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Getting Started with Microsoft Teams

Microsoft Teams is a great communication tool for a quick chat, meetings, for calling and collaborating with your fellow

coworkers.

If you are using a city-provided workstation, you may already have Microsoft Teams installed. Look for the Teams icon
T

on your desktop or click on Start ™™ and select Microsoft Corporation > Teams.

o If you are using your personal workstation, you may use Teams on the web or install the desktop version.

Click here to sign in on a web browser (Internet Explorer, Chrome).

If you would like to download Teams on your personal workstation, click here to download the latest version. Microsoft
Teams is available for Windows 7/8/10 and Mac.

You may also install Teams on your mobile device. Search for “Microsoft Teams” in the Apple App Store or Google Play
Store for Android devices.

If you are prompted to Sign In, you will need to login with your City of Fremont email address in the following format:
FLastName@ci.fremont.ca.us

If you have any issues with installing or launching Teams on your workstation, please contact ITS Helpdesk at (510) 494-
4800 or helpdesk@fremont.gov.

Start a Conversation
Once you are logged in, you will see a similar screen.

Teams Section Create New Chat Search/Command Box
Organize conversations and files reate New Lhat ) Use this command box to do searches for keywords or contacts
based on the topic, project or department. Start a conversation with a coworker or with a small group. You can also take actions or launch apps from here

Search or type a command ‘

Private

e

n General Pposts Files Wiki +

S— e Modify your profile or update your status.

S o

ITS-ES

This is an example
General

of a channel.
One Team can have
multiple channels.

g Veronica Pruneda has added Alicia Heredia and 20 others to the team.

Daily Huddle VP Veronica Pruneda 2/24 2.06 P 4 @1
® Hello everyone, our Friday Dept. Staff Meeting will be a Teams meeting. Hope to see you all there!

Emergency Server Patching
You can view your

Outlook Calendar, ES Leaders - Create Your Best S... 3/24 2:08 P
and createfjoin a @ Eleanor W. Lee 3/242:08 F L A
Teams Meeting Faster Upgrade 2019 thanks Veronica.

PeopleSoft Docs < Reply

2 hidden channels
Depending on your permissions,
you can add/remove members
c ITS-GIS-CRM vee to a Team, or create new channel(s).

TS - "2019 PeopleSoft 9....

ITS Accela SaaS

ITS Department

a ]

o

Getapp General

IT  ITS/CDD - "2020 Accela ..

Create a new team
or use it a search to
join an existing team
that you are not
already a member of,

Type a new message

8" Join or create a team @ Ay O @ @1 E% B
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The Teams Section contains any “team” you are a part of already. Teams could be based on departments, divisions

within a department, and even projects. Each Teams contains participants, conversations, files and additional tools. Also,
each Teams could have multiple Channels to distinguish between the different topics related to the department,
division, or project.

To start a conversation with an existing team, pick a Team and Channel, start writing out your message and click Send.

To start a new conversation with an individual person or a group, use the New Chat option at the top.

Create New Chat

Start a conversation with a coworker or with a small group.

(—
“ Search or type a command

Add each person to the new chat. Teams will search through your Outlook Contacts to find matches.

“ Search or type a command

e To: 6 Sanford Taylor X  Veronica Prun

Veronica Pruneda

L (VPRUNEDA) Executive Assistant

Once you have added Team member(s), click into the “Type a new message” box. This will prompt Teams to create a
window for the chat and display share options.

Switch to the Files tab if you
ﬁ v FSanford, Veronica chat would like to upload files to o o @ 883
share with Team members.

You can see each

Team members

availabilty status j,
next to their name.

Start a video conference, an audio call,
or share your screen/window.

You can always add more team members to a group chat by (1) clicking on the Add People button in the top right corner
of the chat and (2) select Add people at the bottom of the dropdown.

a Loveleen Randhawa
ﬁ Sanford Taylor

VP Veronica Pruneda
®

Ieﬁ* Add people J.I
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Create a Teams Meeting
To create a new Teams Meeting, (1) click to the Calendar from the left sidebar. The Calendar will display all your
appointments and meetings from your Outlook Calendar.

Search or type a command

o

e Calendar 3¢ Meet now -+ New meeting
ctivity
= | () Today < > . B Work week
o New meeting
™ 30 Title * Select a channel to meet in 03
e Monday \ Friday
s ITS Staff Meeting| @ None (optional) V -
o 9AM | Daily TEAMS Huddle 5) Daily TEAMS Huddle
On-line in your TEAM Location Invite people On-line in your TEAMS appori 8 O
Calendar
v Invite someone
Calls 10AM Start End Repeat () Organizer
a @ Mar 31, 2020 10:30 AM Mar 31, 2020 11:00 AM Loveleen Randhawa
LRandhawa@cifremont.ca.us
Files Free: Apr18:00 - 8:30am, 9:30 - 10:00am, 12:00 - 12:30pm ... © Scheduling assistant
TTAM | hyitation: Accela-Tyl Details Attendees
cee Integration \w Velosi
https://zoom.us/j/989) B 7/ U S % A M Paragraph v T, = H= e Ed Miranda X
Busy
TS B Type details for this new meeting
12PM ‘) Veronica Pruneda x
E Unknown
Sanford Taylor X
Busy
Get app 1PM
=2 Q | -
: { CRM - Weekly Meeting
Apps Close s Microsoft Teams Meeting
2PM g Upama Ojha
© : :
3

(2) Click on New meeting at the top right corner.

(3) Set a Subject Title for the meeting.

(4) Set the date and time for the meeting. If the meeting will be recurring, mark the Repeat checkbox.
(5) Add any valuable details for the attendees.

(6) Select a channel from an existing Team if you would like to open the meeting to all members of the Team. You can
also manually invite someone.

(7) Hit the Schedule button. The Team or select individuals will get a notification of the new meeting.

Join a Meeting
To join a Teams Meeting, go to the Calendar from the left sidebar.

Click on the meeting on the Calendar. You will see the option to Join the meeting in the top left corner.

NOTE: You can also join a Teams Meeting from the Outlook
Calendar — there will be a hyperlink available within the details

Friday, March 27, 2020 Of the meeting
10:30 AM - 11:30 AM (1 hours)

tration B Conference Room

IT Dept. Staff meeting - RESCHEDULED From 3/23 to 3/27

Chat with participants

weWing a single occurrence of a series. View series
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Sharing Files
You can share files within a chat, channel or Team. Simply (1) click on the Attach option under the box where you type
messages and browse for the file you want to share. Depending on the location of the file, you’ll get options for
uploading a copy, sharing a link, or other ways to share.

| & Open X
« v P m > ThisPC > tis(T) v O Search tis (T) o
Organize ~ New folder E- m @0
\ ~
‘ > =y Psych (Q) o Q) Name Date modified e
>y Bitech (R:
s Bitech (R) 2016TiburonDeployment 9/29/2016 4:11 PM
> wx s drive (S) A_PRA_SUBPEONA_OK_TO_DELETE DEC 2019 9/24/2019 11:20 AM
> wetis(T) AC_ALERT 3/1/2020 2:45 PM
> sy TidemarkDocs (v Actra Backup 3/23/201510:11 AM
V|
> mx coban (X) vllz poremnoTmeT N annmon S >
File name: vb Il Files (*.%) v
@& OneDrive

\f Upload from my computer I
— =
ppefo @ & -

Working with Files
Click Files on the left sidebar to see all files shared in any of the Teams and/or Chats you are a participant of.

If you are looking for files within a Team, open up the channel related to the file, click on the Files tab at the top of any
channel to see all files shared within that channel. Click More options ... next to a file to see what you can do with it. If
you would like to pin a file to a channel, you can instantly turn a file into a tab so that it remains at the top.

ES Leaders - Create Your... posts wiki + <

i ES Leadership Meetings

* Edit in Teams
[R Open @ Getlink (4 Makethisatab 4 Download ] Delete (S Move [y Copy =pF Open in Browser
- .
v Type Name Modified « Modified by . Open in Desktop App
Q Open in SharePoint
(W] 2020_3_MTB.docx 3/23/20 Alicia Herr 3 Move
. C
W 2020_2_MTB (draft).docx 3/20/20 Alicia Hert 1D COPY
| Download
[WE 2020_1_MTB.docx 1/30/20 Upama O] il Delete
. =P R
WE 2019_12_MTB.docx 12/20/19 Alicia Herr — Rename
@ Get link
(W] 2019_12_Was.docx 12/20/19 Loveleen ¥ 07 Make this a tab

November 2019.docx 11/22/19
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Note: You can always search for a file if you know the filename by using the command box at the top.

4 Search or type a command

Sharing Screen During a Video/Audio Conference Meeting
To get started, join the conversation with an individual, group or Team within a channel by placing a video/audio call or
joining a scheduled meeting from the Calendar.

Feed v Open the meeting and select Join.

e
ITS D¢

Hello

IT Dept. Staff meeting - RESCHEDULED From 3/23 to 3/27

Friday, March 27, 2020
10:30 AM - 11:30 AM (1 hours)
iistration B Conference Room

Chat with participants

TIeWing a single occurrence of a series. View series

While in a Teams meeting or call, click the Share Screen button on the controls toolbar. Select your whole screen, a
specific window, or a PowerPoint presentation from the screen sharing pane.

PowerPoint

No file< available
? d d ]
Verdos Centr ol oGl Y2019-20 PURCHASES owoscs 1% Tom M Maverick Networks Inc. <
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Whatever is being shared will have a red box around it as pictured below:

Insert  Design  layout  References

CRM agenda - Word

Mailings Review View ACROBAT

aasbcend | F\ €| assbeene B £
TNormal | Title Editing
5 ~ = = = = — -
E
b p ore agraph 3 PN
E 1 i 1 ' | 1 | 1 | ' i
Q % A
acgenda ey
L
q
3 Location updated to Large Fire Classroom, City Hall A F
o «  General Kickoff Meeting (9:00 -11:30) — All Stakeholders
: [ o Project Overview
o Introduce Teams
*  City of Fremont (CF)
! o Project Maneger
| *  Subject Matter Experts SME's
= Rock Solid (RST)
« Project Manager
: ¢ Sponsors
. o Functional/implementation Lead PO
o Rock Solid Company Overview (RST)
o Review Project Scope [RST)
3 o Review Project Approach (RST)
© Expected Timeline (RST) %
& o Status of City Initiatives (CF) — The city to discuss what has been done so far and 202006088 i) <
what the expectations are for the scope of the implementation, -
o Asls Business Process Review [CF) - The City to present a general overview of 20192352
% how the City operates today including e
*  Organization Structure
= Hours or operation
2 = Systems used 20190940 @
= Overview of the customer service approach
2 * How do department currently interact in receiving customer requests 20191046 @
o Change Management (RST/CF)
- 20190316 f ~
- © Demonstration of RESPOND {RS) !
« Infrastructure Raview (3:45-4:30)
o Present Current City Infrastructure {CF)
q° = Telephony Specifications {Hardware, Software Versions and Licensing) 4
q = Email Server and Client Specifications (Software Version) Sanford Taylomsntiia
d- = Testing envi (Define Req ) .
o Anaxaal e Arsslantinntinm LA athim Vienat el Inala Clam o) .
il itworss, % 8 = ' . -
S— Y e
a - " Ven L R A G T o P o tanbanan d
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Anyone in the meeting or on the call can request control of the screen by selecting Request Control from the tool bar.

If you are the one sharing the screen, you will have the ability to Allow or Deny any requests for control of the shared

screen at the top.
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At this time two people can control the document as shown in cursors below:

w

If another Team member has control of the screen, they can select Stop Control to stop controlling the screen.
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