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Carcatakers Of the Environmnent International

- |
How to work together 1n

Microsoft Teams

Rather watch this instruction as a video? Click here



https://www.alumnicei.org/teams-how-to

Teamwork 1n Teams

Teamwork 1s always part of a CEI conference, even 1if it’s virtual! In
every team and channel™ there are at least two tabs to explore.
These are called ‘Posts’ and ‘Files and are found on the top of a page.
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* Check the video with instruction on
the basics on ‘teams’ and ‘channels’ here



https://www.alumnicei.org/teams-how-to

Teamwork 1n Teams

In ‘posts’ you can see messages from other participants, you can reply,
post files to the group and see scheduled calls.*
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* Check this instruction for the
. basics on ‘teams’ and ‘channels’



Teamwork 1n Teams

Clicking on ‘Files’ brings you to the section of the team where you
can share documents or other files and also work together. To start a
new file, click ‘new’ and select what item you want to add.
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Teamwork 1n Teams

If you make, for example, a new Word document, it opens and you
see something looks and works like a document 1n Microsoft Word
and functions like a Google Document: 1t’s a document that
everybody who 1s in your team can access, contribute to, review...
and that updates and saves automatically for everyone.

People not in your team cannc
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Teamwork 1n Teams

To exit the document, simply press the little arrow pointing left on the
top left corner (‘back’).




Teamwork 1n Teams

You will now see your newly created document. For every document
you can see who last modified 1t, and when.




Teamwork 1n Teams

If you want to upload a file (document/photo/video/PowerPoint...)
you can click ‘upload’ and choose the file you wish to upload.
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Teamwork 1n Teams

Try out working together in these shared documents. It will be
particularly useful for projects and workshops. We encourage doing
everything in Microsoft Teams, so everyone can always see up-to-date

documents and you can create together. Good luck!
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7 Want to know more about

using Microsoft Teams for the
CEI 2020 conference?

Check out other instruction videos here



https://www.alumnicei.org/teams-how-to

