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Q Make sure you are familiar with Microsoft Teams Appropriate Use guidelines

()« Personal Health Information can only be shared in Teams Chat; do not share PHI in Teams Channels
\,_;’ * Team chats will be deleted after 60 days.

Review y Notification Settings

Manage and control which notifications to receive and how often you receive them in the Microsoft
Teams mobile app

Review the recommended notification settings for clinical secure messaging.

Step 1 General Settings Personalize your settings to manage and
streamline your workspace Manage

notifications
onthe go

Supporting QRG: Notification Settings — General

Step2  On Call Settings  Setting defaults required to receive alerts when Video ~ 1 min
Override Do Not Disturs ~ ON-Call

Supporting QRG: Notification Settings — On-Call —
Override Do Not Disturb

Working in Teams

Gain an understanding of how to use the following features in Teams
with
Microsoft Teams * Record a voice message * Join meetings
in Mobile * Respond to messages »  Tailor your naotification settings
»  Edit pictures before sending »  Connect to your Outlook Calendar
Video ~ 2:20min «  Digitize documents using camera

Explore chat basics with Microsoft to learn how to:
+ Startachat
* Add a group chat name
* Reply or react to a specific message
»  Edit a message

Video ~ 2 min *  Mute achat

Microsoft Teams

Start a chat
on the go

Use Microsoft Teams app to join a meeting on your mobile device
« Join a meeting
*  Audio and video settings
*  Add people to a meeting
*  View shared files

Microsoft Teams:
Joina
meeting
on the go

Video ~ 1min

25June2024 Microsoft Teams is continually evolving, you may experience small incremental changes over time as they enhance the application.


https://mbtelehealth.ca/files/teams-notifications-clinical-secure-messaging-mobile.pdf
https://mbtelehealth.ca/files/microsoft-teams-oncall-notifications-clinical-secure-messaging.pdf
https://mbtelehealth.ca/files/microsoft-teams-oncall-notifications-clinical-secure-messaging.pdf
https://support.microsoft.com/en-us/office/manage-notifications-on-the-go-de42104f-10e1-4b05-9be7-4b078b8bc94f#:~:text=Manage%20Teams%20notifications&text=Tap%20General%20Activity%20and%20toggle,channels%20you're%20subscribed%20to.
https://www.youtube.com/watch?v=8KZEerfKDw0
https://support.microsoft.com/en-us/office/start-a-chat-on-the-go-9c7b1258-28f0-434a-a341-569ea0b36f05
https://support.microsoft.com/en-us/office/join-a-meeting-on-the-go-b5fbcb18-b4ab-4e6a-8176-55d844f21f45
https://mbtelehealth.ca/files/teams-appropriate-use-clinical-secure-messaging.pdf
https://www.youtube.com/watch?v=8KZEerfKDw0
https://support.microsoft.com/en-us/office/start-a-chat-on-the-go-9c7b1258-28f0-434a-a341-569ea0b36f05
https://support.microsoft.com/en-us/office/join-a-meeting-on-the-go-b5fbcb18-b4ab-4e6a-8176-55d844f21f45
https://support.microsoft.com/en-us/office/manage-notifications-on-the-go-de42104f-10e1-4b05-9be7-4b078b8bc94f#:~:text=Manage%20Teams%20notifications&text=Tap%20General%20Activity%20and%20toggle,channels%20you're%20subscribed%20to.
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Helpful Quick Reference Guides

Learn how to do a specific activity in Microsoft Teams. Many of the below resources include
instructions for desktop and mobile (iOS and Android) users.

Select the device for the corresponding instructions Chat with others in Microsoft Teams

Desktop Mubile&

Start a chat with others (Desktop, Mobile)

Send and read (Desktop, Mobile)

Send a file, picture, or link (Desktop, Mobile)

Send an emaiji, GIF, or sticker (Desktop, iOS, Android)
Read receipts (Desktop, Mobile)

Like or react to messages (Desktop)

Share your screen in a chat (Desktop)

Reply to a specific message (Desktop, Mobile)

Share a link to a specific message (Desktop)
Forward a message (Desktop)

Record a video clip (Desktop, i0S, Android - refer to iOS instructions)
Schedule chat messages (Desktop, Mobile)

Send Messages

Format a message (Desktop, Mobile)
Edit or delete a message (Desktop, iOS, Android)
Delete a chat thread (Desktop, Mobile)

Copy and paste (DesktOD, i()_S, AndI’OId) An urgent message notifies a person or
) group repeatedly, every 2 minutes of 20
Mark as important or urgent (Desktop, Mobile) e A i

Manage Messages .
Pin a chat message (Desktop)

Hide, unhide, mute, pin, or mark a chat as unread (Desktop, Mobile)
Open a chat in a new window (Desktop)

Search for messages (Desktop, Mobile)

Translate a message (Desktop, Mobile)

Group Chat Leave or remove someone from a group chat (Desktop, iOS, Android)

Change your status (Desktop, Mobile)

Set your status message (Desktop, Mobile)

Schedule an out of office status (Desktop, Mobile)

Get notified when someone’s status changes (Desktop)

Status

25June2024 Microsoft Teams is continually evolving, you may experience small incremental changes over time as they enhance the application.


https://support.microsoft.com/en-au/office/chat-with-others-in-microsoft-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://support.microsoft.com/en-au/office/chat-with-others-in-microsoft-teams-0c71b32b-c050-4930-a887-5afbe742b3d8#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/send-and-read-messages-in-microsoft-teams-b29e60ec-76af-4d97-8c3c-a4e36f2b64aa
https://support.microsoft.com/en-au/office/send-and-read-messages-in-microsoft-teams-b29e60ec-76af-4d97-8c3c-a4e36f2b64aa#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/send-a-file-picture-or-link-in-microsoft-teams-0e930dcd-46fd-42c3-8d7d-15af4f9bcfca
https://support.microsoft.com/en-au/office/send-a-file-picture-or-link-in-microsoft-teams-0e930dcd-46fd-42c3-8d7d-15af4f9bcfca#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/send-an-emoji-gif-or-sticker-in-microsoft-teams-174248c9-e64d-4de1-9f41-3199cc0751ad
https://support.microsoft.com/en-au/office/send-an-emoji-gif-or-sticker-in-microsoft-teams-174248c9-e64d-4de1-9f41-3199cc0751ad#ID0EBBD=iOS
https://support.microsoft.com/en-au/office/send-an-emoji-gif-or-sticker-in-microsoft-teams-174248c9-e64d-4de1-9f41-3199cc0751ad#ID0EBBD=Android
https://support.microsoft.com/en-au/office/use-read-receipts-for-messages-in-microsoft-teams-533f2334-32ef-424b-8d56-ed30e019f856
https://support.microsoft.com/en-au/office/use-read-receipts-for-messages-in-microsoft-teams-533f2334-32ef-424b-8d56-ed30e019f856#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/like-or-react-to-messages-in-microsoft-teams-834681bf-ad45-4c12-a384-82db7208d5c8
https://support.microsoft.com/en-au/office/share-your-screen-in-a-chat-in-microsoft-teams-2de1c624-7fbe-4b0a-99f2-33385e7d3f18
https://support.microsoft.com/en-au/office/reply-to-a-specific-message-in-chat-in-microsoft-teams-940c614c-4f07-41d4-850b-90f11da8329b
https://support.microsoft.com/en-au/office/reply-to-a-specific-message-in-chat-in-microsoft-teams-940c614c-4f07-41d4-850b-90f11da8329b#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/share-a-link-to-a-specific-message-3cd266f6-56aa-4cd0-905e-8d4eee293aea
https://support.microsoft.com/en-au/office/forward-a-message-in-a-teams-chat-b3190ce7-00da-45aa-978d-a45a7b041d21
https://support.microsoft.com/en-au/office/record-a-video-or-audio-clip-in-microsoft-teams-0c57dae5-2974-4214-9c46-7a2136386f1c
https://support.microsoft.com/en-au/office/record-a-video-or-audio-clip-in-microsoft-teams-0c57dae5-2974-4214-9c46-7a2136386f1c#ID0EBF=iOS
https://support.microsoft.com/en-au/office/schedule-chat-messages-in-microsoft-teams-2fc5ea77-7bb4-4511-8f59-e62bac1c0f6a
https://support.microsoft.com/en-au/office/schedule-chat-messages-in-microsoft-teams-2fc5ea77-7bb4-4511-8f59-e62bac1c0f6a#ID0EBD=Mobile
https://support.microsoft.com/en-au/office/format-a-message-in-microsoft-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5
https://support.microsoft.com/en-au/office/format-a-message-in-microsoft-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/edit-or-delete-a-sent-message-in-microsoft-teams-5f1fe604-a900-4a07-b8b7-8cf70ed6b263
https://support.microsoft.com/en-au/office/edit-or-delete-a-sent-message-in-microsoft-teams-5f1fe604-a900-4a07-b8b7-8cf70ed6b263#ID0EBBD=iOS
https://support.microsoft.com/en-au/office/edit-or-delete-a-sent-message-in-microsoft-teams-5f1fe604-a900-4a07-b8b7-8cf70ed6b263#ID0EBBD=Android
https://support.microsoft.com/en-au/office/delete-a-chat-thread-in-microsoft-teams-6d2358d2-8d5b-48d3-b529-c685574f579d
https://support.microsoft.com/en-au/office/delete-a-chat-thread-in-microsoft-teams-6d2358d2-8d5b-48d3-b529-c685574f579d#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/copy-and-paste-in-messages-in-microsoft-teams-37e94b44-0b77-4091-87f7-b448a114de26
https://support.microsoft.com/en-au/office/copy-and-paste-in-messages-in-microsoft-teams-37e94b44-0b77-4091-87f7-b448a114de26#ID0EBBD=iOS
https://support.microsoft.com/en-au/office/copy-and-paste-in-messages-in-microsoft-teams-37e94b44-0b77-4091-87f7-b448a114de26#ID0EBBD=Android
https://support.microsoft.com/en-au/office/mark-a-message-as-important-or-urgent-in-microsoft-teams-ea99d5b6-1317-4550-8d75-86ff14cd4462
https://support.microsoft.com/en-au/office/mark-a-message-as-important-or-urgent-in-microsoft-teams-ea99d5b6-1317-4550-8d75-86ff14cd4462#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/pin-a-chat-message-to-the-top-of-a-chat-in-microsoft-teams-9c07c454-70bd-4693-a610-21eebca3f136
https://support.microsoft.com/en-au/office/hide-unhide-mute-pin-or-mark-a-chat-as-unread-in-microsoft-teams-9aee02ef-713d-495b-8a73-9762d8e4b066
https://support.microsoft.com/en-au/office/hide-unhide-mute-pin-or-mark-a-chat-as-unread-in-microsoft-teams-9aee02ef-713d-495b-8a73-9762d8e4b066#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/open-a-chat-in-a-new-window-in-microsoft-teams-cff95cb0-34af-423f-8f69-fe9106973790
https://support.microsoft.com/en-au/office/search-for-messages-and-more-in-microsoft-teams-4a351520-33f4-42ab-a5ee-5fc0ab88b263
https://support.microsoft.com/en-au/office/search-for-messages-and-more-in-microsoft-teams-4a351520-33f4-42ab-a5ee-5fc0ab88b263#ID0EBBD=Mobile
https://support.microsoft.com/en-au/office/translate-a-message-in-microsoft-teams-d8926ce9-d6a6-47df-a416-f1adb62d3194
https://support.microsoft.com/en-au/office/translate-a-message-in-microsoft-teams-d8926ce9-d6a6-47df-a416-f1adb62d3194#ID0EDD=Mobile
https://support.microsoft.com/en-au/office/leave-or-remove-someone-from-a-group-chat-in-microsoft-teams-7db55a67-0ba4-4409-a399-5ed502a1d094
https://support.microsoft.com/en-au/office/leave-or-remove-someone-from-a-group-chat-in-microsoft-teams-7db55a67-0ba4-4409-a399-5ed502a1d094#ID0EBBD=iOS
https://support.microsoft.com/en-au/office/leave-or-remove-someone-from-a-group-chat-in-microsoft-teams-7db55a67-0ba4-4409-a399-5ed502a1d094#ID0EBBD=Android
https://support.microsoft.com/en-us/office/change-your-status-in-microsoft-teams-ce36ed14-6bc9-4775-a33e-6629ba4ff78e
https://support.microsoft.com/en-us/office/change-your-status-in-microsoft-teams-ce36ed14-6bc9-4775-a33e-6629ba4ff78e#ID0EBBD=Mobile
https://support.microsoft.com/en-us/office/set-your-status-message-in-microsoft-teams-22e02023-3840-40c7-b701-6676821aeab3
https://support.microsoft.com/en-us/office/set-your-status-message-in-microsoft-teams-22e02023-3840-40c7-b701-6676821aeab3#ID0EBD=Mobile
https://support.microsoft.com/en-us/office/schedule-an-out-of-office-status-in-microsoft-teams-e3ce705a-cc43-4f7d-9418-0642ec5f6bd8
https://support.microsoft.com/en-us/office/schedule-an-out-of-office-status-in-microsoft-teams-e3ce705a-cc43-4f7d-9418-0642ec5f6bd8#ID0EFD=Mobile
https://support.microsoft.com/en-us/office/get-notified-when-someone-s-status-changes-in-microsoft-teams-7363ccdb-40d2-4628-b03d-c8f515830933

