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Agenda
During the session we will talk 
about…

1. Conversations with my colleagues
• One-on-one chat
• How to talk with more than one person
• Voice calls
• Video calls
• Screen sharing

2. Planning a meeting

3. Collaborate in a Team and its channels
• How to share files
• Mentions to colleagues
• Plan your tasks
• Edit a document collaboratively

4. Teams from my cell phone



But 
before 
that…



Practical advice

Some advice to make 
your daily activity 
more productive and 
healthy







Your virtual presence

We take care of our 
physical presence. So 
we must do with our 
virtual presence.









Configuration

Configure your work 
space to your liking.





Configuration

Be mindful of how 
others see you





My activity

Always notified 
about all the activity 
that’s important to 
you.





Conversations

List of personal and 
group conversations.



One to one Chat 

Private 
conversations with 
teammates and 
clients, base of our 
communication.



























How do I talk to more 
than one person?
Add people to your 
conversations or 
create a group 
conversation.











Voice calls

VoIP, the best way to 
talk to your 
teammates like you 
were in the same 
room!







Videocalls

Making video calls in 
the easiest manner.





How to share your screen

Share content 
during a meeting, be 
it your screen or a 
document.





Planning a meeting

Plan a meeting, join 
it, share… All you 
need to be effective.



Create a new meeting





Check meeting details

Check the meeting 
details, notify 
possible delays, get 
shared information.. 
All of this and more.



Join from the calendar
Meeting details





Joining a meeting

How to join a 
meeting.





Collaborate in a team 
and its channels
A place for a more 
productive people 
and teams 
collaboration.



A brief summary!
Teams and channels

• What is a team?
• Are teams public or private?
• And the channels?
• Who can I collaborate with?
• Also people outside my organization?



How do I share a file?

Share files with your 
teammates for them 
to be able to use 
those files.





Mentioning people

An easy way to get 
their attention about 
a conversation.







Plan your tasks

Organize your tasks, 
assign a responsible 
person, set a due 
date, monitor them 
in an easy way along 
with your 
teammates.





Collaborate on a document

Not only do we have 
our files a click away 
but we can edit 
them collaboratively 
without having to 
send copies by e-
mail.





Teams from my mobile 
device
Access teams 
functionalities from 
your mobile device 
wherever you are.



Everything 
accessible in 

your palm

Always 
available 

wherever you 
are



Demo environment
Access at:

• https://teamsdemo.office.com/

https://teamsdemo.office.com/
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