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Teams and Channels Overview

Microsoft Teams is a hub for teamwork. Within each Team are Channels. This is where file
sharing, file updating, and conversations happen in real-time with the entire team involved.

Teams

Organization Teams
DLGF Adams County Ratio Study Review

Channels
Dedicated section within a team

General
2020 Adams County Ratio Study Review

DLGF Boone County Rati...

General

2019 Boone County Ratio Stud...

Figure 1: example of Team name with Channels below
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Microsoft Teams Invitation

When you have been added to a Team, you will get an email from Microsoft. Open the email and
click on the link to open Teams.

You have been added as a guest to State of Indiana in Microsoft
Teams

@ Microsoft Teams <noreply@gcc-email teams.microsoft.com> D’j

8/23/2019 434 AM

To: vwilliams@live.com

Microsoft Teams

Vanessa added you as a guest to State of Indiana!

DLGF My County Ratio Study

For testing purposes only.

$ Open Microsoft Teams @
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You can choose to open to Download the Windows app or Join on the web instead.

Experience the best of Teams meetings with the desktop app

¢ Download the Windows app Join on the web instead

Already have the Teams app? Launch it now

Download the Windows app for your convenience. You will be given a prompt to run, save, or
cancel. Select Run.

Having trouble?

To join the meeting, try calling the phone number in the invite or downloading the app again.

Join on the web instead

Already have the Teams app? Laugeh it now
Having other problems? Get mfre help

nstall Teams after it downloads.

Figure 2: click on Run
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Sign in using your work account or Microsoft account.

Enter your work, school,
or Microsoft account.

Sign-in address

Sign in
Figure 3: enter your work or Microsoft account email

To access Teams from the web app, go to www.office.com

-i?IUMicmﬂOfﬁ:eme|+ v S

« = O » & https/www.office.comy Tauth=2 * = L e

Office 365

Good morning Install Office ~

+ﬂ

Figure 4: accessing Teams from the web app
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http://www.office.com/

Logging in to Microsoft Teams

Using the Microsoft Teams App

To open Teams on your desktop, click on Microsoft Teams app.

Figure 5: open Teams on your desktop

It is recommended to keep set Teams up to auto-start during the Ratio Study review process.

Click on your picture at the top right of Teams to get a list of options. Select Settings and check
the box to auto-start the application.

Application
Auto-start application
(] Open application in background
On close, keep the application running

(] Disable GPU hardware acceleration (requires restarting Teams)

0 Register Teams as the chat app for Office (requires restarting Office
applications)

Figure 6: set up auto-start
Using the Web

In a browser, you can find the Teams web app at https://teams.microsoft.com/. Teams works
with Internet Explorer 11, Microsoft Edge, the latest version of Chrome, and the latest version of
Firefox.
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https://teams.microsoft.com/

Enter your work or Microsoft email address and click “Sign in”.

Enter your work, school,
or Microsoft account.

Iynkgaas@gmail.coml

Figure 7: enter your email

Enter your password and click “Sign in”.

i Login to Microsoft Teams. - [m] ®

B Microsoft
¢ Iynkgaas@gmail.com
Enter password

Because you're accassing sensitive info, you need to verify
your password.

..........

ms of use

Figure 8: enter your password

Select “State of Indiana (Guest)” from the drop-down and click “Continue”.
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Welcome to Teams!

State of Indiana (Guest) v

Figure 9: select Continue

Navigating the Microsoft Teams Screen

Section 1: Navigation Bar

The navigation bar is where you will see notifications about your recent activity, private chats,
teams, meeting, files, and apps. Locate the navigation bar to the left of the Teams app.

Figure 10: navigation bar
Section 2: Navigation Bar List

Navigation bar allows you to move around in Teams by selecting Activity, Chat, Teams, or Files.
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Microsoft Teams [

Feed v W

275 Bougie, mentioned DLGF My 11/20
i County Ratio Study

DLGF My County Ratio Study > Webinar Demo
DLGF My County Ratio Study Thank you so much...

28" Bougie, added you to DLGF My 11420
. County Ratio Study

Figure 11: selection in the navigation bar

Section 3: Navigation Tab Page

This is your Main Workspace, where you can view the Conversations and Files tabs for the

channel you are working in.

Microsoft Teams [

@B © Bougie mentioned DIGF My 172

DLGF My Stucy > Webinar Demo
DLGF My County Ratia Sucy Thank you 22 much.

@ Bougie ascedyouto DIGE My 172
U County Ratio Study

Search or type a command

DLGF My County Ratio Study > Webinar Demo -

versations  Files  Wiki  +

) 2019 Assssment itd Rep lstox

Toumey, John

T it looks fine

o —

Start a new conversation. Type @ to mention someone.

b2 OmB & -

Figure 12: workspace in a Channel
Icons in the Navigation Bar

Activity Icon
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Select Activity to view activity feeds that contain a summary of everything that's happened in
the team channels you follow or a summary of your recent activity.

My Activity

Select “My Activity”, to will see a list of your activity: where you replied to a comment, liked
comments, posts, etc.

[My Activity v | v

Feed
sages hera.

My Activity

Figure 13: view activity for Feed or My Activity

Feed

Select “Feed” on the drop-down to see recent changes that affect you: replies to your posts,
(@mentions, likes on your posts, etc.

Feed v

Y

25" Bougie, added you to DLGF M 11/21
7Y g y y
i County Ratio Study

Select one of those activities to navigate directly to the location of that change.

Search or type a command e =

Feed v \d

ov  DLGF My County Ratio Study > General - Prvate
‘s\ #" Bougie, added you to DLGF My “"E‘—ﬁ ersations  Files  DLGF Teams Demo Checklist

County Ratio Study T St Delerance Fos crested e Webinar Demo. TIe chamme

& Bougie, Deliverance has added lynkgaas (Guest) as 2 guest to the team.

Start a new conversation. Type @ to mention semeone.

AC OB de B

Figure 14: navigate to change by selecting an activity in the feed
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Chat Icon

Select Chat to view a list of your recent messages. You can browse the messages list and open a

message to write a reply or read a whole conversation. You can also check a contact's details and
start a private chat.

Microsoft Teams A

Chat Recent Contacts

w Suggested

I Johnson, James (DLGF) e

B \Wood, Barry

@ Oberoi, Chirjesv K

@ McKinney, Steve

Sk Maitland, Scott

Figure 15: Chat
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Click on the “New Chat Icon”.

You will see the page changes from your most recently viewed chat, to a new chat with the
option to start typing a name or group.

Microsoft Teams

Chat Recent Contacts I

Start a new private conversation here.~" _

Suggested

Search or type a comman

Tar Etar‘t typing a name or group

On the bottom of the page, you can begin your message in the area that shows “Type a new
message”’. Hit enter to send your message. To type a message with multiple paragraphs or to
format it in other ways, select the formatting icon below the message bar.

B 7 U & wOA WA Paragraph I, = = = = 7

=

|T§,*|:ne a new message

c? 0 m B & >

Figure 16: Format your message
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One to One Chat

Search or type a command

o Wilkening, Christopher (Chris)

Recent Contacts

wersation  Activity

€5, Download Files, and Upload Files in Real Time. | should

i i o
cw Wilkening, Christopher (Chris)

© You: OK, thanks! have them completed soon,

inishing

Add new people to the conversation

Search or type a command
pher (Chris)

CTINSLOPNET (LIHS) 020 FIv
load Files, View Uploaded Files, Download Files, and Uy Add
n completed soon.

;ﬁ Bougie, Deliverance X

3:27 PM
| am finishing up with the Conversation - li

Cancel
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The added people will appear in the conversation. You can add as many people as you want to
include in the conversation.

& Search or type a command

© Bougie, Deliverance, @ Wilkening, Christopher (Chris
Chat Recent C‘ ‘ o 3 partic :?ants (including 1 guest) 9 P ( )
Recent —

d.

Bougie, Deliverance, +1
oz

Wilkening, Christopher (Chris) 3:32PM

c“a You: OK, thanks! '

Figure 17: view participants in the chat

Teams Icon

When you first sign into the Microsoft Teams app, you land in the Teams view. The team with
the most recent activity in your teams list is selected, and the team's activity in

the General channel is displayed. You can browse your teams and select a team's channel. You
can also access, modify, and contribute to the content of a team channel. For example, you can
write a message or upload a file to share with your team.

Teams oM D

Conversations  Files  DLGF Teams Demo Checklist

Hidden teams

oM DLGF My County Ratio Study

Lo !\ml

< 2020 My County Ratio Study >
2021 My County Ratio Study e

2022 My County Ratio Study
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How to get to the Teams Page to Reply to a message and Start a new conversation.

Teams

Hidden teams

DM DLGF M Cuung Ratio S(udi/

General

2020 My County Ratio Study
2021 My County Ratio Study
2022 My County Ratio Study
‘Webinar Demo

{38 Manage teams

Figure 18: select the Channel where you want to work

“Liking” comments and replying to a conversation

Use the thumbs up (“like”’) when you have reviewed a post or comment. It is important to
acknowledge that you have seen it by “liking” the post. This notifies everyone in the Team that

you have reviewed the post.
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When you are responding to a post, make sure you click on “Reply”. DO NOT type your reply in
“Start a new conversation”.

Search or type a command

oM DLGF My Coun tfoStudy > General -

E

DLGF Teams Demo Checklist

Hidden teams

Bougie, Deliverance has created channel Webinar Demo. Hide channel

DM DLGF My County Ratio Study

@ Williams, Vanessa (I0T) has made Bougie, Deliverance a team owner.
Senerl | & Williams, Vanessa (I0T) has added Peterson, Amanda to the team

2020 My County Ratio Study Q@ Williams, Vanessa (I0T) has mads Peterson, Amanda a team owner.

2021 My County Ratio Study & Bougie, Deliverance has added Oberoi, Chirjeev K to the team.

2022 My County Ratio Study & Bougie, Deliverance has added McKinney, Steve to the team

Webinar Demo & Bougie, Deliverance has sdded Toumey, John to the team
& Bougie, Deliverance has added Wilkening, Christopher (Chris) to the team.
& Bougie, Deliverance has added Waddell, Jule to the tesm.

Bougie, Deliverance has added Wood, Barry to the team.

Bougie, Deliverance 11/20 8:42 AN 4
FYI, | will be fecusing the webinar dema within the Web#far Demo channel. Pretty creative name,

2 replies

< Reply

Bougie, Deliverance /23 900 A\ 3

Hello, Williams, Vanessa (I0T)
6 replies

< Reply

Bougie, Deliverance has added Gaas-James, Marilyn K (DLGF) to the team
November 21,2019

Today

Wilkening, Christopher (Chris)

2PM

@ My County Excel Spreadsheet.xlsx

lynkgaas (Guest) 2:32 PM
Thanks

(-]

<« Reply
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Using the @Mention

To start a new conversation on the Teams Page look towards the bottom of the Page. Click “Start
a new conversation.

= Search or type a command L
Teams v ov  DLGF My County Ratio Study > General - B
Conversations  Files  DLGF Teams Demo Checklist
Hidden teams — — -
v DLGF My County Ratio Study &' Bougie, Deliverance has added Waddell, Julie to the team.
S Bougie, Deliverance has added Wood, Barry to the team.
m Bougie, Deliverance 11/20 8:49 A 4
|' FYI, | will be focusing the webinar demo within the Webinar Demo channel. Pretty creative name, | know!
<= Bougie, Deliverance has added lynkgaas (Guest) as a guest to the team
Today
Wilkening, Christopher (Chris) 212 P 1
cw 9. P
ﬁ_j My County Excel Spreadsheet.xlsx
lynkgaas (Guest) 2:38 PM
Thanks
« Reply
< Start a new conversation. Type @ to mention someone. >
{38 Manage teams 2 (@ [ [=RE B
G =l

Figure 19: start a new conversation in a Channel
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Use the @mention to notify the relevant people for the post. To do this type @ then begin their
name without a space. You should begin to see some name suggestions. Select the appropriate
person.

&« Reply

Suggestions.

P

Bougie, Deliverance
DBougie@dIgf.IN.gov

ow Wilkening, Christopher (Chris)
CWilkening@dlIgfIN gov

Gaas-James, Marilyn K (DLGF)
Bo MG |icaaslames@digfiNgov

Y Bo McKinney, Steve
smckinney@digf IN.gov

Oberoi, Chirjeev K
w COberai@dlgfIN.gov

Peterson, Amanda
& APeterson2@ictIN.gov

T Toumey, John
jtoumey@digfIN.gov

Waddell, Julie
JWaddell@dIgf.IN.gov
-~

@

Ae ¢ © W B & -

Figure 20: suggestions appear when you (@mention
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Uploading Files

To upload a file to Teams, select the Files tab listed in the channel. Just below the channel name
select “Upload”.

-]
A
o
a

I
o
i

A

e 8 8
3

Figure 21: select "Upload" in the appropriate Channel to begin your file upload

A file menu will pop up allowing you to choose a file to upload. Click open and the file should
appear in the listing below.

Comversations DUGF Temss Demo Chackist  +

W Genera
- = % Cownioads ¢ Rt Sudies » 2009 kS - ™, : K
Organicy = i Tl - 1 @
Wakdy Ropos @ © Hmd i Duie oad Typet A wrlbdiivis
X Eenton
TAL35 KA
Decermiser Camoll oo Mt
J Cowricads Clas L
s ' Bubos wwlams 1730K8
Frosiien
& Drelot Fulton BTE. VaraE KB
B Tha PC [T
Fardton
B 30 Obgecrs
B Deibr
" Joknion
Dol .
& Dowricadt Lkt
'I- [ ¥ € -
Fil rame | C455 &' (o el w |l Feit) -
Opm. Carcal

Figure 22: navigate to the location of your file on your computer and select Open

To view the uploaded file, simply click on the file you wish to view. This will open the file
within Teams. The file automatically opens in view mode.

Figure 23: select the file you wish to view
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If you would like to make changes within the file, simply go to the right side of the screen and
click “Edit.” This will give you three options: Edit in Teams, Open in Desktop App, and Open in
Browser.
e Edit in Teams will allow an individual to edit within the same window.
e Open in Desktop App will open a file within the program you chose (Word, Excel, etc.);
and
e Open in Browser will open a new window contained in an internet browser.

For purposes of the ratio study process, only Edit in Teams should be used to make any changes.

O My County Excel Spreadsheet s

Ll

by |

T

Figure 24: to edit a file, select Edit and where you would like to edit

In order to save any changes, click “Edit” and drop down to Edit in Teams. Make your changes
then click “Close.” Any changes made should be reflected. It should also be noted that multiple
users can edit at the same time, so a representative from the Department can help edit with a
county at the same time.

Close .o E]
My County Excel Spreadsheet - Saved Wilkening, Christopher (Chris)
it to do Open in Desktop App i Comments
- A
Wrap Text General - ﬁ @ @ ﬁg @ > AutoSum v 7 ?
Merge & Center ~ " O 00 Conditional  Format Insert Delete Format Clear Sort & Find &
=9 e $ % 3 % Formatting ~ as Table ~ - - - 6> = Filter ~ Select ~
MNumber Tables Cells Editing -~
J K M N (o] P Q R 5 T u v w

Figure 25: changes are made in real-time.
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In order to download any file contained within the channel, proceed to the Files tab, find the file
you wish to download, and click the “...” on the right side of the file. This will give you a menu,
find Download and click. This should download the file to your designated downloads folder.
**Caution** do not download to make changes to your file in Teams. Downloading is only
utilized if you would like to keep a copy of the file on your computer. This is not necessary as
files will always be available in Teams for those members.

Figure 26: download a file for your records
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Files Icon

i

Files

Select Files to browse and open the files from your team's shared files in the native app or edit
them in Microsoft Teams. You can also download a file to your local device. Remember, do not
download files to make changes for the Ratio Study.

Files Micro:

Views

ﬂ Microsoft Teams

\

{4 Downloads

Figure 27: view all of your recent files in Teams
Congratulations! You have successfully submitted and navigated Microsoft Teams for your 2021

Ratio Study. If you have any questions, please contact your Department Field Representative for
further assistance.
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