Learning in the digital era
Transcript: Microsoft Teams

In this video we're going to cover the key features of Microsoft Teams, we'll be using the Windows version of the app, but the skills you'll gain are transferable as the features are similar across all platforms. It would be helpful to have the program open at the same time so you can follow along. After covering each section we'll have a pause period where you can stop the video and try out some of the features before moving on. 
Let's start by taking a look at the user interface. At the far left you will find the primary set of options, from here you will be able to: view recent activity, access your chats, look at your teams, make calls, view previous calls, search through files that have been shared with you, look at your tasks and check your Outlook calendar. As you click on each of these tabs you will notice the main window changes. Next, let's take a look at the top bar. You'll see a circle with your profile picture or initials in it, when you click on this, a drop-down menu will open, from here you can access a range of settings as well as set your work status. To the left of that you will find the search bar, which you can use to search for specific chats, for example. 
Let's pause for a moment, take some time to familiarise yourself with the interface. Click play when you're ready to move on. 
Next, we're going to look at starting or joining a meeting and the features you can utilise while in a meeting. There are two ways to go about doing this; the first being within a chat window where you will find a camera and phone icon at the top right of the window, clicking on these will start a video or audio call respectively, if you're joining a scheduled meeting these icons will be replaced with a Join button. The second way is through the calls tab on the primary menu, from here you can: create new groups to call, select specific contacts to call and look through your call history.  
When you first enter the meeting, you will be greeted with a number of tiles like this, if an attendee has their camera on their tile will show their camera feed. If you look at the top bar you will see a number of icons, this includes: a meeting timer, a participants icon where you can see who is in the call, a chat icon that will open the Teams chat, a raise hand icon which you can click on to indicate that you would like to talk, a camera toggle, audio mute and a leave meeting button. 
You will also notice there are two other icons on the top bar. The first is the more actions menu, when you click on this icon a dropdown menu will appear, offering a range of options. These include features such as changing the viewing mode, applying a background, turning on captions or subtitles and an option of recording the meeting. Finally, we have the screen share icon, from here you are given a range of screen sharing options such as sharing your entire screen or alternatively only sharing a specific app window. When you're sharing your screen, you also have other options including letting another person in the call take control of your device. 
One of the key features of Microsoft Teams that makes it such a useful tool when working remotely is its integration within Microsoft Office. As we mentioned earlier, you're able to access your Outlook calendar and shared files directly from the app. Not only this but you're also able to preview Word, Excel, and PowerPoint files within Teams without needing to download them to your computer.
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