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Install Office

OneNote

Set up a new Team

Search for or type a command

Teams W Join or create a team

Your teams

Camagie Staff 2020 h HH
General

Join a team with a code

Create a team

Staff Training - Short Term
Enter code

a team? Enter it above.

CcD

Coach Development
7 members | Public
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Jopment

" Join or create a team

Search teams Q

Staff Induction & CPD

10 members | Public

B

Staff Induction & CPD

Create New Team



If you already have your email addresses for your executive stored in an email group within
outlook you can select this group.

Create your team ) @ .

L
Build a team from scratch

.r, Create from...
An existing Office 365 group or team

What's a team?

If you don’t have the email addresses already saved, then you must start from scratch:

e Select Private group

What kind of ilthicha2 x

‘ N Private

1 People need permission to join

S ——

= Public
¥ Anyone in your org can join

< Back




Next: Enter a team name eg. County Board Meetings

Select create

SomY quick details about your private team X

Team name:

County Board Meetings ]

Description

Let people know what this team is all about

Add the email addresses of those on your county board:

Add members to County Board Meetings

Start typing a name, distribution list or security group to add to your team. You can also add people
outside your arganisation as guests by typing their email addresses.

—]  Start typing a name of group

Skip



This team will now appear under your ‘Teams’

Camogie Staff 2020

\wj\
- Staltvraining - Short Term

¢ County Board Meetings

General

85" Join or create a team )

Search for or type a command @ -
Teams W cé  General Posts Files Wiki + @ Team
Your teams

Welcome to the team!

Here are some things for you to get started...

Add more people Create more channels Open the FAQs

Start a new conversation. Type @ to mention someone.

A 6 QB B > g o B

This means that chats and calls can be made and everyone in this group has access to this

information.



Schedule a Meeting Using Teams

Open Microsoft Teams using Office 365
Select calendar from the left-hand column

Select New meeting on the right-hand side

Select Calendar

€4 Search for or typs
Calendar
[5) Today < > April2020 -
20 21 22 23
Monday Tuesda Vednesday

24

@ - o

54 Meet now + New meeting -

25

1] Week

Select New Meeting



Next enter details on time, date and agenda etc.

Then either:

e Select channel eg. County board meetings — general and this will automatically invite
all those members of your team
OR

e Enter their email addresses under ‘attendees’.

Select ‘Send’ When

e details are

entered

select send

A Search for or type a command

New meeting Details Scheduling Assistant

Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London v

& County Board Meeting

iy Add required attendees &% .
Enter e-mail addresses
20 Apr 2020 10:00 ~ 20 Apr 2020 10:30 ~ 30m @ All day
O Dosnotrepest v OR Select Channel
B [ CountyBoard Meetings > General /
@ Add location
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Agenda

Enter agenda or details for meeting




When it is time for the meeting you call either select ‘Join’ directly from the email or from
Teams.

(e Search for or type a command @ =
Calendar St Meet now
[5] Today < >  April 2020 v ] Week v
20 21 22 23 24 25 26
Monday Tussds Nednesday Thursda Fridla Saturday Sunds

Select Join from Calendar or directly

|CuuntyBuavd * from Email

Pamela Frizelle m
Join

Select Join Now:

Search for or type a command

Choose your audio and video settings for

County Board Meeting

Join now

@ 5 PCMic and Speakers

Other join options

You will then Join in a team meeting with all those who have been invited to this meeting.

You can decide whether or not to have video on or off.

You can also share your screen to show everyone in the meeting documents from your own
screen such as word, excel, PowerPoint etc.




