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Ll O Type here to search

Participe en un chat individual o chat g

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 -

ooz D)

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 @




Unase o programe reuniones desde cualquier dispositivo

Call withdoshua, Babak, Sarah, and\Daniglle oz




Colabore en equipo

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




Accede a Teams desde cualquier lugar y dispositivo

Descargue TEAMS — https://aka.ms/getteams o Descarguelo desde la tienda de aplicaciones de iOS o Android

Escritorio Movil Web
e e Edge RS2+
= e« Edge Chromium

G Google Chrome

A Linux DEB 64-bit

s
@& o0sx10.10+ Iphone Android
A Linux RPM 64-bit



https://aka.ms/getteams

m Microsoft

Como usar el Chat

Los chats individuales y los chats grupales individuales se pueden realizar en
TEAMS

© Copyright Microsoft Corporation. All rights reserved.



Iniciar un chat individual

Si quieres chatear, llamar o compartir informacion individualmente, utiliza el Chat.

<Para chatear con alguien con el que ha chateado recientemente>

4 Search or type a command

Chat Recent Contacts

Haga clic en la lista de usuarios con los que

(i@ il desea chatear.

99’

user 00 8:52 PM a007-
_ili © You: BTW, Would you like to go to lunch toget.._ gl c8e9f1a0406b&parentMessageld=15427778135648teamName=0G_SGW_Teams
s @ﬁ Mickey 7 (2) AB%93%EA%BC%IA_%E5%3D%EB%ES%BEWSC&channelName=F_%E3%83%AF%
' user 00: THX

2%AF%E3%82%B7%E3%83%A7%E3%83%83%E3%83 %97 %E6%BC%I4%E7%BF%!

CANTZIOANCE,

Chat

To: Start typing a name or group

Recent

Chat Recent Contacts Y
New chat

Recent

Después de hacer clic en el boton i
] user 00 8:52 PM
"Nuevo Chatlll IntrOduzca un nombre. © You: BTW, Would you like to go to lunch togeth...

Qﬁ Mickey 1/7
' user 00: THX

To: user
user 00
USEROO
user 02
USER02
user 03
USERD3

Search or type a command Haga clic para seleccionar entre los usuarios

Search or type a command




Iniciar un chat de grupo

También puede usar chats de grupo para chatear con varias personas, que usan TEAMS.

Crear un chat de grupo

E4 Search or type a command

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

1
ol e Jo /5%
\ (2)

New chat

Cambiar el nombre del chat de grupo

To: 6 user 00 X e user 02 X (1@

— ¢

o e user 03 X e user 04 X AN



Anadir mas usuarios a un chat

Puede agregar usuarios después de iniciar un chat.

Convertir un solo chat de usuario en un chat de grupo

‘\'_a) — X

006§ 1)

iles  Organization  Activity S

ep : pl:ggrpa(gg, user 02 o o @ ° o @
Conversation  Files | Add m
H @ usero2 x \ (2)

6

Compartir el historial de chat al agregar mas usuarios al chat
de grupo

(
oo@ et a |7 3
)

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



Inicie una llamada desde un chat individual TH

Puede cambiar de un chat individual a una llamada telefénica. Pantalla UserOO durante una llamada

e

Conversation  Files Organization  Activity o
29 AF9%E3%8296B7%E3%83%AT%E3%83%83%E 3%83%07%E6%BCII4%ET9%BF%I2 &icreatedTime=1 (1)

542777813564

user 01 Haga clic en el boton "CO|gaI’"

gc>ting ycl para finalizar -



Inicie una llamada desde Chat en 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

L
il michaelvanhare Lsaemsd 020
. - . I " o _:F:P Steve Ghodman changed the group name 1 Perfarmante Reviswi
Wou: Hiyl, soemy, mot been in my
-] m
o | Bradiey and Lady a0 13475

Erndley Good thanks
Hiya, welcomae to the performancoe neviews chat!

Lady Gaga et

Lisa Goodman 027

H
H
L 0 3_.--!:::;.- Cooper 00
o
Mo

Type & new message

A OB P RO QX - >



m Microsoft

Como configurar y unirse a
reuniones

Puede cambiar de un chat individual a una llamada o programar una
reunion de equipo.

© Copyright Microsoft Corporation. All rights reserved.
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Programar una reunion en TEAMS

Puede reservar una reunion con antelacion desde Teams.

4 Search or type a command

Calendar

Eﬂ Today <
1 12

> November 2019 v

12 1A

New meeting -

04 Meet now

- T i
Title
Section meeting \ (3)

Select a channel to meet in

Project A / Share information Y
Location Invite people
~ Invite someone

Start End Repeat D Organizer R

-~

Nov 15, 2019 11:00 AM Nov 15, 2019 12:00 PM user 01
@ user01@protra365.onmicrosoft.
T SChequUING
Details
B 7 U S |¥ A WA pragehy I < T

Please share the material in advance.

/5%
(5N

Close

B Work week

Puede invitar a usuarios
especificos a la reunion.

También puede seleccionar
un canal para la reunion.
Los usuarios pueden unirse
a la reunion mediante el
vinculo de union en el
canal.



Programar una reunién en Outlook T

Tambiéen puede configurar una reunion para que se reserve con antelacion desde Outlook.

Calendar - vishek@microsoft.com - Outlook

File Home Send / Receive Folder View Help Q Tell me what you want to do
ﬁ ° —a F/ =3 %f New Group Search People
dE OEHE B + O
RQ E - H n m ‘}f Browse Groups @ Address Book
New New  New New Teams |Jf Today Next7 Day Work Week Month Schedule Add Share |o = Untitled - Meeting
Appointment Meeting Items v Meeting Days Week View Calendar v Calendar v -
New Teams Meeting (Io) ] Arrange St Manage Calendars STk fid File Meeting Scheduling Assistant Insert Draw Format Text Review  Help Q  Tell me what you wan

23 24 25 26 27 28 29 DEIEtE%Fomard o | Join Teams Meeting Meeting Cancel Address Check Response

. |Recurrence
Meeting Options Notes Invitation Book Names Options v

Monday Tuesday Wednesday Thursday L\ Reminder: 15 minutes

1 2 3 4 5 6 7

< March 2020 > Today | <||>| March15 - 21, 2020 Washington, D.C. ~ b, B . g e @ = Ty @ L:' H 3 EI O
’ 2 53°F/46°F 64°F /43°F 58°F/50°F = o . B “
SU MO TU WE TH FR SA £ 4 4 E5] calendar * J=T X ! 9\/ e & show as: [HBusy ]
@ Sunday

8 9 10 11 12 13 14 1> 16 1 18 9

15“17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

April 2020

Actions Teams Meeting Meeting Notes Attendees Options

Agregue los asistentes relevantes a la reunion
= Title /@6

N\ (2)

Optional

8 AM

Start time Mon 3/16/2020 ] 300PMm | [Jalday [ @ Time zones

Cuando se completen todos los campos, pulse dtme | Monytézio [ 320m -] O MakeRecung

E nVi a r. Location Microsoft Teams Meeting

Puede comprobar lo que ha enviado desde el 6% (3)
calendario de Outlook o desde el calendario Y
de TEAMS Poin Microsoft Teams Meeting

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

Describa el contenido de la agenda de la reunion.




Unirse a la reunion desde el calendario o un canal de TEAM

Unirse a la reunion desde la pestafa Calendario en TEAMS
O
Unirse a la reunion reservada desde el canal de los equipos (si ha reservado desde el canal al configurar la reunién).

“ Search or type a command -

; . . Section meetin
Teams g Project A > Share information - o
Vour teame Conversations  Files Wiki Meeting Notes @&  + Wednesday, November 13, 2019
m Project A Some changes to the project overview. 11:00 AM - 12:00 PM (1 hours)
Project A Project A / Share information

« Reply

General

Chat with participants
user 01 Sunday 4:21 PM

user 00 Please share yesterday’s materials.

Share information I @
K Ry
Hidden teams user 00 Vesterday 2:47 PM Yy e organizer.
é user 01 Please take a look at this and give us feedback. 3 .
cel meeting

@ Focus on Tokyo 2020.pptx

Calendar

E,:rj Today < > March 2020 v

16 17

Monday Tuesdi

Please share the material in advance.
< Reply

o Yammer Vesterday 6:24 PM

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

= Iele G2

test
Vinay-Shekhar

3 PM | Gear Up - Compete Effectively ( External

3 IVIICIUSUIL ISUTITS IVISSUITY MU Vi S adn i

« Reply Join Microsoft Teams Meeting

Today Learn more about Teams \ Meeting options

user 01 10:1% AM
Plo

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

‘l
-
Start a new conversation. Type @ to mention someone. ( @

Perspective)

Mirracaft Taame MaatinA

8" Join or create a team & A ¢ © @ B G .-

Desde el
calendario Desde el cam)l en los equipos

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



Encienda / apague la camara y el microfono @i

Puede configurar la camara y el micré6fono antes o después de unirse a la reunion.

<Configuracion antes de unirse> <Configuracion después de unirse>

lcono de encendido

u

lcono de apagado

Cuando la camara esta apagada, la foto se mostrara (si la foto del usuario esta registrada).



Compruebe la configuracion del dispositivo para la i
reunion

Esto se puede cambiar cuando se conectan varios dispositivos de audio.

Puede comprobar el dispositivo Device satirga x
conectado y cambiarlo si es
necesario.

Realtek High Definition Audio(SST) v

Speaker

Headphones (Realtek High Definition...

<) 2

| 133 Show device settings
E) Show meeting notes ficrophone
L) ' HeMeet Microphone (Realtek High D... ~

g annsnnnnnn

OO Enter full screen

§ 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




Comparte tu pantalla con los participantes de la reunién s

Como medio para compartir materiales durante una reunion, hay una funcion para compartir la
propia pantalla del escritorio.

No solo el escritorio, sino
también las ventanas
at? (pantallas de aplicaciones)

O inchde sptom audio o compartir una
2) a Dy _y = S presentacion en

7 PowerPoint.

Compartir escritorio (con
audio del sistema) o

Compartir Pizarra




Desenfoque de fondo

La funcion de desenfoque de fondo reconoce la cara humana y desenfoca el resto del fondo.
<Configurar después de unirse>

Search or type a command

<Configurar antes de unirse>

Choose your audio and video settings for

Section meeting

Choose your audio and video settings fol

Section meeting

%3 Show device settings
B Show meeting notes
L

| O Enter full screen

2

% % Blur my background

(1) )

Join now
i Keypad

& @@ S ReaitekHigh Definition A...
© Start recording

[ Add a room
(4 Turn off incoming video

8 &

09:04 [ [}

[ Add aroom

) Audio off




Pantalla completa @i

Por ejemplo, al compartir documentos, es mas facil de ver mediante la visualizacion a pantalla completa.

(ontoso

{31 Show device settings

QeSS FOCUS ON
TOKYO 2020

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

...........

tontoso

FOCUS ON
TOKYO 2020

[CAWARIXS THE FLIURE

La pantalla completa se restaura
con la tecla [Esc]



1 - Haz que alguien interactue con tu pantalla

[Solicitar control] le permite operar la pantalla del presentador.

<Cuando se solicita autorizacion para controlar>

—MRAFEEATORL ~

Mioru Sopoms 8 &t

—etEEEATO N v

Mharusopma M 5 @

Tlends in expend|tu1e
T T

1 .J.,llu]

2

2| Trends in expendxture
T T

2 Foo

| .J.,lLd

Spending -

s | Spending 1 33.00 375.00 33.00 45.00 75.00 201.0(
238.00 238.00 238.00 123.00 111.00 98.00

4 Spending Jan

452.00 110.00 110.00 125.00 333.00 122.00

Spending 1 33.00 375.00 33.00 45.00 375.00

84.00 84.00

s | Feb Mor

Spending 2 238. 00 238.00 123.00 111.00

nding 3 452.( 8 1 110.00 125.00 333.00

Spending 4

Deny | Stop presenting

— B | EEE El icono de usuario se muestra en el puntero.

— = = "b‘?‘v

EE = = = Conditional F Cell I Del F 5
EEl==i= B o= 0 0 onditional Format as e nsert Delete Format
FEl=|== Merge&[enter ” 8 ~ % 9% 3% Formatting ¥ Table ¥ Styles v v v v 0

Alignment [} Number N Styles Cells



2 - Haz que alguien interactue con tu pantalla

El presentador puede dar control a los participantes para que controlen la pantalla.

<Otorgar permisos para controlar la pantalla>

Presenting . Give control Stop presenting

wlas  DatdRevIeW —VIew 8% user 00

Cancel Control (& Stop presenting
PP g

Cuando un usuario que comparte una pantalla
mueve su cursos a la parte superior de la pantalla,
aparecera un mendu.



Tener una conversacion durante una reunion

Puedes comprobar si estas escuchando audio o incluir informacion importante en el chat.

* ¢ o s ' € Search or type a command ) — X
» ZHOHER
2 | 28 | 38 | 48 | sAa | 68 | 7A | @8; | 98 | w04 | A4 |
> 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 S——
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
ue EERE 3N / 2 0 200
150
BIEE 9 =
> ST " c 100
3
s Spending - Jan -| Feb - Mar - Apr - May [~ Jun - Jul - Aug - Sep - Oct - Nov -| Dec - @&t - 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
TR | o
06:26 /] ]| s} Request control o
q,.0, 4 = B C 6 @ = _ — ‘ T (2)
'\J'v
\Rep\y
user 01 % A ¢ O @ B B
1945

i A 2019/11/13 EZ



Crear minutas de reunion

[Minutas de reunidén] Toma notas durante la reunion.

Search or type a command

Trends in expenditure - Excel

Z ol 1= T Autosum v A,
@ % ch; F% S Meeting notes X
Meeting notes X
1| Trends in expenditure Notes
2 I I TV TR T T NI T

500
= Spending |

uSpending 2

Spending 3

£33 Show device settings wspending 4

Capture meeting objectiygs, important
notes or action items \x

0
uspending 5
250 B Show meeting notes 4
200
9 O Enter full screen
* ol W °
- Jan - Feb - Mar - Apr -| May

% Start video with blur \

Spending - &t

i Keypad

Spending 1 33.00 375.00 33.00 45.00 375.00 X . .| 1,263.00 [/ \J A

© Start recording I
Spending 2 238.00 238.00 238.00 123.00 111.00 A | 7 1,486.00

Spending 3 452.00 110.00 110.00 125.00 PERp (2 Turn off incoming video ; i i A AN Go ahead and start taking

< ; |
Spending 4 84.00 84.00 ¥ 117700~/ |E notes!

summary AR 0556 WA Y [p) e :
L R | w % Notes you take are shared with

Dthe.rs and are accessible before,
di nd after the meeting.

(3) ¢

user 01 ,%

Meeting notes X

Las notas de la reunion se muestran en 11/13 meeting memo
pestanas para que todos los miembros Capture meeting objectives,important
del equipo puedan verlas.




Grabar una reunion

Puede dejar una grabacion para los usuarios que no pudieron unirse a la reunion.

<Grabar una reunion> <Detener la grabacion>

& 3 Show device settings
Show device settings
B Show meeting notes
B Show meeting notes
i i ]
f

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

% Start video with blur

L QU i Keypad a (2)
2@ |

© Start recording

© Stop recording
(#4 Turn off incoming video

(4 Turn off incoming video

w“w & @ g8 -

(1)

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

Se muestra un mensaje de grabacion y un icono de grabacion.



Observa la reunion grabada

Al grabar una reunién, se guarda automaticamente en Microsoft Stream. La grabacion se puede ver desde

el canal o si desea la transcripcion de la reunién, abrir en Microsoft Stream.

<Ver la reunion grabada en el canal>

user 01

3]

10:19 AM

Please share the material in advance.

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

Collapse all

®(  Section meeting started

34 Meeting ended: 47m 18s

Re

Meeting
corded by: user 01

G4 Section meeting ended: 19s

Qﬁ How was the call quality?

Section meeting

<Ver la reuniéon grabada en Microsoft Stream>

<« Reply

10:19 AM

user 01
® Please share the material in advance.

u Section meeting

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

Collapse all

@«  Section meeting started

4

Meeting ended: 47m 18s

Meeting

Open in Microsoft Stream

B oo Alfv

Recorded by: user 01

Share

Get link

Make this a tab
Learn more

Report a problem

o B

le
=]

¢

00:10
» 00:12

“ >~ Puede obtener la transcripcion de

} |a reunion de Microsoft Stream

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
one place. Let's start with what

ii Welcome to Microsoft Teams !

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

D> @) 0027231

00:24 fun. Channels are where the real work




Iniciar una reunion desde un canal

Puede iniciar una reunidon de inmediato desde una conversacion de canal.

76%
<Iniciar reunion> Want to add a subject% 2)

Start a new conversation. Type @ to mention someone.

N ¢ O® @---..-@m 0

<Unirse a la reunion>
[ | ]
Meetnow ®)

Precondition meeting

(] Schedule a meeting

@« Precondition meeting started

< Reply

Cuando la reuniéon ha terminado, se muestra el canal.

a4 Precondition meeting ended: 47m 18s

&« Reply




m Microsoft

Como usar Equipos y Canales

Crea un equipo o canal e inicia la comunicacion para compartir informacion
con miembros especificos, como proyectos, departamentos y secciones.

© Copyright Microsoft Corporation. All rights reserved.
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Crear un nuevo equipo — Paso 1

Cree un nuevo equipo, agregue miembros al equipo y cree un area de trabajo de intercambio

de informacion.

“ Search or type a command

Teams v Join or create a team

h _ ey

Create a team

e ‘ ‘

. > Create from...

An existing Office 365 group or team

Create your team

También puedes basarlo en un
(1) @ equipo que ya hayas creado.

What's a team?

What kind of team will this be?

~l
-
N Private (4)
1 People need permission to join

1 Public
v Anyone in your arg can join

* Equipo Privado
Soélo propietarios pueden
anadir Miembros.

Equipo Publico

Cualquiera puede participar.

=




Crear un nuevo equipo - Paso 2 T

Some quick details about your private team X Add members to Project A Add members to Project A

Team name Start typing a name, distribution list, or security group to add to your team. You can also add people Start typing a name, distribution list, or security group to add to your team. You can also add people

(5) \ outside your organization as guests by typing their email addresses. outside your organization as guests by typing their email addresses.
\O

Project A‘

Start typing a name or group Start typing a name or group

Description K, ° user 03 Member w0
Let people know what this team is all about (7) @ \ USER03
e user 02 Member v,
USERQ2

user 00 Member w

Introducir una descripcion » Busque miembros y haga © =
es opcional clic en el boton Agregar

= Oy

@Y [=

Los miembros se pueden agregar
mas adelante.
En ese caso, haga clic en Omitir.

iComparte informacion con el equipo
inmediatamente!



Anadir miembros al equipo

Puede agregar nuevos usuarios a su equipo como miembros.

E4 Search or type a command
A i ® T
Teams o Y Project A > General £
(1) @ Conversations  Files Wiki +
Your teams —
! - Project A
- |
Sl — & bide Welcome to the team!
& Here are some things to get going...
Calenda % Manage team
_s' F Add channel
(2) @ I & Add member I
-
¥ Leave the team
¢ Edit team "
@ 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 (3)‘§ | e user 04 x ‘

Close

e

Close

® o
N’

Solo los usuarios con
propietario Autoridad
puede hacer esto.

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) L=



Agregar miembros usando un coédigo — Paso 1 @i

Para los equipos privados, solo el propietario puede agregar usuarios, pero el codigo permite a los usuarios
unirse al equipo directamente independientemente que sean privados o publicos.

<Generacion del Codigo> ¢ Solo el propietario puede crearlo

4 Search or type a command + s
v froject A - © T
. roject A
Teams Y Project A
Members  Pending Requests ~ Channels - Apps
- - General
Your teams w — Share information > Team picture Add a team picture (3)
&
= PrOjeC‘t A (1@ E » 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
N I 3 Manage team
(2) v Team code K Share this code so people can join the team directly - you won't get join requests

& Add channel -

S Add member (4) Note: Guests wont be able to join with a team code

$%  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
Puede distribuir el codi itid t 9zp3h2v
® O uede aistriouir €l coaigo emitido © mostrar
7 . o« e . a e
L el codigo a los participantes mediante < Fullscreen O Reset @ Remove [y Copy

"Panta”a com |eta" ara Unlrse al e U| 0. Note: Guests wéf~t—be able to join with a team code
pleta” p quip .



Agregar miembros usando un codigo — Paso 2 @i

Para los equipos privados, solo el propietario puede agregar usuarios, pero el codigo permite a los usuarios
unirse al equipo directamente independientemente que sean privados o publicos.

<Unirse 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

Gemeré\ | Create a team Join a team with a code

Teams

Create a team Join a team with a code

000 oK
LU e—
Bring everyone together and get to work! Got a code to join a team? Enter it above. (2%
" Bring everyone together and get to work!
(1ﬁ: )

» Y

Cualquiera que conozca el codigo puede
participar,
Tenga cuidado con el manejo !!



Eliminar un miembro del equipo @i

Elimine los usuarios que se han ido o se han movido del proyecto.

No puede eliminar un usuario con rol de propietario.

Teams v Project A Si desea eliminar el usuario, cambie a la autoridad miembro y
] Conversations  Files el Imin e | a .
Your teams . —
=Y 1 M . 1
P rrojeci A (1 @ [=] « Consulte "Cambio de roles de miembro".
General ) 2 Hide
“ Search or type a command k- Y
> I @ Manage team o ;
(2)@ & Add channel v Erojict A - o
roject
& Add member .
G FrojectA . Members  Pending Requests  Channels  Settings  Analytics  Apps
® leavetheteam Wkl | — o ° / o
‘ . Search for members Q
f Edit team ﬁfe\ﬂfO”ﬂﬁthﬂ
Owners(1)
@ Get link to team Name Title Location Role

@ user 01 Owner v

Members and guests (4)

Delete the team

Un usuario con rol de
propietario puede
eliminar un miembro.

user 04 Member X

-
user 00 Me{ber)\/ @
user 02 Melm“ber v

user 03 Member v X

92D B9 :




Crear un canal Th

Puede crear varios canales como un lugar para discutir temas especificos, proyectos, etc. y tener una
conversacion mas profunda.

Search or type a command

Create a channel for "Project A" team

Teams v o Project A > General -

Channel name /6\6'
Conversations  Files Wiki
Your teams — . .
Chat - Share information (3)\
i + PA  Project A (1)'@ E
g | =
feams General 5 :
& Hide e » Description (optional)
Calenda &3 Manage team Help others find the right channel by providing a description
I = Add channel I-‘@
& Add member
2V @l Js
€ Leave the team
& Edit team Privacy
@ Get link to team Standard - Accessible to everyone on the team v ®

Search or tyy show this channel in everyone's channel list

Teams Y A Project A > Share inf’ Cancel @ 4)

Conversations  Files Wiki
Your teams ——

PA  Project A
4
Teams

[Canal General] es el canal

Share information

predeterminado. No se puede eliminar.



Editar un canal TR

Después de crear un canal, puede editar el nombre y la descripcion del canal.

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

Channel name

Teams Y PA Project (3N
Share information \

Conversations  File
Your teams ——

Description (optional)

PA  Project A Help others find the right channel by providing a description (4&

General
Share information (1 ):@ E

L1 Channel notifications

2 Hide

D Automatically show this channel in everyone’s channel list

£33 Manage channel

&3 Get email address Cancel :
@ Get link to channel K

o= 50
%) Connectors

El canal “general” es el canal

predeterminado. ® o

No puedes editarlo. \

i Delete this channel



Establecer notificaciones para cada canal

Puedes elegir recibir una notificacion cuando se publique un mensaje en un canal.

Teams Y A Project

Conversations  File
Your teams ——

PA  Project A

s
Teams General
G Share information (1):@ E
iy Ll Channel notifications I
‘; 2 Hide ( 2 '@
d & Manage channe?
b &3 Get email address
@ Get link to channel
& Edit this channel
&6 Connectors
[ Delete this channel

=)

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

Only show in feed (3) @

Off

Ol




Mostrar / ocultar canal Th

Puedes mostrar los canales utilizados con frecuencia y ocultar los canales de uso
menos frecuente y realizar el trabajo de forma mas eficiente.

<Ocultando un canal y volviéndolo a mostrar>

Search or type a

Teams Y Project A > General -

Teams Y A Project A > SI

Conversations  Files Wiki T
Your teams —

Project A

Conversations ~ Files  Wiki
Your teams —

PA  Project A General Project A
1 hidden channel > K
General Share information (2)@ c ShOWI
Share information (1) @ E (1)

L Channel notifications

E—

Manage channel

«

Get email address

Get link to channel

R @

Edit this channel
88 Connectors

Delete this channel

Ek



Publicar un mensaje @i

Ademas del texto, estan disponibles emoticons, GIF y stickers.

Search or type a command

g ?2  Project A > Share information -

sations Files Wik +

Thank you in advance.

| I E CICICEE Ot B
N,
Q
D o0 e ag
Let's get the conversation start S : ':" i < e
Try \g people you want to collaborate with, or add som .::. :o: ﬁ ¢ " &‘\ o
2 H : e . (4)
B E i 30r¢
Planner  OneNote  Website
& -~ g o
tart Type @ to ment = = = .
® COEB & - 2 ¢ € i Te
. LA = R &l Puede enviar una conversacion

pulsando el boton “Enter”.

Usted puede hacer salto de linea con Thank you in advance. & -
=2

“Shift + Enter”. ys0E8B S - @( ;
5



Responder al mensaje

Utilice el campo "Responder" para responder a una publicacion. Cuando respondan, se notificara.

<Si quieres responder.>

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

« Reply I

A ¢ © G oo (1)6 B
user 00 6:36 PM ‘
@

Can | share information the other day here?

I Yes, thank you. Do you have any materials'ﬂ

/0%
A @ Q@ B S (Zk B

<Si recibe una respuesta.>

user 00 replied to a conversation &
you're in

Cuando recibas una respuesta, veras una notificacion.

Project A / Share information Si el mensaje no esta leido, aparece un numero en el
icono de TEAMS de la barra de tareas.




Dar formato al texto para publicar T

Agregar una linea de asunto no solo facilita la distincion entre conversaciones, sino que también le permite
establecer un formato para enfatizar el texto.

B / U S 7 A A Paragraph T, = = [ New conversation ~  Everyone can reply v (@3 Post in multiple channels
B]Z U Siv & A ey L = 5 = iElwoeak s8]
7 [[wroram- ——=———"~""7""" ;
‘ About the schedule of the workshop (3) @

The date of the workshop is
m_November 20 (Wed)
2 ume Is still being adjusted.

Please arrange as much as possible and participate.

gj:q wes

Ar & =
B EEEEEE ceen
user 01 6:44 PM . V4
N project A @ IMPORTANT! Si hay una linea de asunto, la
About the schedule o . ’
The date of the workshop Y G @1 AAVA <l Y= (Gl (O] A Y <) Sepal’ara.

November 20 (Wed)
The time is still being adjusted.

General

Share information

Please arrange as much as possible and participate.

- La notificacion del mensaje
. w : , . “Importante” también
Si un mensaje importante no ha sido leido, portante” tambien se

muestra en la esquina derecha
del mismo.

el icono [!] se muestra a la derecha del canal.



Adjuntar un archivo

Dentro del equipo, puede compartir archivos, asi como conversaciones.

Start a new conversation. Type @ to mention someone.

v[z]o @ B & -

e

Start a new conversation. Type @ to mention someone.

@ user 01 4:14 PM
©

Report.docx

<« Reply

©  Recent g lambien puedes adjuntar archivos en
‘ & Browse Teams and Channels linea de otros equipos, canales,
@& OneDrive OneDrive o archivos locales de tu
(2)@ I Upload from my compute computadora

3) B

Si no hace clic en el boton "Enviar”, no se
compartira con los miembros del equipo,

jasi que asegurese de enviarlo!

También puede enviar texto junto con el adjunto.



Establecer menciones - 1 Th

Esta funcion envia una notificacion a un usuario especifico.

<Al mencionar>

| © 5 Bevsrnviion , Seleccione un usuario de la lista o bien, empiece a
. LT escribir su nombre hasta que aparezca como opcion.

user 03
user03@protra365.onmicrosoft.cq

Al introducir "@", se
mostraran los usuarios
disponibles.

& Getbots

 desaparece y aparece el nombre de

usuario. Escriba un texto y envielo.
‘af 2REEER 4)-"@

£

user 01 4:271 PM
user 00 Please share yesterday's materials. El nombre del usuario mencionado y la conversacion se

& Reply muestran en la pantalla del remitente.




Establecer menciones - 2 Th

Esta funcion envia una notificacion a un usuario especifico.

<Cuando se menciona>

M poject A Veras una notificacion cuando te mencionen.
e Si el mensaje mencionado no es leido, aparece un niumero en
Share information , el lado derecho del canal.

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

& Reply Aparece una marca roja a la derecha del
mensaje mencionado.

&

< Ejemplos de otras menciones >

@[Nombre del equipo], Se envia una notificacion a todos los miembros del equipo
@team
@[Nombre del canal], Las notificaciones se envian a los miembros del canal

@channel



Busqueda de mensajes @i

Puede buscar desde una gran cantidad de informacion utilizando palabras clave.

Puede filtrar mediante las pestanas
de Mensaje, Personas y Archivos.

Introduzca la palabra clave que desea buscar.

(4 materials

/0%
Messages  People  Files A4 (1) \

user 01 2h age
user 00 Please share yesterday's materials.

Project A / Share information
Messages ~ People  Files Subject
@ user 01 Yesterday

Yes, thank you. Do you have any materials? @ user 01 2naf

e o Haga clic en el boton de
user 00 Please share yesterday's maZr\al Date

Project A / Share information Select a date range . fi Itro
.

materials

Project A / Share information

user 01 Yesterday
. Puede fil
Pfosje:‘t Zn/ 5:::: mfgr:qzltj\onave ary merernes Select team U e e I t ra r p O r a S U n tO,

fecha, equipo, canal, emisor,
mencion, etc.

From

Type a name

l:‘ My @mentions

l:‘ Has attachment

Clear
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