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Microsoft Teams is a collaboration app built for
hybrid work, so you and your team stay informed,
organized, and connected — all in one place.
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Meeting and
Scheduling Tools

Increased Productivity }«—,f.f} , oM Quick Question
. ‘._r;yv; | :‘ J

Enhanced

Communication Video Calling

Digital = T2 User Enablement
Transformation RIS/ through bots

Microsoft Benefits of

Integration 2
Microsoft
Teams
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CHAT

Message someone or a group to talk about work,
projects, or just for fun.
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CHAT

< Q, Search "'ﬂ — 34
we
A = = &% - . . ) . s ;
e Chat -~ = U f ' Bertschy, Jessica M - (jessicamb... Chat Files Organization Activity Linkedln
Activity o
P Pinned
588 /) g Bertschy, Jessica M - (jessicamb) (You)
Teams
(-\ Mora, Lizeth - (mmora) 4413
= ‘I' You: =¥ GIF
L
Tasks by PL.- ("al, Garcia, Jose H - (jgarcia3) 1:38 PM
Uy ® | only speak wisdom
L
Zoam O Tyo, Erin Marie - (etyo) 3/12
def!
¢ . Geary. Michael J - (geary) 412
Calendar @ For sure. She's got so much institutional knowle...
B Pantoja, Danae Monique - (danaem) 10:48 AM
Siles £'@ Okey dokey! And yes if it's in a box we should ...
Cordery, Arlette Gladys - (arlette8)  11:02 AM
© You: Awesome sauce
@ Vera, Carlos Anthony - (cvera02) 414
® You: Great!
Apps ) . ) a
"?_ Okonoski, Allison Stephanie - (alliso... 1:18 PM
*I0Q You: Senta file
448 Swanson, Sarah L - (sarahs) 3/13 This is your space
=& We opted to just leave it in case it was needed a...

This chat is just for you..with you. Use it for drafts, send files to

Fowler, Petra - (pfowler1) 1:33 PM yourself or get to know chat features a little better.
You: Great job! TD # 20230125003 is closed!

9

Recent

Towvar, Arturo - (arturotowvar) 1:36 PM
You: Thanks for purchasing the new bulb for M...

Pedroza, Francisco - (pedroza) 12:00 PM
You: No. I'll consider it when the new medel c...
Let me look into it later - we have a recording ...

Shaw, Brian E - (brianshaw) 414
Sounds great! Thank you.

2
@ Saenz, 7 - (zsaenz) 10:40 AM
(-]

g Stewart, Melissa - (mastewart) 413
v @ You: No problem!

Clemans, Steve Clemans - (steveclema... 4/12
0 Ok.. Makes sense. |

y

h Herman, Jeffrey Todd - (jtherman) 4/12
: You: | will give Lizeth the green light '&é’ ? B @ @

v
v

Fa
o
o

Help
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TEAMS

Create a team and channels to gather people together and work in
focused spaces with conversations and files.
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<
ncty Teams
= Your teams
Chat
e . 5BS-Standard Equipment Guidelines-...
Ll 1
Teams
ST | SBS-TeamReports-Team
3
Ta.skshby Pl... General
Help Needed
[ -
_ Leads ©
Loom
Meetings and Updates
. .
S Recipe-5haring

D

Files

oo
Apps
5P
o
(2 85
Help

Security

Stages Back to Campus

Suggestions Box

Sysadmin Corner!

Ticket Alarm!

Training and Professional Development
Transition Planning

11 hidden channels

SBS-Business-Personnel

General

5BSTech-Projects-Team

General

@Arizona email change

802._1x Wired Network Registration
ASITS - 5BS Plan

Catnet to Catnet 2.0 (Bluecat) transition
Events

Legacy Authentication

Loaner Laptops

TicketDog!

Join or create a team

Q. Search

s1 | General

T Upload ~ 1= Share @ Copylink i3 Sync <4 Download EJ Add shortcut to OneDrive 85 Open in SharePoint  + Add Cloud Storage

Documents

O

TEAMS - File Sharing, OneNote, Word

Posts Files ~  Staff Notebook Reflect

> General £

Mame

SBS Units

Storage
0C48D21C-ADTB-4214-A879-28839FFDT80...
123201878_10158583679169070_37649239...
12512486_10153993503367290_414231840...
131925408 2466608063646169 867025528...
132430031_10225328049290856_15214917...
156873726_10221762050352971_77403023...
164075177_255266062727059_4029878503...
180673533_10165072393960118_69473402...
189337395_10220608323182880_64743357...
201001131953-maskhalloweencostume-su...
2020061203205 _1jpg

20200825 104515jpg

261027jpg

271606107_250638310528494 5060567128..
274687384 _2501671593298389_601743080..

274756889_10159517726629333_67679657...

Internal 5B5Tech OnCA...

Modified

November 22, 2021

July 28, 2022

September 22, 2021

November 2, 2020

March 17, 2022

December 17, 2020

December 23, 2020

March 4, 2021

March 23, 2021

May 4, 2021

May 25, 2021

October 6, 2020

June 12, 2020

August 25, 2020

December 2, 2020

January 10, 2022

March 16, 2022

February 24, 2022

ServiceNow Feedback

Modified By v

Lochner, Tawny L - ...

Lochner, Tawny L - ...

Pataconi, David - (...

Pataconi, David - (...

Pataconi, Dawid - (...

Pataconi, Dawvid - (...

Thompsen, David C...

Pataconi, David - (...

Pataconi, David - (...

Pataconi, David - (...

Thompsen, David C...

Thompsen, David C...

Min, Young-Gie - (...

Beckman, Wade - (...

Saenz, 7 - (zsaenz)

Pataconi, David - (...

Pataconi, David - (...

Pataconi, David - (...

+ Add column

Content Type

Folder

Folder

Document

Document

Document

Document

Document

Document

Document

Document

Document

Document

Document

Document

Document

Document

Document

Document

= All Documents
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CALENDAR

Connect with people before, during, and after a meeting so
prep and follow-up are easy to find. This Teams calendar
syncs with your Outlook one.
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CALENDAR

MNew meeting

B New meeting Details Scheduling Assistant

Show as: Busy “~ Category: None “~ Time zone: (UTC-07:00) Arizona -~ Response options

(5 4/18/2023 3:00PM ~ —  4/18/2023 3:30PM v

Suggested: 4:00 PM-4:30 PM 4:30 PM-5:00 PM 12:30 PM-1:00 PM

Tuesday, April 18, 2023

9AM 10 AM 11 AM 12 PM 1M

All attendees

= Required attendees

1t“| Bertschy, Jessica M - (jessi...

Available Ask fi McGu DEl Speaker Event

& Walsh, Anna - (walsha)

Unavailable

o Pedroza, Francisco - (pedr...
Available

: Pantoja, Danae Monique - ...
£~ Available SBSTech - We

gﬁ Add required attendees

¢ Optional attendees
= Locations

(© Add location

Require registration: None

30m @  Allday

2 PM 3 M 4 PM

Web Team Ct
O

» View my work hours

Wednesday, April 19, 2023

8 AM 9 AM 10 AM 11 AM

Brian Lunch
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APPS

Find familiar apps and explore new ones to simplify,
customize, and manage how you work.
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Tasks by Pl

Foom

Calemdar

D

Files

Apps

I /'_\I

[
B e

Search

B% Apps

Built with Power Platform

Featured
Popular on Teams
Top picks

What's new

Best selling

Access learning resources

Categories

Built by Microsoft
Education

Productivity

Image & video galleries
Project management
Utilities

See more

Industries

Agriculture

Distnbution

Education

Finance

Government

Health care and life sciences

See more

Workflows

Manage your apps

Q. Search

Popular on Teams
Added and used the most on Microsoft Teams

Microsaft Corporation

Easily create polls in your meeting.

Communication Productivity

. Azure Boards
Microsoft Corporation

Monitor and collaborate on existing work items and create new work
itemns.

IT/Admin Productivity

Tasks by Planner and To Do

Microsoft Corporation

Stay organized across all your team and individual tasks.

Productivity Project management

Channel calendar

Microsoft Corporation

Add a channel calendar

Productivity

Weather

.! Microsoft Corporation

Get the latest weather report

Mews B weather

.. Project

Microsoft Corporation

Stay organized, focused, and in charge with Microsoft Project

Communication Productivity

F-|:|F|:|'l|'|s

Microsaft Corporation

Easily create surveys, quizzes and polls.

Productivity Lkilities

Jira Cloud

Atlassian

Empower your team to track, update, and manage projects from Microsoft
Teams.

IT/Admin Project management

Power Bl

Microsoft Corporation

Uncover insights in your data.

Communication Data visualization & B

Power Automate

Microsoft Corporation

Be more productive with Microsoft Power Automate

Workflow & business management Productivity

OneNote

Microsoft Corporation

Use OneNote to collaborate on digital notes and notebooks with your
team.

Content management Files & documents

Viva Insights

Microsoft Corporation

Improve your productivity and wellbeing with Microsoft Viva Insights

Viva Sales

Microsaft Corporation

Microsoft Viva Sales automates data entry and brings Al to sellers.

Communication Productivity

Polly
Polly

Ask your team questions with Polly and get instant answers in Microsoft
Teams

Communication Productivity

Viva Learning

Microsoft Corporation

Keep learning, keep growing with Viva Learning

SharePoint

Microsoft Corporation

View pages and collaborate with lists.

Content management Productivity

YouTube

Microsoft Corporation

Search for videos on YouTube

Education Training & tutorial

Power Apps

Microsoft Corporation

Connect your team with the data they use most using Power Apps

Developer tools
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Tasks

Access tasks through the Tasks by
Planner and To Do app

Tasks on teams can help organize
all team tasks all in one space

Tasks can be stored in different
team spaces
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TASKS

o0 0 =
4 Q. Search o
Fant
penity B Tasks by Planner and To Do
~@®
L) = All Active ~ Filter
Chat
s My tasks To Do Assigned to me
Teams
() Tasks
" Task title Source Pri... T Due
Q: My Day
) ! Important O Follow up on pending tickets Choose where to store this task 4/21/2023 pid
BELIDLT e 5P SBSTech-Projects-Team
0 = Assigned to me
Calls
Shared plans Planner

5P SBSTech-Projects-Team

g

Apps

0]

Help b Mew list or plan

THE UNIVERSITY
. OF ARIZONA



Customize Your Teams

Make Teams Work For Youl!

Notifications

* All Activity vs. customized
notifications for specific teams and
channels.

 Missed Activity Emails

* Turn on/off notifications during
calls and/or when presenting.

* Get notifications when people’s
status becomes available.

Appearance Additional Settings
e Theme * Privacy
e Default * Do not Disturb
 Dark * Blocked Contacts
* High Contrast e Shortcuts
* Chat Density * Devices
e Comfy e Speakers
e Compact e Webcam
* Layout * App Permission
* Grid * Accessibility
* List

* Captions & Transcripts
Files and Links

A
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_| < ) Search

‘ . Feed = i3 !. General Pos
I LRI = -_
) O Unread only @ Krei
Chat 0 Yes
. @ Nicholas +1 replied ~ 2:02 PM this
W ® Thank you Aaron! When yo...
Fams FNSV Property-Physi... = General @ Jacc
. o Ok
® ° . c_,,fj ﬂ‘ % Tawny +1 rep!led 1:42 PM o Reply
asks By L “A® Here was the info from toda...
5BS-TeamPBeports... » Sysadmin C...
L
Zoom ﬁ Thom replied 1:10 PM
'® Whelp..... if I'm out with foo... Propp, Nichc
] SBS-TeamReports-Te... »General & Kreidl, Aarc
Calemdar qu.llpl'l'lEI"I't
ﬁ Thom reacted 12:58 PM lssues func
e '@ Mini cheese guiches on the ... mark them
,T.: 5B5-TeamBeports-Te... »General
Select Filter at the top right corner of 47w Christina A +1 11:04 AM _
. "A® repiied Krel
the feed to show specific types of Thanks! | did find it eventual. © st
UAnzona IT Coordin... »ServiceN... dat
messages such as unread messages, oo ass
. I d | k - ? £ +2 replied 10:59 AM in a
@ ment|0ns, rep |eS, an IKEeS. B https://www.youtube.com/w...
5B5-TeamReports-Te... = General @ Proj
= Tha
g:': Michael reacted 9:35 AM leay
W we probably need to tell 5h...
Chat with Michael ¢’ Reply
e Day +1 replied 8:59 AM
® Ok thanks Aaron!
. FNSV Property-Physi... > General i New ¢
[
S _
Help g,‘y; G.Andy +2 replied A/17
| =y A (] = a
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QUESTIONS?

ticketdog.arizona.edu

sbstech.arizona.edu
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SBS Technical Services

CCIT Addition (Bldg 73A), Room 236
1077 N. Highland Ave, Room 236

520-621-1596
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