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Sign into Microsoft Teams

Sign-in to MS Teams using the Desktop app

To open Microsoft Teams:

1. Locate the Start menu option.
2. Type Microsoft Teams in the search bar.
3. Select Microsoft Teams.

Sign-in using CougarNet credentials

1. Inthe Sign-in Address field, enter CougarnetiD@cougarnet.uh.edu.
2. Click Next.

3. In the Password field, enter your CougarNet password.

4. Click Sign in.

Note: Your CougarNet username and password will be automatically saved after the first
successful login.

B Microsoft X
B
. | »
o

Welcome to Microsoft Teams!

Chat and collaborate with your cowarkers in one app.

Continue as

icougar@CougarNet.UH.EDU

Join meeting

Use another account or signup | Join 2 meeting with an ID
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Sign-in to MS Teams using the Web Version

ok wNRE

Go here: login.microsoft.com

In the Sign-in Address field, enter CougarNetID@cougarnet.uh.edu.

Click Next.

In the Password field, enter your CougarNet password.

Click Sign in.

You will be prompted to authenticate based on your default authentication method. Click
Other options to select one of the following to authenticate:

{ Back

Other options to log in

i

123

123

Meed help?

Duo Push

Send fo "Android” (seesee1411)

Duo Mobile passcode
Enter a code from the Duo Mobile app

Text message passcode
Send fo "Android" (seesee1411)

Bypass code

Enter a code from your IT help desk

Manage devices
Add a phone, Touch 1D, and more.

{EI First you'll verify your identity.

Secured by Duo
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https://login.microsoftonline.com/common/oauth2/v2.0/authorize?client_id=4765445b-32c6-49b0-83e6-1d93765276ca&redirect_uri=https%3A%2F%2Fwww.office.com%2Flandingv2&response_type=code%20id_token&scope=openid%20profile%20https%3A%2F%2Fwww.office.com%2Fv2%2FOfficeHome.All&response_mode=form_post&nonce=637847594406290760.MDE1ZjBiN2MtMThjZS00ZmYzLThmOTktZGZhOTk4NmVkMTY2ODA1MDU1ZjAtZDZhMC00ZTZiLTg3NzYtNzYwNmY3ZTdkNjJk&ui_locales=en-US&mkt=en-US&state=Jb-bThY0OXg9g3kakSsdxeAli31UYAEr48jQ_K19uZFwDPzx5W88q2lHeaermmfv6XrK5ND5-S1qoVbj-9NXBAOSEJtt2eXlPQddtM0DnI4QsumxkuHZFFW7FRvyWs49ufoW0joi1XU7fkD-5owJiHpf7L7MqCw-ulmlfJZhuldq4zuZqF4bQvKDfeq8Y3MlBMhGEZGlzcHdRWPQ6DEWIlxuT4Zmtft03Ve8T9CWlg_qpgbRfrn8yVL7AiwB99Fgx1drjOL_EO21uqwfIKDleA&x-client-SKU=ID_NETSTANDARD2_0&x-client-ver=6.12.1.0

Microsoft Teams Main Window

Microsoft Teams is the digital hub that brings conversations, content, and apps together in one
place.

Starta new chat Use channels in every team Use the Search box Add tabs Manage profile settings
Launch a one-on-one Select one to see the files and Search for specific items or Highlight apps, services, and Change app settings,

or small group conversations about that people, take quick actions, files at the top of a channel change your pic, or
conversation topic, department, or project. and launch apps. download the mobile app

Move around Teams
between Activity, Chat, your fem
Teams

teams, Calendar & Files. . PNW Coffee Social Campaign fusts " o— e Megan Bowen

=) Manage your team
Add or remove members,
create a new channel, or get

View and organize teams

Select to see your teams. In
% —p 1
T

PNW Coffee kick-off
the teams list, drag a team
name o reorder it

a link to the team.

— ® Replytoa
Your message is attached
. cistie Clme to a specific conversation -
See your calendar ! ' @ — 0 e T b s T ot o B W i i
Select to see your schedule
and join meetings. ' B PNWCotfecHouseBrardBrie! pte Add files
] @ Let people view a file or
—9 work on it together.
°
PNW logo concepts
a Join or create a team sopripppripsey e
Find the team you're
o looking for, join with a
code, or make one of your
own. Compose a message
Type and format it here.

@ Add a file, emoji, GIF, or
Access your apps — s . sticker to liven it up!
Eind apps added for your
teams or your personal use.

The Benefits of using Microsoft Teams

e Create a small group chat with colleagues you work with most closely, a great way to
communicate in the moment. Name and pin the chat for easy reference.

¢ Download the Microsoft Teams desktop and mobile apps on your home devices to
enable teamwork from anywhere.

e Join teams for your department and projects to organize larger conversations and files.
Better to have fewer, larger teams with more channels than many, small teams with few
channels.

e Streamline collaboration and improve teamwork with searchable content and built-in
Microsoft 365 apps.
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Microsoft Teams Chat Window

Microsoft Teams chat is at the center of whatever you do in Teams. From individual
chats with just one other person to group chats and conversations in channels.

Audio Call  Screen Sharing

Video Call

/ Add People

i Morgan, Mark A & @ &

no duo authentication prompt

TextBox — |
| ype a new message

553

Format—f_’gf 2 O0BEG?S % G ““\.F—_—__FSBnd
/ Messaging Extensions

Viva Learning

Set Delivery Options  Attach Files . Praise Approvals
Emojis
Gifs Stickers Stream

Loop Components Schedule a Meeting
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Add a Contact

Create a Contact entry for people that you communicate with often; it makes
communicating easy.

To add a Contact:
1. To view your Teams contacts, select Calls.

2. Choose Contacts on the left. Here you'll find an A-Z list of all your contacts and a
search bar that you can use to find someone specific.

n Calls Phone Contacts /

Find a contact Q,

MName

RT RayH Test

3. If you want to add a new contact to your list, click Add contact at the top of your
list to get started.
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Create a Contact Group

Create groups to help you organize your Contacts. Create as many groups as you
need for college, department, project team, students, family or friends.

To create a new contact group:

1. Go to Chat on the left side of Teams. Then select
the Chat dropdown at the top and select Contacts.

2. Next, choose Create a new contact group at the »
’ BTouP Q. Contacts “
bottom.
v 61 Chat
/ Contacts
()]
Teams @ 1 eesaemeese
Calendar
~ B
r_:‘:? &8 Create a new contact group

3. Enter a new contact group name and click Create.

Create a new contact group

Organize your contacts into groups to find them more easily.

Contact group name

Type a contact group name /
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Adding a Contact to a group:

1. Click More Options and select Add a contact to this group.
2. Type a name, select it, and click Add. /

e

Help Desk

é’ﬂ. Add a contact to this group

Other Contacts

(D Rename this group

Ti] Delete this group

()

Add to contacts

h’ype a name /

Cancel

Note: the person is now added to the Contact Group.

Contacts ~ ]

Favorites

Help Desk

J_  joougar
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Pop out a Chat in Teams

It's simple and quick to pop out your one-on-one or group chat into a separate window. Then,
resize, reposition, or close the window if you want to. It’s a good way to get more done when
you’re in a meeting or in a call. (Note: that you can pop out multiple conversations, but not the
same chat twice.)

There are a few options to pop out a chat in Teams. Here are a few different methods:
From the chat list

1. On the left side of Teams, select Chat to open the chat list.
Find the chat you want.

3. Select More options > Pop-out chat. Or double-click the chat name and you’ll see a new
pop-out chat window.

N

;]
=
1]
=4
<
|
=

> Gonzalez,
Motify when available

Davis, lvey 4/15
@ You: UIT GSB 111 Demo 1 added you as a deleg...
Meeting with UIT GSB 111 Demo 1 /15
You: Adding a person with a long-distance numb...
Arroyo, Rafael C = 4_/
You: test
Johnson, /
A
You: hello (Z] Pop out chat
Harvey, N ..
3 You: th:.:n B3 Mark as unread
Raschke, | %7 Pin
= You: test
0 é_jﬂ Add to favorite contacts
A Rodriguei ) Mute
& Hide
Eo)

Ma, Amy WManage apps
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From the chat itself

Go to the upper-right corner of the chat and select Pop-out chat.

From a profile picture

Double-click the profile picture of the person you want to have a conversation with to pop
out a new window.

By hovering over a chat

When you hover over a chat, you'll see the pop-out chat icon. Select it to open a new pop-out
chat window.

Davis, lvey 4/15
@ You: UIT G5B 111 Demo 1 added you as a deleg...

Meeting with UIT G5B 111 Demo 1 /15
You: Adding a person with a long-distance numb...
Arroyo, Rafael C <« —

® You: test =
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Send an Instant Message

To send an Instant Message (IM):

1. Select New chat at the top of the app to start a new conversation.

Davis, lvey 4115
® You: UIT GSB 111 Demo 1 added you as a deleq...

Meeting with UIT GSB 111 Demao 1 4115

You: Adding a person with a long-distance numb...

2. Type the name or names into the To field at the top of your new chat.

Chat -~ =

To: Fnter name, email, group or tag

=

Recent

New chat

3. Compose your message in the box at the bottom of the chat. To open your formatting
options, select Format beneath the box.

Type a new message / /

% 2 PO @E GBS 2 ¢ @ - M

When you're ready, click Send. Everyone who has access to the chat can see your message.
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https://support.microsoft.com/en-us/office/format-a-message-in-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5
https://support.microsoft.com/en-us/office/format-a-message-in-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5

How to Make Calls

Dial a number

1. Click on the Calls icon.
2. Enter the number (or contact name) of the person you want to reach by using the dial

pad.
3. Then click Call.

n Calls Phone Contacts

7137431411
1 2
ABC DEF
+ 5 6
GHI JKL MNO
7 8
ORS UV WXYZ

Call a contact

1. Click on the Calls icon.
2. Under the Calls section, click on Contacts.
3. Click on the call icon next to the contact of the person you want to reach.

SN == RN

AN

]\
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Answer a Call

When someone calls you, an alert pops up in the lower-right of your screen.
To answer the call, click anywhere on the photo area.

e Select Access with audio to answer with audio only.
e Select Decline Call to decline the call and go on with your day.
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Set-up Voice Mail

To set-up voice mail:

1. Inthe Teams app, click the Settings and more icon (the three dots next your profile
picture) and click Settings.

fo Settings

Cast

2. In the Calls section, click Configure voicemail.

Settings
23 General Call answering rules
3 Accounts Choose how you want to handle incoming calls.
. @ Calls ring me O Forward my calls
Qe g Y
rivacy
1 Notifications Alse ring Mo one else LV
@ Devices
1:;1 App permissions If unanswered Voicemail v
Captions and transcripts
\ D - Ring for this many seconds before redirecting
iles
S % Calls 10 seconds v

Voicemail

\"OiCEﬂai|E will show in the calling app with audio playback and transcript.

Configure voicemail
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3. Torecord a new voicemail greeting, click Record a greeting and follow the prompts to
record your message.

Voicemail

You'll find your voicemail messages and transcripts in Calls.

Record a greeting

Using Microsoft Teams for Windows



Listen to Voice Mail in Outlook

When you receive a voicemail, the message the appears in your Outlook inbox.

To listen to your voice mail in Outlook:

1. Go to your Outlook Inbox.
2. Open any email with Voicemail in the subject.

3. Click the blue play button to listen to amessage.

O rlay 42 Play on Phone "7 Edit Notes
Tue 4/5/2022 3:36 PM

UIT GSB 111 Demo 1

Voice Mail (10 seconds)

To @ Rodriguez, Maricela
-

(P 4 —s

Testing, testing, testing 123.
You received a voice mail frorn UIT GSB 111 Deme 1.

Thank you for using Transcription! If you don’t see a transcript above, it's because the audio quality was not clear enough to transcribe.

Set Up Voice Mail
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Listen to Voice Mail in Microsoft Teams

To listen to voice mail in Microsoft Teams:
1. On the left side menu, click Calls.

Click Voicemail.
3. Click a message in your list and use the playback controls to listen to the recording or

read a transcript (if it's available).

N

All Mizssed Incoming Voicemail
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View Missed Calls in Outlook

When you have a missed call, a missed call notification appears in your Outlook Inbox.

To view missed calls in Outlook:

UIT GSB 111 Demo 1
1. Go to your Outlook Inbox. Missed Call 345 PM
You missed a call from +1 713-743-6391 <tel:+17137436391> . <end>

2. Open any email with Missed
Call inthe subject.

Missed Call

UITGSE 111 Demo 1 <+17137436391 >
To @ Cougar, )

You missed a call from +1 713-743-6391.
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View Missed Calls in Microsoft Teams

To view missed calls:

1. On the left side menu, click Calls.
2. Click Missed.

e

History All Missed/ Incoming Voicemail =
832 8424566 Friday
> Missed ’
832 8421110 Friday
B Missed ’

20 Using Microsoft Teams for Windows



Schedule a Microsoft Teams Conference Call Meeting in Outlook

A Microsoft Teams add-on is installed in Outlook that allows you to invite others to
a phone conference or Microsoft Teams meeting. You can even invite people who
are not affiliated with UH and are not a Microsoft Teams user.

To schedule a phone conference or Microsoft Teams
meeting in Outlook:

File Home Send / Receive Folder /
1. Open your Outlook Calendar. o
. . alEl L
2. Click New Teams Meeting on the toolbar.

. . Mew Mew Mew Meet MNew Teams
3. Set the meeting date and time and add Appointment Meeting ltems~ | Now  Meeting

attendees. MNew Teams Meeting

4. Click Send.

Untitled - Meeting

File Meeting New Tab Scheduling Assistant Insert Format Text Review Help Q@  Tell me what you want to do
= H T Ie, = BE Private D
[i] & i X | g O & | dvoss B [ B D 0 5
High I s
Delete _y _ | Join Teams Meeting Don't Host | Mecting Cancel Address Check Response | .o 1o e Recurence | Categorize 'ghImpontance | pitate | Viva View
Meeting Options  Online Notes Invitation Book Mames Options > ’ = Low Importance Insights | Templates
Adtions Teams Meeting Meeting Notes Attendees Options Tags Voice | Add-in | My Templates
(i) You haven't sent this meeting invitation yet.
This appeintment conflicts with another one on your calendar.
= Title
send Required
Optional
Start time Fri 4/8/2022 [£] | zoopm v [anday [ @& Timezones
End time Fri 4/8/2022 1| z30pm ¥| < Make Recurring
Location Microsoft Teams Meeting E)\ Room Finder

All attendees will receive a phone number with a phone Conference ID number and a Click
here to join the meeting hyperlink. Non-Microsoft Teams users may also attend Teams
meetings without a Teams account. For more information, see Join a Meeting without a Teams
account section in this manual.
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Join a Meeting a without Teams Account

You can join a Teams meeting anytime, from any device, whether or not you have a Teams
account. If you don't have an account, follow these steps to join as a guest.

22

Go to the meeting invite and select Click here to join the meeting.

Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting
Or call in (audio only)

+1123-456-7891,917780287# United States, Houston
Phone Conference ID: 917 780 287#

Find a local number | Reset PIN

Learn More | Meeting options

That'll open a web page, where you'll see two choices: Download the Windows app and
Join on the web instead. If you join on the web, you can use either Microsoft Edge or
Google Chrome. Your browser may ask if it's okay for Teams to use your mic and
camera. Be sure to allow it so you'll be seen and heard in your meeting.

Enter your name and choose your audio and video settings. If the meeting room (or
another device that's connected to the meeting) is nearby, choose Audio off to avoid
disrupting. Select Phone audio if you want to listen to the meeting on your mobile
phone.

When you're ready, hit Join now.

This will bring you into the meeting lobby. It will notify the meeting organizer that
you're there, and someone in the meeting can then admit you.

Using Microsoft Teams for Windows



Call Forwarding

1. Inthe Teams app, click the Settings and more icon (the three dots next your profile
picture) and click Settings.

§53 Settings

Zoom (100%)

ol
L o

Keyboard shortcuts
About >
Check for updates

Download the mobile app

2. Inthe Calls section, click Forward my calls.
3. Inthe drop-down list select the forward option.

Settings
£33 General Call answering rules /
5 Accounts Choose how you want to handle incoming calls.
& Pri O Calls ring me @ Forward my calls
rivacy
£ Motifications Forward ta: Voicemail v
&2 Devices Voicemail
(X) App permissions Voicemail Mew number or contact

Vaicemails will show in tl

Captions and transcripts My delegates

\ [ Eiles Configure voicem Call group

S
@ Ccalls Ringtones +18328320151

Choose a ringtene for ik +18328620151

Calls for you | +183281811M1
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Transfer a Call

To transfer a call:

1. In the Conversation window, click More actions.
2. Click the Transfer option.

Device settings

Call health

Hold

Transfer

Consult then transfer
& Park Call

[cc] Turn on live captions

Mute notifications

3. Enter the contact’s name or phone

number in the search field. Transfer the call

4. Select either the person’s contact Jnvite someone or dial a number
information OR the phone number ——
you entered in the area below the Q SRR ST
Search field.

5. Click Transfer again.

Cancel
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Set a Picture

To set a picture:

1. In the main Microsoft Teams window, click the
Profile picture.
2. Click Change profile photo.

UIT G5B 111 Demo 1
Id_36391@Cougariet UH.EDU

3] Manage account

Teams for personal use

Sign out
3. Select Upload picture. Change your profile picture
. It'll be updated for all of your Microsoft 365 apps.
4. Browse and select a picture. \
5. Click Save. N

T Upload picture

' Remove picture
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Audio/Video Device Settings

To access audio/video device options:

1. Inthe Teams app, click the Settings and more icon (the three dots next your profile
picture) and click Settings.

~

£83 Settings

Zoom (100%) -

Keyboard shortcuts
About >
Check for updates

Download the mobile app

2. Click Devices.
3. Select the Audio devices drop-down list and choose an option.
4. To check audio quality, click the Make a test call button.

Settings
53 General Audio devices /
[E3) Accounts Jabra EVOLVE 20 MS V‘
9 Privacy
Speaker
\ [\ Notifications

. Headset Earphone (Jabra EVOLVE 20 MS) (0b0e:0302) ~
@ Devices
@) App permissions Microphone
Captions and transcripts Headset Microphone (Jabra EVOLVE 20 M5) ~
™ Files
& Calis Automatically adjust my @

[Z) Make a test call
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Set Your Presence

To change your status:

1. Click the profile picture. " g'TGSfW
2. Click the drop-down list and select your current status. Aualable | Set status messa
Available
® Busy

© Do not disturb
Be right back
Appear away

@ Appear offline

(® Duration

(C Reset status
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Change Your Personal Options

To change your Personal options:

1.

2.

28

In the Teams app, click the Settings and more icon (the

three dots next your profile picture) and click Settings.

In the Settings dialog box, select the personal options that you

want to change.

~ - @ - o

£33 Settings
Zoom (100%) -

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Settings

233 General

3 Accounts

& Privacy

[ Notifications

f7 Devices

(&) App permissions
Captions and transcripts
[ Files

R, calls
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Start a Conference Call

To make a conference call in Microsoft Teams, choose one of two options:

e Escalating a Call to a Conference Call
¢ Meet Now

If you are on a call and you decide that you need to have a conference call that includes the person to
whom you are speaking and additional participants, this can be done in the Conversation window of the
current call.

To escalate a call to a conference call:

1. Duringacall, inthe E—
Conversation window, click the s

People

People options button.

+1713-743-1411

2. In the Invite more people dialog box, enter a Contact or number in the Search
field.

3. Double click the contact’s name OR phone number that appears in the area
below the Search field.

4. Once the call is accepted the invitee will show up on the Attendees list.

+1713-743-1411 ., Raschke, Cameron A

Participants

Jm or dial a number

Currently @ Mute all

UIT G5B 111 Demo 1
Organizer

. +1713-743-1411
@ Raschke, Cameron A

+11713-743-1411 Raschke, Cameron A %,

29 Using Microsoft Teams for Windows



Using Meet Now to create a Conference call:

1. On the left side of Teams, select Calendar.

Calendar

@ Today < > April 2022 ~

11

2. Click Meet now.
3. Click Start meeting.

T

Meeting name K Y

7137431411

\ Get a link to share
Start meeting

4. Select to mute your mic or not.
7137431411/

5. Click Join now.

Cancel

Unfortunately, it is not possible to add a long-distance number to a phone conference or online
meeting. If a person with a long-distance number needs to join a phone conference or online
meeting already in progress, send the person a meeting invitation or email the dial-in number
and conference ID. You cannot add them, but they can dial-in.
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Start a Video Call

To make a video call:

1. On the left side of Teams, select Chat.
2. Either search for a person or pop out a chat

o) Johnson, Dominic
You: hello

M Harvey, Matthew R
@ You: the screenshot didn't go thru

/14

Chat = @ To: Enter name, email, group or tag
Recen
Mew chat
o Johnson, Dominic /14
You: hello
MH. Harvey, Matthew R /14

You: the screenshot didn't go thru

3. Click Video call.

Johnson, Dominic

DJ

Johnson, Dominic

bl Johnson, Dominic Chat

/
dmore v+

31
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Adding Participants to a Video Conference Call

To add participants:
1. Click Show Participants.
2. Enter a number or a contact name.

3. Select the search result below the textbox.

+1713-743-1411 ., Rodriguez, Maricela

st  Reactions

+1 713-743-1411

Ending a Video Conference Call

e To end the entire call, click Leave.

Chat Reactions

32

More

[ []
Participants

Invite someone or dial a number

Currently in this call (2)

o UIT GSB 111 Demo 1
r
o

Others from chat (1}

Mute all

3-743-1411

.
} | Rodriguez, Maricela
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Adding video to a current meeting

If a participant has a video camera connected to their computer, it is possible to add video to
the meeting. A participant, who doesn’t have a video camera, can see the video image of other
participants who do have a video camera.

To add video to a meeting:

e Inthe meeting window, click the Camera.

e |

ooms Camera Share

Private preview (only you can see this)

Integrated Webcam

Blur my background

/7. More background effects

Note: the meeting participants video call will now be available.

e To stop the video, click the Camera again.

More
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Sharing a Desktop

To share your desktop:

Harvey, Matthew R

1. Inthe Microsoft Teams window, pop
out a Chat window. MH Harvey, Matthew R o & =&
2. Select Screen sharing.

Yesterday 10:19 AM

testing

Harvey, Matthew R Yesterday 10:19 AM = 1

received

3. To give control while sharing your desktop, click the drop-down list and select a name.

Presenting... Give control Stop presenting

Wour status is set to do not disturb. Yo lRaUEE R LIS rgent messages and from your priority

G Arroyo, Rafael C chat Files 3 more ~ +

ﬂ Recent —

Johnson, Dominic 4/14
[1]] You: hello

4. To stop someone from controlling your screen, click Cancel Control.
5. To stop sharing your desktop, click Stop presenting.

Presenting... Cancel Control Stop presenting

. Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority

™
=
o
-
<
il|
L

9 e Arroyo, Rafael C chat Files 3more~

Johnson, Dominic 414
'i' You: hello
Teams
MH Harvey, Matthew R 4114
A @ You: the screenshot didn't go thru
-
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To Share a Whiteboard

1. Click Share content.
2. Select Microsoft Whiteboard.

Camera
Share content Include computer sound

Window (17)

Microsoft Whiteboard

3. Select if you want to present or collaborate.

Do you want to present or collaborate?

| | Present Whiteboard. Only you can edit.

@ Collaborate on Whiteboard. Everyone can edit.

Collaborate on Whiteboard (14)
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4. Start collaborati

ng.

5
|
[

# Create

Notes

' s
4

Shapes

Images

Documents

Reactions

Templates

To Share a PowerPoint Presentation

1. Click Share content.

2. Select Window.

[\

Camera

Share content Include computer sound

Window (17)

Microsoft Whiteboard
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3. Select the PowerPoint Presentation that will be presented.

Meeting with UIT G5B 111
Demo 1 | Microsoft Teams

Page: Collaborate with
Microsoft Teams - Windows -...

Teams on Windows

Campus Jobs for Coogs 08 06
2021 Presentation -...

Inbox -
mrodri53@Central. UH.EDU -

Autosave @00 [F] W - Compus Jobs for Coogs 06.06 2021 Presentation

Presenting, Give control N Stop presenting

WousToN

Job title: LRC — IT Customer Service Support (undergrad) ID: 68229

Job description:

Provides desktop support to faculty, staff, and students by performing routine technical
and customer service duties. Abllity to trouble-shoot, and utilize software such as
Office, Windows, Mac OS and various software. Good communication and customer
service skills a must. A basic level of computer literacy is preferred. Able to work a
consistent schedule. Work 12-20 hours each week during the academic year. Multiple
opportunities - varied, 4 hours shifts, dally, including weekends.

Job title: IT Customer Service Support (undergrad) ID: 68230

Job description:

Provides desktop support to faculty, staff, and students by performing routine technical and
customer service duties. Ability to trouble-shoot, and utilize software such as Office, Windows,
Mac 05 and various software. Good communication and customer service skills a must. A basic
level of computer literacy s preferred. Able to work a consistent schedule. Work 12-20 hours

Using Microsoft Teams for Windows
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Transferring a File

To transfer a file:

1. Click Attach files.
2. Select Upload from my

computer.

3. Browse and select the file.

4. Click Open.

38

Armroyo, Rafael C
. Arroyo, Rafael C ;& Mm@ &
3 =]
Yesterday 8:45 AM
test
@
& OneDrive
“  Upload from my computer
P y p
ﬁﬁ}ﬁ@@@ﬁ%ﬁ@ﬂlm B
o Open
A W > ThisPC > Desktop v O | Search Desktop o
Organize »  New folder E- @ @
A Name
# Quick access
& me
Deskt
B0 Desitop E33] Help Desk Agents List 03 30 2022
- Downloads 12 users

2] Documents
&=| Pictures
General
Documents
Desktop
Elias Lozano
Mario Alberto Rodriguez
Sis pics

@ OneDrive - Personal
[ This PC

8 3D Objects

[ Deskiop
v <

[ Anywhere365 Help Desk List of Agents
B33 Get Help Teams FAQs
I3 Mac Uniprint installation 03 09 2022
5] Help Desk Meeting Minutes 113 2022
@ Chapter One (1)
5] ACCESSING-COMPUTERS-REMOTELY-USING-REMGTE- DESKTOP-AND-VNC-03-02-2021
5] Turn off External Authentication for Zoom meeting 06 23 2021
Desktop
Sis pics
Systems Analyst ITAC

File name: | Help Diesk Agents List 03 30 2022

~| | AllFiles (=) v

Open Cancel
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Saving a file from a chat window

1. Click More attachment options (the three dots).
2. Select Download.

Arroyo, Rafael C
G Arroyo, Rafael C (S %
Can you send me a file?
anything
Last read /
Arroyo, Rafael ©  10:14 AM
.DI\. AnyConnect-VPN-Troubleshooting-Instr...
|2} Open in Brofser
+ Download
& Copy link )

3. Browse and look for folder to store file in.
4. Click Save.

Eﬁhttps://uofh-my‘sharepomt.com/persuna\/rcarruyo_cougamet_uh_edu/_\ayoutsﬂ5{down\uad‘aspx?Unlquald:eaa1aaSS-H5d-443c-9:05-033903d43..‘ x
2 & 5 ThisPC > Downloads v ©  Sesrch Downloads )

Organize »  Newfolder - @

~ ~

Name Date modified Type
# Cuick access )
i} [7] ch37635d-2540-dcee-adsb-de342845c00e...

TMP File

Documents * @ Pierott_Resume_2022 Microsoft Edge P...
=| Pictures " [ CoversLetters 2022+ (final)-1 Microsoft Edge P...
[ Desktop # [ Pieratt_Resume 2022+(1) Micrasoft Edge P...
b Downloads # £ SheredDocument (27) Microsoft Edge P...
Decuments * B3 b7ddb74b-5add-4288-b53b-194debacleb... Microsoft Excel W,

2022 Maricela Rocriguez I3 how-to-set-up-and-hold-a-conference-... Microsoft Word D...
E34) b7ddb74b-5add-4282-b53b-194debadeb...
B3 b7ddb74b-5add-4288-b53b-194debadleb...
B3 help desk weekly report April 7 to 13, 2022

B3| b7ddb74b-Sadd-4238-b53b-194debadeb...

Preston Pierott Microsoft Excel ¥
Microsoft Excel W...
Teamns on Mac
Microsoft Excel W...

Teams on Windows Microsoft Excel W...

@ OneDrive @ b7ddb74b-5add-4288-b53b-194debadeb. . Microsoft Excel W...
. @ b7ddb74b-5add-4288-b33b-194debadeb...  4/12/2022 6:30 AM  Microsoft Excel W..,
= ThispC B2 h7ddhT7dh-Sadd. 4788 hath-10ddeRareh 4711/ AM _ Micrnenft Feeal WY
# 3N Nhierte i
File name: / V‘
Save as type: | All Files (%.7) ~

A Hide Folders Cancel
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Make a Video Recording of a Meeting

To begin recording during a meeting:

1. Click More actions.
2. Select Start recording.

Start recording

tart transcnption

Note: A message that the recording has started will appear at the top.

A\ Starting recording and transcription...
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To stop the meeting recording:

1. Click More actions.
2. Select Stop recording.

3. Click Stop recording and transcription.

Stop recording and transcription?

This meeting is being recorded and transcribed. Are
you sure you want to stop?

Cancel

Stop recording and transcription
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Note: A message that the recording has stopped will appear at the top.

A Recording and transcription have stopped. If you change your mind, you can start them again anytime.

To listen to recorded meetings:

1. On the left side of Teams, select Chat.
2. Select the Chat that holds the meeting recording.
3. Click on the video recording listed on the right-hand side.

Meeting with UIT GSB 111 Demo 1 Chat Files Meeting Notes 2 more -

tecent / é)e UIT G5B 111 Demo 1 joined the conversation.

Meeting with UIT GSB 111 D... - #®  UIT GSB 111 Dema 1 named the meeting to Meeting with UIT GSB 111 Demo 1.
Recording is ready
@ 11:01AM Meeting started
Arroyo, Rafael C 2:50 AM ) . - .
® Vou: test ﬁ', Arroyo, Rafael C was invited to the meeting.
. @ 11:07 AM  Recording has started
py Johnson. Dominic 4/14 -
You: hello (@) 1114 AM Recording has stopped. Saving recording...
Harvey, Matthew R 4114
@ VYou: the screenshot didn't go thru Meeting
Recorded by: UIT GSB 111 Demo
R Raschke, Cameron A 4114 ; ¥
@ You: test
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Assign a Delegate

A Delegate is a person with permission to receive calls, messages, and schedule meetings on behalf of
another. Deans, directors, and department heads commonly use a Delegate, as well as department
phones, where a back-up person is needed to answer the phone. If a phone must be answered at all
times, delegation provides a solution by routing incoming calls to multiple phones.

To set-up a Delegate:

1. Inthe Teams app, click the Settings and more icon (the three dots next your profile
picture) and click Settings.

~

£83 Settings

Zoom (100%) -

Keyboard shortcuts
About >
Check for updates

Download the mobile app

2. Scroll down and select Manage delegates.

Settings
App language
?33 General . .
English (United States) A
E3) Accounts
Keyboard language overndes keyboard shortcuts.
() Privacy
English (United States) A
[\ Notifications
) @ Enable spell check
8 Devices
@) App permissions Delegation
Captions and transcripts Delegates can make and receive #lls on your behalf.
[ Files Manage delegates
R, Calls
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3. Select Your delegates.

4. Enter a name in the search field. ¢ Back to settings

5. Select the permissions. Delegate settings
6.

Click Add. People you support  Your delegates

Delegates can make and receive calls on your behalf,

Add a delegate Q.

D Davis. Ivey

® Lead, User Services Spec
p—
Select permissions

Things this delegate can do on your behalf:

— B Make calls
B Receive calls

@ Change call and delegate settings /

— 4

Cancel

Note: A message appears for the person who was added as a delegate.

Chat ~ = O |D® Davis, Ivey Chat Files 3 more~ n- 53] 86
Recent
Davis, lvey 11:35 AM 11:35 AM
&) Ve LT EE U B e UIT GSB 111 Demo 1 added you as a delegate.
Meeting with UIT GSE... 11:23 AM Now you can:
You: Adding a person with a lo... = Make calls on their behalf
Arroyo, Rafael C 0:50 AM * Receive cal\fs on their behalf ;
'® Vou: test * Change their call and delegate settings
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To make edits to permissions or to remove a delegate:

1. Click More actions.
2. Select either Edit permissions or Remove delegate.

Back to settings e
Delegate settings

People you support  Your delegates

Delegates can make and receive calls on your behalf,
Add a delegate Q /

Davis, lvey /
D sie
©

Lead, User Services Spec

£33 Edit permissions
U2_  UIT GSB 111 Demo 2
® T Remove delegate
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Create a Teams Conference Call on Behalf of Another User

Requirements
e Ensure that you have been granted access to Microsoft Teams Teleconferencing.
e Ensure that you have delegate access for the calendar of the person in question.
e Ensure that you are signed into both Microsoft Teams and Outlook.

1. Open the person's calendar that you manage. Click the day you wish to schedule the
message for and click the New Teams Meeting button on the Outlook toolbar.

e = 2 search /

File Home Send / Receive Folder View Help, Acrobat

Eﬁm@Hﬁ-II

Mew Mew Skype Meet Mew Teams | Today MNext7
Appomtment Meetmg [termns ~ Meeting Mow  Meeting Days

MNew Skype Meeting Teams Meeting Go To ]

2. Fill out all the relevant information for the meeting, including the meeting title and the
attendees. You should see the Join Microsoft Teams Meeting information in the
meeting body, along with the call-in number and the conference ID.

3. Click Send. This will create the meeting and will notify the attendees.

Untitled - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do
W B — v @ skpemeeting | [ Join Teams meeting | &) v | & |Mlleusy v Q ismintes v | 32

(D) You haven't sent this meeting invitation yet.

Note: When the recipients of the invitation view
the invitation, it will appear to be from "<your B From _
name> on behalf of <other person>." The Send Tk eecopievning Mo
attendees will be notified that you have scheduled

this meeting on behalf of the other person.

Required

Optional

Start time Mon 1/28/2019 [ 120am v [ Aldy [J @ Timezones
End time Tue 1/29/2019 B 1200aM w| < Make Recurring
Location Microsoft Teams Meeting [2. Room Finder

Join Microsoft Teams Meeting

+1614-427-1842 United States, Columbus (Toll)

onference ID: 526 865 234
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Creating a Poll in Microsoft Teams

1. Inthe group conversation window, click Messaging extensions (the three dots).

2. Select Forms. (Note: If Forms doesn't appear, click in the find an app box and search for it.)

Find an app

Farms

Suggestions

Dooo

News Weather Stocks Places

vide=H

Wikipedia  YouTube

Azure Boards  Jira Cloud
Search

Type a new message More apps >

0

9@@@@@%96&'"\

3. Enter a question and add options.
4. Click Preview.

Forms X
Powered by Microsoft Forms

Ques‘tion|

Option 1
Option 2

Add option (® ) Multiple answers

Share aggregated results with respondents /

[ Record names of respandents (only visible to creator)
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5. Click Send.

Note: The poll is now visible for voting.

48

X
o Forms
Powered by Microsoft Forms
Here is a preview of the card you will be sending.
UIT GSB 111 Demo 1 created a poll
Poll: Not record name ; Results shared
Do you like Pizza?
O Maybe
Submit Vote
Clicking Send will add Forms to this chat. By using this app you agree to its privacy /
pelicy and terms of use,
Edit
@ UIT GSB 111 Demo 1via Forms 154 PM
UIT G5B 111 Demo 1 created a poll
Poll: Not record name ; Results shared
Do you like Pizza?
O Yes
O No
O Maybe
Submit Vote
() Your response was sent to the app X
Edited
Yes 100% (1)
No 0% (0)
Maybe 0% (0)
1 response
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