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Microsoft Teams

O seu Hub para Teamwork no Office 365

Chat, videoconferéncia e chamadas de voz sao combinados

permitindo que trabalhe remotamente com facilidade.

Download Teams —
v" No computador- https://aka.ms/getteams or

v’ Via i0OS/Android App store - Download Microsoft
Teams



https://aka.ms/getteams

Ll O Type here to search

Participar em 1:1 ou Conversas de Grupo

Chat Recent Contacts
Microsoft 365 Orientation Session 2/21
5y ;
nknown: ho gya
v vinay.shekhar@ril.com 2/21
hi External

Arnav Anand 2/20
You: Checkout FastTrack portal -resources section

Teams Adoption Office Hours - Option ... 2/19
Nydia: Team, here's how to get the app certified f.

Nealla Gomes 2/19
Hey Vinay! Reaching out as suggested by Anjali i...

Sure

Reliance Retail - Solution Approach - D... 2/19

Wachirawuth: Do you want to incorporate BVM sl...

Prakash and Terence 2/18
Terence: Craig tellalian

(]
<o
(@
@
ﬁ Terence Lim 2/19
(]
CE)

s sandip.rajput@ril.com 2/18
© sent External
X kamal.joshi@ril.com 2/18

Presentation ready..? External

CSE & CSU - Mumbai - Open Office Ho... 2/18
Sujit: https://github.com/microsoft/bedrock

Akshat Jetli 2/18
You: Have you check field adoption library

Adoption of Teams using People Mana... 2/18
Pradeep: Yes, there are located in Aka.ms/people...

Srinath Gopalakrishnan 2/17

SG
You: was it useful in ur context

()

Closing strong - get the most out of yo... 2/17
Abhishek: Thanks

Microsoft Teams for Managing Product... 2/17
Kiran: Sure Hina, will call you reg this and can wo...

CSU Monthly All Hands call 2/17

Jaspreet: Thanks Aparna

18739368 - Teams Users are not able c... 2/16
Swati: Thanks Team Reliance and Team Microsoft....

% Akshat Jetli Chat Files Organization Activity -+

Wanted to get a data dump from you on the accounts you were working on as a TSP

Akshat Jetli 8/6/19 4:30 PM
When will you be free tomorrow?

Thing is the ATS is also new so he also wanted your inputs

September 6, 2019

Akshat Jetli 19 2:49
Hey! You had called

?
October 31, 2019
10/31/19 7:17 PM
=N
[35)  Enabling Firstline Workers with ...
Akshat Jetli 19
Thanks
February 18, 2020
Akshat Jetli
Hey Vinay!

Anjali said to reach out to you for eDM material on meetings for Teams

Have you created something for Reliance?

2/18 1:32 PM

Have you check field adoption library o)

Type a new message

¢ Q@B &> Qe b e O o -

A !

©00 -

w7

Q)

12:10 PM
3/16/2020

(&

1211 L@ -

<~ Akshat Jetli

CHAT

Hey! You had called

o E
LTET 4% .

@ Enabling Firstline Workers...

February 18 1:17 PM
Hey Vinay!

Anjali said to reach out to you for eDM
material on meetings for Teams

Have you created something for
Reliance?

Have you check field adoption
library

Type a new message
B @ g @




Participe ou agende reunides a partir de qualquer
dispositivo

al Call withdoshua, Babak, Sarah, and\Daniglle oz




Colaboracao em Teams

Teams

a Pinned

Teams atRIL &
Teams Engineering - India

e Did You Know
Teams Adoption

2. Microsoft@RIL (M365, Azure and D365)

Jio Rollout

‘. P General

M365 Adoption and Reliance Rooms Teams

i B General

Reliance Retail V-Team

Your teams

Test2

General

Grading &

Test private
Test Public Channel

DT CSM Demo
General
Apps
Bots
Coauthoring and Collaboration
Data and Insights
Finance RSS Feed
Integration
INVENTORY
Jio-Microsoft Partnership

Live Events RoB

Q, Search

ATd DT
«GUr

&

Microsoft v “

Coauthoring and Collaboration Posts Files Wiki 3more~ +

Sakshi Resume.pdf
<« Reply
November 27, 2019

Vinay Shekhar 11/27/12 4:33 PM [()

Demo at 5 PM Today

IMPORTANT!
McAnn demo
* Agenda is teams

< Reply

Vinay Shekhar 11/27/19 4:34 PM  Edited
hi there ..Coauthoring and Collaboration

<« Reply

v

e

@ Team Confidential

1 Guest

T

Vinay Shekhar Sending..
Dear Team, Have attached few documents for the next discussion

Teams Architect.pdf

ﬁ‘j FY18 PTC Core Priority Mapping.pptx
= CSM Demo » Coauthoring and Collaboration

CSM Demo > Coauthoring and Collaboration

Migration Planning.xlsx

@ Planning the demo.docx
CSM Demo > Coauthoring and Collaboration

CSM Demo > Coauthoring and Collaboration

<« Reply

Etart a new conversation. Type @ to mention someone.

12718 B @ A [ Y ]

& Coauthoring and Collaborati... ,.Qf
CSM Deme (1 guest) =

POSTS FILES MORE
McAnn demo

e Agenda is teams

Reply

You
& Mov 27,2019, 4:34 PM

hi there ..Coauthoring and Collaboration

Reply

You
EL 12:18 PM
Dear Team, Have attached few documents for
the next discussion

Q Teams Architect.pdf
39914 KB

Planning the demo.docx
17.22 KB

Migration Planning. xlsx
17.48 KB

FY18 PTC Core Priority Mapping.pptx
403.47 KB

Reply




Acesso ao Teams em qualquer lugar, de qualquer
dispositivo

Download Teams — https://aka.ms/getteams ou faca Download a partir de iOS ou Android
appstore

Desktop Mobile Web

T — e Edge RS2+
- Edge Chromium

@ Google Chrome

Z . . A Linux DEB 64-bit
@& o0sx10.10+ iPhone Android

A Linux RPM 64-bit



https://aka.ms/getteams

Como usar o “Chat”

Conversas individuais e em grupo podem ser feitas no Teams.

© Copyright Microsoft Corporation. All rights reserved.



Iniciar uma conversa 1:1

Se quiser conversar, ligar ou compartilhar informacdes individualmente, use o Chat.

4 Search or type a command

Chat egoeea< Clique na lista de utilizadores com os
quais pode conversar.

K
®@ 613564 ?tenantld=3ec43cd0-8a0d-4759-802a-dbfeb3f6cde3&groupld=ad9a
user 00 a097-

& You: BTW, Would you like to go to lunch togstes @ c8e9f1a0406b&parentMessageld=1542777813564&teamName=0G_SGW _Teams!

AB%93%EA%BC%IA_9E5%8D%88%ES%BE%ECAichannelName=E_%E3%83%AF%
2%AF%E3%82%B7%E3%83%A7%E3%83%83%E3%83 %97 %E6%BCY%I4%E7%BF%S

@ﬁ Mickey 11/7
¥ user 00: THX

CANTZIOANCE,

Clique para seleccionar entre os membros
candidatos.

Search or type a command

Chat Recent To: Start typing a name or group

/0%
®\ ©)

Pr type a command

Recent

Chat Recent Contacts Y To: user

New chat

7 Depois de clicar no botao "New
Chat", introduza um nome para L
IIMembroll. a © You: BTW, Would you like to go to lunch togeth... ° user 03

@ﬁ Mickey 1/7
' user 00: THX

Recent

New chat




Iniciar uma conversa em grupo

Também pode usar chats em grupo para conversar com varias pessoas, que estdo a usar Teams

Crie um Chat de Grupo

E4 Search or type a command

Aa
T Chat Recent Contacts Y To: 6 user 00 X 6 user 02 X

[ ou pS
N\ @

New chat

Renomeie o Chat de Grupo

To: 6 user 00 X e user 02 X @@
/5%
Ve

To: e user 03 X e user 04 X e




Adicionar mais utilizadores a um chat

Pode adicionar utilizadores ap0s iniciar um chat.

Converter um chat com um unico utilizador num chat de grupo

‘\'_a) — X

00 el P

Ap user 00, @ user 02 @

H 3 participants

Conversation  Files .
H

Compartilhe o historico da conversa ao adicionar mais

Add /@6

© user02 X \ @

Cancel

utilizadores ao grupo

000 [}

Add

H |Enter name, email or tag

@ Don'tinclude chat history
QO Include history from the past number of days: 1
QO Include all chat history

Cancel




Iniciar uma chamada a partir do chat 1:1

Pode mudar de uma conversa individual para uma chamada

Clique no botao "Disconnect
is calling you (Desligar) para terminar a
chamada

user 01




Iniciar uma chamada de um Chat de Grupo

Search for or type a command

A Rpcent —ontacts . i Pt
R Contact E"erl“m:‘mnce Reviews * 9 o 0 e @

p =)l
[ = | Conversation Files
T ——
Chat r Performancs Féonsw 12

Wou: Hra, weliome bo the perior,,.

o  Steve Goodman added Lady Gaga and Bradley Cooper to the comveration

e N = T
) chaglvannone S b _:F:P Steve Ghodman changed the group name 1 Perfarmante Reviswi
¥ou: Hiys, soemy, mod bees i my b
o | a Bradiey and Lady 1,004 __—
Erndleys Good thanis
Hiya, welcomae to the performancoe neviews chat!
dradbey Cooped Rt
. v ire
' * Lady Gaga et
@ Lisa Goodman 02

Type & new message

A OB P RO QX - >



Como criar e participar em
reunioes

Pode alterar de um chat individual para uma chamada ou agendar uma
reuniao Teams.

© Copyright Microsoft Corporation. All rights reserved.
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Agende uma reuniao no Teams

Pode agendar uma reuniao com Teams.

4 Search or type a command

Calendar G4 Meet now

(5] Today < > November 2019 B Work week

New meeting -

N T §
@ Title Select a channel to meet in
Section meeting \ @ Project A / Share information N

Location Invite people
~ Invite someone
Start End Repeat D Organizer

N

Nov 15, 2019 11:00 AM Nov 15, 2019 12:00 PM User 01 (1) 5 ofc
@ — Pode cgnwdar utlllzadqres
@ | [+ especificos para a reunido.

B 7 U S ¥ A W rragsphy I, & 5= e

Please share the material in advance.

Também pode selecionar
um canal para a reuniao.
Os utilizadores podem
juntar-se a reuniao no link
"join" no canal.

/5%

[}
-
This is a Microsoft Teams online meeting. Everyone can
joinon line. Close Schedule



Agende uma reuniao no Outlook

Também pode marcar uma reunido para ser reservada com antecedéncia no Outlook.

Calendar - vishek@microsoft.com - Outlook

File Home Send / Receive Folder View Help Q Tell me what you want to do

B A8 New Group Search People
| @ DOEEE B | + O
28 Browse Groups @ Address Book
New NE\.N New New Tgams Today Next7 Day Work Week Month Sch.edule Add Share |o = Untitled - Meeting
Appointment Meeting Items v Meeting Days Week View Calendar v Calendar v -
AL A ° - S B Maneoe alendec il e File Meeting Scheduling Assistant Insert  Draw Format Text Review  Help Q@ Tell me what you wan
< March 2020 > [ Today 1 <|[>| March 15 - 21, 2020 Washington, D.C. * o TSR oot i 1. s @[ = T T @ L:' H 3 ,j 9
4 Olles 53°F/46°F 64°F/43°F 58°F/50°F <] Calendar o= e Bus .
SU MO TU WE TH FR SA J=T X ! Q\/ < = [susy ]
Delete Join Teams Meetini Meetin Cancel Address Check Response . ; Recurrence
23 24 25 26 27 28 29 > Forward | v 9 9 P Reminder: 15 minut -
@ Sunday Monday Tuesday Wednesday Thursday onva Meeting Options Notes Invitation Book Names Options v "g eminder minutes
3) 2 3 4 5 6 17
15 16 17 18 19

8 9 10 11 12 13 14

EIY S 9} Adicione os participantes relevantes para a

o w0 o | reuniao

April 2020

Send

\ @

Required
Optional
d d d . Start time Mon 3/16/2020 (5] 300PM v [JAlday [ | @ Time zones
Quando todas as entradas estiverem T pree= e D

completas, pressione Enviar.

Pode verificar o que enviou tanto do
calendario do Outlook como do calendario (S‘@
Teams. b N

oin Microsoft Teams Meeting

Location Microsoft Teams Meeting

| ocal numbers | Reset PIN | Learn more about Teams | Meeting op

Descreva o conteudo da agenda da reuniao.




Participe na reuniao a partir do calendario ou do canal de

Teams

Ou

Participe na reunido a partir do separador Calendario em Teams.

Junte-se a reuniao agendada a partir do canal Teams (se agendou a partir do canal ao configurar a reuniéo).

Calendar

E,:rj Today <
16

Monday

Teams

Calendar

.

g veusUe
.’6
2

test
Vinay-Shekhar

> March 2020

ISUITIS IVISSUIIY AU VTSI AU

Teams

Your teams

u Project A

General

¥

Search or type a command

Share informatiop

Hidden teams

17

Tuesdi

N}
-

@

]

Files

Perspective)

Mirracaft Taame MaatinA

3 PM | Gear Up - Compete Effectively

From Calendar

External

got | .
€0 Join or create a team

P
L/

Project A > Share information -

Conversations  Files  Wiki  Meeting Notes G ar
W Project A Some changes to the project overview.

Section meeting

Wednesday, November 13, 2019
11:00 AM - 12:00 PM (1 hours)
Project A / Share information

< Reply

Chat with participants

user 01 Sunday 4:21 PM

'3

o user 01 Please take a look at this and give us feedback.
@ Focus on Tokyo 2020.pptx
< Reply

e Yammer Vesterday 6:24 PM

user 01 has removed the Yammer configuration that was created by user 01.

< Reply

Today

user 01 10:19 AM
Please -

u Section meeting
Wednesday, November 13, 2019 @ 11:00 AM

s
user 00 Please share yesterday's materials. -
1 he organizer.
user 00 VYesterday 2:47 PM
@ ncel meeting

Please share the material in advance.

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

This is a Microsoft Teams online meeting. Everyone can join online.

—/

Start a new conversation. Type @ to mention someone.

b ¢ O@B G -
From Channel in Teams



Ligar e desligar a camera e o microfone

Pode definir as configuragbes da camera e do microfone antes ou depois de se juntar a
reuniao.

<Definido antes de entra na reuniao> <Definido apos entrar na renuido>

icone de status ON

u

icone de status OFF

Quando a camera é desligada, a foto sera exibida se a foto do usuario estiver registrada.




Verifique as configura¢des do dispositivo para a reuniao

Isto pode ser alterado quando varios dispositivos de audio sao conectados.

Pode verificar o dispositivo |
conectado e muda-lo, se etk High Defnion AucioSs)
necessario.

Speaker

Headphones (Realtek High Definition...

<) 2

| 133 Show device settings
E) Show meeting notes i e
A i ' Headset Microphone (Realtek High D... ~

! O Enter full screen U s

§ 7% Start video with blur
il Keypad
© Start recording

(A Turn off incoming video

Meeting settings

Private viewing On

Allow participants to move through shared
presentations on their own




Partilhe o seu ecra com os participantes da reuniao

Como forma de compartilhar materiais durante uma reuniao, ha uma funcao para compartilhar
a propria tela da area de trabalho.

Nao so a area de trabalho, mas
também as janelas (telas de
aplicacao) ou

Compartilhe o PowerPoint.

: Além disso, aplicativos adicionados
LA = também estdo disponiveis!

Share Desktop (com audio do

A sistema)

O Include system audio




Desfocar o fundo

A funcao de desfocagem de fundo reconhece o rosto humano e desfoca o resto do fundo.

<Definir antes de entrar na
chamada>

Choose your audio and video settings for

Section meeting

Choose your audio and video settings for

Section meeting

- M| & @® & ReaitekHigh Definition A..

A

Join now

& @@ S ReaitekHigh Definition A...

=) Add a room

& Audio off (= Add a room

<Definir durante a chamada>

Search or type a command

N

%3 Show device settings

B Show meeting notes

| O Enter full screen

7% Blur my background
i Keypad

© Start recording

(74 Turn off incoming video @ [ ] ]

E & ==




Ecra completo

Por exemplo, ao compartilhar documentos, € mais facil de visualizar ao usar a exibicao em tela completa

(ontoso

{31 Show device settings

SRR FOCUS ON
AW ECTammm TOKYO 2020

TOWARDS THE FUTURE wees It faa vdon  ardices  dekevive  sheihon  Rrde e b

...........

@ontoso

FOCUS ON
TOKYO 2020

[CAWARIXS THE FLIURE

O ecra completo é restaurado
com a tecla [Esc].



Tenha alguém a interagir com o seu ecra 1

[Request Control] permite controlar o ecra do apresentador.

<Ao solicitar autoridade para controlar>

—MRAFEEATORL ~

Mo soyoma 8 5 B

—etEEEATO N v

Mitars Sopama M) & M

2

2| Trends in expendltu re
2 [T NN T T T T T T I T

l .J“M

375.00 33.00 45.00 375.00 201.00 0.00 0.00

238.00 238.00 238.00 123.00 111.00 98.00 0.00 0.00

452.00 110.00 110.00 125.00 133.00 122.00 0.00 0.00

45.00 375.00

84.00 84.00

sy | Feb Mor oee E35) Request control 238.00 123.00 111.00

110.00 125.00 333.00

S B B E=mE O icone do usuario é exibido no rato

5
B = | = 5= | 5 - .0 .0 Conditional Formatas Cell Insert Delete Format
=SS EE Bleseaceome | 8- % 9 G 4 odtond fomatas Col | men Delee fomat |, operacional.

Alignment [} Number N Styles Cells



Tenha alguém a interagir com o seu ecra 2

O apresentador pode dar o controle aos participantes e controlar a tela exibida.

<Ao ceder a autoridade para controlar>

Presenting . Give control Stop presenting

i wuser 00

Cancel Control 7] Stop presenting

Quando um usuario que esta a compartilhar uma
tela, se aponta para o topo da tela, esta opcao
aparecera.



Ter uma conversa durante uma reuniao

Pode verificar se esta a ouvir audio ou incluir informacdes importantes no chat.

* ¢ o s ' € Search or type a command ) — X
2 | 3A | 45 | s5A | 68 [ 7A | 6A | 98 | 108 | usa_|
AutoSave g g v Trends in expenditure - Excel Miharu Soyama M8 45 @ i X,
file Home Inset Draw Pagelayout Formulas Data Review View Help O Search # Share 3 Comments Meeting chat X
& ~[1 A = v 2B wWiapText 3 i Z (= = AutoSum v A @)
B i o Do | Bwanren BED 888 I w0 £
Paste e O A By, | SEZ = == B MergekConter v | B~ Y «g g0 | Conditional Formatas Cell | Insert Delete Format | Sort& Find& | ldeas user 01
. _ Please share the material in
Cipboard Font 5 Aighment 5 Numbe 5 Styles cells diting dess | sensivity 5
advance.
K1 - f v
. . J L A B c o E F G H ) K L ™ N o - n Section meeting .
2 . Wednesday, Novemb...
:|Trends in expenditure
I e U T T . S I I I T N I NN T ——
33.00 375.00 33.00 45.00 375.00 201.00 500 Can you hear me?
e mSpending 1
i 2 238.00 238.00 238.00 123.00 111.00 98.00 o 0 0 #Spending 2
400
4 110.00 110.00 110.00 125.00 333.00 122.00 o X : 0 50 Spending 3 10:43 AM
; u5pending 4 Yes.
i 4 126.00 84.00 426.00 125.00 187.00 0 X 0 300 aSpending 5
s 54.00 . 250
s MR 3 7 i : <
150
BIEE 9 =
> SLTR® " c 100
3
s Spending - Jan -| Feb - Mar - Apr - May [~ Jun - Jul - Aug - Sep - Oct - Nov -| Dec - aut - e -
5 Spending 1 33.00 375.00 33.00 45.00 375.00 201.00 0.00 0.00 0.00 0.00 0.00 201.00  1,263.00 ! \ et
6 | Spending 2 238.00 238.00 238.00 123.00 111.00 98.00 0.00 0.00 0.00 0.00 0.00 44000  1,486.00
7 Spending 3 452.00 110.00 110.00 125.00 333.00 122.00 0.00 0.00 0.00 0.00 0.00 122.00  1,374.00 A
8 Spending 4 84.00 84.00 84.00 426.00 125.00 187.00 ¥ X 0.00 0.00 ¥ 187.00___1177.00 <
N sumvary  [EEE [Feby Mar | Apr | May Jul| Aug | S s
o
06:26 /] ]| o Request control
Jlely = M L ] . -
'\J'v
\Rep\y
user 01 % A ¢ O @B - B
1945

i A 2019/11/13 EZ



Criar atas de reuniao

[Meeting memo] Esta preparado para que tire notas durante a reuniao

2

1| Trends in expenditure
T T

D 1 J K L M N
m““mm;\m

B c

500

Spending

.
250
200
.
- Jan - Feb - Mar - Apr -| May

Search or type a command

Trends in expenditure - Excel

H

wSpending 1
= Spending 2

Spending 3
= Spending 4
uspending 5

£33 Show device settings

B Show meeting notes

O3 Enter full screen

7% Start video with biur
- &t

Spending 1
Spending 2
Spending 3

Spending 4

33.00 375.00

238.00 238.00 2

452.00 110.00 &

84.00 84.00

33.00 45.00 375.00

38.00 123.00 111.00

10.00 125.00 333.00

i Keypad

© Start recording

(74 Turn off incoming video

126300 [\ \__/

1,486.00

1,374.00

1,177.00 —~/

Meeting notes

\

Meeting notes

Notes

Capture meeting objecti
notes or action item

\Ximportant

Go ahead and start taking

notes!

Summary Feb' Mar Apr ‘ .
L R Notes you take are shared with

Dthe.rs and are accessible before,

:%ﬂ’ nd after the meeting.

user 01 ,%

user 01 %

Meeting notes X

11/13 meeting memo

[Memo de reuniao] esta preparado
para que possa tirar notas durante a
reuniao.

Capture meeting objectives, important
notes or action items




Gravar uma reuniao

Pode deixar uma gravacao para os usuarios que nao puderam participar da reuniao.

<Ao gravar uma reunidao> <Parar de gravar>

3 Show device settings

€3 Show device settings
& sh o B Show meeting notes
ow meeting notes
i i ]
f

g O Enter full screen O Enter full screen
\
\ 78 Start video with blur \

% Start video with blur

i Koyped i Keypad

[ [ ] ‘
' @ © Start recording .
© Stop recording

(#4 Turn off incoming video
(4 Turn off incoming video

B &

Search ar type a command

& You're recording Let everyone know that they're being recorded. Privacy pelicy

Uma mensagem de gravacao e um botao de gravacao sao exibidos.




Assista a reuniao gravada

Quando grava uma reuniao, esta € automaticamente carregada no Stream. A gravacao pode ser visualizada

a partir do canal ou, se quiser o transcript da reuniao, Abrir no Microsoft Stream.

<Veja a reunidao gravada no Teams>

user 01

10:19 AM

Section meeting
‘Wednesday, November 13, 2019 @ 11:00 AM

e all

Section meeting started

Please share the material in advance.

Section meeting

Meeting ended: 47m 18s

Meeting
Recorded by: user 01

<Veja a sessao gravada no Stream>

<« Reply

user 01
® Please share the material in advance.

Section meeting ended: 19

@

10:19 AM

u Section meeting

‘Wednesday, November 13, 2019 @ 11:00 AM

Collapse all

@«  Section meeting started

4

Meeting ended: 47m 18s

S

How was the call quality?

l do Microsoft Stream

Open in Microsoft Stream )

Meeting
Recorded by: user 01

» o

o Share @

@ Getlink

© ii Welcome to Microsoft Teams
VinY

Learn more
Report a problem
I ::: I .5
©) :E } > ) 0027231

“ > Pode obter o Meeting Transcript

Transcript

S Search transcript

00:01 Hi there, welcome to Microsoft Teams a
collaboration app that

00:05 helps your team. Stay organized and
have conversations, all in

00:10 one place. Let's start with what

00:12 else teams. Here you can see a list of all
the teams you're

00:16 part of. Teams are made up of channels
you can build them by

00:22  topic Department or just for

00:24 fun. Channels are where the real work




Inicie uma reuniao a partir de um canal

Pode comecar uma reuniao imediatamente a partir de uma
conversa de canal.

70%
<Comecar reuniao> Want to add a subject% @

Start a new conversation. Type @ to mention someone. '

A G © @ @---..-@®

<Participe na reuniao>

£

Meet now iii; <:>

Precondition meeting 00:26 ﬂ@

(] Schedule a meeting

Join

@« Precondition meeting started

< Reply

Quando a reuniao termina, o canal é exibido.

a4 Precondition meeting ended: 47m 18s

&« Reply



Como utilizar Teams e os
Canais

Criar uma equipa ou canal e inicie a comunicacao para compartilhar
informacdes com membros especificos, tais como projetos, departamentos e

secoes.

© Copyright Microsoft Corporation. All rights reserved.
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Crie uma nova equipa - Passo 1

Crie uma nova equipa, adicione membros da equipa, e crie um espaco de trabalho de
partilha de informacao.

“ Search or type a command

Teams v Join or create a team

h _ ey

Create a team

Create your team What kind of team will this be? X

~l
A e S8
Private
1 People need permission to join '

’l
.@
1 Public
v Anyone in your arg can join

+
Build a team from scratch

. > Create from...

An existing Office 365 group or team

« Equipa Privada
Apenas o proprietario pode
adicionar membros.

=

- Pode também basea-lo numa

®5 equipa ja criada Equipa Publica

Whets e Todos os utilizadores podem
- participar




Crie uma nova equipa — Passo 2

Some quick details about your private team X Add members to Project A Add members to Project A
Team name /SS Start typing a name, distribution list, or security group to add to your team. You can also add people Start typing & 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. outside your organization as guests by typing their email addresses.
Project A‘ @\ ©
% Start typing a name or group /m Start typing a name or group
Description o ° user 03 Member w0
Let people know what this team is all about @B \ USER03
6 user 02 Member v,
USER02

user 00 Member w

Adicionar uma descrigao é Procure por membros e © =3
opcional clique no botao “adicionar”

o ~l
- - ..
¢ Back @@ Skip @' Close

Os membros podem ser adicionados
posteriormente,
Nesse caso, clique em Ignorar.

Compartilhe informagdes com a sua equipa
imediatamente!



Adicione membros a equipa

Pode adicionar novos utilizadores a sua equipa como membros.

E4 Search or type a command
Teams - Y Project A > General - © T
-
@@ Conversations  Files Wiki +
St Your teams ——
! - Project A E
- |
Sl — & bide Welcome to the team!
Here are some things to get going...
% Manage team
_s' F Add channel
@@ I & Add member I
-
¥ Leave the team
¢ Edit team o [
@ Get link to team
@ Delete the team
At ammim cammin N Cammin senmin olameinal A tlen FAA
Add members to Project A Add members to Project A
Start typing a name, distribution list, or security group to add to your team. You can 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. also add people outside your organization as guests by typing their email addresses.
[4
Start typing a name or group @ o user 04 x ‘ “
—

Close

Close

Apenas utilizadores com
autoridade de proprietario
podem fazé-lo.

Add members to Project A

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

user 04
v X
e USERO4 Member

@5@ Close



Adicione membros ao utilizar um cédigo - Passo 1

Para equipas privadas, apenas o proprietario pode adicionar utilizadores, mas o cédigo permite que os
utilizadores se juntem directamente a equipa, independentemente de serem privados ou publicos.

<Criar codigo> >%Apenas proprietarios podem criar

Search or type a command

W Project A - © Team
Project A
Teams v Project A
M Projec Members  Pending Requests ~ Channels Apps
Conversations ~ Files Genera! @
Your teams Share information » Team picture Add a team picture
&
- Projec‘t A @ > Member permissions Enable channel creation, adding apps, and more
General % Hide » Guest permissions Enable channel creation
B > @mentions Choose who can use @team and @channel mentions
0y
= I 253 Manage team
@ v Team code o Share this code so people can join the team directly - you won't get join requests
& Add channel -
o* @ Note: Guests won't e able to join with a team code
= member J
$%  Leave the team
»  Fun stuff Allow emoji, memes, GIFs, or stickers
& FEdit team
@ Get link to team
~ Team code Share this code so people can join the team directly - you won't get join requests

o o Pode distribuir o cédigo emitido ou mostrar o~ 92p3h2v
W/ codigo aos participantes usando "Exibicdo em ¢ Fullsceen O Reset @ Remove [ Copy
tela Completan parajuntarem_se é eqU|pa Note: Guestsw@eabletojoin with a team code

®



Adicione membros ao utilizar um cédigo - Passo 2

Para equipas privadas, apenas o proprietario pode adicionar utilizadores, mas o cédigo permite que os
utilizadores se juntem directamente a equipa, independentemente de serem privados ou publicos.

<Juntar-se por codigo>

Search or type a command

Join or create a team

Y

Join or create a team

- e
Your teams H-H
Project A . I W

General

Create a team Join a team with a code Create a team Join a team with a code

oo | . LTI —
e o Bring everyone together and get to work! .
.
y
2 =
Qualquer utilizador que conheca o codigo pode

juntar-se.
Tenha cuidado!!




Remova um membro da equipa

Nao se pode eliminar um utilizador que seja proprietario.
Teams v Project A Se quiser eliminar este utilizador, mude para a autoridade para
i s B membro e elimine-o.

B Projeca ] ><¢ Veja "Mudanca de funcdes de membro".

Hide

9
©.
(B
o

g Search or type a command >
I @,3 Manage team
= Y i
& Add channel N Project A ® Team
Project A
K ot
< Add member
%& Project A Members ~ Pending Requests ~ Channels ~ Settings ~ Analytics  Apps
Leave the team -
eeeee |
X Search for members Q
f Edit team are information
Owners (1)
@ Get link to team Name Title Location Role

@ user 01 Owner v

i Delete the team B
Um utilizador que seja JN
proprietario pode eliminar um i v X

membro.

user 02 Member VoL X
-

user 03 Memb@@

2D %9




Crie um canal

Pode criar varios canais para discutir topicos especificos, projetos, etc. e ter uma conversa mais profunda.

Search or type a command

Teams v o Project A > General -

Conversations  Files Wiki
Your teams —

~l
+ PA  Project A @' E
General & Hide
£33 Manage team
I = Add channel I-‘l

Add member @@
-
Leave the team

Edit team

1
He

@ % % (9

Get link to team

Conversations
Your teams ——

PA  Project A
4
Teams

Share information

Create a channel for "Project A" team

Channel name /66'
Share information @R

» Description (optional)
Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team v @

Search or ty}, show this channel in everyone's channel list

Teams Y A Project A > Share inf:’ Cancel .@@

Files Wiki —+

[Canal geral] é o canal padrao. Este nao

pode ser apagado.



Edite um Canal

Depois de criar um canal, pode editar o nome e a descricao do mesmo.

Edit "Share information" channel in "Project A" team

Channel name

Teams Y Pa  Project
J Share information @ \

Conversations  File
.1

Your teams

Description (optional)

/0%

PA  Project A e Help others find the right channel by providing a description @

General
Share information @@ E

L1 Channel notifications

2 Hide

D Automatically show this channel in everyone’s channel list

£33 Manage channel

& Get email address Cancel | |
@ Get link to channel K
% ¢ Edit this channel @5

A8 Connectors

O canal geral é o "Default
Channel”, por isso nao pode ® o

edita-lo. N

i Delete this channel



Definir notificacdes para cada canal

Pode escolher ser notificado quando uma mensagem é publlicana no canal.

Teams Y A Project
Conversations  File
Your teams ——
PA  Project A e
-
Teams General

N
Share information @@ E
Channel notifications I

Hide (éﬁ
Manage channe

Get email address

D

@ & 2

Get link to channel

R @

Edit this channel

=
>

Connectors

Delete this channel

S]]

Channel notification settings

Project A > Share information

All new posts
MNotify me every time there is a new post in this channel

Channel mentions
Notify me each time this channel is mentioned

Reset to default

Off N

I Banner and feed

QOnly show in feed @

Off

>




Mostrar / ocultar canal

Ao mostrar canais utilizados com frequéncia e ao esconder canais utilizados com menos frequéncia, pode

realizar o seu trabalho de forma mais eficiente.

<Mudar de canal visivel para oculto>

Teams Y P Project A > SI
_ Conversations ~ Files  Wiki
Your teams ——

PA  Project A

General

Share information @ @ E

L Channel notifications

5
®

2 Hide

{82 Manage channel

«

Get email address

Get link to channel

R @

Edit this channel
88 Connectors

Delete this channel

Ek

Teams

Your teams

Project A

General

1 hidden channel

=)

Bl

Search or type a

Project A > General -

Conversations  Files Wiki T

Project A

~l
Share information %



Publicar uma mensagem

Adicionalmente ao texto, estao disponiveis Emoticons, Giphy e Stickers.

Search or type a command

g ?2  Project A > Share information -

sations  Files Wiki

Thank you in advance.

A gl]l® B g - O B

Bl 2N

s -
200006686
. g
Let's get the conversation starti = ’/': e i = e
ey to collaborate with, or add some tabs customize your space. == ".‘ =
© G 1’}{ . e QO .’6
1= ronte| 8O
. d @ F EE
Planner OneNote  Web:
g & 4 Z
P -~ 2
v o) 00 3
t Type @ tom 25 E
& 56 ae £ Ao d .
LR - A A 4 Pode enviar uma conversa ao

pressionar Enter.

POde Separar com O Shift + Enter. Thank you in advance. &
Ay ¢ @ @ B gt e ]




Responder a uma mensagem

Use o campo "Reply" (Responder) para responder a uma mensagem. Quando responder, os
utilizadores serao notificados.

<Se quiser responder.>

user 00 6:36 PM
e Canl share information the other day here?

« Reply . I
N

b ¢ © Gt e 1 B
user 00 6:36 PM '
e Canl share information the other day here?
I Yes, thank you. Do you have any materials'ﬂ /SS I
A ¢ Q@B G - @% B>

<Ao receber uma resposta.>

user 00 replied to a conversation Quando receber uma resposta, ira ver uma notificagao.

you're in

Project A / Share information Se a mensagem nao for verificada, um numero aparece
no icone Teams na barra de tarefas.




Formate o texto para publicar

Adicionar uma linha de assunto nao so6 facilita a distingao entre conversas, mas também permite definir um

formato para enfatizar o texto.

B /7 U S ¥ A M

Paragraph v~ T, <

Add a subject 7
\ The date of the workshop is
November 20 (Wed)
e ume Is still being adjusted.

General

Share information

Se uma mensagem com um botao importante
pressionado nao for lida, [!] € exibido a direita do

canal.

|—_,f New conversation

Bl7 u <
IMPORTANT!

About the schedule of the workshop

Everyone can reply r[-h Post in multiple channels

- 3

-_————
— s o

—

Please arrange as much as possible and participate.

Ae ¢ @ @ B

gj:q wes

user 01 ©:44 PM
IMPORTANT!

Se houver uma linha de assunto, a
About the schedule
The date of the workshop

conversa sera separada.
November 20 (Wed)

The time is still being adjusted.

Dlo=ce arrange as much as possible and participate.

5 Uma marca importante
também é exibida na
mensagem.




Anexe um arquivo

Dentro da equipa, pode partilhar ficheiros, tal como conversas.

Start a new conversation. Type @ to mention someone. fri—
@ Recent action to Yammer so group members will be notified for:

fy@ @ B & ;
> ‘ * Browse Teams and Channels POde também anexar aqu“VOS de
@ Onediive equipas, canais e OneDrive.

®. I Upload from my computer I
Type @ to mention someone.

A ¢ © @ B a .-

Start a new conversation. Type @ to mention someone.

@ Report.docx X
by COBE & ‘ @6
user 01 414 PM ~ . ~ n . n ~ 7
@o Se nao clicar no botao "Enviar", nao sera
@ Reportdoox compartilhado com os membros da sua equipa,
— por isso nao se esqueca de enviar!!

Também pode enviar com texto adicional.



Mencoes 1

Esta funcdo envia uma notificacdo para um usuario especifico.

<Ao mencionar>

user 00
user00@protra365.onmicrosoft.com

& == Selecione um utilizador da lista de opc¢des

user02@protra365.onmicrosoft.com

user 03
user03@protra365.onmicrosoft.com

& Getbots

. Ao escrever @, 0s
N\ potenciais utilizadores
@ g serao apresentados.

@ desaparece e o nome de utilizador

aparece. Digite um texto e envie.

user 01 4:21 PM
user 00 Please share yesterday's materials. O nome do utilizador e a conversa mencionados sao

« Reply apresentados no ecra do remetente.




Mencoes 2

Esta funcao envia uma notificacdo para um usuario especifico.

<Ao mencionar>

N Project A Ira ver uma notificacao quando for mencionado.
General Se a mensagem mencionada nao for lida, um numero aparece
Share information , no lado direito do canal.

user 01 4:21 PM
user 00 Please share yesterday's materials.

¢ Reply Uma marca @ vermelha aparece a direita da
mensagem mencionada.

&

< Exemplos de mencdes>
@[Team name], @team A notification is sent to all members of the team that you enter after @

@[Channel name], Notifications are sent to team members who have favorited the channel
@channel entered after @



Procure mensagens
Pode pesquisar a partir de uma grande quantidade de informacdes usando palavras-chave.

materials /@6‘ X

Messages  People  Files 7 @
@ user 01 2h ago
T user 00 Please share yesterday's materials. materials
Project A / Share information
Messages ~ People  Files Subject
@ user 01 Yesterday
Yes, thank you. Do you have any materials? @ ser 01 o
Project A/ Share information user 00 Please share yesterday's material Date
Project A / Share information

Select a date range

@ user 01 Yesterday © ~ .
Yes, thank you. Do you have any materials? Team C | I q u e n O b Ota O d e fl |tr0 .
Praject A / Share information Select team

' Pode filtrar por assunto,
data, equipa, etc.

From

Type a name

l:‘ My @mentions

l:‘ Has attachment

Clear
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