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o MS Teams Screen Overview

Tips:

e Sit close to microphone on laptop otherwise everyone just hears feedback (echo)

e  Mute your microphone on MS Teams when not speaking otherwise there is feedback (echo)

e Avoid all being in one room on individual devices (difficult with self-isolating guidelines |
know) this generates feedback (echo)

e If dialling in from adjoining rooms, close any adjoining doors to avoid feedback

e You can blur the background if there is patient sensitive information on show

e If you have a weak connection, you do have the option to dial into the meeting on your
mobile/landline

Note: MS Teams does work on iPads/iPhones

eHospital

rogramme




NHS

. . University Hospitals
Quick Start Guide for Teams of Leicester

NHS Trust

How to launch Microsoft Teams

o Teams can be launched in two ways:
o Teams Client installed onto your PC or laptop
e Go to teams.microsoft.com, click on the ‘Get the Teams app’ link from your
laptop and click ‘Run’ when prompted:

Vo browntr Gomen | Mlly weport Lams meetinge

For the best meeting experionce, use the Teams app or join in Microsoft Edge

—

o If you have an iPad, search for ‘Microsoft Teams’ and download from the app store. You
can also add the app to your iPhone in the same way.

o Signin

Via Windows 10 Devices

1. In Windows, click Start

2. click Software Center

3. wait a few seconds to load the screen then click Microsoft Teams

4. click Install m

Teams
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5. MS Teams will now begin to install to your device:

sbiora 3 Applcaton Setah

Teams

Publishesd by Microsal

Waitirgg to spply change:
Mot speciied

e
=1 Less than 1 MEB
Mot specibed

6. From the Start menu, you can now scroll down to Microsoft Teams in the catalogue of applications on
your device, left click and drag into your desktop icons or right click and pin to taskbar:

M
l McKesson Corporation

l Mead & Company

e Microsoft Edge

l Microsoft Endpoint Manager
l Microsoft Office
& B Vicrosoft Office 2016
Bd l Microsoft Silverlight
@
B viniab
O

& Mixed Reality Portal

Via iPhone or iPad

o Download Microsoft Teams App via the AppStore
o Tap the Microsoft Teams icon once downloaded
o Sign in with your UHL Login i.e. forename.surname@uhl-tr.nhs.uk and the password you log

into your UHL PC when at work.
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Schedule a MS Team meeting in Outlook.
In MS Outlook, go into your calendar screen and in the top banner, choose Home >> New Items >>

Teams Meeting or click on the New Teams Meeting icon:

E 4 3 E 4 -
O 3 v O 3 v
File Home Send / Receive Folder View Entel File Home Send / Receivi Fold View Ente
20005 raga = ° —= 20000 _s - —
H S| e B = i Y o =
— o] | tiH 2222 o | M e
New New New New Teams Today Next7 New New New New Teams Today Next7
Appointment Meeting | tems ~ Meeting Days Appointment Meeting |items Meeting Days
34 E-mail Message Teams Meeting 50 To 34 E-mail Message Teams Meeting T
T4 Appointment n 2020 » < T3 Appointment h 2020 4 <
h F 1 ‘h F 1
ﬁ Meeting ' Fr Sa Su -ﬁ Meeting 1 Fr Sa Su
1 1
8. Contact 5 6 7 & 8. Contact 5 6 7 8
o] Task 2 13 14 15 ] Task 2 13 14 15
ﬁ 20 21 22 19 20 21 22
All Day Event =y All Day Event —
e |27 28 29 N7 6| 27 28 29
More [tems » More [tems »
* Teams Meeting ‘ Teams Meeting
- - - -~
Ty ST 1= Wy Caenoars

In the following screen, add those you wish to invite to your meeting and subject of your meeting.
The Location will inform those invited that this is a Microsoft Teams Meeting. Remember that those
invited must firstly download the MS Teams application to their respective device otherwise they
will not be able to attend/view this virtual meeting:

© Invitations have not been sent for this meeting
Adjacent to ancther appointment on your Calendar.

To.

=3 Subject:
Send
Location: Microsoft Teams Meeting - Rooms.
Start time: Thu 26/03/2020 -~ 1700 . All day event
End time: Thu 26,/03/2020 - 1800 -
| ix]
7

Join Microsoft Teams Meeting

\ L

Ccring'ot its Best
it

For support in using online meetings via teams please view the help guide on InSite or contact the IM&T service desk on x8000

Please note: Join Microsoft Teams Meeting (highlighted in the red box above) is a hyperlink that
your attendees click on when the meeting is due and it will take them into MS Teams and your

meeting:
Tip: If you have a headset this can help improve the experience for all participants. Please ensure

you mute your microphone when you are not speaking to reduce background noise during the
meeting (the trick here is to remember to unmute yourself when you do want to speak).
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Choose your audio and video settings for

Meeting now

[#) Add a room

Tip: If you are due to present any papers at your online meeting, you might want to have these

opened before the meeting starts. When the meeting is due to start, click:
Join now

Tip: If you are having problems with the picture freezing or the sound being interrupted, switch off
your camera (the option for this will appear in the teams call) as this reduces the bandwidth you
need if your connection isn't good.

Tip: make use of the chat function to register your desire to speak, this will help to make sure people
aren't missed and don't need to speak over each other to be heard.

Start a team conversation 000

cUd

teams that you have been made a member of. Choose your Channel beneath that team (e.g. General),

From the left hand margin, you will see the following icons. Click Teams and you will see

and at the bottom of the page, write your message, and click B> to send your message.

Your teams
UHL IM&T SMT
General

.

Start a new conversation. Type @ to mention someone.

be & O @B S B - &

(XX
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Start an impromptu video meeting 000

From the left hand margin, you will see the following icons. Click Teams CUJ and choose your
Channel (e.g. General), and at the bottom of the page, click on the Meet now icon 4

NOTE: For any future conversation in your channel, if you click Reply, then Meet now , the meeting
will be based on that conversation. Enter a name for the meeting, then start inviting people.

Your teams

UHL IM&T SMT Start a new conversation. Type @ to mention someone.

enera " # .%59 é l:';':l [,Z] g I;qu l[E:r

If you wish to discuss a new topic, you can type in a subject for your meeting in the ‘Want to add a
subject?’ section. If you click on the purple Meet now box, a message will automatically be sent to all
those in your channel alerting them to come on your video call.

o Video Icon Bar
e Throughout the video call, if you move your mouse, the following options appear:

Length Mute/ End
of call Unmute the
time micro- call.
mm:ss phone
Video See next Send a
on/off page of this text
guide Msg
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e Additional Functions:

Additional functions are available to use during your video call if you click on the ellipse (s s s)

button:

£5: Show device settings

O Enter full screen

00 Hold

(& Transfer

. . 2% Consult then transfer
For additional privacy, you can blur

the background of where you are
undertaking your meeting. i Keypad

Blur my background

Turn off incoming video

o Sharing your screen during a video call:

You may need to share your screen/files on a video conference and this is achieved by clicking on
the middle icon of this bar (circled below). Click on the screen you wish to show others on your call.
Please be alert to patient confidentiality and know who you are sharing your screen or files with:

[ Include system audio

Desktop Window PowerPoint Browse

o : No files available
- B . [w]

Microsoft Teams How to Guide - MS Team...  Inbox - gavin.maton@uhl...

2
3 Instructions on how
manually setup an A

= 1 . | On VPN connect on
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File Management

o Share a File

Click Attach under the box where you type messages, select the file location and then the file you
want. Depending on the location of the file, you’ll get options for uploading a copy, sharing a link, or
other ways to share.

Start a new conversation. Type @ to mention someone.

Moo @B a s - =

o Work with files
o  Click Files on the left to see all files shared across all of your teams.
o Click Files at the top of a channel to see all files shared in that channel.
e Click More (") options ... next to a file to see what you can do with it.
e Inachannel, you can instantly turn a file into a tab at the top.

Type Mame Meodified « Location [

[WE] How to Guide - Teams v2.docx 1m ago UHLIMTSMT / General SOS
* Edit in Teams

Open in Browser

Open in Desktop App

Download

o B @

Get link

o Upload a file to your channel

e (Click on Teams >> Select your channel >> Click on Files >> Click on TUpload >> Find
your document and click on Open. Your file will then upload. Be aware that only
those members in your channel will be able to view this document in MS Teams.

Vour teams
oo - n General PostsWiki +

n UHL IM&T SMT =
General oy + New l T Upload | <3 Sync @ Copylink 4 Download |- Add cloud storage
General
: Name .~ Modified | -~ Modified By -
@I How to Guide - Teams v2.docx Wednesday at 7:20...  Choudhury Saiful - ...
@I How to Guide - Teams.docx Wednesday at 7:17...  Choudhury Saiful - ...
@ Covid 19 - Infrastructure Priorities - Update...  Tuesday at 419 PM Khalifa llias - IM&T...
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Start a conversation with a person or group

In the dark blue header bar, click New chat , type the name of the person, or their email

address, or the group you wish to contact in the To field, write your message in the box at the bottom
of your screen, and click B> to send your message.

Carruthers Andrew - Chiaf Info
ANCREW CARRUTHERS] Onvet ledee

Carr Simon - Enterpnise EPR Architect and Tec
MON CARR) £rte EPR Aechitect and Tect

Carr Sue - Corsultant Nephrologist
CARR: Co T

Care Lyan - Deputy
LYNN.CARR} Doty Tasen Leade

Carr Charlia - A U
HARUE CARR] Afiance Manager (UHL P

Caee Sidvia - Michwite Start a new conversation. Type @ to mention someone.
-e,eca@ga:wa--- =

Note: Hover over the contact for additional options — CHAT, EMAIL Video and Voice Call:

To: UF  UHLFitest X

UHL Fltest
Yesterday UF

uhlfltest@uhl-trahs.uk

E = S o4 L8

Message UHL Fitest B

o @mention someone

To get someone’s attention, follow the steps above and type @, then their name (or pick them from
the list that appears). Type @team to message everyone in a team or @channel to notify everyone
who favorited that channel.

¢ Reply cA Carruthers Andrew - Chief Information Officer
andrew.carruthers@uhl-tr.nhs.uk

@Andy Carruth

Y 0 OB G B B

Click B to send and everyone mentioned will be notified of the message instantly on their desktop
screen (laptop/Pc/iPad).
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Make a Call to someone
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From the left-hand margin, click on the Calls icon and in the following screen, you can add colleagues
to your Speed dial or Contacts lists. Call History is available, though Voicemail functionality is

currently unavailable:

Y Calls
Iﬁuwaw - E——
i i [ Contacts
Hist
IHt-eH:smeem © risery
Voicemail

H;[mzmdm:e%:ks
I g

fed

Hihgly

You will now have the following options available to you;

Video Call

14

Phone Call

[

Click on the ellipse and you can:

=] Chat

17 Add to speed dial

- BTN

!

Add speed dial

Andrew Carruhhers

Cancel

|

Carruthers Andrew - ...
Chief Information Officer

In a call

CA

[

Text message your contact
Or

Add your contact to your

Speed dial page

In the bottow left-hand margin, you can also find a colleague using the following search facility

and then contact them (as above):

Make a call

Type a name

Suggested

BZ

DP

CA

Bliss Zoe - IM&T o g

IM&T Business Eng

Dunnan M Paul: @ g

tal Program

Carruthers Andr Lo

@ Chief Information C
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Receive Alerts for new chats within your channel

Should you want to know whenever anyone else in your channel starts a new chat, you can set an
alert for yourself within MS Teams: Click Teams >> < Your channel > >> Click on the Ellipse (***) >>
Channel notifications. In the All new posts, click on the drop down arrow (V) and change the option
from the default Off to Banner and Feed. Click Save:

E Teams Y n General P Channel notification settings X
o

UHL IM&T SMT > General

Y Khalifa llias -
w Your teams = All new posts
Te o every ti s a new pos s n
feams g Khalifa llias - Notify me every time there is a new post in this channel
n UHL IM&T SMT
General B M

£

M@ UHL - eHospital Team L Channel notifications
& Pin
n Infection Prevention Wor...

ﬂ eCorrespondence Works...

Banner and feed

Maton Ga
Thanks lli

[}

Channel mentions Only show in feed
Notify me each time this channel is mentioned

off

Cancel “

£33 Manage channel

@ Get link to channel I

n UHL - IM&T 46 Connectors

~

Help Section (Copy and paste the following links into your web browser)

o Get free training, tutorials, and videos for Microsoft Teams

LINK >> https://support.office.com/en-gb/article/microsoft-teams-video-training-4f108e54-
240b-4351-8084-b1089f0d21d7?ui=en-US&rs=en-GB&ad=GB

o Take an interactive tour of Microsoft Teams

LINK >> http://teamsdemo.office.com/

o  Download Microsoft Quick Start Guides for other MS application

LINK >> https://support.office.com/en-gb/article/office-quick-starts-25f909da-3e76-443d-94f4-
6cdf7dedc51e?ui=en-US&rs=en-GB&ad=GB

o Video — Welcome to Microsoft Teams — Office Support

LINK >> https://support.office.com/en-us/article/video-welcome-to-microsoft-teams-b98d533f-
118e-4bae-bf44-3df2470c2b12?wt.mc_id=otc_microsoft teams&ui=en-US&rs=en-US&ad=US

o Video — Quick Start to Microsoft Teams

LINK >> https://support.office.com/en-us/article/video-what-is-microsoft-teams-422bf3aa-
9ae8-46f1-83a2-e65720ela34d?ui=en-US&rs=en-US&ad=US
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Every team has channels Start a new chat Add tabs Use the command box Manage profile settings
Click one to see the files and Launch a one-on-one Highlight apps, services, Search for specific items or Change app settings,
conversations about that or small group and files at the top of a people, take quick actions, change your pic, or
topic, department, or project. conversation. channel. and launch apps. download the mobile app.

Move around Teams

Use these buttons to switch
between Activity Feed, Chat,
your Teams, Calendar & Files,

—e

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.

—-g° 3

gital Ansets We

Besearch and De
B v getalink to the team. Add files .IM ' .
o t D.*"..“:‘.". L le vi fil amers da ot see the full value of moving 1o
Find personal apps dontHy Repor ] et people view a file or amers do not see the full vaue of maving 1o o
Click to find and manage o ryn, Work on it together. ey
your personal apps. - + Rask Sign et
HICAE0 5

Join or create a team
Find the team you're
Add apps

Launch Apps to browse or
search apps you can add to
Teams.

or make one of your own.

@

Zearch or bype 3 command

Manage your team
“=Fe - Add or remove members, [p— o o
create a new channel, or + Rapl )

looking for, join with a code,

- Mark 8 Praject Team > Research and Develppment

@ Megan Bowen
Wi

o e Wik Power B ark o ————
aile
7 5e4 status
Aol Vince
Hera & the Mark B cveriiew doc. | ooild use some help with the perfomance specifications chart and the paris sup) H Saved
{8 Settings

B Mk B Perfomance Owervies docx B rflark 3 Paris and Spec Listxs

Megan Bawen 10,4

Let's: rewienn thie revalts fom the Mark B marketing cam paign oo far

Reply
¥ Your message is attached
._ to a specific conversation. Compose a message

Type and format it here. Add a
Adele Vanos = = 5
r& | Hars amyorne: revigmedd the latest stats 1or rest manth's newskerier? | ooubd use fgures: and saggesied ﬁlE, emayi, GI F. ar shcker to
liven it up!

H Mark & Cam .nl.pu-

Whorabay, Cctober 7, 2019 G 2353 Pl
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