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Teams
e Office 365 Hub
* Meet, Chat, Call, Video Conferencing

e (ollaborate




Office 365 All apps Tips and Tricks

B Calendar

Schedule and share meeting and event tir

OneDrive

Store, access, and share your files in one p

Getting There

Office.com

L| Planner
Create plans, organize and assign tasks, share fil...

* Office 365 portal
p‘ PowerPoint

Design professional presentations.

* Microsoft Teams Desktop App

T Teams

The customizable, chat-based team workspace i...
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https://www.office.com/

Personalize

Workspace
e (lick the spoke in the right corner
Office.com MS Teams Desktop App
Y ©3* 88" Join or create team

Audio devices

e Select Switch View

Speaker

+ .
s 570 £03 &8" Join or create tean

Microphone

. _ R _— Jabra Link 370 v
Manage teams
=) Make a test call

Switch view ¢

* Devices and Permissions available
on the desktop version

Duplay
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Creating |Joining aTeam

Y O S o * Ateam s the hub for a project, group of people, tools

/ etc.
(IPS ¢

chchchchchchch

Education and Training TIPS WAR Tool Division Projects Slate Project Divisi -ducation and
Monthly Metrics Training
.
* List of teams
I
—— v * (Create aTeam

* Select Type

- g 2 * Enter Name and Description
(YY) 000 000 * Determine Private or Public

Science Park Relocation - Sharepoint

samiwe T . * JoinaTeam
© © L
S e Teams that have been made public within MD Anderson
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Manage Team

Menu

2 Hide

£33 Manage team
Divisic & Add channel
Add member
Leave the team
Edit team

Get link to team

Q@ N % (o

Manage tags

Delete the team

=]

Microsoft Teams

< Allteams

Division of Education and Training -

General

Academic and Alumni Services &
Chief of Staff &

Education Engine &
Scholarship &

University-based Services and Programs &

[ O search

b4 Division of Education and Training
Division of Education and Training
Members  Pending Requests ~ Channels ~ Settings  Analytics Apps
Search for members Q
~ Owners(1)
Name Title Location
'o Kimble Shelita Y Sr Systems Analyst 1MC17.2238

» Members and guests (0)

Tool Time Tuesday — Session 19 — August 04, 2020

Tags @

© Team

& Add member

Role

Owner Vv

Add/View Members
View/Approve Pending Requests
Add/Manage Channels

Team Settings

Analytics

Apps




Manage Team

Channels

* Sections inside the team for specific topics,

departments, groups, etc.

B s e e - — e Post questions
ing - . .
% —o Share Files
~ ‘
e Access
* Private
e Public

A ¢ OBB B
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ﬂ’ﬁ Microsoft Teams

Other Functions
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alendar

Syncs with Outlook Calendar
Schedule Meetings

Start an Instant Meeting
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Microsoft Teams (2]l Q. search

. Calendar

() Today < > August2020

03 04 05

MDA - PayDay KimbleShelita Y

Monday Tuesday Wednesday
TO
¥ WeUEX GannLaunssa o =
Coffee Break Slate Implementation Task Force Meeting
Division of Education and Training o Kimble,Shelita Y
1AM
o
12PM |Comminee Meeting

2PM Coffee Break
Password Division of Education and Train O

||:, s

3PM

4PM

| EEE N ..

£oom (connection Info sent with reminder)
Foskey,Nancy (s}

Webex
Slawson,Brenda A

Q

Power Bl Movie Matinee
hitpsy//mdacc.zoom.us/j/40920145297
pwd=bEdOaVhqVDdLbXJJWTRvcGpSTndNUT
laeger,Paula |

G4 Meet now ~+ New meeting

‘/\/ ANE) Work week v
07 08

Friday Saturday

n Coffee Break
Division of Educa &

TIPS staff meeting
Webex
Slawson,Brenda A




Microsoft Teams o R _

alls

Calls Voicemail
X Speed dial

Setup Speed Dial ® conacs
@ History — 12s 5/20/20 412PM
Voicemail (1]

View Suggested Contacts

Hi this is Diaz, sorry | missed you as he could give me a call back. Have
some IT question for you. Thank you bye You received a voice mail from

° ° 00:00 PRV w " i@ i Thank you for using Transcription! If you don't see a
transcript above, it's because the audio quality was not clear enough to
transcribe.Set Up Voice Mail

Listen | Read Voicemail

+1281-701-7250 s 4/3/20 11:15 AM
. PM;; Mangahas,Paclo M 23s 3/27/20 9:36 AM
+1646-346-9636 10s 3/25/20 210PM
+1713-557-3230 m4s 3/6/20 1:225 PM
(254) 404-7189 44s 2/6/20 9:00 AM

(512) 649-0808 20s 1/8/20 10:43 AM

e (800) 251-8736 9 1/28/20 316 PM
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Files * Microsoft Teams

Files

Views
@© Recent Type Name Modified v Modified by Location O
. .
Ll n k t (0] O ne D rive S t ora ge i Microsoft Teams @ RFP Questions_04.04.2020.xlsx 7/31/20 Harden Zera E /teams/SlateProject/Shared Documents
Cloud storage @ Business Operations Data for GRC_Slate.docx 7/31/20 Harden,Zera E /teams/SlateProject/Shared Documents
Link to Box St oo
l n O o X o ra ge s Research Training Titles_ 7.11.2020.xlsx 7/27/20 Harden,Zera E /teams/SlateProject/Shared Doci |
f' l b h I <] MD Anderson Cloud Security Controls Questions.xlsx 7/27/20 Kalie, Zenaida F /teams/SlateProject/Shared Documents
p y [} MD Anderson rider-118-information-security.xlsx 7/27/20 Kalie,Zenaida F /teams/SlateProject/Shared Documents
@ Zoom Engaging Your Learners.pptx 7/27/20 Dehghanpour,Mahsa /teams/FacultyDevelopment/Shared Documents/...  ***
5] Slate Planning Preparation Discussions.docx 7/27/20 Hernandez,Roberto A /teams/S ject/Shared Doc 1. oo
@ Website Examples for Slate Homepage.docx 7/24/20 Hernandez,Roberto A team: ject/Shared Document: 1. e
@ TIPS_WAR xlsx 7/24/20 Kimble,Shelita Y /teams/TIPS/Shared Documents/General
a8 TIPS_Projects.xlsx 7/24/20 Kimble,Shelita Y /teams/TIPS/Shared Documents/General
<] Sim Center - Roster List.xlsx 7/24/20 Kimble,Shelita Y /teams/TIPS/Shared Documents/General
@ Website Examples for Slate Homepage.docx 7/24/20 Hicks,Casmin G /teams/SlateProject/Shared Documents
[ Fall 2020 Engaging Learners Session.docx 7/22/20 Tillman,Robert E /teams/FacultyDevelopment/Shared Documents/... ***
@ Live Sessions Outline.docx 7/22/20 Tillman,Robert E /teams/FacultyDevelopment/Shared Documents; ..
+  Add cloud storage
[ Technolutions W9 Sianed.pdf 7/22/20 Kimble.Shelita Y /teams/SlateProiect/Shared Documents s
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£33 Show device settings

E Show meeting notes

Meetings Extra

() Show meeting details

Background Effects I Enter full screen

Live Captions

Meeting Notes : Show background effects

Files Turn on live captions (preview)

Whiteboard

End meeting

Turn off incoming video

¢ &
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Resources




D Anderson

Calendar

Schedule and share f”‘éé',i‘; ana
event times, and automatica y get
reminders.

OneDrive

Store, access, and share your files in
one place.

People

Organize your contact info for all
your friends, family, colleagues, and
acquaintances.

PowerPoint
Design professional presentations.

LEARN MORE -

Qj
(o2

»

Dynamics 365

Break down the silos between your
business processes and applications
with Microsoft Dynamics 365.

OneNote
Capture and organize your notes
across all your devices.

Power Apps
Build mobile and web apps with the
data your organization already uses.

Stream
Share videos of classes, meetings,
presentations, and training sessions.

K

Excel

Discover and connect to data
mode! and a”a\,':e it, and visualize
nsights.

Outlook
Business-class email through a rich
and familiar Outlock experience.

Power Bl

Create actionable, dynamic, and
engaging data dashboards you can
share with others.

Tasks

Create and manage tasks in
Outiook.

Welcome! Find out what's new in Office 365

2 Share

% Following

@ Outlook

Access email anywhere with
Outlook online

Save, store and share files with
OneDrive

Take an interactive tour of
Microsoft Teams

Find out what Teams is and how to
get started

Visit MD Anderson Office 365
Central




Be inthe Know!

MD Anderson Teams Quick Start Guide

 |nteractive Teams Basics Demo

* Teams Tips & Tricks Demo

¢ Teams Chats & Meetings Demo

* Microsoft Teams Help & Learning
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https://mdandersonorg.sharepoint.com/sites/Office365Central/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FOffice365Central%2FSiteAssets%2FSitePages%2FOffice365Central%2F2795333114Teams%20Tip%20Sheet%2Epdf&parent=%2Fsites%2FOffice365Central%2FSiteAssets%2FSitePages%2FOffice365Central
https://teamsdemo.office.com/
https://teamsdemo.office.com/TipsAndTricks/index.html
https://teamsdemo.office.com/ChatsAndMeetings/index.html
https://support.microsoft.com/en-us/teams?ui=en-us&rs=en-us&ad=us

WMl

bty

ThankYou

Shelita Kimble ¥




