Microsoft Teams

Let’s Chat About Microsoft Teams Chat

It's more than an instant messaging or texting app:

Q Communicate with individuals or groups
@ Share documents and files and start meetings from the Chat feature

@ All features can be used on the desktop app, phone, iPad or notepad

How To Use Microsoft Chat

Q From the desktop application select Chat on the left side of the window

Click the New Chat button to
start a new individual chat or a
group chat

Click Chat to start a new
chat or see and respond to
existing conversations

9:22 AM

@ Teams Weekly Tips - Top Meeti... ***

9:27 AM
You: | agree. I'm not convinced t...
Here's a link to an article on Teams replacing Qutlook. | still haven't found the one | came
across a couple weeks ago that | wanted to share but this is a good one
https://echopath.com/work-without-outlook-office-365/

Gilbert 11:55 AM
You: Just sent an email. Thanks ...

8D Brent 5/14 ) )
You: Ok I'll call you when I'm done... Work Without Outlook? How Office 365 Could Change ... X
Microsoft Teams is set to become the primary communication tool in
1o Jason 53 Office 365. Could Outlock be next? How conselidation helps...
You: @
echopath.com
g  Brentand Kevin 5/7
Vou: | would really like to get a Tea...
Ashli and Kevin 577 25 A
Ashii: Yup!
WAMS ! - 34 Gonna read it in a few because to me it makes sense that you would need both
Recording is ready i
Planner 4/28 ‘
: I . 927 AM
Tesk Record user sessions and Po.. | agree. I'm not convinced that Outlook will go away
Teams Security & Best Pra... 4/23
Recording is ready -
Teamsters 4/22 IType a new message
You: Let's discuss Org Charts furth...
] S
o Keuin 4 A ! ¢ @ B B E > ¢ =
1. Click New Chat at the top of the screen to start a new individual or group chat

Chat Recent Contacts VW

Recent
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Microsoft Teams

2. Enter the name of someone in your organization you want to start a new chat with

3. To create a group and name the group, select the drop down arrow on the right

a Search or type a command

Chat Recent Contacts To: Start typing a name or group

‘ E

Recent

New chat

4. Enter a Group name and then start typing the names of people you want to include in
the group

Search or type a command

Chat Recent Contacts Group name:

> E

To: Start typing a name

New chat

5. After you enter the Group Name type the names of the people to add to the group

© e rortype a command “-
Chat Recent Contacts Jf Group name: ABC Client Go Live
Regenk
To: BD Brent| X @I Court | X Kevin X

New chat —

B - 1 Go Live 1241 PM
¥ Kevin: sounds good, thank you
Brent 12:03 PM

BD -
You're welcome. It's not right w...

Ashli 9:28 AM i

Internally | totally get but not ew...

—
Gilbert 11:55 AM
You: Just sent an email. Thanks ... e
e
Jason 5/12
o
® You: @ T
Brent and Kevin 57
B K -
You: | would really like to get a Tea... . . .
You're starting a new conversation
Ashli and Kevin 5/7
Ashli: Yup! Type your first message below.
WAMS ; 5/4

Recording is ready

Planner 4/28
Task "Record user sessions and Po...

Teams Security & Best Pra... 4/23
Recording is ready
Type 3 new message

Teamsters 4/22

You: Let's discuss Org Charts furth... A ! & 2 @ B> Qe =
6. Now you can type messages to the individual or group you just added

>4~‘) ;r 2
wcowsuumemmsmé Your Technology Is Our Business, Since 1974.




Microsoft Teams

Chat From Phone, iPad or Tablet

& Open the Teams App on your device

1. Select Chat and you will see all the conversations and options are the same in the app
as they are in the desktop version

134 W T @) Mol wl T -
_ Ashli
= O\ Chat L./ < Last seen 11:24 AM 0 %
That Files More
Brent 12:03 PM —
BD  You're welcome. for tomorrow, that would be
ideal @

Ashli 9:28 AM That's not a problem! Will
Internally | totally get but not do

every person outside of your or...

Thank you!
Gilbert Yesterday
You: Just sent an email. Thanks Going to add last week's file
Kevin to this chat for the
screenshot | need
e Jason 5/12
You: &

Sounds good!

Brent and Kevin . 5/7 m Teams Weekly Tips - To... |
B K You: |l would really like to get a 901 KB
Teams Team setup asap. | know...

Ashli and Kevin 5/7 Teams replacing Outlook. |
Ashli: Call ended 44 sec still haven't found the one |
came across a couple
WAMS weeks ago that | wanted to
Conference Call - Monday... s/ share but this is a good one
Play
Type a new message
s 3)8 &5 o @2 e A 9
2. Locate the chat you want to read or respond to
Everything is synchronized!
4. You can even open documents and links you added from your desktop on your device or

add new links and documents from your device app!

More Features and Tips On Microsoft Teams Chat Coming Next Week!
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