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SIGNING IN TO MICROSOFT TEAMS
Microsoft Teams has been made available to all NHS staff by NHS Digital.

Please follow steps below to access the platform. Replace any email
addresses with your own NHS email address i.e. my.name@nhs.net Sign in
1. Go to Office.com

Enter your NHS.net email address m

You will be diverted to the NHS.net log in page. Enter you email and password ®
You will now be able to see a series of Office 365 apps
Click on “Teams”

The Microsoft Teams App will now open on the “Teams” tab where you will see @nhsnet
all the teams you are linked to S—
Please note:

If this area is blank,

it means you don’t have

a team set up yet. e INHS I 2 semc

Please contact your o ® Good morning ® .
Manager to instigate

a Teams request

with IT helpdesk. PAGE 01

Through the web browser or Desktop link

Sign in with your NHSmail account

o Uk wnN

+ e @ & o » & % -
xcel L SharePoint Teams All

Start new OneDrive Word Excel ~ PowerPoint OneNote  SharePoint ~ Teams ~ Yammer apps
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SIGNING IN TO MICROSOFT TEAMS Teams on your desktop. It's just better.

Through the app
1. Download the Microsoft Teams App for free without needing IT : ® i
2. Once the app launched, enter your NHS.net email address ® " R
3.  You will be diverted to the NHS.net log in page. Enter you (
email and password % 8
4. The Microsoft Teams App will now open on the “Teams” tab \i’
where you will see all the teams you are linkee-te—

Enter your work, school,
or Microsoft account.

Please note:

If this area is blank,

it means you don’t have
a team set up yet.
Please contact your
Manager to instigate

a Teams request
with IT helpdesk.
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SIGNING IN TO MICROSOFT TEAMS

Picking a team and a channel

When you open the app, it will default to N
the “Teams” area. Click on the team or
Teams Y 1  General Posts Files -+
channel you want to work on. I
Your teams $%  ALOM, Forid (EAST
. . . ELFT QI $%  ALOM, Forid (EAST
A team is a collection of people, , s £ mowr
conversations, files and tools —allinonce ———® — b | o Data Team £ ALOM, Forid (EAST
L@ IHI Visit - November 2020 S ALOM, Forid (EAST
—=® Improvement Coaching Programme ALOM, Forid (EA
. . . . Improvement Leaders Programme '%. GILL Tim (EAS
A channel is a discussion in a team, i everyone and j
dedicated to a department, project or topic. — 2 hidden channels i

Please note:
If this area 1s blank, it means you don’t have

a team set up yet. Please contact your

Manager to instigate a Teams request

with IT helpdesk.
PAGE 03



MICROSOFT TEAMS

Royal United Hospitals Bath NHS

NHS Foundation Trust

SIGNING IN TO MICROSOFT TEAMS

Creating a private channel

Your teams
You can also have a private channel where
access is restricted to certain team
members. These can be created by the General
team owners and the channel will have a
padlock appear next to it.

ELFT QI

O

Data Team

IHI Visit - November 2020

Channels can have their own set of owners Improvement Coaching Programme
and has its own SharePoint site create for Improvement Leaders Programme

storing of documents. Only those who are
part of this private channel will be able to
access the files shared within the channel

Pocket Ql

@® Private Channel Test &

2 hidden channels

PAGE 04
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TEAMS AND CHANNELS

Managing a team

Teams can have up to 10 owners.

Teams ¥ . General posts Files
If you are an owner of a team, you have - o
administrative rights to the team. -~
() EFTCH
E & Hide
Owners can: Data Team
- Manage team settings: ® & Manage team
- Enable / Disable @Mentioning Fapemact Coactiog Sogamme—g | Add e
. . Improvement | saders Programme ® 2 Add member
- Allowing GIFs, stickers, memes, and ot Y

%L Leave the team

moderation settings

1 hidden channe

& 7 Editteam
- Add d Chal’me| - Integrated Portal &  Get link to team
- Add new members and other owners _— P iaroodia
ENETS Vianage tags
- Rename the Team e

A
T L T ST

- @ [ Delete the team
Delete the Team ——

Please note: Once you add someone to the team, they will be able to access all the channels (apart from any private channels that exist). PAGE 05
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SHARE FILES AND CHAT

Starting a new conversation

1. Click on “Teams”, then select your team and channel r | eASaU, o ST LovoN S FoUNOATN TRUST)
2. Inthe compose box, type out your message and then click send —O
Suggestions -
Tip: To get someone’s attention, type @, then their name (or pick them from the list FF_ ;9 —
that appears). Type @team to message everyone in a team or @channel to notify —
everyone who favourited that channel. ef. I ®
b 0 QW B S QG Q =
Reply to a conversation
1. Locate the conversation you want to reply to
2. Click “Reply”, add your message and click send N
Popular ear Q
w Office Drama Popular stickers and memes
Using Emojis, memes and gifs 5 Meme
4} Designers
1. Click on “Teams”, choose a team and a channel . 5 )
2. Click “Sticker” underneath your compose box ; .
3. Select a sticker, meme or whatever you choose, enter a caption — iﬁ
H o ” & .
® and click “Done a RESEARCH [
4 TIME
ﬂ Teamsguatch — “
Fed Bummer Bert g . . \:-‘

PAGE 06 Al 20O @B B 9 G
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Start a new conversation. Type @ to mention someone.

A ¢ BB B Q ¢ Q - B

SHARE FILES AND CHAT L

Format messages

When typing a message, you have the option to use format to have all
the standard formatting options you would have in Microsoft Word.

Click on the “Format” button to open up the extended message box. i l 8
B J U S | % A WA Saragragh Lol = »= & i w @ ¢ = B |

- You can now add a subject title to your message ® 1 a subject

- Format the text to change the look, add bullet points, hyperlinks _—

and tables

- You also have the option to mark a message as important to get your
team members attention

[ Mew conversation Everyone can reply @) Postin multiple channsls ]
B I U SI% A WM pmgmhe I < = E E(1 @ ¢ = BV -
IMPORTANT!

Add a subject

¢ OMBP B Q ¢ Q - B

PAGE 07




MICROSOFT TEAMS

Royal United Hospitals Bath NHS

NHS Foundation Trust

SHARE FILES AND CHAT

Praise colleagues »6OBB &> O =

The praise feature in Microsoft Teams is a great way to recognise
your colleagues and their efforts.

Praise
Send praise 10 people

Click on the “Praise” button
Select a badge you’d like to use
Enter the name(s) of the people you want to praise
Click preview

Click “send” to post it on the channel

Lk wnN e

Praise
Send praize 1o people

ﬁ ALOM, Forid (EAST LONDON NHS FOUNDATION TRUST) 1:43 M .
ME

n Praise

ALOM, Forid (EAST LONDON NHS FOUNDATION
Py TRUST) sent praise to

% FOUNDATION TRUST) sent praise to
,-,., W EUR.:JNIA ﬁkkas!r\ PSEA-SF,T LONDON NHS / PURANI, Akkash (EAST LONDON NHS
‘ - OUNDATION TRUST) ‘ - FOUNDATION TRUST)

me

PURANI, Akkash (EAST LONDON NHS FOUNDATION TRUST)

« Reply

PAGE 08
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SHARE FILES AND CHAT e e

(© Recent

Sharing a file -
-

Browse Teams and Channels
1. Inthe channel conversation, click on “Choose file”, under the message

compose box — t
. . . ploa rom m‘_.“ computer
2. Select afile, click “Open”, and then click “Send” *

OneDrive

Ay ® W &

All the files you post in a channel are viewable in the Files tab

Start a conversation with a person or a select group

Q wafra

General
1. Click “New Chat” at the top of the application e
2. Inthe To prompt, type the name of the person or the people you want to begin chatting with - Ve~ November AE0
. Improvement Coaching Programme
3. Inthe compose box, type your message and then click “Send* A
4. If you want to meet with the group, click the telephone or video icon to start an ocket Q)
inSta nt meeting 1 hidden channe
TA SGILL, Tim (EAST..., © PURANI, AKKas... Chat files Q0Q - Seatch or type a command
4
Please note: If your chat has more than 20 people, = [} -
you will not be able to use the telephone or video = :
call feature (it will be greyed out). You will need to — -
. . You're starting a new conversation . X
schedule a meeting through the outlook option i et Lo
highlighted in page 11
PAGE 09 -
b1 2 6@ F & 9 Q - B . , Z ® =] Q B
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COLLABORATE IN MICROSOFT TEAMS

Notifications

1. Click on the “Activity button*

2. The feed shows you all your notification and everything that’s happened lately in the
channels you follow

Q) wrra
General

Data Team

IHI Visit - November 2020

- Click “Filter” to show only certain types of notifications, like @mentions or likes

- Click “Feed” > My Activity to see a list of everything you’ve been doing lately in teams
|

Search for messages, people or files

1. Type a phrase or keyword into the box at the top of the app and press enter
2. Select the Message, People, or Files tab
3. Select anitem in the search results

- Or you can click on “Filter” to refine your search

Messages People Files

A Final Blurb magazine - Ql lllustr... 3/10
I S c -
ELFT Ql / Shared Documents

Fe) 18.12.2017 Flowcharting guide.p...3/10
~ ELFT QI / Shared Documents

PAGE 10
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COLLABORATE IN MICROSOFT TEAMS

Accessing your team’s SharePoint

When a team is created on Microsoft Teams, a
SharePoint site is created automatically which stores
all your documents.

m Office 365 £ Search
There are two ways to access your SharePoint site. soatmoming
+ o & $ @®d D & B -
Option 1 — Start new OneDrive Word Excel Powerl Point OneNote Sl\goml Teams Yammer All apps

1. Go to office.com and log in using your
NHS.net credentials.

2. Click on the SharePoint app where you will be
able to find your team

Option 2 -

1. Click on a channel within your team
2. Click on the more option button

3. Click “Open in SharePoint” |
4. You will now be taken to your team’s SharePoint

® site where you can access all the files

PAGE 11
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COLLABORATE IN MICROSOFT TEAMS

Managing your team’s Files

When you create a channel within your team in Microsoft Teams, a folder is automatically created in your Files folder. Any
files you share in the —® channel can be accessed by the “File” button in the channel.

Teams Y () General posts Fies wiki

Your teams

In terms of best practice, we recommend you do not remove files from a
channel folder to another folder unless agreed with the team. This will
stop confusion in finding files that have already been shared.

Q wfa

General

Data Team

IHI Visit - November 2020
Improvement Coaching Programme
Download (copy back) any key files to your departmental shared drive when done. Improvement Leaders Programme
Pocket QI

Note: Storing of patient identifiable information in MS Teams, SharePoint or One Private Channel Test &
drive should be avoided. They can be used for virtual meetings so they are

accessible to discuss during the calls via screen sharing but then removed from the

2 hidden channels

application and stored on the normal file structures on Tatooine. 0 Search + Now~ K Lptond 7 codcs 8 ome A
Home
Conversations Documents
Documents
M Name
Shared with us
Notebook e e
— @ = Genena
Site contents =@ = I Visit - November 2020
Recycle bin |—@ = “improvement Coaching Programme
Edi
; -] “Improvement Leaders Programme
— *Packet QI

PAGE 12
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MEETING IN MICROSOFT TEAMS

Start a meeting within an individual

1.

0 NoukwWN

Click on “Calls” I

Royal United Hospitals Bath NHS

NHS Foundation Trust

Calls

. Speed dial

Make a call

. A» PURANI, Akkash (EAST LONDON NHS FOUNC

Type the individuals name in the “Make a call” box
Once you’ve selected the individual, the telephone and video call buttons will turn blue.
Click on preferred option and you will make the call
Teams will start calling the individual
Once they answer, you will be able to have a video conference
To share your screen, please the Share button

Suggested

Select if you want to share your Desktop or Window. If you wiant to share a video, make
sure you tick the “Include system audio” box

PAGE 13
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MEETING IN MICROSOFT TEAMS

Background Effects

When on video call, you can use the background effects feature to block out your
background environment.

1.

2.
3.
4

Click on “More options”
Click “Show background effects”

Royal United Hospitals Bath NHS

NHS Foundation Trust

Choose an option from the list and click apply
Your background will now change to the selected image.

Conversations

To have conversations with participants, click “Show Conversation™

Participants

To view participants, click
“Show Participants”.

Use the Invite Someone option to add
more people to the call.

Background settings

.m

m— | 5
Sl S
L—
‘L§

Apply

PAGE 14
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MEETING IN MICROSOFT TEAMS

Start a meeting with a team

1. Click on “Teams”, go to the relevant Team and then Channel
Under the compose bar, click on the “Meet Now” button
You will be given the option to add a subject
Click “Meet Now” and you will start a video conference meeting

kW

If you go to the channel now, you will see a message saying the meeting is

running with an option to join (in our example, we called the meeting “Video
Conference Demo”.
6. All the team members cap now join the meeting through this method

() Gemeral posts Fies Wic ELFTRY Document libwary +

PAGE 15
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MEETING IN MICROSOFT TEAMS

Activate Live Captions N

B Show meeting notes

During meetings, you have the option to turn on “Live Captions” . This
will then provide captions throughout your meeting.

I Enter full screen

7% Show background effects

1. Click on “More options” and then “Turn on live captions”. 7ol ot ive contions Crevion
. cc urr o EVGCBPUOHS preview,
2. You will see a black bar pop up at the bottom. el

3. The software will now pick up audio and translate it into
captions for you to view.

o= Endjmeeting

(A4 Turr| off incoming video

B & o

This is how you activate live captions with

PAG E 16 Microsoft Teams.
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MEETING IN MICROSOFT TEAMS

Controlling a team meeting

1. Click on “Show Participants” and then you will be able to copy
the meeting invite link and share with others to join

2. Once individuals have joined the call, you can manage them
by clicking on “Show participants”.
- You can mute individuals by clicking “Mute participants”
- You can pin them to the screen (Microsoft Teams defaults
to showing the last 4 people who have spoken most recently)—
- You can remove individuals by clicking “Remove Participants”

- You can switch individuals between Presenters and —
Attendees. The table below explains the difference.
Capability Organiser Presenter Attendee

v
v

Speak and share video

Participate in meeting chat

Share content

Privately view a PowerPoint file shared by someone else

PAGE 17

Take control of someone else’s PowerPoint presentation

Mute other participants

Remove participants

Admit people from the lobby

Change the roles of other participants

A T T . . T T T

v
v
v
v
v
v
v
v
v
v

Start or stop recording
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MEETING IN MICROSOFT TEAMS

Schedule a meeting

To schedule a meeting, you will need to use the Microsoft Teams Add-in

i n O utloo k File m Send / Receive Folder View Help Q Tell me what you want to do
3 et —t P=h p=8 p=H | search People
O R b H © @ DL E E F B 2O T M g
New New New Meet Schedule New Skype New Teams Today Next7 Day Work Week Month Schedule Open Calendar E-mail  Share Publish Calendar
1 G t tl k | d Appointment Meeting Items - Now Meeting-  Meeting Megting Days Week View S et | ool ol sl el
* O O yo u r O u OO Ca e n a r New Webex Skype Meeting If‘ﬂm'Qﬂ‘nrj GoTo Arrange Manage Calendars Share Find

2. Click on the “New Teams Meeting” button

3. This will create a new calendar invite with the Microsoft Teams
meeting details.

4. Complete the calendar entry and send out to all relevant stakeholders

You can have up to 250 people join a call through this way. They won’t

need a Microsoft Teams account as they can join through the Web Browsef el

as a guest. o

Please note: If you don’t have this add-in, you will need to contact IT. e [ Bl G i :
*ﬁm Microsoft Teams Meeting

PAGE 18
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MEETING IN MICROSOFT TEAMS e

B> Title Microsoft Teams Demo - Assigning roles

SC h ed u Ie a m eetl ng Updats Zpi.wm © PURANI Akkash (FAST LONDON NHS FOUNDATION TRUST): @ RAMJANY, Mohammad (EAST LONDON NHS FOUNDATION TRUST)
Once a meeting is scheduled, you can assign roles before it starts. - N
Location Microsoft Teams Meeting E&. Room Finder

1. Click on “Meeting Options”
2. This will open a new web page, with a few choices Join Ma«osomamsleﬁng

Who can bypass the lobby? O oSl s g g e b i e i i
Anyone outside this setting will need to be “accepted” to join the o T

meeting. Once they join the meeting, the presenters will be able

to “accept” or “decline” them. *

Who can present?
The table below explains the differences between the four options.

Microsoft Teams Demo - Assigning roles

B March 30, 2020 3:00 PM - 3:30 PM

Who can present What happens
Everyone Anyone who has access to the meeting link will join the meeting as a presenter.

< ALOM, Forid (EAST LONDON NHS FOUNDATION TRUST)

People in my organisation Only people in your organisation will be presenters. External participants will join as attendees. Meeting options

Specific people Only people you choose from the list of invites will be presenters. Everyone else will join as attendees. .
Who can bypass the lobby? People in my organization v

Who can present? —. Everyone v

Only me Only the organiser will be a presenter. All other participants will join as attendees.

Please note:
You will need to send your meeting invite directly to anyone you want to select as a presenter.
You won’t be able to select someone from a different organisation as a presenter.

PAGE 19
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Frequently Asked Questions

Is Microsoft Teams Secure?

Microsoft Teams is encrypted and data all resides on UK shores. NHSx
have confirmed that Office 365 (including Teams) is safe to use.

Patient identifiable information can be stored on the platform temporarily
but should be entered into the relevant clinical system as soon as possible.

Do | need IT to install the Microsoft Teams app?

No - you can install this without needing IT credentials.

Can | create a Team?

Unfortunately, only the Trust’s Local Office Administrators can set up teams.

Please get in touch with IT and this will be actioned as soon as possible.

What are the limits on a Team?

A team can have up to 100 owners and 5000 team members.
A team can have up to 200 channels (included deleted channels).

How many people can | have on a Microsoft Teams Call?

You can have up to 20 participants on a meeting started via the “Chat”
or “Calls” option

You can have up to 250 participants on a meeting started through the
“Meet Now” option or scheduled through Outlook.

Royal United Hospitals Bath NHS

NHS Foundation Trust

Can | call external telephone numbers from Teams?

Teams cannot be used for outbound dialling to external telephone
numbers. You can only use it to make audio and video calls with other
NHSmail users with access to Teams.

Can l invite an external guest to join a Teams meeting?

Yes — you can invite external participants to your meetings as guests. They
will be asked to enter their username before joining the lobby (waiting area)
for your session.

Why can’t | see my calendar in Teams?

The Teams calendar option is not currently available in NHSmail.

What will happen after the 3 month free period?

An announcement will be made by NHS Digital over the comings weeks
on continuity plans after the 3-month window has expired.

PAGE 20
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USEFUL LINKS
RUH elLearning

https://elearning.ruh.nhs.uk/Millennium/eLearning/MSTeams/index.html

Note: not all features of the Microsoft guides are enabled by
NHS England/RUH

How to guides and videos by NHS  https://support.nhs.net/
Digital and Accenture

- Intro to Teams https://support.nhs.net/knowledge-base/intro-to-teams/
_ Intro to Chat and Calls https://support.nhs.net/knowledge-base/start-chats-and-
calls/ https://support.nhs.net/knowledge-base/meet-now/

- Intro to Meet

How to guides by Microsoft https://docs.microsoft.com/en-us/microsoftteams/enduser-training

Virtual Working Resources https://qi.elft.nhs.uk/collection/virtual-working/#

PAGE 21



