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AGENDA

• About Microsoft Teams

• Access

• First-time Log-in

• Access (Browser, App)

• Features

• Core Elements

• Messenger

• Meetings

• Collaboration

• Planning

• Next Steps

• Contact
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INTRODUCTION TO TEAMS
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ABOUT MICROSOFT TEAMS

IDEA

• DJW uses Office 365, in which Teams is included
• Provides tools for convenient and secure communication

• 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
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STEP 1

Your invitation link
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ACCESS GUIDE: FIRST-TIME LOG IN

DJW – Squad Workshop II (Nürnberg, 15. Mai 2019) 7

STEP 2 STEP 3

Choose your preferred e-
mail adress and proceed

Create a secure password
and proceed

your@mail.com

your@mail.com
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ACCESS GUIDE: FIRST-TIME LOG-IN
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STEP 4 STEP 5

your@mail.com
your@mail.comEnter your region and date 

of birth to proceed
Confirm your e-mail adress
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ACCESS GUIDE: FIRST-TIME LOG-IN

DJW – Squad Workshop II (Nürnberg, 15. Mai 2019) 9

STEP 6

your@mail.com Grant DJW permission to 
set-up a guest account
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ACCESS GUIDE: DESKTOP APP
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STEP 7

Download the desktop app

Windows, MacOS

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
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STEP 8 STEP 9

your@mail.com

your@mail.comEnter your e-mail adress

Log-in to your Microsoft 
account
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ACCESS GUIDE: DESKTOP APP
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STEP 10

Follow the instructions on 
the welcome screen
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ACCESS GUIDE: DESKTOP APP
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STEP 11

You are now ready to use
Teams!
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ACCESS GUIDE: DESKTOP APP
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INTRODUCTION TO TEAMS
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FEATURES: CORE ELEMENTS

• Collection of people who gather together 
around a common goal

• Content and tools surrounding different projects 
within an organization

• Private to only invited users or public and open 
to anyone within the organization

• Conversations, files, notes across Team channels 
are only visible to members
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TEAMS CHANNELS

• Collaboration Spaces within a team where the 
actual work gets done

• Organized by specific topics, projects, disciplines

• Files that are shared in channels are stored in 
SharePoint

• Can be extended by apps

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

CHATTING

• Channel conversations

• Private chats, group chats

• Mails to channels

• Format, edit & filter

• @mentions
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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


NETWORKING  I  INFORMATION  I  BUSINESSNETWORKING | INFORMATION | BUSINESS

FEATURES: MEETINGS

VIRTUAL MEETINGS 

• Join, invite and schedule meetings

• Call in to meetings

• Screen sharing

• Whiteboards

• Background blur
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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
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FEATURES: MEETINGS

CALLS

• Call from chat

• Add members to calls

• Voicemail

• Multiple calls, call groups
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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

SHAREPOINT

• Share & coauthoring of files

• Securely stored in team-specific
SharePoint sites

• Office integration to work on files
within the app
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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

PLANNER

• Lets you generate boards containing 
all your team's tasks and assignments

• Assign different tasks to other people 
in your team 

• Add links to individual tasks
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https://support.office.com/en-us/article/add-and-use-a-planner-tab-in-teams-83302f43-f821-47d0-8181-921c36437e22


NETWORKING  I  INFORMATION  I  BUSINESSNETWORKING | INFORMATION | BUSINESS

NEXT STEPS

GET IN TOUCH

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

• If you have a question or would like to schedule a team
meeting right away, contact squads@djw.de
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mailto:squads@djw.de
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CONTACT

Deutsch-Japanischer Wirtschaftskreis e. V.

日独産業協会

Head Office Düsseldorf Representative Office Tokyo

Tel.: +49 (0)211 - 99 45 91 91 Tel.: +81 (0)90 - 67 47 74 90

Fax: +49 (0)211 - 99 45 92 12

Web: www.djw.de | E-Mail: info@djw.de, squads@djw.de

OFFICES
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