MS Teams: Collab platform withing Microsoft Office 365
- Use Chat instead of email
- Collaborate on files in real time
- Customize the interface by adding notes and apps
- Communicate with other users via Chat, Audio or Video conferencing.

To access:
- Login to myCoyote @ my.csusb.edu
- Click on the Collaborate tile
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- You will then be asked if you would like to download the desktop application. If you don’t want to install the
app, it will redirect you to the online Microsoft Teams portal, where you can use the application in your web
browser.

You should the navigation panel on the left side of the Teams window. Here, you can find different parts of the
application, like Chat, Calls, Teams, etc. In the Teams gallery, you will see all of the teams you are joined in.
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Clicking on the ellipses on the top right corner of a team will give you additional options for that team as shown below.
When hiding a team, a new item will be created in your Teams gallery titled “Hidden teams” where, when you select this
item, the hidden teams will be displayed/hidden.
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On the top right of the Microsoft Teams window, you will see an option to “Join or create team.” Here, you can create a
team or join a team, public or private with a code. Any available public teams will be listed as tiles next to “Create a
team” and “Join a team with a code”

Join or create a team
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Creating a team:
Selecting “Create a team” will provide you with a list of options to select the type of team you will be creating.

Select a team type
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Professional Learning
Community (PLC)

Educator working groug

- Class
o Good for professors and students for collaboration, assigning tasks and assignments and discussions.
o Unique permissions for professors and students
- Professional Learning Community (PLC)
o Allows educators to connect for collaboration
o Can be used to create teams for specific grade levels, interest areas and across different subjects.
- Staff
o Staff can collaborate and connect to work on school-wide initiatives
o Will have a Staff leader that can manage staff members in this team

(Above teams will have a OneNote Notebook available to share notes and collaborate in a single environment)

- Other
o Team members share equal read/write permissions unless specified by the team owner

We will be demonstrating the Staff team creation



Selecting the Staff team type will give you options type a team name, description and to select the privacy setting.
Selecting Privacy will allow you to manage who can join the team.

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.

Name

MS Teams Intro

Description (optional)

Privacy

Private - Only team owners can add members

Cancel

VIS Tearns muoo

Description (optional)

Privacy

Private - Only team owners can add members

Private - Only team owners can add members

Public - Anyone in your organization can join

Once you select “Next” you will be asked to add people to you team by typing their name or myCoyote ID number. Since
you are logged into Microsoft Teams with your myCoyote credentials, when looking for people to add to your team,
Teams will automatically look for those people that are in the campus directory.

Add people to "MS Teams Intro" Add people to “MS Teams Intro®

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

o Sally Nguyen * y Start typing a name or group

Sally Nguyen

005926436




You can now modify the person’s permissions by changing their status between Owner and Member
Add people to “MS Teams Intro"
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

Sally Nguyen | Member £ I

005926436
Owner

Member

Npw, your team should be created. Your workspace should look like this:
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MS Teams Intro

General

Welcome to the team!

ntioning the team name or staff names to start a conversation

¢ New conversation

Red Circle: These are your tabs. Selecting a tab will change the view in the blue circle.
- Posts
o Here is where you will see any notifications about messages, @ mentions, etc. for the selected team
o Clicking “New conversation” will allow you to post a message to everyone under this tab

Welcome to the team!

mentioning the team name or staff names to start a conversation.

Janette Flores I PM
Good Afternoon, how are you doing today? e

@) 7, New conversation
o Note the formatting options for your messages. You can send files here, edit your font, send images and
emojis, links, etc.




Files
o All documents shared in the team will be stored here for quick access. You can upload documents from
this tab, create a new document, download files to your local drives, etc.

M General Posts Files Staff Notebook -

7 i v =g Sync @ Copy link swnlo -~ Add cloud storage ® Open in SharePoint = All Dog

General

Modified v Modified By

Drag files here
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o Added documents will look like this
General
Name v Modified v/ Modified By
-} InformationTechnology_Standard Template.. A few seconds ago Janette Flores
Staff Notebook

o Thisis a dedicated OneNote Notebook for anyone in the team to edit and collaborate with other team
members. You can create a blank notebook or import a notebook if you have any already created.

Ml General Posts Files Staff N

Give your staff a private space for notes
and a canvas for collaboration.

Set up a OneNote§jtaff Notebook



Ml General Posts Files Staff Notebook

m\ -
) Welcome to Staff Notebook
s
Staff Notebook helps educators and administrators save time, be more organized, and
collaborate more effectively across their schools and districts.
Each OneNote Staff Notebook is organized into three parts:
1. Collaboration Space — a space for everyone in your group to share, organize, and collaborate.
2. Content Library — a read-only space where staff leaders can share information with staff members.
3. Private Notebooks — a private notebook shared between the staff leader and each individual staff
member. Staff leaders can access every staff member notebook, while staff members can only see
their own.
©)
ll+ll tab
o This tab allows you to add other specialized tabs that serve and add specific functions
Add a tab
Turn your favorite apps and files into tabs at the top of the channel
Recent
-
SharePoint
Pages
@)

o When adding a tab, you will be asked for a tab name. Here, we added Wiki as a tab for the team

& wiki
Tab name

Wiki
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General

Untitled pag

Last edited: Just now
Untitled section

Your content goes here

f Notebook
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Wik ¥

o Atanytime, you can remove or rename a tab by selecting the down arrow next to the tab

Green circle: This is the navigation panel where you can switch between different views within Microsoft Teams
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Lists notifications to users for messages received, calls received, etc. These notifications can be filtered.

t  General Posts

Welcome to the team!

»ning the team

Janette Flores 10/9 3:25 PM
Good Afternoon, how are you doing?

Are you ready to collaborate?

326 PM

e, Carolina Yanez-Macias 10/9
© hello
« Reply

Janette Flores 10/9 3:48 PM
Added a new tab at the top of this channel. Here's a link

Here, you will see a list of all of your messages between people, like a text messaging app on your

phone.
You can select the new message icon, here circled in red, to enter a person who you wish to send a

message to. You can start messaging that person on the right.



Assignments
o Used for class teams
o Professors and educators can add and assign assignments here which can be submitted here as well

Drafts
Assigned

To view older navigate to an individual class team.

Website Testing 1/1 turned in

Class Team Type « Due October 2, 2020 11:59 PM 0 returned

o Testing 0/2 tumned in
Class Team Type + Due October 6, 2020 11:59 PM 0 returned

o
Calendar

o Calendar view that automatically syncs up with your Outlook account —
; n Calendar G4 Meet now + New meeting ’

(5] Today < November 2020 =) Work week
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Requisition Training Check current list

Qualtrics Reports
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Viewing Financials (for Fin Access
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Uil PRI R = Zoom for Students (Sara) MS Teams Tips & Tricks Staff & Fac
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P Recording Janatte-Flocas-
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o
o You can select “New meeting” on the top right to schedule a meeting with someone

o Selecting this will bring up meeting options for you to modify.
E New meeting Details Scheduling Assistant

Time zone: (UTC-08:00) Pacific Time (US & Canada)

Testing Teams Intro

° Juan Carlos Corona X @ Sally Nguyen X |

13
Nov 5, 2020 330 PM Nov 5, 2020 3om @ All day

Suggested: No suggestions available.

(%) Does not repeat




o Scheduling Assistant, circled blue, will help ensure there are no conflicts timewise between any other
events in Outlook

New meeting » - Scheduling Assistant

S & Canada’

Nov 5, 2020 Nov 5, 2020 3Iom @  Alday
View my work hour

Friday, November 6, 2020

Thursday, November 5, 2020

All attendees

~ Required attendees
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J Carlos Corona
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o Sally Nguyen

* Optional attendees

o
o

Once you have saved your meeting schedule, in the Calendar view, you can select the meeting

appointment and select “Join” to join the meeting

slenda
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Calls
o Here, you can call anyone in the organization. Selecting “Make a call” will allow you to enter a name,
which will be searched under the campus directory, to add to the call list.
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o You can upload and download files from this view.

Modified ~

Zoom Participant Engagement Handout.docx 5h ago 000010399's OneDrive / My DRIVE-
Zoom Participant Engagement Handout.docx 5h ago 000010399's OneDrive / My DRIVE-
MSTEAMS at CSUSB StafgPresentation.pptx100720.pptx  6h ago 000010399's OneDrive / My DRIVE-
MS Teams Intro script.docx 6h ago 000010399's OneDrive / My DRIVE-
MS Teams for staff guidescript100720.docx 6h ago 000010399's OneDrive / My DRIVE-
Student Team Notebook Yesterday StudentTeam / SiteAssets
InformationTechnology_Standard Template Numbere... ~Yesterday UniversityHonors / General

MS Teams for Fac 100920.docx Yesterday 000010399's OneDrive / My DRIVE-
MSTEAMS Script.pptx Yesterday 000010399's OneDrive / My DRIVE-
Qualtrics Intermediate PPT.pptx Yesterday 000010399's OneDrive / My DRIVE-
MSTEAMS at CSUSB Students100820.pptx Yesterday 000010399's OneDrive / My DRIVE-
MSTEAMS at CSUSB Staff Presentation.pptx051420.pptx Yesterday StudentTeam / General

Qualtrics Intemediate script - 102820.docx 11/3/20 000010399's OneDrive / My DRIVE-

-+ Add cloud storage




You can select your account profile at the top right corner of the Microsoft Teams application (It will be displayed as an
image you setup for your account or you initials in a circle)

Janette Flores
Change picture

t status message

000010399 | Saved
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(145%)
000010399

......

003088279

000010399 Check for updates

Download the mobile app

000021345"

Sign out

000027221'«

Here, you can edit Microsoft eams by changing how Teams looks (Dark or Light mode), change your profile picture,
notifications, privacy, etc.



