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Let's say hypothetically…
• You are part of a team scattered all over the state 
• Collaboration is your goal

• Holding virtual meetings
• Having program level discussions or sharing links/documents
• Working collaboratively on documents
• Chat individually or in sub-groups
• Share common information via an intranet site

• You have a series of projects to track and manage between staff 
responsible for various elements
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Teams can do that:
• Teams, as the hub for teamwork, is where 

people can actively connect and collaborate in 
real time.

• Have a conversation right where the work is 
happening, whether coauthoring a document, 
having a meeting, or working together in other 
apps and services. 

• Teams is the place to have informal chats, 
iterate quickly on a project, work with team 
files, and collaborate on shared deliverables.
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What is it?

• Teams is a mask for office 365 
suite built on a foundation of:

• Sharepoint
• Skype 

• Available as a web tool or 
desktop app (recommend this 
option)

• A fully featured phone app
• It’s got all this stuff built in 

one place:
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Tour 5
Customizable 
Tabs, add as 
many as you 
want

Conversations Board, 
communicate with 
everyone on the channel 
and share content

Search or join existing 
teams (or use a code if 
they’re not public)

View all the 
teams you’re on

View all the 
channels which 
are a part of your 
team

Like or react to posts 
just like social media



Manage your team 6

Set 
Permissions

Configure who’s 
on the team



Tab Examples 7

Document Repository

Sharepoint Lists

Video Repository

Kanban Board

Wiki Notes



More Tab Examples 8



Chat/Collaboration 9
Video Chat, Phone call, Share Screen



Just Like Skype
• Operates identically to 

skype
• Similar interface for 

meetings or remote 
sharing

• If you can do it on 
skype, you can do it on 
teams
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Meetings Online
• You can organize meetings 

through Teams or Outlook
• Only the meeting organizer can 

allow meeting participants in 
the digital meeting room

• Meetings can be attended over 
the pc or phone app
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Other Specific Functionality
• Live Events - With Teams live events, users in your organization 

can produce and broadcast video and meeting content to large 
online audiences

• Conversations and chat logs are maintained and can be easily 
dumped for FOIA requests

• You can be on any number of Teams
• Notifications - Teams can notify you when:

• Others react or respond to your posts
• You receive a chat message
• Some one @ you to get your attention
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Why should I use teams?
• Allows a functioning collaborative space even with staff 

positioned remotely
• Move conversations out of email - Decluttered email inbox
• Use channels to focus discussions
• Integrate and connect with Office 365 applications including 

Power Automate (Formerly MS Flow)
• Compartmentalize calendars and efforts into information 

sharing venues
• Run team projects more successfully
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How do I get Teams?
• You already have teams!

• You may need IT support to download install the desktop app
• How do you get A team?

• Start by submitting an IT workorder and ask be the administrator of a 
group for ____________ for use in MS Teams

• Add team members
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You only have access to information for 
private teams you are on, unless you 
deliberately enable sharing otherwise

No one outside a 
team can access 
that material

https://teams.microsoft.com/

https://teams.microsoft.com/


Need more information?
• Additional training on the Microsoft Teams training site:

• Certain functionality is limited by ADS client including most 
applications outside the 365 Suite. If you have questions about 
what you can and can’t connect to, contact ADS.

• If you have questions about how you can best use Teams to 
coordinate your team or manage a project, feel free to reach out 
to:

• For technical support, please submit an IT ticket
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https://docs.microsoft.com/en-us/microsoftteams/teams-overview

John.Sears@Vermont.gov

https://docs.microsoft.com/en-us/microsoftteams/teams-overview
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