s Lucidity

: }92 ® Cloud Services

Using Microsoft Teams to stay productive
& connected while working from home.

Microsoft Teams is a fantastic tool for enabling your staff to work remotely with its chat, meeting,
video call and collaboration capabilities. It allows you to keep up the communication and
productivity within your organisation while working from home. Microsoft describes Teams as a tool
to “work remotely without feeling remote” which we have found invaluable this past week to boost
our team’s morale while we adjust to our new normal.

As Teams is included in most Office 365 & Microsoft 365 licenses, we encourage you get familiar
with the software and its ability to assist your staff whilst working from home. If you don’t have an
Office 365 license, the free version includes all the essentials and is available for everyone.

Getting started with Microsoft Teams

Teams is designed to be used on any device, in any location. To get started, download the Teams
desktop app on your PC and mobile device.

Desktop App

The Desktop app can be download here: https://teams.microsoft.com/downloads. Download Teams
and run the exe file to install it on your PC.

On Windows, click Start > Microsoft Teams to launch the application. Then sign in with your Office
365 username and password. If you are using a Mac you will find Teams in the Applications folder.

Mobile App

On a mobile device, you can download the Teams mobile app from the iOS App Store or Google Play
Store. Sign into the mobile app using your Office 365 username and password.

If you are using an iPad or tablet, you can download Teams from the iOS App Store or Google Play
store as well.

To learn the basics on using Teams check out Microsoft’s Teams intro video:
https://support.office.com/en-us/article/video-welcome-to-microsoft-teams-b98d533f-118e-4bae-
bf44-3df2470c2b12?ui=en-US&rs=en-US&ad=US
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New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels
Click one to see the files and

conversations about that
topic, department, or project.

Move around Teams

Start a new chat
Launch a one-on-one
or small group
conversation.

Add tabs

Highlight apps, services,
and files at the top of a
channel.

Use the command box
Search for specific items or
people, take quick actions,

and launch apps.

Manage profile settings
Change app settings,
change your pic, or
download the mobile app.

Use these buttons to switch

Searth or type.a command

between Activity Feed, Chat,
your Teams, Meetings & Files.
View and organize teams T
Click to see your teams. In
the teams list, drag a team
name to reorder it.

Find personal apps
Click to find and manage
your personal apps.

Join or create a team

Find the team you're
looking for, join with a code,
or make one of your own.

Conversations  Files  Plann

Manage your team

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

¢ Mark 8 Project Team » Research and Devel

ppment # -

Emica Cattanes
Weekly sync

&

@ Pereneds
Hiteam This o=
discussions, ar

Add files
Let people view a file or
work on it together.

areph

L Holloway

2 Please use this taam sit for doc repository,

Reply
Your message is attached
to a specific conversation.

1/am having s much fun with the prototype. Check out this Gverhead view of my house.

@ settings

Keyboard shartcuts
About >
Check for updates

Downlaad the mobile app

ign out

UE

Compose a message

Type and format it here. Add a
file, emoji, GIF, or sticker to
liven it up!

Add apps
Launch the Store to browse
or search apps you can add
to Teams.

¢
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Start a new conversation. Type ention someane.

Instant Messaging & Group Chats

Have real-time conversations while working remotely with Teams instant messaging. To start a chat

with someone, click on the icon and search for their name.

Search or type a command

Chat Recent Contacts Tor .I.?E..QW{ —
Recent f Ben Williams
BEN.WILLIAMS
New chat

To make a group chat, simply add multiple people when starting new chat. If you’ve missed

.0+3
someone out, you can easily add them to the group by clicking on the icon and searching for
the new member. Consider adding your manager to your chat so they across your progress and

discussions.

[ Search or type a command

19 ©Ben, ©Jocelyn & chat Files +

e Jocelyn Brittain

Hey team, i'm about to leave w

Lauren Nobbs
Ben Williams have you got enough cover for suppt °

88" Add people

®

Ben Williams 6:20 PM 1

Lauren Nobbs - | think we should be all good! Nice quiet evening ahead hopefully ‘= Leave
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You can collectively start a call, video call or share your screen with the chat members.

- Video call

- Voice call

)

- Screen share

Bring some fun and humour to your chats with gifs, emojis and stickers! @

Emojis Gifs Stickers
h’ype a new méisage

E)d—

v 4
AV 2 © & B > Q - B
Search or type a command ,’i = X

lg ®Ben, ©Jocelyn & chat Files + o o @ %3

Hey team, i'm about to leave work

Ben Williams have you got enough cover for support?

3 Ben Williams  6:20 1 @
'@ | Lauren Nobbs - | think we should be all good! Nice quiet evening ahead hopefully ‘& \

Like & react to messages

@ Jocelyn Brittain Edited
)@ | Lauren Nobbs - Thank you for you help today - it has been much appreciated

€————— Send gifs!

>

THANK'YOU

Add emojis!

6:22 PM
No worries <

Edited
Share files Jocelyn Brittain can you please review this doc before our meeting tomorrow AM?

@ Project Plan - Advery.docx

Type a new message

Al 20 @B &S Q - B

@2020 Lucidity Cloud Services



”U Cloud Services

Schedule Meetings

There are multiple ways you can schedule meetings using Teams. Much like Outlook, you can click
on the calendar and select + New Meeting to create a new meeting.

& Search or type a command
Calendar ¢ Meet now ~+ New meeting -
Eﬂ Today £ > March 2020 - April 2020 -~ [ Week
Sunday Monday Tuesday Thursday Friday
10 AM Daily Stand up > Daily Office Daily Stand up > Daily Stand up > Daily Stand up >
Microsoft Teams & Micre & | Micre 3 Microsoft Teams & Microsoft Teams £ Microsoft Teams &
11 aM
12 PM
1PM
2 PM Weekly Project
Tawa Boardroom &3
3ImM
Weekly Project
Microsoft Teams &
apM

New meeting Details  Scheduling Assistant

52 Close
- | Time zone: (UTC+12:00) Aucklznd, Wellington
& Add title
E o Add required attendees + Optional
Calendar
& Mar 26, 2020 11:00 AM ~
‘ Mar 26, 2020 11:30AM v 30m @ All day
[} Does not repeat w
= Add channel
@ Add location
= B 7 U & % A W eagmph~ T, = T = =
Type details for this new meeting
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Or, you can quickly schedule a meeting in a chat by clicking on the

Type a new message

AV C © @ B

icon.

7]

e

|5chedu|e a meeting I

If you prefer the Outlook interface, select New Teams meeting when creating a new meeting from

the Outlook calendar.

= S
File Hume Send / Receive Folder View
o
Q
New New New Teams Tnday
Appumtment Meeting ~  ltems ~ Meeting

Help

Q  Tell me what you want to do

< = EEIII +

Waork Week  Month Schedule
Week View

i)

Calendar

M a 1T @

E-mail Share  Publish  Calenda
Calendar Calendar Online ~ Permissio

Mext
7 Days

Open
Calendar ~ Groups ~

Untitled -

Meeting

File Meeting Scheduling Assistant Insert
P ﬁ g
] o X
Delete Join Teams Cancel ,9.8
5 v Meeting Invitation
F -
Actions Teams Meeting Attendees

o\‘ou haven't sent this meeting invitation yet.

E Title

send Required
Optional
Start time Wed 25/03/2020 |
End time Thu 26/03/2020 <1
Location Microsoft Teams Meeting

This appointment conflicts with another one on your calendar.

Draw Format Text Review Help Q  Tell me what you want to do
SR g e W s
Optvmn; Tavgs Dictate Save to Meeting Insights View
- Evernote MNotes Templates
Voice Evernote OneNote My Templates
Room Fi... ™
1 March 2020 4
Mo Tu We Th Fr Sa Su
1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25!28 29
12:00 am v Oalldsy [ & Timezones Good [ Fair [ Foor
12:00 am ~| O Make Recurring Choose an available room:

None

@\ Room Finder

Join Microsoft Teams Meeting

Teams & Channels

Suggested times

Suggestions are not provided
because most attendees are
not available during your

Microsoft Teams enables individual teams within a business to communicate and collaborate on
different topics or projects. A Team is a collection of people, content, files and tools shared between
a department or whole organisation. A channel exists within a Team and is dedicated to a specific

project or topic.

We recommend starting with two teams, a generic companywide Team such as our ‘Luciditation’
team, and a second team exclusively for management.

We have recently created a channel dedicated to COVID-19 which we regularly update with news
and information related to the current outbreak. Adding this channel has been a great platform for
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our staff to support each other with tips and advice, and for management to provide COVID-19
updates for the whole company.

A -

S Teams = Covid-19 Posts Files Wiki 1 more v @ Org

a See more

S Pinned

ik @ Jocelyn Brittain Yesterday 5:25 P} 2
P i Nicole Manilal - Thank you (&

i'; Your teams

Te &« Reply

il a Customer Projects vos Y

a
e ﬂ Customer Support - Fsteroay b 3 @

Luciditation Excellent info for the services available during lock down

Calls . Luciditation € e Team https://www.nzherald.co.nz/nz/news/article.cfm?

General b c_id="18&objectid=12319477&utm_source=facebook&utm_medium=social@utm_campaig
Files Ask Anyone See more
Chanae Management Notificati... Covid-19 Coronavirus: What Kiwis can and can't do during I...
wee g ? Channels ) There are a number of things you can still do, even during NZ's alert level
Covid-19 4 4 lockdown.
Learning www.nzherald.co.nz
Social Events
Reply
Teams at Lucidity & Nm
5 hidden channels % ety
- Jocelyn Brittain 4:04 P 9 W1 @
Training Center Luciditation - Please note your mabile will received an Civil Defense alert between 6pm
and 7pm this evening - this is planned so please do not be alarmed when you hear it
Hidden teams ¢ Reply
'ﬁ Admin
General Type a new message
88" Join or create & team £33 by & 2 [ OH > @ e =

Make sure to use @mentions to get people’s attention! They will be notified and can click directly
into the point in conversation where they were mentioned.

@team — to notify everyone on that team
@channel — to notify everyone who has favourited that channel

@user — to notify an individual person

Tips & tricks for working remotely with Teams

1) Use the ‘background blur’ feature during video meetings

Don’t worry if you don’t have a home office to work from, you can still attend video meetings from
any room in your house using the blur background feature. The blur background feature will keep
the focus on you regardless of any potential distraction in your surroundings.
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2) Set your Team’s status

Unlike the Office, your colleagues won’t be able to see you
physically at your desk. Use your status in Teams to clearly
communicate your working hours and availability. Additionally, ¢ Back
you can also set a status message, for example, “On lunch, will _ _

. ” Grabbing lunch, will be back at 1pm
be back online at 1pm 3

er

at 3more~

LN :
| Change picture 242
Available - W
Available > Show when people message ®
me
® Busy Ef Set status message
U0 Clear status message after
@ Do not disturb [] saved
Today ~
Be right back £51 Settings 5 “
Appear away
Zoom —  (100%) +
1D Reset status P

Keyboard shortcuts

3) Make the most of your meetings & calls
Working remotely can feel lonely. Stay connected with your colleagues turning on the camera.

You can share content during a meeting with the screen share function and control whether you
want to share your whole desktop or just a specific window.

If you to need to brainstorm with a colleague, look into using Microsoft Whiteboard -
https://support.office.com/en-us/article/use-whiteboard-in-microsoft-teams-7a6e7218-e9dc-4ccc-
89aa-b1albb9c3lee?ui=en-US&rs=en-US&ad=US.

4) Record meetings

If you’re running a few minutes late for a meeting or want to refer back to what was discussed,
record your Teams meeting. When the recording is complete it will be posted in the meeting chat or

channel. https://support.office.com/en-us/article/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-
b4c6-de62f1348c24
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5) Bookmark messages & content posted in channels

If your anything like us and have Teams messages and posts
popping up all day, save important content so you quickly access it
when needed. You can find your saved messages by clicking on
your profile icon and going to Saved.

Lauren Nobbs

Change picture

nr
Available >
Qy Set status message
March 20, 2020 =
¢S Ha 93 Settings
) ) e e . [1 Save this message
Luciditation - a few practical tips for working from Zoom —  (100%) + [
(100%)
home...https://www.catalystcommunication.co.nz/post/working-from-t ¢6 Mark as unread
of-covid-19
@ Copy link Keyboard shortcuts
Working from home in the age of COVID-19 v
COWVID-19 is changing workplace practices and the 'dre &3 Share to Outlook About >
from home has become a reality for many people. Tips
abh Translate Check for updates
www.catalystcommunication.co.nz .
& Immersive Reader Download the mabile app
L1 Turn on notifications
Aarch 02 Sign out
ATE ke More actions > g
—— Amm mfmem miie e

6) Format you text

A
Select the Format option o to use bold text, italics, underlines and highlighting. You also change
the text font and size, add bullet points to your message and add a title to your post.

B 7 U|lwv A | =

Bold, ifalicize, underline, and highlight text.
Change the font color and size (smal, medium, Iarge;l.

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

e © W B B O

If you have any questions or need assistance using Teams, feel free to contact
support@Iucidity.co.nz.
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