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Section 1: General Guidance

Versions of Microsoft Teams

The current version of Microsoft Teams allows LTS staff to make use of basic functions only i.e.
private chats and virtual meetings. More features will be rolled out to staff in due course and further
guidance on features will provided once they become available.

Microsoft Teams is available as a desktop version, a web-based client, or as a smartphone app.
These can all be used, but the desktop application is the most feature-rich and reliable option, so we
advise using this version where possible.

Profile Status

Your profile status is used to indicate to other users if you are available to contact. To change your
status, click the profile icon at the tip right of the screen and hover over your current status. In the
case below, it is set to Available. Select an alternative status appropriate to your situation i.e. ‘Be
right back’ if you’re just off to make a coffee.

command - :':-

N T 3 more ~ MB EELZEB;!:_:E{LTS - Staff)
Available Available >
® Busy & Set status message
@ Do not disturb [ Saved
Be right back £33 Settings

Appear away
Zoom — (100%) + &

i) Reset status

K onihnvard chortcots

We recommend that you try to keep your status up to date as far as possible. Also, try to observe
colleague’s status, if they have a Do not disturb status, could your query be answered by someone
else?

Outlook calendar events, meetings, and tasks will all automatically update your status to busy.
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Section 2: Group Chats

Starting a Group Chat

At the top of the screen, there is a New Chat icon:

By General Poss Fies Tk Fow +
-

Type the name of the first person that you would like to join the chat. A drop-down list of names will
appear, so select the appropriate name from the list:

- Search for of type a command I

T tom m e{

. Tom Miller (LTS - Statf)

RICUTIEELR Teaew Lesgs

Add other users as required:

. Search Tor of type & commied I

T ‘ Toen Miller (LTS - Senff) X jgemas colbe]

Jumned Colley (LTS - Su)
HYHITEYU] Team Lender

I

For teams of three or more, you are able to rename the group to something appropriate i.e. ‘MS Team
Chat’. To do this, click the down arrow on the right of the screen:

|. Search for or type a command _ :g

W Tax: ﬁ Tom Milker (LTS - Sl < IC  larnes Colley (LTS - S1aff) < RP  Rachel Faley (LIS - Staff) X O

Type the name of the team in the ‘Group name’ field:




A4 Search for or type a command

Y Group name: MS Team Chat|

To: ﬁ Tom Miller (LTS - Staff) x JC James Colley (LTS - Staff) X
935

Clicking on the Type a new message box at the end of the screen will name the chat and allow you to
type messages to anyone included in the group chat.

Just type the message and press enter to send.

]T';'G-L- a new mesiage

Ayl 2OEPR @ -

Adding Colleagues to a Group

If you need to add more team members to the chat, select the Add people button at the top right of
the screen. Type their names and click Add:

@
00(~)

Add

# Rachel Paley (LTS - Staff) X |

4 @ Don'tinclude chat history
O Include history from the past number of days: 1

O Include all chat history




You are given options on how much of the previous chat you wish to allow to the new member of the
team. By default, new users will not see any of the previous messages.

Pinning Chats

You can pin chat groups that you will use often by clicking the ellipses next to the group chat or
person and selecting Pin. Chats can be ‘unpinned’ using the same method.

I James Colley (LTS - 5taff)
@ Hi Mark, it looks like they have ...

( &8 Mark as unread

Add to favourite contacts
Mute

Hide

Motify when available

B & 8 Rk

.

Manage apps

Muting Chats

If you are involved in many different chats, you will receive a lot of notification pop-ups which can be
distracting. To reduce these, click the ellipses next to a group chat or private chat and select Mute.

I James Colley (LTS - Staff)
@ Hi Mark, it looks like they have ...

( &8  Mark as unread
42 Pin

O*  add to favourite contacts

& Hide
J

q B Manage apps

&5  Notify when available




You will now no longer receive all pop-ups from this group/person. You will however receive an alert
if you are contacted directly with an @tag (see below)

Alerting Someone Directly in a Group Chat

To ensure that someone receives an alert in a group chat, in the normal textbox, write their name
preceded by an @ symbol. Suggested staff members will display and you can click on their name to
ensure they receive an alert:

James Colley (LTS - Staff) Did you receive that document from the meeting earliar?

A1 2O @B E S R - =

You can use the backspace key after you have selected the person you wish to alert to use a
shortened name:

James Did you receive that document from the meeting earlier?

A 'V 2 O M B E B> G B

If the name is coloured then that person will receive an alert despite muting the chat group.

Save Important Chat Messages

You could be involved in many different chat groups which means that remembering where key
information was mentioned can be tricky. To save an important message, click the ellipses at the top
right of the message box and select Save this message.

S GEeE @
16/03 0¢
Hey, pQ Q Save this message

¢ Edit

il Delete

&8 Mark as unread
B4 Share to Outlook
a# Translate

(3} Immersive Reader




This will now show in your list of Saved messages. To access these, click the user icon at the top right

of the application and select Saved.

MB Mark Bailey (LTS - Staff)

Change picture

Available >

Eﬁ Set status message

£33 Settings
Zoom —  (100%) +

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Sign out

You can un-save messages by clicking the ellipses at the top right of the message and selecting
Unsave this message.

OEEH@ @

16/03 O
Hey, pl A Unsave this message

Edit

%

il Delete

&8 Mark as unread
B2 Share to Outlook
a% Translate

[ Immersive Reader

Alternatively, simply click the bookmark icon next to the message, on the left side of the Saved page:




Saved

Chat
MB@ Mark Bailey (LTS - Staff): Hey, please ignore
this!

We advise not to keep too many messages saved at one time and to visit your saved messages
frequently to keep everything up to date.




Section 3: Virtual Meetings

Check Devices are Working with a Test Call

It's a good idea to ensure your microphone, speakers, volume, and camera (if being used) are
enabled well in advance of starting a meeting. To test this, click on your user icon at the top of the

page and select, settings:

MB Mark Bailey (LTS - Staff)

Change picture

© Available »

Eﬁ Set status message

[l saved
Zoom —  (100%) +

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Sign out

Then select Devices and click Make a Test Call:

10




Settings X

General Audio devices
Priv. g
f?) Frivacy PC Mic and Speakers v

L1 Notifications

Speaker

® p Speakers (Realtek High Definition Audio) 4
Permissions

% Calls Micr

Microphone (Realtek High Definition Audio) v

=y Make a test call

Secondary ringer

None %
Camera
USB2.0 HD UVC WebCam v

You will then be asked to record a short message which will test if the microphone/speakers are

working correctly.

Your camera feed will display at the end of the Devices menu, so if the preview is black, your camera

is not working correctly.

Camera

USB2.0 HD UVC WebCam N/

Preview
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Troubleshooting Audio and Video Devices

If you cannot hear or see yourself after running the test above, then some advice is given below.
Please note this is by no means an exhaustive checklist, but it is a good start. If you still have issues
with your devices, then please contact the IT Service Helpdesk for assistance.

Microphone

Click the Windows icon at the
bottom left of the screen, and type
microphone privacy.

Select Microphone privacy
settings.

O @
Best match

I:l Microphone privacy settings

System seftings

Search the web

£ microphone privacy - See web results >
£ microphone privacy settings >
jel m.\'crophone privacy settings 5

windows 10

£ microphone privacy cover >
£ microphone privacy key >
£ microphone privacy greyed >

£ microphone privacyl:’etl ngs

Settings
& Home Microphone
Ensure that Let apps use my [Finda seting 5] tetapps use mymicrophone
. . . @ on
microphone is switched on.
Privacy Privacy Statement
& General Choose apps that can use your microphone
A Location Some apps need access to your microphone to work as intended.
Turning off an app here might limit what it can do.
© Camera

| O Micraphone

[J Notifications

D Messaging @ o
r Microsoft account @ off

12




Camera
Click the Windows icon at the
bottom left of the screen, and type

camera privacy.

Select Camera privacy settings.

Ensure Let apps use my camera
hardware is switched on.

o @
Best match

Camera privacy settings
System settings

Search the web
£ camera - see web results >

Folders (1+)

Settings (2)
£ camera
& Home Camera
[[Find 2 setting 5] Letapps use my comera hardre
@ on
Privacy Privacy Statement

& General

A Location

[© Camera

G Microphone

L7 Notifications

Speech, inking & typing

A= Accountinfo
Contacts

B Calendar

Learn more about camera privacy settings

Choose apps that can use your camera

Turning this off prevents an app from directly accessing camera
hardware. It does not prevent it from requesting to open the built-
in Windows Camera app, which only captures images when you ask

it to do so.

n Cortana @ off
Microsoft Edge @D on
Sites still need permission

E Microsoft Photos @ off

Microsoft Store @ off

Volume

Make sure the volume is at an
appropriate level. It’s best to plug
in your headset and then
increase/decrease as necessary
using the icon at the bottom right
of the screen.

Speakers (Conexant |SST Audio)

(]
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Starting a Meeting

There are multiple methods for holding video calls/virtual meetings with colleagues. This is just one
method that can be used to quickly start a virtual meeting between staff members.

At the top of the screen, there is a search bar. Type the name of the person that you would like to
join the meeting.

Search for or type a command .

T E»E: General Posts Files Tasks Flow —+

A drop-down list of names will appear, so select the appropriate name from the list:

tom miller

Q. Search for tom miller

Tom Miller (LTS - Staff)
ﬁ (NKU15RBU) Team Leader
Tony Miller (BIO - Staff)
(JEE14NCU) Honorary Professor

™

A chat box with that member of staff will appear:

= bl “

Chat Recent Contacts W é Tom Miller (LTS - ... Chat 3 more ~ oo@ ES

Recent

a Tom Miller (LTS - Staff)
® Draft

Meeting with Mark Bailey... 05/03

Recording failed 1

i James Colley (LTS - Staff) 28/02

there is a share screen button H—
RP Rachel Paley (LTS - Staff) 26/02 =
® User added -
Flow 26/02
I can run any flow that's: » trigger... | LR

You're starting a new conversation

Type your first message below.

’Type a new message

Al ¢ Q@B E BB Q - B

If you need to add more team members to the video call, select the Add people button at the top
right of the screen. Type their names and click Add:

14




. bt “
Chat Recent Contacts Y ﬁ Tom Miller (LTS - ... Chat 3 more - oo@

Add

Recent
Tom Miller (LTS - Staff) € James Colley (LTS - Staff) X
& Draft M Francesca Mckenzie (LTS - Staff) X ‘

) James Colley (LTS - Staff) 10:02
You: Hi James, please just ignore ... l Cancel “

Meeting with Mark Bailey... 05/03

Recording failed —
P Rachel Paley (LTS - Staff) 26/02 ®
@ User added -
Flow 26/02
I can run any flow that's: » trigger... = &

You're starting a new conversation

Type your first message below.

Type a new message

AV eOoEBE S Q - B

If you are ready to meet immediately, click the Video call button at the top right of the chat:

Search for or type a command _ :':-

& Tom Miller (LTS - ... Chat 3more - @»@ 8"

—
T
il
-
-

You're starting a new conversation

Type your first message below.

The video call will begin:

15




Calling
James Colley (LTS - Staff)

Using Speakers (Conexant ISST Audio) and Microohone (2- HP 7200 HD Monitor Webcam)

[ T E o~

Organise a Meeting Through Outlook Calendar

If you organise a meeting through Microsoft Outlook then the recipients will receive a link that they

can simply click to join the meeting at the given time.

To do this, open Outlook Calendar and set up the meeting date, time, and recipients as normal. Click
the Teams Meeting button at the top of the window to convert the meeting to a Teams based one.

= =

File Meeting Scheduling Assistant Inserd

@You haven't sent this meeting invitation yet.

E:_';. From Mark.N.Bailey@uea.ac.uk
Title
Send
Required
Optional

The link to the meeting will then show in the body of the meeting invite. Attendees can click this at

the appropriate time to join.

16




=1 - Untitled - Meeting
File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me

m — v g v & [eusy v L [1sminutes v | BB~

w
@‘r’ou haven't sent this meeting invitation yet.
From Mark.M.Bailey@uea.ac.uk

> Title
Send

Required

Optional

Start time Wed 01/04/2020 E 13:00 - Oanday [ @ Time zones

End time Wed 01/04/2020 ﬁ 13:30 | 4 Make Recurring

Location Microsoft Teams Meeting E)\ Room Finder

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Inviting Additional People

During the meeting, you may feel it would be beneficial to invite another member of staff to answer
a query. In this case, type their name in the Invite someone field at the right-hand side of the
screen:

People X

@

josh sow‘ter|

Josh Sowter (LTS - 5taff)
(TKQ13WXU) Administrative Assistant

@ UOrganiser

17




Note: if the People sidebar is not showing, click the Show participants button.

Show participants

Click on the user’s name to add them to the meeting.

Disabling the Camera

If you want to turn off your video camera to communicate only through voice, click the camera icon
on the interface:

Using Speakers (Conexant ISST Audio) and Microphone (2- HP 7200 HD Monitor Webcam)

& S

Muting the Microphone

If you want to disable your own microphone (say if you are in a noisy environment) just click the
microphone icon on the interface:

Using Speakers (Conexant ISST Audio) and Microphone (2- HP 7200 HD Monitor Webcam)

& ® ==

Sharing the Screen

You may want to share something on your desktop with the rest of the team. You can either share
your entire desktop, a specific window, or a PowerPoint slideshow. In the example below, | want to
share a Tableau report with the rest of the team.

First, click the Share icon in the interface:

18




Using Speakers (Conexant ISST Audio) and Microohone (2- HP 720p HD Monitor Webcam)

Y S

You will be provided with the following options:

PowerPoint  Browse

e No files available
[ bt w3
Meeting with Mark Bailey...  Virtual Meetings - Featur...
_

The Tableau report will run through my Internet browser, so | will select Apps - Google Chrome
under the Window header.

Apps - Google Chrome Inbox - Mark.N.Bailey@u...

Google Chrome opens with a red border, which indicates that everything | do within the red lines is
being transmitted to the rest of the team:

19




+

: Apps X

c & Chrome| chrome://apps
@ Micrasoft Forms

»

&

I Apps

4+ Portal - UEA 4 Tableau Link {%} RE-Portal

T3] Work Notes s OneDrive
Mot signed in to Chrome

(You're missing out—sign in)

1B BM

Sheets Gmail

~

‘Web Store

YouTube

Slides Docs Google Drive

Meeting with Mark Bailey (L...

Call isin progress. Click here to go back to the call screen

¢

| can now navigate to the necessary Tableau report and everyone in the meeting will be a

it too:

ble to view

x  +

oursework submission deadlir

&« C & reports.uea.ac.uk/ /Courseworkst \deadlines_0/Content?:iid=1
£ Apps ] WorkNotes @ OneDrive I§ Microsoft Forms 4 Portal-UEA 4 Tableaulink 4 RE-Portal [[J To-Dolists|Trello o/* Flows < (SIS Records) Conca.. L Jupyterlab
E\ University of O Search A % © @
East Anglia
Explore / Leaming and Teaching Service / Coursework submission deadiines / Content 3¢ (5 ata Sources
& Refresn €} Pause [l View:original £\ Alert [ Subscribe 3 Share [ Downioad [ Comments T FulScreen
Content | LTS | Printgroup | Assessment submission volum. AQO
' [+§ Coursework Submission
Deadlines
University of East Anglia
Content
1) LTS
Meeting with Mark Bailey (L. 0852 —

2) Print Group
3) Assessment Submission Volume by Day

- 4) AQO

Click the Stop sharing icon to stop sharing your screen with the team

20
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Meeting with Mark Bailey (

Gl i= in progress. Click here to go back to the call screen.

Presenting a Slideshow with PowerPoint

To present a slideshow in the meeting, click the Share button as before:

Using Speakers (Conexant ISST Audio) and Microohone (2- HP 720p HD Monitor Webcam)

9

E

Then select the location of the PowerPoint file. In my example, the slideshow is found in my

OneDrive.

Window

Meeting with Mark Bailey...

v

Virtual Meetings - Featur...

21
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Browse Teams and Channels

OneDrive

Upload from my computer




Click through your folders until you find the presentation file and then click the Share button. Your
slideshow will then be visible to your colleagues:

Search for or type a command

LTS Slideshow Demo

For LTS Guides 2020

As the host of the meeting, you can move the slides backwards and forwards with the pop-up arrow
keys shown below.

Search for or type a command

22




Participants will be able to move backwards and forwards through the presentation slides if they
wish. To disable this, click the eye icon in the pop-up menu.

Sidel1of2 > | @ Stop presenting

Chat During a Meeting

During the meeting you may want to engage in text chat at the same time. For example, you may
wish to type out action points as they develop in the meeting for reference afterwards. There will
be a chat window at the right of the screen where you can type messages or attach files for anyone
in the meeting room to view. If you are unable to see this chat window, click the ‘Show/Hide
Conversation’ button.

Blurring the Background

This is a handy feature if you are in a public place and want to protect the privacy of those around
you. To enable this feature, click on the ellipses and then Blur my background. Click it again to turn
off the feature.

Search for or type a command
N
£33 Show device settings

B Show meeting notes

O Enter full-screen

(7% Blur my background
Turn on live captions (preview, English US only)
i Keypad

© Start recording

Eﬁ Turn off incoming video

23




Enabling Live Captions

One feature of Teams is for live captions to be automatically generated. There will undoubtedly be
errors in the captions generated, especially when it comes to some of the acronyms used at the
university, so this should not be wholly relied upon. To toggle live captions on and off, click the
ellipses menu icon and then Turn on/off live captions (preview).

Search for or type a command

723 Show device settings

E Show meeting notes

O Enter full-screen

l % Start video with blur

‘ [€9) Turn off live captions (preview)
i Keypad

e © Start i

Waiting for arireeoring

(A Turn off incoming video

@ 004 @A & [ql

Recording Meetings

Meetings can be recorded for later review. This means that people on annual leave, off-sick, or
otherwise engaged can review the meeting in full should they need to. To toggle on/off this feature,
click the ellipses menu button and then Start/Stop recording.

Search for or type a command

23 Show device settings

[8) Show meeting notes

[ Enter full-screen

% Start video with blur
(€€ Turn off live captions (preview)
# Keypad

© Start recording

Waiting for

(A4 Turn off Incoming video

wos @A & [ e E] B e~
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Please be aware: Other team members will receive a notification alerting them that the meeting is

being recorded.

Turning off Incoming Video

If you are presenting something and would prefer not to see people looking back at you through the
computer screen, you can turn off the incoming video feeds. To toggle this feature on and off, click
the ellipses and then select Turn off incoming video.

Search for or type a command

£33 Show device settings

Show meeting notes
4

I Enter full-screen

78 Start video with blur
[E€] Turn off live captions (preview)
i Keypad

@ Start recording

Wiaiting for

(A4 Turn off incoming video

@ 1004 @A & [ e F B

Note: If you have a slow internet connection, you may wish to disable incoming video and
participate solely through voice chat.

25




We hope you have found this guide useful.

If you have any MS Teams specific queries or would like to suggest
features to cover in future guides, please contact your local hub rep:

ARTS

Pamela Manning
Lexie Rogers

Josh Sowter

EFRY
James Colley

Mark Bailey

ZICER

Tim Greene

Liam Parker

Version 1.0



