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Why Microsoft
lTeams Iis a game
changer

The software combines a chat function with voice
and video calls, along with the ability to collaborate
on files and projects on the go. It enables users to
set up chatrooms for different teams and workflows,
with clearly threaded conversations and updates.

If you're thinking “So far, so WhatsApp group”,
think again. Teams is much more than a chat hub,
because it has been specifically built to work in tan-
dem with the rest of the Office 365 suite.

Any document you need from Word, Excel, One-
Note, PowerPoint etc. can be instantly shared
between core team members and stored remotely in
the cloud. All edits, comments and updates happen
in real time, so there’s no more searching for notes
or trying to find out who last had access to that
all-important document.

Microsoft Teams is all about helping people work
together to achieve their goals. It gives users the
power to storm through projects and plans without
having to be tied to their desks, updating and check-
ing things off as they go

Here are just a few of its features >>

Online meetings



Live broadcasts
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Conversations

The central point where all teamwork
is recorded, Conversations are
established using @mentions in a
similar way to Twitter and Instagram.
Users can easily see conversations
and workflows they’ve been tagged in,
along with colour coded highlights

to show the importance of each task.
GIFS, “likes” and emojis are also used
to add emphasis and echo familiar
social media apps.
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Teams and
Channels

Add team members to specific
groups and assign people to tasks
with just a few clicks. Each team
has its own subsections, known as
Channels, and there can be multiple
Channels relating to different tasks
within every team.

Files

Create, upload, share and edit files
all from the home screen, with full
access to all the main Office apps.
Team discussions can be quickly
established according to different
files, with everything neatly
contained in easy to read threads.



Key benefits
of Microsoft
Teamsin a
nutshell

9
¢
Y
Y
¢

Office 365
Groups -
because teams
only succeea
with the right
people




You might also hear people talking about Groups
in Office 365, but don’t expect to find this bit in
the list of available apps.

Groups isn't a piece of software, it’s a collection

of people. In the same way youd manage email
distribution lists in Outlook, you can now organise
resources like calendars, emails and documents for
different groups of users.

Groups can be set up in for a variety of apps
including Outlook, SharePoint, Planner, Teams
and Yammer, without having to worry about
manually assigning permissions. When you add
someone to a Group, they’re automatically given
permission to access the files and tools within it.

You can create private and public groups based

on how sensitive your information is. Public groups
are great for things like planning the Christmas
party, whereas sensitive information like staft
salaries should be limited to a few key personnel

in a private group.

Whether public or private, groups can only be
accessed by people who have been specifically
invited - so you don’t have to worry about your
information being available to all and sundry.

How to set up and manage

Microsoft Groups

1.

Setting up a group is easy and
just takes a few simple steps.

Choose a group name and a brief
description.

Select a classification (this will
be based on the different options
and departments within your
specific organisation).

Set the privacy level. By default,
all Groups are automatically set
to Private, so if you want to open
it up to the whole company you’ll
need to change it.

Start sending messages direct to
members’ inboxes.




Microsoft Teams is a powerful tool for
today’s diverse, flexible workplace. If you
haven't already discovered its collaboration
enhancing powers, now's your chance to
give it a try

It’s totally free to existing Office 365 customers, and even if you're not there yet
expect to be pleasantly surprised about how much moving to the cloud will save you.
The whole Office 365 suite of products has been developed to help businesses save
money and boost productivity, so what have you got to lose?
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