

Cancel Control




Meetings - Sharing Content

How do | share a presentation?
There are various ways to share your presentation and the
best way may vary depending on the contents of the file.

If your presentation contains links to external content (for
example a YouTube video) you may need to share your full
desktop to ensure the video clip is included when required.

How do | run a presentation in its
own window?
When you run a PowerPoint presentation full screen you are

unable to see any other windows as the presentation fills the
entire screen.

It is possible to run the presentation in its own window
allowing you access to other applications while sharing.

IN POWERPOINT:

1. Open the presentation file.

2. Click to display the
‘Slide Show’ ribbon.

Presentation] - PowerPain{

fdons Animations Slide Show Review View F

m
Is
|

3. Click ‘Setup Slide o s Presenat

Show'. Design Animations Smeihow Revie

=1 (=] i T = [ Payl

3 ® | R 3 L3 2

| Custom Slide 7 SetUp THide  Rehearse Record Slide - -
Slide Show_§fide

w

Transitions

Show ~ Timings  Show~ [ Show
Set Up

Click ‘Browsed by an individual (window)’.
Click ‘OK..

o~

Set Up Show

Show type Show slides
: TP @ Al
{Browsed by an individual window)! O Erom: 1 1o [1 |
at 2 kinsk [full screerf™ e ehon
show options ] |
I:‘ Loop continuously until "Es¢’ Advance slides
Show without narration
D 3 O Manually
D Show without animation i 2 i
! . . @ Using timings, if present
I:‘ Disable hardware graphics acceleration
Pen colar: .2; - Multiple monitors
1 - i é Slide show monitor,
aser pointer color: | 3 | A iamatic =
Resalution:
[Use current Resolution [v]

Use Presenter View

(| oK |) Cancel |

Run the presentation as normal resizing the window to a
suitable size (it will still share full size).

IN TEAMS:
1. Share this window as you would normally.



Meetings - Preventing Sharing

How do | stop others sharing their
screens?

1.
2.
3.

4.

Create the Teams meeting.

Save the meeting then reopen it.

Click ‘Meeting Options’ near the top of the meeting
window.

TEST Chat Files Details Scheduling Assistant  Meeting notes  Whiteboard

X Cancel meeting  Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London @

7 TEs|

H ICD 1 Lwnat  ries vemdns o

If the Teams window is not
wide enough, 3 dots will be S mwmg@_
displayed. Click these to

show ‘Meetings Options’. il reed

Your default web browser
will open and you will be
asked to sign in. Enter your  Signin
username and password as
normal.

B® Microsoft

@key‘org.uki

No account? Create one!

Choose who you

want to be able to Only me v

share their screen:

e ‘Everyone’:
Anyone in the
meeting can Specific people
present. Only me

e ‘People in my
organisation’:

Anyone with a Key, Lifestyles or TAG email account
can present.

e ‘Specific People’: Select the person(s) that you wish
to allow to share their screen. Only names of people
invited to the meeting will show in this list.

‘Only me’: No-one else will be able to share their screen.

Everyone

People in my organization

Why can’t | share my screen?
The organiser of the meeting may have prevented you from
sharing your screen.

If this is the case you will
be notified of this when
you try to click the ‘Screen
Sharing’ button.

Only meeting organisers and presenters can share




Meetings - ‘Hands Up’

What is ‘Hands Up’?

This is a way of raising a “virtual hand” to indicate you wish

to talk during a Teams call.

How do | use the ‘Hands Up’ feature?

1. Click the ‘Hands up’
icon in the toolbar
during a meeting.

How do you know if someone has

their ‘Hands Up’?
If you have the participants

window open a yellow hand
icon will be displayed at the
right hand side of the name.

If you have the toolbar
open the number of ‘hand
up’ and who they belong
to will be displayed.

People Y b X
Invite someone @

Presenters (2) Mute all
GF Grant &

® Organizer

:‘iB‘= Graeme @

- Attendees (1)

€K Crai 2
¢ Crsig g

& Graeme




Meetings - Recording

How do | record a meeting?
1. Join the meeting as normal.
2. Click the ‘More

Options’ button in i Keypad
the toolbar‘ @ Start recording
3. Select ‘Start =
N oo End meeting
Recording’.

(#4 Turn off incoming video

How do | know the meeting is being
recorded?

If someone initiates the recording of a meeting you will be
notified in a bar at the top of the screen.
1. Click ‘Dismiss’ to remove this bar.

A Recording has started. T!'is meeting is being recorded. By j| Dismiss

Who can record a meeting?

Anyone in the meeting who has logged in with a Key or
Lifestyles account can record. As already mentioned,
everyone will be notified that recording has begun.

Guest users and people outwith Key/Lifestyles are not able to
start a recording.

How do | stop the recording?

Recordings can be stopped manually but they will
automatically stop recording after 4 hours or when everyone
leaves the meeting.

1. Click the ‘More
Options’ button in

[c€] Turn on live captions (preview)

the toolbar. 5 Kerad
2. Select ‘Stop .
., @ Stop recording
Recording’.

oo End meeting

[Zi Turn off incoming video

3. You will be asked
to confirm your
intention. Click the
‘Stop Recording’
button. Cancel

Where are my recordings saved?
Recordings are automatically saved on the Microsoft servers.
When the meeting ends you will see in the meeting chat that
the recording is being uploaded to Microsoft Stream.

- Meeting started ~ 9:29 AM
G4 Meeting anded Tm 25 9:30 AM
Meeting
Recarding has stopped. Saving recording to Microsoft Strea...

How do | watch a recording of a
meeting?

The person who started the recording will receive an email
from ‘Microsoft Stream’ with a link to the recording.

1. Open the email and click the link to view the recording.

Your meeting recording is here! — "Meeting with Grant Ford"
2 . G 4| >
Microsoft Stream <no-reply@microsoftstream.com:> %
To Grant Ford 09:36

o

Your content is ready to stream!

Meeting with Grant Ford

0 publish, view, edit or share!




Meetings - Ending

How do | end a call? How do | end the call for everyone?
When you are ready to leave the meeting, or the meeting has If you are the meeting organiser you can end the meeting for
finished. ALL participants.
1. Click the ‘End 1. Click the ‘More
Call’ button in Options’ button © start recording
the toolbar. in the toolbar. i Moty
2. Click ‘End .

[ Turn off incoming video

Meeting'’.

3. Confirm you
want to end End the meeting?

the meeting by You'll end the meetinc veryone,
clicking ‘End’.

Cancel




Meetings - Cancelling

How do | cancel a ‘Teams’ meeting?

Method 1: Using ‘Teams’

This method is only available if your mailbox has been
migrated to the Microsoft servers. If you do not see the
‘Calendar’ tab, use Outlook to cancel your meeting.

1. Click the ‘Calendars’ tab.
2. Locate and right click

on the meeting to be TextMeeting
Ford

]
J

cancelled. # Edt
3. Click ‘Cancel. & Chat with participants
G4 Join online
il Canc,
)

Method 2: Using ‘Outlook’

1. In Outlook, locate the meeting in your calendar.

2. Double click on the =] 2l =
meeting to open it.

3. Click the ‘Cancel

File Meeting Scheduling Assistant Tre

. L] Addn
Meeting’ button. & l éﬂ I% .

loin Teams | Eantack P2 bbee

Meeting Attendees v (I’_] Respe

ons | Teams Meeting Attendes

@ No responses have been received for this meeting.

= Title Test Meeting

Send

The meeting attendees should be notified that the meeting
has been cancelled and the appointment removed from their
calendar.



Searching

How do | search in ‘Teams’?

1. Inthe command box type the word or phrase you wish to
search for.

2. Press <Return> or <Enter>

3 -

Click the ‘Messages’, “People’ or ‘File’ options to display
results for each.

Messages  People  Files

From « Type ~ Mare filters «

cK Craig 4/29
wis
ICT Services / General

oK) Creig 4729
Wis
ICT Services / General
oM Greig 4129
Wis?

ICT Services / General



Voicemail

How do | leave a voicemail? Method 2: , _ _
If you make an audio call to someone in Teams and they don'’t Teams may also email you a copy of the audio recording.

answer it will forward to voicemail, just like when you use the 1. Open the_email in OL,’tIO,Ok'
2. Double click the audio file attached.

telephone.
1. Wait for the prompt.
2. Leave a message when prompted. Voice Mail (16 seconds)
George 2|00 [ e
How do | know if | have a voucemanl” & T con Th 28/05

The ‘Calls’ tab will show a red dot, indicating you
have a missed call, check to see if the caller left a

(i) Follow up. Start by 28 May 2020, Due by 28 May 2020,
You forwarded this message on 28/05/20 12:30,

voicemail. ‘ A _;(l,:—?(i;"”ﬂ o - :
1. Click the ‘Calls’ tab to display the ‘Calls’ = -
window. =
2. Click ‘Voicemail’ (The You received a voice mail from George Haggarty at george.
' : Calls
number of unheard fer
voicemails (if any) will _ Company:
be indicated). Sesseea i Work
[2] Contacts Home:
Mobile:
@ History (1] Ernail:
Voicemail (1]
Thank you for using Transcription! If you don't see a transcript above, it's because the
. . M audio quality was not clear enough to transcribe. -
How do | listen to a voicemail? fRjRypaasnct S i e
Method 1: . .
1. Click the ‘Calls’ tab. How do | delete a voicemail?
2. Click ‘Voicemail’ to show all voicemails. Unheard 1. Click the menu option at the right hand side of the
voicemails will be highlighted in bold text. voicemail to be deleted.
2. Click ‘Delete’.
Voicerail ame suraven L 1me
& George 7s 5/28/20 T42AM  =ee
Name Duration Date Time =
5 G @& Mark as unread
L] e George 17s 5/28/20 1142 AM ... w : 4 @
20s 6/2/16 T23PM  eee (0] % it % AR

3. Click on the person’s name.

4. Click the ‘Play’ button to listen to the voicemail.
The system will also try and transcribe the text, this
will be displayed at the right hand side (blurred in this

example).
Name Duration Date
é_ George 17s 5284

@ 00:00 [RESRVS



Problem Solving - Audio

Why are my speakers/mic not
working in Teams?

BEFORE LOGGING INTO THE VDI:

1. Ensure your headphones/speakers/microphone are
connected to your PC BEFORE you log into the VDI.

2. Click the N
‘Volume’ icon.

3. Ensure the
volume is not
muted.

4. Drag the
volume bar to the left/right to adjust the volume.

Speakers (VMware Virtual Audio (DevTap))

Q)

AFTER LOGGING INTO THE VDiI:
1. Ensure the volume in the VDI session is not muted.

2. Drag the volume bar to the left/right to adjust the volume.

TEST YOUR CONNECTION:
1. Follow the instructions in the ‘Calling - Check your
equipment’ section in order to determine what is causing

the issue. The test will check your microphone, speakers,

camera and network connection.

A QUICK FIX?

1. On your PC (not within the VDI), right click on the
‘Volume’ icon.

2. Click ‘Troubleshoot
sound problems’
and follow the
prompts.

3. Log out and back
in the VDI (if you
are using ‘Teams’

on the VDI).

Open Sound settings

Open Volume mixer
Spatial sound (Off)

Troubleshoot sound problems

Why am | hearing ‘feedback’?

Audio feedback happens when speakers are set at a volume
that the microphone is able to pick up and send on to other
recipients. The time taken to rebroadcast this is what creates
the echo effect.

It is recommended that headphones are used wherever
possible, especially for larger meetings. Only one person
needs to create feedback for everyone to be effected by it.



Problem Solving - Outlook Add-In

Why can’t | see the ‘Teams button’ in How do | enable the Teams Add-In

Outlook? within Outlook?
In order for the ‘Teams’ add-in to be shown in Outlook you
should start Teams before starting Outlook. 1. In Outlook, click ‘File’.
2. Click ‘Options..
1. Close both ‘Teams’ and ‘Outlook’. 3. Click ‘Add-Ins’. Privacy Setti

Customize Ribbon

P Set
Quick Access Toolbar E

2. Restart ‘Teams’ and wait until everything has started up

and chat/messages/teams are displayed. 5
3. Start Outlook. . h@ Start up optic
ﬁ T;JEt Center
If this doesn’t resolve the issue. o
— 1 aeare sl

1. Logout the VDI

2. Log backin.

3. Start ‘Teams’ and wait until everything has started up and
chat/messages/teams are displayed.

4. Look for and tick ‘Microsoft Teams Meeting Add-In for
Microsoft Office’. (If itis not listed follow steps A-F)

4. Start Outlook. COM Adelins ;
Add-ins available:
If the T butt till fails to sh heck the ‘T Add R ERteIEEE VB A n
e [eams button stll Talls to snow, chec e leams - I Laserfiche Outlook Add-in | caneat |
In’ is enabled in Outlook. %m:z:::ggx;;)::;x:ddm for Data Collection and Publishing

| Add. |

Z‘ Microsoft SharePoint Server Colleague Import Add-in
B[ Microsoft Teams Meeting Add-in for Microsoft Office I' ———

[ Microsoft VBA for Qutlook Addin | Remaove
[] Outlook Sacial Connector 2016

Location: C\Program Files (x86)\Microsoft\TeamsMeetingAddin\1.0.20031.2x86\Microsoft. Teams.AddinLoade
Load Behavior Load at Startup

5. Click ‘OK:.
6. Restart Outlook.

Follow these steps if the add-in does not show in step 4
above.

A. Click the drop down menu at the bottom of the window
and choose ‘Disabled Items’.

[are, AP TSN IS RO (LS PESE SaUTLE Y IETL L VEIRY TS,

Description: Provides features within Outlock for the Enterprise Vault application,

|
 Gou ‘
—— J

Manage:
ok | [ Gnedl ||
Thu 04/06/20 1Z:
B. Click ‘Go.
C. Click the ‘Microsoft Teams Meeting Add-In for Microsoft
Office’ add-in.
D. Click ‘Enable’.
E. Click ‘Close’.
F. Restart Outlook.



Problem Solving - Screen Sharing

Why can’t others see my video clip
when playing in a shared screen?

If you are playing a video or audio clip while sharing your
screen ensure the clip is playing in the window that has been
shared.

Example:

You share your PowerPoint presentation window with others.

You click a link within the presentation and this opens a
browser window and begins playing a YouTube clip.

This browser window is different from the one being shared
(the PowerPoint window) so others will not see it.

Solution 1: Share your desktop
1. When choosing what to share - choose ‘Desktop’ rather
than one of the ‘windows’.

Desktop Window

J -
& % -

Meeting with Grant Ford ..  Inbox - grant.

Screen #1

Be cautious though, remember, while sharing, users
will see EVERYTHING you can see on your screen.
Depending on who is involved in the meeting, it may be
best to close all other applications when ‘presenting’ in
this manner.

Solution 2:

1. Cancel the current screen share.

2. Start screen share again, this time selecting the window
with the video playing in it.

3. When the video is finished you will need to cancel the
screen share again and share the presentation window
again.

Why can’t others hear audio when
playing in a shared screen?

If you are playing a video or audio clip while sharing your
screen ensure the clip is playing in the window that has been
shared. See the previous help tip for more details. You should
also ensure you have enabled ‘audio sharing’.

BEFORE STARTING SCREEN SHARING:
1. Click the ‘Screen
Sharing’ button as
normal. Desktop Window
2. Tick the ‘Include
system audio’ setting.
3. Select the window/
desktop to share as
you would normally.

B Indude system audio

5:
I .

Screen #1 Meeting wi

DURING A SHARING SESSION:

1. Take your cursor to the top of the “Teams’ window to
display the toolbar (if not already on display).

2. Click the
‘Include system -
audio’ button to
switch it on or off.

Stop presenting

The graphic above shows the icon status when audio sharing
is enabled. If the icon has a diagonal line through it, the audio
sharing is disabled.



