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AGENDA

INTRODUCTION TO TEAMS

* About Microsoft Teams

* Access
* First-time Log-in
* Access (Browser, App)
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* Features
* Core Elements
* Messenger
* Meetings
e Collaboration
* Planning

* Next Steps

* Contact
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ABOUT MICROSOFT TEAMS

IDEA

* DJW uses Office 365, in which Teams is included

* Provides tools for convenient and secure communication

e Platform for teamwork
* project-oriented teams
* real-time communication & collaboration

* Teams can consist of people inside and outside an
organization

* Chats drive fast and inclusive conversations

* Files are securely shared and can be coauthored
simultaneously by team members
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ACCESS GUIDE: FIRST-TIME LOG-IN

You have been added as a guest to Deutsch-Japanischer Wirtschaftskreis e. V. (DJW) in Microsoft Teams -

jatei  Nachricht  Hilfe Q0  Was méchten Sie tun?

4] i =7 n Vorgesetzte(n
' m E Lg @ E = Y Verschieben in: 7 — An Vorgesetzte(n) @I e

[ ey N A o o - [ Team-E-Mail v Erledigt
oschen Archivieren ntworten en eiterleiten +z
% M antworten I‘—ﬂlZI = | D Antworten und... 7 Neu erstellen
Laschen Antworten QuickSteps
2019 11:25
MT Microsoft Teams <noreply@email teams.microsoft.com>

Verschieben F‘B .

[F] Verschieben

You have been added as a guest to Deutsch-Japanischer Wirtschaftskreis e. V. (DJW) in Microsoft Teams

@outlook.de

=

EHE
0=

Machricht (HTML)

[

Als ungelesen Kategorisieren Nachverfolgung

markieren

Markierungen

Microsoft Teams

Julia added you as a guest to Deutsch-Japanischer

Wirtschaftskreis e. V. (DJW)!

Squad New Members
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Germany

Squads
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Ubersetzen

Bearbeiten

A

Laut
vorlesen

Rede

Q.

Zoom

Zoom ~

Your invitation link
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ACCESS GUIDE: FIRST-TIME LOG IN

STEP 2

a8 Microsoft

Konto erstellen

Offenbar besitzen Sie kein Konto bei uns. Wir
erstellen ein Konto fir Sie dber

your@mail.com

Choose your preferred e-
mail adress and proceed

- ————
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STEP 3

@8 Microsoft

& your@mail.com

Kennwort erstellen

Geben Sie das Kennwort ein, das Sie fir lhr Konto
verwenden mdchten.

kennwort erstellen

|:| Kennwort anzeigen

Create a secure password
and proceed

e
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STEP 4 STEP 5

g
=l Microsoft mm Microsoft

Enter your region and date : . .
. yo & « | your@mail.com Confirm your e-mail adress
¢ | your@mail.com of birth to proceed , -
\ . _ E-Mail-Adresse bestatigen
Kﬂntﬂ EFStEI |Er'| Geben Sie den Code ein, den wir an
) ) o _ @ gesendet haben. Wenn Sie die
Wir bendtigen nur noch einige wenige E-Mail nicht erhalten haben, Gberprifen Sie lhren
Informationen zum Einrichten lhres Kontos. Junk-Ordner, oder versuchen Sie es noch mal.
Land/Region Code eingeben
Deutschland /,'
|:| Ich interessiere mich fir Informationen, Tipps
und Angebote zu Microsoft-Produkten und -
Geburtsdatum Diensten.
Tag M M'Dnﬂt h Jﬂhr I M Durch Auswahl von Weiter stimmen Sie dem Microsoft-

Servicevertrag und den Bestimmungen zu Datenschutz ufid
Cookies zu.

DJW - Squad Workshop Il (NUrnberg, 15. Mai 2019) 8
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STEP 6

B® Microsoft

your@mail.com Grant DJW permission to
Berechtigungen uberpriifen set-up a guest account

D

Deutsch-Japanischer Wirtschaftskreis e. V. (DJW)

Die Organisation Deutsch-Japanischer
Wirtschaftskreis e. V. (DJW) mdchte Folgendes:

s~ Anmeldung flr Sie durchfiihren
~ Mamen, E-Mail-Adresse und Foto lesen

Sie sollten nur zustimmen, wenn Sie "Deutsch-Japanischer
Wirtschaftskreis e. V. (DJW)" vertrauen. Durch lhre Zusti
gestatten Sie dieser Organisation den Zugriff auf und

keinen Link zur Datenschutzerklarung zu Ihrer Pberpriifung
angegeben. Deutsch-Japanischer Wirtschaftskreiff 2. V. (DJ'W)

kann Informationen zu lhrem Zugrniff protokolliegn, Sie kénnen
diese Berechtigungen unter
https://myapps.microsoft.com gl

Abbrechen

DJW — Squad Workshop Il (NUrnberg, 15. Mai 2019) 9
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STEP 7

Microsoft Teams GET IT ON
" Google Play

# Download on the

| App Store

Besser verbunden bleiben mit der Teams-Desktop-App Windows, MacOS
0

Stattdessen die Web-App verwenden

&g Sie die Teams-App schon? Jetzt starten

Download the desktop app

—
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https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_US
https://itunes.apple.com/app/id1113153706
https://teams.microsoft.com/downloads
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ACCESS GUIDE: DESKTOP APP D)W
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- - B —
Microsoft Teams =. Microsoft
Anmelden Log-in to your Microsoft
Enter your e-mail adress your@mail.com account
Sie kénnen nicht auf Ihr Konto zugreifen?
Geben Sie lhr Geschifts-,
Schul- oder Microsoft-
Konto ein.
mail.com
o e T e alee Ve e ttenem » 22019 Microsoft  Nutzungsbedingungen  Datenschutz & Cookies
11
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ACCESS GUIDE: DESKTOP APP D]
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Follow the instructions on
the welcome screen
Sie treten Teams als Gast bei
Willkommen! Als Gast kdnnen 5ie mit anderen arbeiten und chatten sowie Themen,
Dateien und mehr Gber Kanile durchsuchen.
12
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ACCESS GUIDE: DESKTOP APP D]
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You are now ready to use
Teams!

Sie sind jetzt bereit.

Sehen Sie eine kurze Einfihrung zu Microsoft Teams, erfahren Sie mehr Gber

Gastfunktionen oder starten Sie direkt.

Zurlick Video wiedergeben
13
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ACCESS GUIDE: DESKTOP APP

INTERFACE

Ihre Teams

Squad_Economic Policy

Squad_Cemmunication

Squad_Carser Services

Squad_Digital Symposium

Squad_Startups

Squad_Networking Services

Squad_New Members Japan

Squad_New Members Germany

Allgemein

Squad_Executive Lounge

&2 Teams verwalten

Suchen oder Befehl eingeben

Squad_New Members Germany > Allgemein ***

Dieses Team enthalt Gaste

Unterhaltungen Dateien Wiki  Wiki

Willkommen im Team!

Sie kédnnten mit folgenden Einstellungen beginnen...

o\

Kanile erstellen FAQ dffnen

Julia Miinch hat DJW - Assistant zum Team hinzugefigt.

Julia Miinch hat Kanal | New Members Japan erstellt.
28. Marz 2019

Julia Miinch hat den Teamnamen von Squads in Squad_New Members Germany gedndert.

MNeue Unterhaltung. Geben Sie zum Erwdhnen @ ein.

A ¢ @ @ B o

DJW - Squad Workshop Il (NUrnberg, 15. Mai 2019)
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AGENDA

INTRODUCTION TO TEAMS

.
ee*”®
e ®
L
.

* Features
* Core Elements
* Messenger
* Meetings
e Collaboration
* Planning
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FEATURES: CORE ELEMENTS D]
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TEAMS 2 CHANNELS ~

* Collection of people who gather together * Collaboration Spaces within a team where the
around a common goal actual work gets done

* Content and tools surrounding different projects * Organized by specific topics, projects, disciplines

within an organization . ) .
& * Files that are shared in channels are stored in

* Private to only invited users or public and open SharePoint

t ithin th izati
0 anyone within the organization * Can be extended by apps

* Conversations, files, notes across Team channels
are only visible to members

DJW — Squad Workshop Il (Nlrnberg, 15. Mai 2019) 16


https://support.office.com/en-us/article/learn-about-teams-and-channels-5e4fd702-85f5-48d7-ae14-98821a1f90d3
https://support.office.com/en-us/article/teams-and-channels-df38ae23-8f85-46d3-b071-cb11b9de5499?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=Set_up
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FEATURES: MESSENGER D)
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CHATTING 2

Marketing (Northwind Traders) | Microsoft Teams

* Channel conversations 2

Search Q Northwind Traders > Marketing # -
° Private Chats, group Chats B Favorites Conversation ~ Files Notes Planner +

Northwind Traders '\» Gordon Wilhite 8:32am

& | Here's the most recent copy, let's try to have all changes made by 5 pm today.
enera

Customer Accounts mg 160512-CopyReview

* Mails to channels 2

. . Development
* Format, edit & filter & : o
ormat, eail lneer i &
Social Media e @ Cecily De Crum 11:00 am
. » @  This is the latest budget and campaign proposal. We need to get this approved by EOD, so please send your feedback ASAP.
. t :
@mentions & websie
32 more channels ng 160724-WinterCampaignBudget E; 160724-WinterCampaignProposal
@ Designers & Reply
X
General @ Daphne Knowles I
@ Can someone please point me to the latest FY2017 strategy presentation? | need to start polishing the template.
5 Fourth Coffee
Kadji and Jakob replie
General

J{gw) Miguel Silva 16 am
Fun stuff © There's still quite a bit of content missing from this deck. You can definitely start working on the template

but we'll still be adding new slides. We also need help improving the charts if you have time!
Marketing

Weekly Specials & Reply

4 more channels

Marketing Review 01:13

04 Join

& Reply

es"  Create a team Ay Start a new conversation ® ¢ &

DJW — Squad Workshop Il (NUrnberg, 15. Mai 2019) 17


https://support.office.com/en-us/article/chat-in-microsoft-teams-f3a917cb-1a83-42b2-a097-0678298703bb?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/channel-conversations-vs-private-chats-in-teams-f9d4e2c7-a341-4f65-9f8b-737a05630f24
https://support.office.com/en-us/article/start-a-chat-in-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://support.office.com/en-us/article/send-an-email-to-a-channel-in-teams-d91db004-d9d7-4a47-82e6-fb1b16dfd51e
https://support.office.com/en-us/article/chat-in-microsoft-teams-f3a917cb-1a83-42b2-a097-0678298703bb?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=Compose,_edit,_and_read
https://support.office.com/en-us/article/use-mentions-to-get-someone-s-attention-in-teams-eb4f059d-320e-454e-b111-03361d4d6855
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FEATURES: MEETINGS

VIRTUAL MEETINGS &

* Join, invite and schedule meetings 2
* Callin to meetings 2

e Screen sharing 2

« Whiteboards &

* Background blur &

DJW - Squad Workshop Il (NUrnberg, 15. Mai 2019)
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https://support.office.com/en-us/article/meetings-in-teams-e0b0ae21-53ee-4462-a50d-ca9b9e217b67
https://support.office.com/en-us/article/join-a-meeting-in-teams-1613bb53-f3fa-431e-85a9-d6a91e3468c9
https://support.office.com/en-us/article/call-in-to-a-meeting-in-teams-44607421-aeae-4481-8c39-d6b40bc5d554
https://support.office.com/en-us/article/share-your-screen-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.office.com/en-us/article/whiteboard-in-a-teams-meeting-d9210aa2-876a-40f0-8ca0-5deb2fc11ca6
https://support.office.com/en-us/article/blur-your-background-in-a-teams-meeting-f77a2381-443a-499d-825e-509a140f4780

NETWORKING | INFORMATION | BUSINESS
o

FEATURES: MEETINGS D]
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CALLS ~

Aicrosolt Teams

e (Call from chat 2
* Add members to calls 2

* \oicemail 2

Call withJoshua, Babak, Sarah, andiDaniélle o201

~

* Multiple calls, call groups 2

Shar:

DJW — Squad Workshop Il (Nlrnberg, 15. Mai 2019) 19


https://support.office.com/en-us/article/meetings-and-calls-d92432d5-dd0f-4d17-8f69-06096b6b48a8?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=Calling
https://support.office.com/en-us/article/start-a-call-from-a-chat-in-teams-f5138c9d-df4c-43d8-9cf6-53400c1a7798
https://support.office.com/en-us/article/add-someone-to-a-call-in-teams-267fb0c9-275a-4047-8412-7b2654dc29c3
https://support.office.com/en-us/article/check-your-voicemail-in-teams-f8d568ce-7329-4fe2-a6a2-325ec2e2b419
https://support.office.com/en-us/article/make-multiple-calls-at-the-same-time-in-teams-f925b2ad-6a9c-4f3b-a305-37e1494f30a5
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FEATURES: COLLABORATION D)
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SHAREPOINT &

* Share & coauthoring of files

* Securely stored in team-specific
SharePoint sites &

» Office integration to work on files
within the app

DJW — Squad Workshop Il (NUrnberg, 15. Mai 2019) 20


https://support.office.com/en-us/article/What-is-SharePoint-97b915e6-651b-43b2-827d-fb25777f446f
https://support.office.com/en-us/article/use-teams-from-outlook-or-sharepoint-a65e7286-3b8e-443f-90a2-36eb4381eec2
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FEATURES: COLLABORATION DJW
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PLANNER &

Microsoft Teams.

Marketing (Northwind Traders) |

* Lets you generate boards containing

. Search Q # @ Northwind Trad > Marketi *
all your team's tasks and assignments ) .Or era ers +ar o
* Assign different tasks to other people e o

General }

Customer Accounts

in your team

Development Select photo shoot location Approve PO for photographer | Select spring materials for tents
. . .« . ) ) P
* Ad d | k t d d I t k Marketing ‘
INKS TO INndividual tasKs ®
Social Media
Get Gordan to send out final catalogue a Babek Shammas Finalize-the-spring-cok teh-colk
Website copy to approve 1 Hons

32 more channels Hand off brief for shoot locations E42 @1
Send out approved copy to localization

firm

@ Designers Q; Completed by Alisa Gallagher on 10/11
x h 7

@ Annette Gamble

-
E e; Daphne Knowles a4

Fourth Coffee

General

Show completed 1 v - .
General 3 Completed by Alisa Gallagher on 10/11

Fun stuff
Marketing
Weekly Specials

4 more channels

e8"  Create a team

DJW — Squad Workshop Il (NUrnberg, 15. Mai 2019) 21


https://support.office.com/en-us/article/add-and-use-a-planner-tab-in-teams-83302f43-f821-47d0-8181-921c36437e22
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GET IN TOUCH

* If your squad decides to use Teams, DJW will add you to
the respective Squad Team on Teams

. . B
* If you have a question or would like to schedule a team
meeting right away, contact squads@djw.de E
Denreinw @

. E] Tailspin Tays

’ E Aecount Team

{
N——
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