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Microsoft Teams
Product

Nom Version
System Windows/OSX
Application Microsoft Teams
Description
Microsoft Teams is a collaborative communication software for work teams. Accessible from the Google
Chrome browser or from the local client version installed on the computer, its main features are :

one-on-one and group chat
organization of virtual meetings
one-on-one or group calls
screen sharing
storage space for collaborative work

Presentation of Teams in video

Generalities
Rules of us
Microsoft Teams is a provided by the UNIL IT Center (Ci). The rules defined by the Ci apply. For more
information, please refer to their Service Level Agreement (SLA) (fr).
How to get an account
All collaborators with an UNIL contract and with a UNIL account have access to Microsoft Teams. No other
registration is necessary.
Installation and access to Microsoft Teams
It is not necessary to be on the UNIL network (wired or connected through the VPN if you are working from
oustide of UNIL) to use Microsoft Teams. Only an stable internet connection is required
On your computer
Can you use Microsoft Teams in two ways:

Start the client application ☛ How to install Microsoft Teams
Use Google Chrome web browser and log in with you UNIL credentials ☛ Access to the web version of
Microsoft Teams

On your smartphone
Get Microsoft Teams on your smartphone by dowloading it from the Apple/Play Store or from the link below.
Then login in with your UNIL email address which will redirect you to the UNIL Office 365 login portal. ☛ Installer
Microsoft Teams sur smartphone

https://www.microsoft.com/en-us/videoplayer/embed/RWeqWC?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.unil.ch/ci/fr/home/menuinst/catalogue-de-services/reseau-et-telephonie/communication-unifiee/sla.html
https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams/page/installer-microsoft-teams
https://www.microsoft.com/fr-ch/microsoft-365/microsoft-teams/group-chat-software
https://www.microsoft.com/fr-ch/microsoft-365/microsoft-teams/group-chat-software
https://www.microsoft.com/fr-ch/microsoft-teams/download-app
https://www.microsoft.com/fr-ch/microsoft-teams/download-app
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Settings
To get the most out of Microsoft Teams, take the time to configure the settings:

Regarding videoconferences and phone calls ☛ Audio and video settings
Regarding the chat ☛ Manage notifications in Teams

Documentation of use
Teams status
On Microsoft Teams, you can set a status to indicate to your colleagues if you are available or unavailable (e.g.
busy, absent, in communication, etc.) for a discussion. ☛ Change your status in Teams
Chat
To discuss with colleagues, you can use the chat. This feature allows you:

to discuss with one or more colleagues at the same time, who are not necessarily part of the same team
Teams as you ☛ Communicating with your colleagues
to post a message to a channel of the team of which you are a member ☛ Send a message to a channel
in Teams

Create and format a post in video

Organization of meetings and screen sharing
The online meetings are organized by on person of the team. When you start the meeting, you can also invite
external people (other UNIL persons or CHUV person for example) to join the meeting. ☛ Meeting organization

Starting a meeting in Teams in video

During the meeting, you can continue to use the chat and share your screen if necessary: ☛ Share content in a

https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams/page/faq#bkmrk-tester-le-fonctionne
https://support.microsoft.com/en-gb/office/manage-notifications-in-teams-1cc31834-5fe5-412b-8edb-43fecc78413d?ui=en-us&rs=en-gb&ad=gb
https://support.microsoft.com/en-gb/office/change-your-status-in-teams-ce36ed14-6bc9-4775-a33e-6629ba4ff78e?ui=en-us&rs=en-gb&ad=gb
https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams/page/communiquer-avec-un-coll%C3%A8gue
https://support.microsoft.com/en-gb/office/send-a-message-to-a-channel-in-teams-5c8131ce-eaad-4798-bc73-e33f4652a9c4?ui=en-us&rs=en-gb&ad=gb
https://support.microsoft.com/en-gb/office/send-a-message-to-a-channel-in-teams-5c8131ce-eaad-4798-bc73-e33f4652a9c4?ui=en-us&rs=en-gb&ad=gb
https://www.microsoft.com/en-us/videoplayer/embed/RE2BIrO?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams/page/planifier-ou-rejoindre-une-reunion
https://www.microsoft.com/en-us/videoplayer/embed/RWedV7?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://support.microsoft.com/en-gb/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8?ui=en-us&rs=en-gb&ad=gb
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meeting in Teams
Joining a meeting
If you have Microsoft Teams client installed on your computer, you can join programmed or instant meeting
directly in Teams. External people or people who don't have Teams installed on the computer can join the
meeting with the web version of Microsoft Teams by using the Google Chrome web browser. ☛ Joining a
meeting

Join a meeting in Teams in video

Make audio or video calls
To communicate orally, use the call Teams feature. You can call one or more people at a time and choose
whether you want to activate the video or only the audio. For external people or people who do not have the
Microsoft Teams client application installed on the computer, it is possible to call or answer a call via the web
using the Google Chrome browser. ☛ Start a call from a chat in Teams and ☛ Answer a call in Teams

Make calls in Teams in video

Create a channel
Channels allow to organize discussions within a team for a unit or about a project/theme. They can be public
(accessible to the whole team) or limited to a few members (private channels). ☛ Create a channel in Teams

Create and use private channels in video

https://support.microsoft.com/en-gb/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8?ui=en-us&rs=en-gb&ad=gb
https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams/page/planifier-ou-rejoindre-une-reunion
https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams/page/planifier-ou-rejoindre-une-reunion
https://www.microsoft.com/en-us/videoplayer/embed/RE3Oz24?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://support.microsoft.com/en-gb/office/start-a-call-from-a-chat-in-teams-f5138c9d-df4c-43d8-9cf6-53400c1a7798?ui=en-us&rs=en-gb&ad=gb
https://support.microsoft.com/en-gb/office/answer-a-call-in-teams-780c6946-2061-4efc-82c3-336aabfc7da0?ui=en-us&rs=en-gb&ad=gb
https://www.microsoft.com/en-us/videoplayer/embed/RE4rxv0?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://support.microsoft.com/en-gb/office/create-a-channel-in-teams-fda0b75e-5b90-4fb8-8857-7e102b014525?ui=en-us&rs=en-gb&ad=gb
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Add new members in a Team or Private Channel and make someone a new owner

It is necessary to be the owner of the Team or Private channel
concerned

Team or Private Channel owners manage access to their team or private channel by managing the list of
members. ☛ Add a member to a Team
They can also appoint new Team or Private Channel owners to assist them in this task..☛ Make someone a team
owner

Go-to guide for Team in video

Help and documentation
For an advanced use of Microsoft Teams, you can also consult the documentation of the UNIL IT Center (Ci) and
the official documentation of Microsoft:

Wiki of the UNIL IT Center
Microsoft's documentation
Microsoft's video tutorial

visioconference

https://www.microsoft.com/en-us/videoplayer/embed/RE4rJPi?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams/page/gerer-une-equipe#bkmrk-ajouter-des-membres-
https://support.microsoft.com/en-gb/office/make-someone-a-team-owner-09eb80c1-9f3b-4f6c-b6c0-45555d46ee2a?ui=en-us&rs=en-gb&ad=gb
https://support.microsoft.com/en-gb/office/make-someone-a-team-owner-09eb80c1-9f3b-4f6c-b6c0-45555d46ee2a?ui=en-us&rs=en-gb&ad=gb
https://www.microsoft.com/en-gb/videoplayer/embed/RE2kEto?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-gb
https://wiki.unil.ch/ci/books/communication-unifi%C3%A9e-microsoft-teams
https://support.microsoft.com/en-GB/teams
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://wwwfbm.unil.ch/wiki/si/tag:visioconference?do=showtag&tag=visioconference
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