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https://ingov.sharepoint.com/sites/learningpathways/SitePages/Get-started-with-Microsoft-Teams.aspx

®  Join a meeting in Teams
m  Schedule a meeting

m  Start an instant meeting

What can you
do in Teams?

Share content in a meeting

Call in to a meeting



Download the App - TEAMS
https://www.microsoft.com/en-us/microsoft-365/microsoft-
teams/download-app

Android Apple

Microsoft Teams

This app is available only on the App Store for iPhone and iPad.

Microsoft Teams
g y m Hub for teamwork
Microsoft Corporation

#3 in Business
1L 8. 8.8.8.

Free

Screenshots iphone iPad



https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app

Join a Meeting
Click on the link in the email /calendar

Join Microsoft Teams Meeting

Learn more about Teams ‘ Meeting_options




eee
ugs
Teams
Calendar

- Calendar
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Microsoft Teams Meeting Gra

Join from Calendar



(@] Copy Review 01:13

Ah Tchoo L9 »

Hi everyone Thanks for meeting up; can we start a thread In this meeting to take minutes but also to track changes

J | |
: 1o the copy that need to be mace? Let's start screen sharing 1o view the doc
a I I I l e Mies mac 200 pm
So. it looks bke there needs to be 2 grammac/spelling pass on this doc at the very least. | locked through really

quickly and found a couple typos, etc

Madeliom Mescer 1200 g

Also, 3 lot of these taghnes and ad copy need to be updated 1o reflect sentence case, not title case,

Just click on the JOIN button

o) Ragly




Marketing meeting &

Conversation les Meeting Notes Whiteboard

.o * |If the meeting has already started you can still join! Just click on the JOIN
Join in Chat button in the chat room!
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Join now

a9 =~ @) & @@ & Llogiech USB Headset

Before you click




Turn off Audio and Visual
(unless you need to be seen and heard)

Join now [ —

\!/ i @ Logitech USB Headset s @ £03 Logitech USB Headset

Join now
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What do these mean?




Screen Share —if
you want others to
see what is on your
screen

PowerPoint

Meeting with Linus Cans.. Snagst Editor - [Mar 5, 20 SkilisEnablement Phone ..  Microsoft Teams - Teleko...

S

Workshop - SkypeZTeam.. BRK3 Voice,-meetings,-a..




See All Participants in a Gallery View on Microsoft Teams

Mute participant

Pin

Seema Garg , /A SRS

@

Fit to frame

PIN a participant
. p p 1. Find the interpreters picture, right click - click the pin icon -
(th e | ﬂte rp I’ete r) 2. Participant Icon — find interpreters name — three dots pin the

interpreter.

2 d Iffe re nt Ways Use the split screen option to help see the interpreter. See next slide...




[35| Teams Meetings ASL user edition.pptx Start conversation Close

File Home Insert Design v Open in Desktop App Q Search
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PIN a participant
(the interpreter)

The three
dots: gives you
more options

Fit to frame

PIN a participant
(the |nterpre‘ter) the camera view of the interpreter will be small. Use

split screen option to help with this!

Find the interpreters picture, right dick - dick the pini

1 A N

* Join the original Teams meeting

Norrod, Kelllh

File Home Insert

vlﬂv X

Apps | Claim Payment Syst...

Design v

"Iﬂ New Slide
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M5 Teams
Meetings

What can you
do in Teams?

3 Download the App - TEAMS

Spllt Screen * Open another internet browser window

* Type in MS Office 365
e Click on TEAMS icon

* Keyboard Windows button + arrow (right/left) to

split screen

*  Will have two windows open — pin the

interpreter

Ell CU Database.xlsx & DUNS# P Bidder Registration )

Open in Desktop App Q Search I

MS Teams
Meetings




Ellipsis: aka the
three dots

£33 Show device settings

IR o Enter full screen

gives you more options

{ S Hold
'3 i & Transfer

D . S t t . 25 Consult then transfer

ev I Ce e I n gs 7% Blur my background

Full screen

¥
P i Keypad

s : A
L3 [ Turn off incoming video

Hold -

Blur my background ... etc

Live Captioning




Meeting chat X

Type a new message

A ¢ ©@ B B & - B

Chat Box: type questions, share
information/documents to the

group




Participants — everyone
who is in the meeting w

* This may be another option to PIN the
interpreter.

isted

ith you

* Click on the icon - open the participant list —
scroll to find the interpreter — click on the three

dots — PIN the interpreter




New Feature: Video stream of up to 9 people

ina 3 x3Grid

* The feature is gradually rolling out to all
Teams users and will be available for
everyone in the next couple of weeks.




Live Captioning Feature

Ellipsis (...) - Turn on/off captioning for attendee NOTE: Presenter should NOT turn this feature on!

0 WO COPTIonS 0 A MEEting, GO 1O Yol meting conteols sad wioct More options ™" » Turn on live
captions (preview)

lo s10p using live captions, go to the mesting controls and select More options *** > Turn off ive
captions (preview)




Meeting adjourned

When you are done with the meeting, click on the phone to hang up



Scheduling a
Meeting

How to step by step




Click on the Calendar icon
+ New Meeting

04 Meet now + New meeting

* If you use either of these icons in calendar the
captioning will be available for the meeting.

*if video call through the chat — captioning will not work
for 1:1 meeting




New Meeting

Fill in the title of the meeting

Start and end date and time

Invite someone
Click Schedule

New meeting

Title *
Location
N
Start End Repeat D
Apr 21, 2020 12:30 PM Apr 21, 2020 1:00 PM
© Scheduling assistant
Time Zone

(UTC-05:00) Eastern Standard Time

Details

B I U 8— v A PA Paragraph

Type details for this new meeting

L

Select a channel to meet in

None (optional)

Invite people

Invite someone

Organizer

Norrod, Kellyeanne
Kellyeanne.Norrod @fssa.IN.gov



Your meeting
has been scheduled!




Instant Meeting:
https://www.youtube.com/watch?v=BI-P0Jrs3g0

lil:d Meet now -+ New meeting

* There are two ways to start
a meeting instantly.

* To start a meeting with an
existing team - click on
Meet Now or the icon at the

top of the chat page oot
€0 5



https://www.youtube.com/watch?v=Bl-P0Jrs3g0

Sharing
Content

* ASL Interpreter users:

* Once the screen is shared
the video "boxes" will become
very small and at the bottom
of the screen.

* Please use the split screen
workaround (slide 13)




Click the
Share icon

Click on the screen you want
all to see




* Any questions?
 Check out:
* MicroSoft 365 videos on Teams

* https://ingov.sharepoint.com/sites/learningpathway
s/SitePages/Get-started-with-Microsoft-Teams.aspx

 Linkedin Learning: https://www.linkedin.com/learni
ng/microsoft-teams-tips-and-tricks/extra-options-in-
video-calls-
2?pathUrn=urn%3Ali%3AlyndalearningPath%3A5e67c
339498ee624c52b641c&u=2188380



https://ingov.sharepoint.com/sites/learningpathways/SitePages/Get-started-with-Microsoft-Teams.aspx
https://www.linkedin.com/learning/microsoft-teams-tips-and-tricks/extra-options-in-video-calls-2?pathUrn=urn:li:lyndaLearningPath:5e67c339498ee624c52b641c&u=2188380

Contact Us:

email: DHHShelp@fssa.in.gov
Website: Dhhs.in.gov
Videophone: 317-542-3324
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o  Division of Disability and
Behabilimivg Service_s



