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Teams Menu

View updates such as notifications of
being added to a Team or mentioned in

a conversation
Chat notifications will appear here. Find

all one-on-one and group chats

View all the Teams you are a member
of

Quickly find recent files that have been
shared with you




Chat Within Teanls

al EEF 12:40 @ goeLi )
= Q Chat l Z = Use this icon to start a
new chat.

<k Kimberley Totten Yesterday
; You: Hey, think the only thing | have left...

Margaret Totten Yesterday
You: around 70
= & . Graham and Kimberley Yesterday
A Graham: Project 1645 - Menzies Chang...
Team Catch up Yesterday
H Graham: Will be 2 mins late....
View your recent chats )
here° & All Company Chat Monday
g Kimberley: Email gone out to staff, pleas...

Natalie Bell Monday
You: Okay doke that's fine
. Tom Hind (Cox) Monday
.'g_’-},*
ﬂ Fun Fridays Friday
lan: &

T n Lunchtime Chat 05/08

The chat tab is at the bottom of -
the screen. Aty . el c‘-‘ar } =




Chat Within Teams

' EE=T 12:54 @ 79%

< New chat
After starting a new chat,

. To: Fnter a name, email, group, or tag
type in the
persons/people's names SUGGESTIONS
here )

MNatalie Bell
Business Development Director
£ Kimberley Totten
4o Operations Director

Jess Price
Field Marketing

Margaret Totten
Managing Director

o &
=] 5 =

Glenn Roberts
GR . :
Solutions Engineer

O

Suggestions will
appear here based on
who you regularly
interact with.



Chat Within Teams
Click the arrow to : < ﬁl Kf”;ig:g

exit the chat

To: Keith Inch,

Type your messages © Typeamessage

here.
| I'm

QIWIELJR]IT]Y U

©

@ 77%

O

@ O
Yeah

O P
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What Is A Team?

A Team is a collection of people, content, and tools surrounding different projects and outcomes within an
organisation. Teams are the main groups, which then have smaller sections underneath called channels.

Teams can be created to be private to only invited users or created to be public and open and anyone within the
organisation can join (up to 5000 members).

. Advventure Works Cycles » Recruiting Events &




What is a Channel?

Each Team has smaller groups that are called Channels, a Team can have multiple channels where you can have
different conversations based on each topic

LHR Ramp Operations

Channels are places where conversations Ganaral
happen and where the work gets done -
connect with your managers, peers and work
together on important operational information

Team

De-icing &
T2 Aer Lingus &
T2 Air Canada &

T2 Core &
T2 Planning &
The channels are based on the Channels |
: T2 Ramp Operations &
current structure of Menzies
departments and groups T3 Ramp Operation &

T3 Ramp Pushback &
T5 Ramp Operation &
T5 Ramp Pushback &



What IS A Channer? Access shared files

in one space

v @ _
g/ General Posts Files Wiki Sales Dashboard Excel -+ ®0rg G Meet ~ (D

equest type: Urgent
Status: Unassigned

What is it about?: Test incident #1
Have Team

Meetings/calls

First observed on: Mon, 27 Jul 2020

Details: Ongoing issue
Chat Change status Change severity
& Reply

Have
conversations,
share information,
ask questions etc

o Bot User - 729535fe-e5a2-4b9c-9aa9-1345f53107b3  27/07 15:53

Test message

Test

@steven.bruce

& Reply

Start a new conversation. Type @ to mention someone.

e ¢ © @ B > @ - B



Conversations in Channels

Within each individual channel, members can have conversations within the “Posts” tab. This feature is very similar to
your normal chat except it is shared with your team

General
< Demo Team /rc-Z
I Posts l Files More
- questing support.
Request #2
number:

Request type: Urgent

Status: Unassigned
What is it Test incident #1
about?:

First observed 27 Jul 2020

You can reply directly to someone's "

Details: Ongoing issue

message by clicking the reply button
underneath. =

Chat ||

Change severity

Change status

" ' Reply

-

8, Lookers C.

’\““,f 27 Jul, 3:53 pm

Test message
Test

@steven.bruce

e You can start a new
— conversation by
clicking “New post”.

[ New post —



Conversations in Channels

After you click “New
post” you can type your
message in the box.

Use the @ symbol if you
want to get a specific
persons/people's
attention. If you type
someone’s name after
the @ then they will be
notified.

w EE=T 1:46 @ 80%( )
Demo Channel
< Demo Team JUZ

Steven Bruce

SB 9 Jul, 09:09

Immersive Reader test

Planets in the solar system are divided into two main
types: large low-density giant planets, and smaller
rocky terrestrials. There are eight planets in the solar
system. In order of increasing distance from the sun,
they are the four terrestrials, Mercury, Venus, Earth,

See more

&’ Reply

T~—

@ @
Type a name to @-mention a person,
0 channel or team in your message. =’
is was has
1121314151617 )181910
-1/ (1) 1£1&]l@) "

space return

o S
Forward
Copy
Copy link
Save

Mark as unread

More actions

/

You can react to
someone’s message
by holding down on
the message or
clicking the three
dots beside it.
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