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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their knowledge.

The Conventions in This Book

@ Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result.

© Notes

Notes give additional information — special
conditions that may occur during an operation,
a situation that you want to avoid, or a cross
reference to a related area of the book.

Pin a Participant

any meetings include key presenters and moderators who generally should stay featured at the
forefront of the meeting. However, Teams highlights participants based on their video being on
and them making sound.

off the screen even if they stop speaking. You cai 'as many videos as will fit on your screen.

Pin a Participant ‘
From the meeting toolbar, click 1
Show participants (83).

@ 1n the Participants
the individual you'd like t¢
Next to their name, click More

options ().
© click ﬁ@

© To unpin someone, follow steps 1
1and 2 and click 3R Unpin.

clicking £ Pin or 3Q Unpin.
, . . N I , Note: This is usually quicker than the
That's where pinning comes in. You can pmﬁple participants’ videos so they don’t move &Mher i sl auicker than the

Q Icons and Buttons

Icons and buttons show you exactly what you need to
click to perform a step.

Q Tips

Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text
or numbers you must type.

@ 1talics

Italic type introduces and defines a new term.

@ You can also pin and unpin someone
by right-clicking their video and

pin may not actually be displaying when
you want to pin it; steps 1 to 3 will
always work.

When I pin someone, does that impact what other meeting participants see?

No. Pinning is personal to you; when you pin someone, only you see them pinned. To promote someone in 0
the meeting for everyone to see, you want to spotlight them. See the next section for details.
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Foreword

Since Microsoft Teams was announced to the world in 2016, a lot has changed. But one thing that has not
changed is the profound need to stay connected to one another and to collaborate closely in an ever-changing
world. Now, more than ever, we require virtual tools that allow for human connection. Though nothing will
replace in-person interactions, Teams strives to bring features and functionality that simulate in-person
experiences with goals of decreasing meeting fatigue and increasing engagement.

Throughout 2020, we saw tremendous growth due to the global pandemic, which required an enormous amount
of pivoting for customers, partners, and the Teams engineering team. Educational and financial institutions,
manufacturers, healthcare facilities, and first-line workers around the world learned to survive virtually. Partners
sprung into action helping organizations roll out Microsoft Teams, and the engineering team changed course to
prioritize features suddenly required for this new world. Over six months, Teams increased usage by more than
50 percent to 115 million daily active users (between March and October 2020). The reality is, to get the most
out of Teams, organizations need to have an organized, strategic roll-out plan taking into consideration their
own use cases and focusing on governance and compliance. The same organizations that were forced to a
virtual environment overnight can now circle back to capitalize on the investment and prepare for a time where
we are living and working in a hybrid environment.

I like to say, you can show someone how Teams works, and it’s nice and bright and shiny—enough to make
even the least technical person say, “Wow, that's pretty awesome”—nbut until users really see how it can be
used in their daily workflow, they won't make the leap. Matt and Sven—two of the most knowledgeable Teams
experts I know—have extensive experience in rolling out Teams with a variety of global customers across
multiple verticals, and they focus on the detailed technical implementation and ongoing management,
the opportunities to use Teams as a platform, and adoption best practices and practical guidance based on
real-world examples. They share how to facilitate a technically sound deployment while getting users excited
to use Teams. And you're going to get all that and more in this book.

I first met Matt a few years ago at Microsoft Ignite—our annual flagship international tech conference—
through the various Microsoft MVP interactions we had and immediately saw the passion he had for M365 and
Teams. He is often one of the first to provide product feedback to the engineering team based on his customer
deployments and always the first to spin up a conversation around the user experience. I started seeing Sven
on LinkedIn, and I was immediately interested in the “fun” element he prioritizes for creating excitement
around user adoption. We've never met in person, but that doesn't mean work within our community doesn’t
make its way around the world. That's the great thing about this community: Two strangers meet—in person or
digitally—because of a shared passion for technology. They share stories, they debate best practices, and they
come together to share those experiences with you. I have no doubt you'll find value in the information in the
pages ahead.

Laurie Pottmeyer
Senior Program Manager,
Microsoft Teams Engineering Community Lead






CHAPTER 1

Getting Started
with Teams

Communicating, collaborating, and meeting in Microsoft Teams represents

a paradigm shift from having to bounce between multiple apps to get work
done and attaching files that quickly become outdated to email threads that
find themselves almost unreadably ugly and complex as they branch off into
side conversations. Teams is a new way to do work. Getting started in Teams
is easy. Just make sure to have your work or school account email address
and password. Some actions in this chapter may require an IT admin to
perform, so don't sweat it if you can’t do it yourself.
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Log into Teams

Imost anything you want to do in Teams you can do through the browser version of Teams (known

as the web app). There are some upsides to using the web app: It's quicker and uses less memory
on your computer; you can have multiple Teams, files, and guest accounts open at once; and you can
log into it from pretty much any computer, which is helpful when you’re on the go. That said, there
are key features you will not get in the web app, especially during online meetings. The desktop app is
generally a better, more full experience. However, when you need it, the web app is there for you.

The Teams desktop app provides the richest experience of all the options when it comes to using
Teams. You'll get all the features in your online meetings, native notifications in Windows and
mac0S, as well as some other key benefits. That said, and to be candid, the Teams desktop app can
be a resource hog. If you find that your computer is overheating or slowing down, try closing the
Teams app and using the web app instead. Otherwise, enjoy everything that comes with the desktop
app. If you do not have the app installed, see the next section, “Install the Desktop App.”

One of the best aspects of Teams is the ability to hop between the desktop and mobile version
with ease. Most of the features you use regularly on the desktop are available in some way on your
favorite i0S, iPad0S, and Android devices. Bring chat, files, teams, meetings, and more on the go
with the full-featured mobile app. In this section, we are using i0S as the example, but the setup
should be similar on iPadOS and Android.

Log into the Web App

Log into the Web App Wormomen % _

€ T @ logn i _type=id_tokentuclient id 1 _urihitps3A% 2o O ot :

0 Open your favorite web
browser and browse to
https://teams.microsoft.com.

Note: While other browsers are
supported, you will have the best iy

experience in Microsoft Edge or &Mmﬂ
Google Chrome.

e Enter your work or school email Q
address and click Next.

B2 Microsoft

Torms of e Piacy & coolies -



https://teams.microsoft.com
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e Enter your password and click Bsmnepanan [ S
. . € € @ logi 2 i ponse_type =id_tokenGcient ide Se3ceSc0-21{-4285-8ddb-T5 i hips¥3A%K2F i fgoks. € Ger
Sign in.

Note: Once the system recognizes
your email address, a logo and
background image representing the
organization you are connecting to e
should appear, letting you know R
that you are logging into the right —
place.

| conToso demo

e You may be asked whether you want to stay signed
in. Select the appropriate response. If you are |
on a public computer (e.g., at a hotel or library), 4 conToso demo

always say no.
diegos@m365x114873.onmicrosoft.com

e Your browser may ask if you want to save your

. i in?
username and password. Select the appropriate Stay signed in?
response. If you are on a public computer (e.g., at Do this to reduce the number of times you are asked
a hotel or library), always say no. to sign in.

Don't show this again

No Yes 0

Contoso




@ The Teams app should load.

0 You can jump to other Microsoft 365

apps by clicking the app launcher (:-:
or “waffle” in the top-left corner.

e If you are using Microsoft Edge, you
can sign into the browser with your
email address and password, and it will
automatically sign you in to Microsoft
apps and services.
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Log into the Desktop App

Log into the Desktop App

o Open the Teams desktop app. On Windows, open the
Start menu and search Teams. On macOS, open the .
Applications folder and open Microsoft Teams. Y a

Microsoft Teams

0 In the sign-in window, select an existing account
or enter a new email address to use, and then click

Sign in . Enter your work, school,
or Microsoft account.

& diegos@raetnt 1487 comiciosctt cor
T <O

e Enter your password and click Sign in.

Note: Once the system recognizes your email address,
a logo and background image representing your

organization should appear, letting you know that you ¥ conaso demo
are logging into the right place.

< diegos@m365x114873.onmicrosoft.com

Note: You may be asked whether you want to stay BNt password
signed in. Select the appropriate response.

Forgot my password

Contoso

e The Teams app should load.




Log into the Mobile App

If you have not installed Teams on your mobile
device, make sure to do so. On Android, install Teams
from the Google Play Store; on i0S and iPadO0S,
install Teams from the App Store.

Note: You may need the Microsoft Authenticator app to
gain access to Teams on mobile devices. You can
download it from either the Google Play Store (Android)
or the App Store (i0S and iPad0S).

e Tap the Teams icon (&) to open the app.

e Provide your work or school email address and tap
Sign in.

¢ Search
Microsoft Teams
O Hub for teamwork
-34’ ]

1.2M RATINGS AGE CHART DEVEL
4.8 4+ #3 (&
k2 4 8 &4 Years Old Business Microsoft ¢f

What's New Version History
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Preview
Chat privately with one Connd
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¢ marketigChat>y CH %,

chat Files More
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Arcade Search
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Microsoft account.

& diegos@m365x114873.onmicrosoft
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e You may be brought to the Microsoft Authenticator conct e cosen
app. If so, provide your password and tap Sign in. ¥ contosadeno
WJN

- X

You should be returned to the Teams app. Tap any 2a e PPy
of the apps in the app bar at the bottom to show a =
your content. B ot rtitne s rstcns

TIP

Can I open and edit files from Teams on my mobile device?

Definitely. However, editing files does not take place in the Teams app itself. In addition to installing Teams,
you should consider installing Word, Excel, PowerPoint, OneNote, Office, OneDrive, SharePoint, and Stream so
that you can open (and edit, when applicable) various files in their native apps. Do this when you are
connected to Wi-Fi and before you actually need the apps to use them. Setting up apps on the fly is no fun.

Can I log into multiple Teams accounts?

Not at once, no. At least not in the desktop app. You can sign into additional accounts and be a guest in
multiple other organizations; however, you can access only one account or guest organization at a time.

One way around this is to have the Teams desktop app open to your primary account and open the other
accounts or guest orgs in the web app, using browser profiles.




Install the Desktop App

You will get the most out of Teams by using the desktop app. If you do not already have Teams
installed on your computer, you can download a native app for either Windows or mac0S. Keep
in mind that most work and school devices will likely already have Teams installed, so check the app
listing on your computer before downloading and installing. Installing also may require an admin to
approve, so be prepared to reach out to your IT team if necessary. There are a few ways to do this;
this option will always work.

Install the Desktop App

0 Open the Teams web app (see the previous section
jumpto365 @
L

“Log into the Web App”).

@ Click Settings and more (---) in the top-right

corner. 5@3 Settings
e Click Download the desktop app.

Teams admin center

Keyboard shortcuts

About >
&Download the desktop app

Download the mobile app

@ 1n the top-right of your browser,
CUCk .. or E to Open the menu, B (2)GotoMarket Plan (Mark 8P X % Downloads x o+ = O
and then C|.1Ck DOWI‘IloadS > € ® Chrome | chrome:/downloads e Guest | 3
. Downloads ::::dnw E\t\'\‘:r: |
e Click the downloaded Teams s -
installation file. . e om [ - % -
Print... Curl+P
e FO“‘OW the prompts until‘ the ﬁl'e Teams_windows_x64.exe :':zmuls T ?
has been installed and Teams is g | iesssiesEamecdionis i Tl ey e
available on your device. s o
Note: Step 6 may require an admin -
Bl Manage ur organization
password to complete. Be sure to aksiaic

reach out to your IT team for support
if you need it.
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