Teams
Training Guide

A step by step guide on how to use
NHS Teams with hints and tips along
the way
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SIGN IN TO YOUR TEAMS ACCOUNT

\.M.H,.s.. Help Home Partal Home Email ‘Service Status Announcements Conta m

How can we help?

Sign in with your NHSmail account

@nhs.net
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:
NHS Teams is our best way to see each other SIGN IN @ This is a private computer
and share information now and in the future.
Using your nhs.net account Unlock Account or Forgotten Password? Click here.

Sign in by clicking the ‘Sign in’
button on support.nhs.net or visit
Microsoft.teams

Use your NHS.net account details
to log into Teams.

& Collab Team » General
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Once logged in, you should see
the Teams home screen.




SEND INSTANT MESSAGES TO COLLEAGUES

Conversation
—

How are things? (2

A O BB -

Select New chat [& at the top of
the page

-a Search

Recent Contacts Y To: tnter name, email, group or tag

Enter in the name of the person you
want to message.

Type a new message

At ¢ OB > Q - B

Type your message into the chat
box and select Send.

Quick Tips é

Set notifications to see when a
colleague is available on Teams. Click
the three dots next to a person’s name
and select ‘Notify when available’.

j Mintram, Ella

© thanks

¢& Mark as unread

S Pin

& Add to favorite contacts
Z Mute

2 Hide

® Notify when available

Manage apps




You'll be notified of new messages
by a red circle on the ‘chat’ icon. The
number in the circle indicates how
many new messages you have.

VIEW MESSAGE NOTIFICATIONS

Chat Recent Contacts Y

Recent

4 1:14 PM
# cool sounds good

1 @ Teams Adoption 5/27

When clicking on the chat icon, the
most recent messages will appear at
the top and unread messages will be
displayed in bold letters.

Once all messages are viewed, the
chat icon will revert back to it's
original state and the red circle will
disappear.




HOW TO START CALLS

0 Select New chat [& at the top of the page

How are things? (&

A QO @B -

Enter in the name of the person you

want to call
-a Search
Recent Contacts Tor tnter name, email, group or tag

Click on the phone icon on the top right
of the page

&> GiBBONS, Chris (... ot 2moe .+ Q0

GIBBONMS, Chris (ACCENTURE - LSP01)  Yesterday 12:20 PN
Hella

Quick Tip Q

Type a new message

r(¢)o B B & @

Share content by selecting the paperclip icon
below the text box




HOW TO START GROUP CONVERSATIONS

0 2, 3

Search or type a command .

Group name: Daily Team Mesting

0 Group name: |

. . -
Conversation Tor Starttyping a name To: ﬂ\i AHMAD, Malikeh (ACCENTURE - LSPOT) X SW  WATSON, Sam [ACCENTURE - LSPO1) X

Select New chat at the top of the page Select the down arrow to the far right Type in the names of the people you
of the To field and add a group name want to add in the To field. You can
then send a message to your new
group conversation!




START A GROUP CALL IN A TEAMS CHANNEL

0 2, 3

Start 2 new conversation. Type @ to mention sameone,

A ¢ @B B 2B @

Select the Team’s channel you Select the ‘Meet now’ icon at the Enter in a subject line for the meeting
want to start a meeting in. bottom of the page to start your call. and click ‘Meet now’. You are now in
the group call!




TOP TIPS TO MAKE THE MOST OF CALLS AND CONVERSATIONS ON TEAMS 07

Select your status
appropriately (e.g. Busy
when in meetings)

Akther, Tamanna
TA o
Change picture

Available ® Busy
‘e Busy 4 Set status message
f @ Do not disturb [ Saved

Be right back €83 Settings

Appear away
| Zoom

¥ Reset status

Name a group chat to
reflects it's purpose and
remove confusion

& Chat Files Workfor

Group name

Workforce group

H

Update your status to
reflect a frequently asked
question (i.e. working
hours, locations etc.)

Akther, Tamanna
TA .
Change picturs

® Busy

Set status message

In group chats, use the @
to directly address
someone

B 7 = A A Paragraph T,

@maria

Favourite a contact to find
chats quickly

Abbadi, Mara Lina

You: great - anytime after 3 is fine

Mark as unread

< Add to favorite contacts I

Mute
Hide

@ MNotify when available

Manage apps

Use the “!” button to flag
an important message

& Standard

Message will be sent as usual

y  Important
: Mezzage will be marked a5 important

v Urgent
Recipients notified every 2 min for 20 min

A«@g O®mMP & Q -

Use the “Like” button to
acknowledge a message
quickly

Bigwood, Alexander “Yesterday 91

3:30 wo e -

AB

You can set notifications to
see when someone is
available on Teams
#ﬁ Mark as unread

Unpin

Add to favorite contacts

Mute

MNotify when available

Manage apps




Ready for more?



SCHEDULE A MEETING ON TEAMS WITH YOUR OUTLOOK CALENDAR

E RQ. o

Open the Outlook desktop app and
select the calendar icon

(2

File Home Send / Receive Folde

A S| w

Mew Mew Mew Mew Teams
Appointment Meeting = ltermns ~ Meeting

Mew Teams Meeting

Select ‘New Teams Meeting’ on the
top of the page

Type in the names of the people
you want to add in the To field




JOIN A TEAMS MEETING ON YOUR DESKTOP

Join Microsoft Teams Meeting Meeting now

Find your Teams meeting invite in the Outlook You will be directed to the meeting. Here,
desktop application and select ‘Join Microsoft select ‘Join now’ and which will take you into
Teams Meeting’ the meeting




JOIN A TEAMS MEETING ON THE TEAMS WEB APP

Join Microsoft Teams Meeting Join now

. @ Devices

Experience the best of Teams meetings with the desktop app

Find your Teams meeting invite in the You will be directed to a web page Click ‘Join now’ to enter the meeting.
Outlook web or desktop application which will then open up the meeting in
and select ‘Join Microsoft Teams your desktop Teams application.

Meeting’




JOIN A TEAMS MEETING ON THE TEAMS WEB APP

Join Microsoft Teams Meeting Join now

. @ Devices

Experience the best of Teams meetings with the desktop app

Find your Teams meeting invite in the You will be directed to a web page Click ‘Join now’ to enter the meeting.
Outlook web or desktop application which will then open up the meeting in
and select ‘Join Microsoft Teams your desktop Teams application.

Meeting’




CREATE A TEAMS GROUP

To create a Teams group for you Send your LA: You will be notified by email once
and your colleagues, you will - Names and emails of people your group has been set up. An
need to contact your Local you would like to add to the owner can then add or remove
Administrator, sending them the group members, change the group
details of the Team you would like - The name of the person who name and add more owners to
created. will own the group the group.

- The group name

- A short description of the In a Team, only owners can

group add/remove members




MANAGE A TEAMS GROUP AS AN OWNER

T8 NHSmail

General

8

C) Comms and Engagement rige

]

Manage team

M

Add channel
Add member
Leave the team

Get link to team

Q@ ® (e

Manage tags

Create a channel for "NHSmail" team

Letters, numbers, and spaces are allowed

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team v ®

Add a channel by selecting the

three dots next to the name of the

Teams group and select ‘Add
channel’.

On the next screen you can add a
name and description for the
channel

Create a channel for "NHSmail" team

Example ©
Description (optional)

Exampl
Privacy

Standard - A ible t ryone on the team v O

Select "Automatically favourite this
channel for the whole team” to
make it automatically visible in
everyone's channel list. Select
‘add’ to complete the steps and
create the channel




COLLABORATE ON A SHARED DOCUMENT

Open online

J Download

& Get link

Steps for editing in your browser

1. Find the file you would like to edit

2. Right click on the three dots

3. Select “Open online”

4. File will open automatically in browser and
you can edit

General > 0.1 Planning

Q [ MNamew Modified | Madified By~

@ @)  NHSmailMST_Adoption Plan V0.1 20.. - Open " Openin PowerPoint Online
Copy link Open in PowerPoint
Make this a tab Edit in Teams
Download
Delete
Pin to top
Rename
‘Open in SharePoint
Mave
Copy

Mare >

Steps for editing on your desktop

1. Find the file you would like to edit

2. Click on the three dots next to the file

3. select “Open” and choose the Microsoft
programme to work on the document




UPLOAD AND SHARE DOCUMENTS TO A TEAMS CHANNEL

s - General Posts Files Wiki -+
Teams Y -
o Ne‘o'v ;_'.':' SyDC
- Apprentice Bench wee
General General
B Name
— 0.3 Asset Development
—— 02 Example Adoption Materials
— 0.1 Planning
Select the channel in the Teams group you Select “Upload” on the top of the page and find
want to share a document. the file or folder on your computer you would

like to share.




USE THE MOBILE APP TO SEND QUICK UPDATES USING VOICE NOTES

Download the Teams mobile app

Find the Microsoft Teams app in the App/Play store
and download

Sign in with your NHS.net email address

Enable your microphone when prompted by
selecting ‘OK’

You'll then be directed to your Teams home page

W

Send a voice note

olwE[r/T|v|u|[1|o]p
alsloleleln|a[x|L
+ zx/clvis/nm@l
T
Q@ )

Select the person or group you
want to message

Hold down the microphone icon
on the keypad

Record your message

Release the mic and press
send

® Quick Tips

You can use voice notes to share actions
from a team meeting or assign tasks to
colleagues without having to type up
meeting notes!

You can listen to voice notes sent from
mobile on desktop and web versions of
Teams.

Last read

¥ Te di PA
(‘?. Ok Listen to my voice memo. It explains what needs to be done to make sure that we achieve our
quarterly goals.

' ¢ 0 @B & -




TOP TIPS TO MAKE THE MOST OF CALLS AND CONVERSATIONS ON TEAMS

Mute yourself when on calls For proximity and When using the camera, blur
to minimise distractions engagement in a meeting, the background to increase
turn on the camera focus and add privacy

Anybody on the call can Access all your shared files Collaborate live with
share their screen, not just via the files folder easily colleagues by working
the organiser online
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