L]
I I I 484.291.4862
@ C I support@meclvit.com
7535 Windsor Drive, Suite 401

a forward thinking technology Al |ent0Wn PA
’

solutions company

Microsoft Teams Overview

) What is Microsoft Teams?
u Teams is an M365 app focused on communication and collaboration through features like:

= Chat = Calls
= Meetings » Document storage / collaboration

B Teams Chat @

Allows you to quickly and securely communicate with individuals or groups via text-based messaging.

= Status colors = Send afile in chat
= Send a chat message =  Add a chat to “Favorites”
= Format messages =  Mute notifications for a chat

Teams Meetings @

Allows you to meet virtually via video or audio, share your screen, present virtually and more.

= Create a meeting = Join a meeting / Pre-join options
= Scheduling Assistant = Share your screen
= Meeting options = Transcribe and record

g Teams Calls @

Allows users to make internal calls and, (if enabled) allows users to make external calls to
standard phone numbers.

= Find dial pad and phone humber
=  Find voicemail messages
= Setup voicemail greeting

Teams Document Storage @

I 2

Allows users to easily locate personal and shared files directly within Teams.
= Access OneDrive = Access Shared storage

= Browse OneDrive = Share a document



https://support.microsoft.com/en-us/office/chat-with-others-in-microsoft-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://support.microsoft.com/en-us/office/set-your-status-8ee72e5f-fc9d-46ee-82be-e649b2a8f4d5#__toc349035993
https://support.microsoft.com/en-us/office/chat-with-others-in-microsoft-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://support.microsoft.com/en-us/office/format-a-message-in-microsoft-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5
https://support.microsoft.com/en-us/office/send-a-file-picture-or-link-in-microsoft-teams-0e930dcd-46fd-42c3-8d7d-15af4f9bcfca
https://support.microsoft.com/en-us/office/hide-unhide-mute-add-a-chat-to-favorites-or-mark-a-chat-as-unread-in-microsoft-teams-9aee02ef-713d-495b-8a73-9762d8e4b066
https://support.microsoft.com/en-us/office/hide-unhide-mute-add-a-chat-to-favorites-or-mark-a-chat-as-unread-in-microsoft-teams-9aee02ef-713d-495b-8a73-9762d8e4b066
https://support.microsoft.com/en-us/office/meetings-in-microsoft-teams-e0b0ae21-53ee-4462-a50d-ca9b9e217b67
https://support.microsoft.com/en-us/office/schedule-a-meeting-in-microsoft-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
https://support.microsoft.com/en-us/office/schedule-a-meeting-in-microsoft-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
https://support.microsoft.com/en-us/office/manage-attendee-audio-and-video-permissions-in-microsoft-teams-meetings-f9db15e1-f46f-46da-95c6-34f9f39e671a
https://support.microsoft.com/en-us/office/join-a-meeting-in-microsoft-teams-1613bb53-f3fa-431e-85a9-d6a91e3468c9
https://support.microsoft.com/en-us/office/present-content-in-microsoft-teams-meetings-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.microsoft.com/en-us/office/record-a-meeting-in-microsoft-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://support.microsoft.com/en-us/office/first-things-to-know-about-calls-in-microsoft-teams-2b883a81-dd15-41bd-a6ba-39deef141027
https://support.microsoft.com/en-us/office/use-the-dial-pad-to-make-a-call-in-microsoft-teams-20d24ace-2851-4c29-8441-30dd2a5cf078
https://support.microsoft.com/en-us/office/check-your-voicemail-in-microsoft-teams-f8d568ce-7329-4fe2-a6a2-325ec2e2b419
https://support.microsoft.com/en-us/office/set-up-your-voice-mail-b0d849d3-dd36-46b2-b845-ab1f1a72c647
https://support.microsoft.com/en-us/office/explore-the-files-list-in-microsoft-teams-287ba970-2bdf-473d-a2da-76247ea4cf8f
https://support.microsoft.com/en-us/office/explore-the-files-list-in-microsoft-teams-287ba970-2bdf-473d-a2da-76247ea4cf8f
https://support.microsoft.com/en-us/office/explore-the-files-list-in-microsoft-teams-287ba970-2bdf-473d-a2da-76247ea4cf8f
https://support.microsoft.com/en-us/office/explore-the-files-list-in-microsoft-teams-287ba970-2bdf-473d-a2da-76247ea4cf8f
https://support.microsoft.com/en-us/office/share-files-in-microsoft-teams-0c4d34ee-5dd8-46d5-ab35-0d227b5e6eb5

