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Microsoft Teams
the chat-based workspace in Office 365
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Chat for today’s teams A hub for teamwork

Customizable for Security teams trust
each team
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Microsoft Teams

A hub for

teamwork
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1. MSAAANI Microsoft Teams
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Download Microsoft Teams on
any device
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Download Teams for your desktop
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Enter your work, school, or Microsoft account
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3.1. AanNN Join or create team

Teams Y & 28" Join or create team

Your teams

3.1.1. ﬂaﬂ‘ﬁ Create Team

P

Create a team

2" Create team

3.1.1

3.2. Aanh Staff

Select a team type

l‘?-_-' - \:f;b \u

Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after school
assignments Educator working group development activities
3.2 Cancel
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3.3. A0 NY (Team name) LASNUUATNT (Privacy)

3.3.1. Private HU0DN 191909nUa NN AIFN Taifioardife
3.3.2. Public WD nnaumeluussnawnsodism lduazdun’la
3.3.3. AAN Next

Create your team

Staff leaders are owners of staff teams and add others as members. Each staff team allows you to
communicate, share important documents, and set up a Staff Notebook to track common

administrative goals. 3.3.1
Name

Meeting Everyday| (@]

Description (optional)

3.3.2
Privacy ’

Private - Only team owners can add members N

Create a team using an existing team as a template ‘3'3
Create a team from an existing Office 365 group [}
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34.1. wnwmuﬂﬂamaﬂmmmu
3.4.2.aan Add
3.4.73. ﬁ'ﬁ]ﬂﬂiﬂﬁﬂhﬂ’ﬂﬂ\lgfﬂdﬂﬁ Llagﬂaﬂ Close

3.4.4. e lideamsinanndnlufiunan Skip

Add members to Meeting Everyday

Start typing a name, distribution list, or security group to add te your team. You can alse add people
outside your organization as guests by typing their email addrasses.

b!art typing a name or group

L3 %

Skip
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3.5.1. AAN More options (wﬁ’q%ﬁu)
3.5.2. Aan Get link to team

Meeting Everyday

e

M t
R 35.1 anage team

M

Add channel
Add member
Leave the team

Edit team

@ N % (g

Get link to team

&

Manage tags

Delete the team

m

3.6. MIMHUATIIUZ VoI Fn T iy
3.6.1. Owner gl Suuas uansnluiinld
3.6.2. Member %Lﬁ'uﬁm%mﬁmﬁu‘lﬂ"lﬁ'du,ssimmmLeave Group l@kazaunsn
i3 Channel %30 Tabs I maANTAgnmuanndvesdin arseeivua
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Add members to Meeting Everyday

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organization as guests by typing their email addresses.

Start typing a name or group

ANA InTUANRIE

il Member ~v X
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3.7. M3a519 Channel

Channel f®  msulsosaumniFauegnieldanudeinumldmsaununluvga
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3.7.1. AAn More options (wa"’q%ﬁu)
3.7.2. AAN Add Channel

Meeting Everyday

General 3.7.1

’ £3 Manage team
%

Add channel
Add member

Leave the team

Get link to team

=
®
¢ Edit team
@
Q

Manage tags

@ Delete the team
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4.1. AAAN Teams HAZIA0NNNUNID Channel NADINTAUNUN
a 4 d'
4.2. NUWAIBANUNADINTFUNU

4.3. 90 Send ipABINTAY
) 1= . yvq 1 & oy A £ A
4.4. vndoIN13na1Delas (mention) I ldinTewmeg @ Whvihyovesyanaiu Hie
Y y g4 q 9ga o d A A A a ¢
windosmsiuanuaulrvesdouliiiud @ 9NUMENTPYININT HIOWUH  @team
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< All teams ME General Posts Files Tmorev —+ ® Team

- P ==
’ B Meeting Everyday - \

4 1 General
4.2 Welcome to the team!

Start a new conversation. Type @ to mention someone.

\ Try @mentioning the team name or staff names to start a conversation
B ‘

Ar @ @ W B S > Q0 wm ..

9 o Y a 4 Yy ~
4.5. mindoamaneundumsaunilinann < Reey  I@veanunaunu
4.6. NUNTOANUNADINTAOUNAL
4.7. ﬂaﬂ Send

aTanasu 45
Feply 4.7
Ar ¢ @ @ B S > Q@ W . =

4.8 M3LNN Emoji Meme W30 Gif

Start a new conversation. Type @ to mention someone.

Ay ¢ o|lm Bla > o w

4.8
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5.1 ﬂ']i‘]Ji%G]ﬂJLL‘U‘]JT]HTIﬂEIﬂVI Meet now

Start a new conversation. Type @ to mention someone.

Ae ¢ @ [ B o> Q m ..

5.1

5.2. gunsndennzdlaniellandoswodiouiszan1d

Meet now

[#] Schedule a meeting

Y v
5.3. M3tlszyuuuvauan)szyuaani Calendar
5.4. Aani + New Meeting

Calendar G4 Meet now

(3] Today < > March 2020 - April 2020

5.4

30 31 01 02

=) Work week

03
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5.5. flousiwazideamsilszyuazaan Save

New meeting Details Scheduling Assistant

Time zone: (UTC+07:00) Bangkok. Hanoi, Jakarta

Z  |hadtitle
o Add required attendees + Optional

Mar 29, 2020 330PM  ~

Mar 28, 2020 400PM ~ 30m @ All day
%) Does not repeat v

3 Add channel

@ Add location

B 7 U SI'w A A

Paragraph ~ T,

Type details for this new meeting
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6.1. 19NN Files
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< All teams

’ 6.1

ME General Posts Files 1more~ -+
ME
Meeting Everyday
General h ’ -
o 1 a H
6.2. 83191 lmuTaendani + New
% Jd Aa {
6.3. visoon Ivaa IWandani Upload
{  All teams ME General Posts Files Staff Notebook -+
+ New ~ T Upload @ Copy link
ME P Py
ﬂeral \
Meeting Everyday 6.2 S 6.3
General b
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