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TEAMS

This is a Microsoft application. Lizard is moving towards
Microsoft Office 365, and will be using ‘TEAMS’ as the
primary application for meetings.

Downloading:

1. Download TEAMS application via the link. Follw
the instructions to Install the application and open.
https://products.office.com/en-au/microsoft-teams/download-app

How To Make a Video Call in a Chat:

You can make one-on-one or group calls with anyone in your organization directly from a chat without
having to host a team meeting. These calls are private and won't appear in any team conversation.
Entries for the calls will appear in your chat, though.

. . 4 .
1. Gotoyourchat list, and click New chat 4 to start a new conversation.
Type the name or names into the To field at the top of your new chat.

3. Thenclick Video call 0 or Audio call % to start a call.
4. Upto 50 people can be on the same video call.
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Ifyou're not currently in a chat with the person you want to call, you can start a new call from a command.
Go to the command box at the top of your screen and type /call, then type or select the name of the person
you want to reach.

You can also start a one-on-one call from someone's profile card. Open it by clicking their picture in a
channel or from a search.
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How Join a Meeting:

o Join by link

Select Join Microsoft Teams Meeting in your meeting invite to be taken to a page where you
can choose to either join on the web or download the desktop app. If you already have the
Teams app, the meeting will open there automatically.

Ifyou don’t have a Teams account and the organizer has allowed it, you may have the
option to enter your name to join the meeting as a guest. If you do have a Teams account,
select Sign in to join with access to the meeting chat and more. Then, depending on the
organizer’s settings, you may join the meeting right away or go to the lobby where people
in the meeting can admit you.

o Join from calendar

Select Calendar on the left
side of the app to see your
meetings. Find the meeting you
want, and then select Join.
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o Joinin a channel

If a meeting takes place in a [6) copy Reviewor13
channel, you’ll see an invitation to
join, relevant content, and who’s

in the meeting right in the O e T o aeio s o e st e s aeing ook it o vk o

10 the copy that need to ba made? Let's start screen sharing 10 view the doc

channel. Just select Join. @ S N R -
o it looks bke there 5 to be 3 grammar/spelling pass on this doc at the very least. | locked through really
quickly and found a couple typos, etc.

Macuion Marcer 1202 pr
(59 Also, 3 lot of these taglines and ad copy need to be updated 1o reflect sentence case, not title case.
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o Join from chat

If the meeting has already begun, it appears in your recent chat list. Select the meeting in
your chat list and then select Join at the top of the chat.

Marketing meeting & @ m

Conversation Files Meeting Notes Whiteboard
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o Callin

Ifyou're unable to use the Teams app or Teams on the web, you can join some meetings by
calling in from any phone.

Ifthere's a phone number and conference ID in the meeting invite, just dial it to join.

+1323-849-4874 United States, Los Angeles (Toll)
(866) 679-9995  (Toll-free)

Conference 1D: 000 000 00#

Local numbers

o Add a room while you join

When you’re choosing your audio and video settings, you have the option to add a room so
you can use a meeting room’s audio and video devices. Your personal device may even
detect a nearby room using Bluetooth. If it does, you’ll see the meeting room’s name and
the option to Join and add this room. If the nearby room has already joined the meeting,
you can Join with audio off to avoid disrupting the meeting.
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Other join options

= Team Room Redmond (8) nearby Join and add this room

If your device doesn’t detect the room nearby, select Add a room under Other join
options and search for the room you’re using.
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Record a Meeting or a Group Call:

1. Startorjoin the meeting.

2. Tostartrecording, go to the meeting controls and

select More options """ > start recording.
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O Start recording
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3. Everyonein the meeting is notified that recording has started

4. Therecording is then processed (which could take awhile) and saved to Microsoft Stream, and

then it's ready to play.

5. The person who started the recording receives an email from Microsoft Stream when the
recording is available. It also shows up in the meeting chat—or in the channel, if you’re meeting in

a channel.

Recording has started. By joining the meeting, you have given consent for it to be recorded. Privacy Policy

Call with Darren, August, Sarah, Joshuast1 other %0001 @
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