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1. Overview

The intent of the Work from Home Toolkit is to provide a quick reference to the tools available for use in
a remote working scenario with a focus on collaboration. The details in this document are centered on
the how-to information for tools that you may or may not be familiar with but are helpful to ensuring
productivity and collaboration when in-person discussions/meetings are not an option. The content will
start at ensuring connectivity with your MacBook* — ensuring the ability to access requisite
systems/applications — and gets more detailed into options and functionality in the latter sections.

*Note: The overarching assumption of this document is that you are using a DBI-issued MacBook.

Below is a high-level overview of the topics covered in the Work from Home Toolkit:

Work from Home Best Practices — prepare for remote work with key considerations detailed in
this section.

Connectivity and Access — this section provides a detailed overview of getting connected when
not at a DBI facility. Start here to make sure the device is connected appropriately, which
enables the remainder of the functionality discussed in this document.

Collaboration Options — once you’re connected, this section explores the different options
available to collaborate with others (either 1:1 or in a broader team setting) to ensure ongoing
productivity while away from the office.

Printing — if you are connected to VPN and print, your document will go to your work printer. As
for personal printers, we do not support printing at home to a personal printer from a DBI-
issued device. As an alternative, you can use the “Print to PDF” option. This PDF option will allow
you to electronically sign documents.

Application Options — missing an application? This section details how to find additional
applications made available through “Self-Service.” These applications are immediately available
without the need to engage an administrator.

Ongoing Support — remember that if this document doesn’t address all your questions, please
leverage the Online Service Desk to request additional support.




2. Best Practices - Working Remotely

The sections below describe key best practices in preparation for and during a remote work setting.

2.1.  Equipment and Access
e Remember to take your MacBook, MacBook charger, and other necessary equipment (e.g. your
mouse, mobile phone charger) home with you when you leave the office.
e Make sure you have access to the internet. Based on your internet speed, you may experience
common connectivity-related issues.

2.2.  Phone
e Use a personal mobile phone or landline for work calls.

Update your preferred personal contact method with your manager.

2.3.  Conference Call Etiquette
Please remember to mute your phone when not speaking when on a conference call

Note: If you're using a landline phone, you can enter *6 to mute

2.4. Security

e Keep your MacBook updated — from time to time you will be asked to apply an update to your
computer to ensure your computer is updated.

e Remember, your computer is for business purposes. Don’t let others in your household use it
while working remotely.

e Be onthe lookout for suspicious emails, otherwise known and “Phishing” messages, attempting
to lure you into clicking on malicious links or sharing sensitive information. When in doubt, click
on the “Report Phishing” button or forward the message to SPAM@dswinc.com

o«

02

Report
Phishing

Cofense



3. Wireless Connectivity
If you want to connect to a wireless network, here’s some steps to help get you connected.

1. To connect to a new wireless network, look for the Wireless Network icon in the upper right
corner of the screen, and click on it.

100% @@ Mon214PM Q

2. Place your mouse on the Wireless Network you want to connect to and Left Click your mouse.

€ @ & 68d [ 100% @@ Mon2:40PM Q =
Wi-Fi: On I

Turn Wi-Fi Off

CenturyLink8987
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-
e
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NETGEAR44 [a}

Join Other Network...
Create Network...

Open Network Preferences...
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3. If the wireless network is secure, enter the wireless network password and Left Click the Join
button.

The Wi-Fi network “CenturyLink8987" requires a
WPA2 password.

——

Remember this network

[ —

(=)
? Cancel




4. The Wireless Network icon will flash, then turn from black to gray once successfully connected.
You are now connected to the wireless network.

@ @ & 68d(=)00% @@ Mon2:20PM Q =




4. Connectivity and Access

When using a DBI-issued MacBook device, the experience you have when logging on and navigating to
applications will be the same at home as it is in the office. When working remotely there is one key
difference to be aware of, which is the use of a Virtual Private Network (“VPN"”). VPN will launch
automatically after you log in to your computer — it provides secure, remote connectivity to our
network.

IMPORTANT: You must be connected to the VPN to use the applications and resources outlined in this
reference document. The sections below will walk you through the steps to trouble-shoot if you
experience a VPN disconnection.

4.1. DBI (Home Office and DSW Field Teams)

Your VPN client will automatically connect itself to the network when you turn your laptop on (as long
as you are connected to the Internet) and will always remain connected when working remotely.

If for some reason the client logs off or otherwise doesn’t initially connect you may see the screen
below.

If you see this, enter your username (e.g. AA123456) and password and click “Sign In” to establish your
VPN connection to the computing network.

Ganaral

GlobalProtect

Sign In
PORTAL - Enter Your Domain Username & Password

Portal: remote.dswinc.com
Username:

Password:

U Sionin |

Alternatively, if your VPN is not connected, click the Earth icon ® near the top right.

= 27% @0 Fri1:42PM Q

Click ‘Connect’

& & 714§ T aniD F

w
l Not Connected

-—

Enter your credentials and click ‘Sign In’.

@& 714 © D anEd |

Signin



4.2. Camuto Group
Your VPN client does not automatically connect itself to the network when you turn your laptop on. You
need to manually start a VPN connection when working remote.

1. Click on the Cisco AnyConnect Secure Mobility icon on your system tray

Cisco AnyConnect Secure Mobility Client

-~ -
% Cisco AnyConnect Secure Mobility...
s LS

2. When your client is ready to connect click the “Connect” button to proceed

& Cisco AnyConnect Secure Mobility Client

Q VPN:
. Ready to connect.

‘ ctvpn.camutogroup.com

3. Enter your Username and Password and click the “OK” to complete the connection process

& Cisco AnyConnect | ctvpn.camutogroup.com

ﬂl Please enter your username and password.

Group: DSW-Users v

Username: | to461522

Password:

OK Cancel




5. Remote Collaboration

There are two options for collaboration with colleagues in a remote setting: Skype for Business and
Microsoft Teams.

5.1.  Skype for Business
5.1.1. Creating a Skype for Business Meeting (Conference Call)

1. Go to Outlook and in Calendar view, click on “Meeting” to create a new meeting.

'}
EIQQ O

2. Click “Online Meeting” and select “Add Online Meeting” or Click “Skype Meeting”, whichever
button ap- pears for you.

® =] Untitled - Meeting « Calen

Organizer Meeting  Format Text

Tools
B O B ©-y =0
— E Send Cancel  Appointment Scheduling Ms‘km:“ e L) 15 Minutes

Organize

From: Calendar - jonherbst@dswinc.com

Today Dz
To: |

Subject:
< March 2020 > e l> Location

Duration: 30 Minutes [~ All day event

Starts: 3/13/2020 (57| 12:00 AM.
1 2 3 4 5 6 7 Ends: 3/13/2020|[57 | 12:30 AM
8 9 10 1@ 3 1 @ T inviation has ot been sent

3. Set all the other meeting options (date, time, etc). Add people and click Send.

Note: Online meeting details do not immediately populate — you should see a notice that details
will be added once the invitation is sent.

° =1 Untitled « Meeting « Cald
Organizer Meeting  Format Text

5 BB 8@ s~

Send Cancel Appointment Scheduling Skype T
Meeting

From:

To:

Bubject:
cation: Online Meeting

Dhration: 30 Minutes All day event
tarts: 3/13/2020|[57  12:00 AM

Ends: 3/13/2020| (57 12:30 AM

(0] invitation has not been sent.
@ Skype meeting details will be added after you send the invitation.



5.1.2. Joining a Skype Conference Call: Full Skype Client or Call Back
1. Click ‘Join Online’ directly from the meeting reminder (skip to step #4)

Remote Working Toolkit
m

Online Meeting
In 2 minutes

Join Online Snooze v  Dismiss |~

- OR -

In Outlook, navigate to the calendar view (bottom left)

3. Click the link or use the phone number and ID for the meeting to dial in

o (=] Remote Working Toolkit « App]
Appointment  Format Text

Elij_‘ [@ pi EShowAs: [] Busy o O @ %

Save & Delete Invite i - i ~ Recurrence Time Ci
e [\ Reminder: 15 Minutes s Jime)

Subject: | Remote Working Toolkit
Location: Online Meeting
Duration: 15 Minutes [ " All day event
Starts: 3/13/2020 57| 9:00 AM
Ends: 3/13/2020 57| 9:15AM

Join Skype Meeting 4— To join using desktop client
Web A

ini

Jﬁ' Se
+18728102915 (Pial-in ber) English (United States)

Use number and ID to call in
Find local number for audio only




4. This will open a web page — click ‘Open Skype for Business’.

@ meetlync.com/dswir

8 Designer Brands Stes Open Skype for Business?

@ Skype for Business

\

=,

5. Choose ‘Use Skype for Business (full audio and video experience)’ to use computer speaker,

display, and microphone
@ @

Join Meeting Audio

O Use Skype for Business (full audio and video experience)

Call me at

Don't join audio

Don't show this again.

Cancel
_—

- OR -

To use your phone for Audio, choose ‘Call me at:’, enter the phone number, and click ‘Join’. This
option will start the meeting for video on your computer and your phone for Audio.

Join Meeting Audio

d@hd video experience)

+16142384131

Don't show this again.

Cancel @

6. The Skype application will join the online meeting

. AliContacts  New Contacts

Looks like you're the only one on the call




5.1.3. Sharing Content in Skype for Business
Once you have joined the meeting, to share content you may share your Desktop by clicking the share
icon, then clicking ‘Share Screen’. Your

Note: This will share all visibility to any content on your display.

New AppomuTIent

Skype Meeting
01:02 il | one participant

Looks like you're the only one on the call

While sharing, the display will outline be outlined in Yellow and the sharing icon within Skype will turn
Blue.

@ Skype for Business File Ec

Skype Meeting
o
one purtcioant | Youwe curencfbuing® W &

Looks like you're the only one on the call




5.2.
5.2.1.

Microsoft Teams

Joining a Teams Meeting

5.2.1.1. Teams Client (Audio via Laptop)

1.
2.

Open the Meeting Planner in Outlook
Click ‘Join Teams Meeting’ link

° ¢ (=1 New Appointment - Meeting « Calendar « jonher

Organizer Meeting  Format Text

% BB @~ :0 B

i Cancel  Appointment Scheduling Join [\ 15Minutes 3 Recurrence _Request
Online > Responses

From: | Calendar - jonherbst@dswinc.com &
To:
Subject: New Appointment
Location: Microsoft Teams Meeting
Duration: 45 Minutes [ " All day event
Starts:  3/15/2020|[5]| 4:15 PM
Ends: 3/15/2020 5] 5:00 PM

@ This invitation has not been sent.

X

osoft Teams Me:
+187 15 United States, Chicago (Toll)

Conference ID: 786 757 174#

Local numbers | Reset PIN | Learn more about Teams | Meeting options
Join with a video conferencing device
472595738@t.plem.ve VIC Conference ID: 1124345050

Alternate VTC dialing instructions

This will open a web page — click ‘Open Microsoft Teams'.

@ teams.microsoft.com/dl/launcher/launcher.htmi?url=%2f_%23%2fI%2fmeetup-join%2f19%3ameeting_ NTBIY TgxMjgtOWIWZIiOONjUZ
i Apps Designer Brands Sites
vos 0 v Open Microsoft Teams?

https://teams.microsoft.com wants to open this application.

Click ‘Join Now’ to connect to the meeting with the laptop Mic and Speakers

@ Microsoft Teams _Edit View Window _Help

Microsoft Teams

New Appointment



5.2.1.2. Call Back (Audio via Personal Mobile Phone or Landline)

1.
2.

Open the Meeting Planner in Outlook
Click ‘Join Teams Meeting’ link

° » 8 New Appointment « Meeting « Calendar « jonher|

Organizer Mesting  Format Text

2 BB °@e=- 0 R

Cancel  Appointment Scheduling

Joi [ 16Minutes 3 Recurrence Reauest
Ontae || A{10Metee_J Respo

From: | Calendar - jonherbst@dswinc.com
To
Subject: | New Appointment
Location: | Microsoft Teams Meeting
Duration: 45 Minutes [ All day event
Starts:  3/15/2020|[1| | 4:15 PM)
Ends: 3/15/2020|[|  5:00 PM

@ This intation has ot been set /

United States, Chicago (Tol)

Co 0: 786 757 1744

| Reset PN | Leas bout Teams | M
Join with a video conferencing device
472505738 e VIC Conference 1D: 1124345050

This will open a web page — click ‘Open Microsoft Teams’.

21 %2 meatic ing. N PMIGIOWIWZ

i Aops 8 Desion

Open Microsoft Teams?

Click ‘Phone Audio’ to connect to the meeting through your phone

& Microsoft Teams £t View Wiedow Hoo

Microsoft Teams

New Appointment

Enter the phone number for your phone and click ‘Call Me’

&  Microsoft Teams Edit View Window Help

Use phone for audio

ber and we'll call you.



5.2.2. Sharing Content in Teams

When participating in a Teams meeting, you may need to share the content you see with others that
have joined remotely.

1. Click the ‘Share’ icon towards the bottom of the window with the other meeting control options.

Waiting for others to join...

Show conversation

00:04 Al

2.

Intermediate Final Presen.

3. To stop sharing your screen, click the ‘Stop Presenting’ button.

Slide10f2 > © Stop presenting
|




6. Printing

If you are connected to VPN and print, your document will go to your work printer. As for personal
printers, we do not support printing at home to a personal printer from a DBI-issued device. As an
alternative, you can use the “Print to PDF” option. This PDF option will allow you to electronically sign
documents.

6.1. Printing to PDF
Note: Depending on the application, there may be different ways access printing to PDF. For this
example we are using Microsoft Word.

1. Navigate to the print function for the application

Edit View Insert Forn

New Document BN

New from Template... (8P
Open... %0 |
—  Open Recent >
LA
Close BW/
1 past  Save %8S
Save As... 23S
E Save as Template...
Move...
1 & Rename...
Share > !

(Rl

Always Open Read-Only
Restrict Permissions >

Reduce File Size...

Page Setup... H

Properties...

2. Inthe lower left side of the print dialog box, click PDF

print

Printer:  Boat (COLOR) B
Prosets: _ Default Settings B
Copies & Pages B
Copies: |1
Collated
| 20 vomsamsd Pages
- O
—
- Current Page

From: 1

to: 1
Page Range

Enter page numbers and/
of page ranges separated
by commas (e.g. 2, 5-8)

| 104

© Show Quick Preview

oo B Lowsuppies concel | (EZEEND

Save as PostScript

Send in Mail
Sond via Messages
Save to iCloud Drive
Save to Web Receipts

£



3. Click Save As PDF

Print

Printer: _Boat (COLOR)
Presets: Default Settings

Copies & Pages

by commas (e.g. 2, 5-8)

cancel (RN
Send in Mail
Send via Messages
Save to iCloud Drive
Save to Web Receipts
1 v B 3 Focus B =

4. Confirm or change the name of the document

Pprint

S —
Tagn
Where: i OneDrive - DSW, inc B -

Title:  Work From Home Toolkt

= Adthor: Jon Merbst

Subiect

O Keywords:

= Securty Options.

I cance

Enter page numbers and/
o page ranges separated
by commas (6.9 2, 5-8)

Tof4

?  POF ¥ . LowSupples Cancel Priet

5. Select the location to save the document, using OneDrive is recommended
Print

Save As: | Work From Home Toolkit |

Tags:

Whert v i OneDrive - DSW, Inc v
4 jh345494 OXH

™ Users

& Macintosh HD

Favorites

I Applications

= Desktop

Im Documents
"

B e —
£ OneDrive - DSW, Inc

. e ———
Recent Places
OneDrive_1_3-9-2020 .
I age-technology-roadmap | 3

i code
f=] 201911|J-TOC.-PubIIM _} rs and/

or page ranges separated
by commas (e.g. 2, 5-8)




6.2  Electronically Sign PDF
Adobe Acrobat Reader DC can be used to sigh documents such as invoices or contracts.

1. Open the PDF document you need to sign from email or Finder.
2. With the PDF document open, click on the ellipsis (...) or pen icon below, then click ‘Sign’.

‘ene «_Protiviti Test Signing.pdf

Home  Tools Protiviti Test Signi. ® 8o
OB RQAOO 2ok \@@@mm.ﬁ\.%

1) Sticky Note
Changes in the scope of this project may increase or decrease the cost of this project. Protiviti wil

notfy Chent of anticipated changes in project scope including updated fee and expense estmates 0%G
Protivit shall not bill Chent in excess of the above-referenced estimates without Chent's prior writien
consent
coco ) (1Y
s Deliverables: ¥ E .ﬂ @ (74

Upon completion of the activities outined herein, Protvit will provide an exception-based summary

report to Chient management, along with any work papers used to support the work effort (including
atbrt o £ amirits i) Tha ramart uill ha ~rantad sueinn an Anraad 1man ranaine fnmma and i Adoha Fynort PDF

3. Click on ‘Add Signature’ or ‘Add Initials’. Each function works identically. This example will
demonstrate the ‘Add Signature’.

‘o0 @ = Protiviti Test Signing.pdf
Home Tools Protiviti Test Signi...

e
X B D QOO s/5s KD OO wx -

I Fill & Sign J[Ab X v O =\e° &% sign o
noury Client or anticipated changes In project si ‘e
Protiviti shall not bill Client in excess of the ab C

8. Deliverables:

Upon completion of the activities outlined hereit tic
report to Client management, along with any wc NC
output from security tools). The report will be cre - - : ,or

imaliida lhath An Avanidiin almamann: and dabailad Alaam s And A

4. Select the method of creating a signature. You can ‘Type’, ‘Draw’, or use an ‘Image’ of your
actual signature. For this example, click ‘Type’.

7

Type in your signature and click ‘Apply’.

55’%’& o .




5. Drag your signature and ‘left click’ to place it in the appropriate space on the document.

led this " day of 2020

arties acknowledge that the Services and delivery of Deliverables set forth in this Statement of Work

% subject to and govemed by all terms and conditions of the Agreement and shall constitute a
aent of Work to such Agreement.

TVITIING. DESIGNER BRANDS INC.

5 ampole ignatine
Michael Lyons Andrew Albrecht
Managing Director

Senior Director, IT Security and Compliance

6. Click ‘Next’.
Bxvo- . aw o —>(@D

Exccutedis__" day of 202

Theo partes acknowlodge hat
shat

the inthe
be subject 1o and govemed by al terms and conditons of the Agreement and shall constitte &
Statement of Work to such Agreement.

proTVITI NG OEsIoNER BrANDS

. oy Serple Sipnatine
sy Hociew R
Managing Director

Senvor Director, IT Security and Compliance

7. NOTE: Make sure you save a copy of the original document - this will directly update the
document being edited.
Click ‘Save’.
[ Acrobat Reader
I The PDF document needs to be saved
before continuing. J
Cancel @
8.

Skip creating a link or requesting a signature by “X-ing” out of the ‘How do you want to send
your file?’ dialog box.

< protit Test

How do you want to send your file? /'

Get a link to a read-only copy

Croate & ik 10 & read-only copy of your completed fls 1o
A0 wih others. Racgsents can view the fie but cant

meaty t

Your the wi be upioaded 10 AGcEe Sgn. Aryore weh the ink
an view the e

[ Croste Lk ]

9. Share your signed copy of the document via OneDrive or Email.

Note: Now that you created your signature, Adobe Acrobat Reader DC will have it available for use
in signing future documents.

® é; Sign .

|| Baryole Spectaic ' |

\

SS e



7. Phone Options

If you need to continue to receive important phone calls while working remotely, follow the below
instructions to forward calls destined to your desk phone to your mobile phone or landline.

7.1.  Setting Up Call Forwarding — DSW Home Office Phones

1.

Begin by testing a call to the number you plan to forward to in order to identify if your personal cell
number is local or long distance from your office phone.

Once tested, press the Forward key that is located below the "Fwd" on the bottom left of the phone
screen:

Next, enter the phone number you wish your calls to be forwarded to as follows:
a. If you have determined your number is local enter "9" followed by your personal number,
including area code. Example - 96141234567
b. If you determined your number is long distance, enter "91" followed by your personal
number, including area code. Example - 916141234567

Now press the "Fwd" key once more to finish setting up the forward. You should see the following
on your screen:

Once configured ALL CALLS to your desk phone will be forwarded to the number you entered. This
also means that missed calls will go to the voicemailbox of your personal phone and not that of your
desk phone.



7.2. Removing Call Forwarding — DSW Home Office Phones
1. Press the Call Forward key that is located below the "Fwd" on the bottom left of the phone screen:

2. You should see the message "Call is forwarded to..." on the screen. Press the Cancel key below the
"Cancel" on the bottom right corner of your screen:

|

4. Once completed, your desk phone will now ring for incoming calls as usual.



7.3.  Setting Up Call Forwarding — DBC Support Center Phones

1. To forward you phone to another number, Select the features option by selecting the button below
“Features”.




3. Using the navigation arrows, navigate to “Forward Unconditional”. Then press “Select”.

4. If you are currently NOT forwarding your phone, the status of “FWD Unconditional” will be off. At the
lower portion of the screen, select “On” by selecting the button below.




5. Navigate, using the navigation arrows down to select “Destination”. Press “Select”.

6. To erase the current number in the fieldSelect “Edit”, use the “Bksp” function as needed to remove
the unwanted number. Just as a reminder, your phone number will need to the “9” at the beginning,
and, if you are using a destination number that is long distance, you will need to add the “1”
immediately after the “9”.




7. When you have the full phone number entered, Press select.




9. Press “Back”.




11. Your phone should display the normal main screen.




Setting Up Call Forwarding — Camuto Group

7.4.1. Bonita Springs FL Finance Office
From the phone.

FORWARDING
FORWARDING ALL CALLS TO ANOTHER

NUMBER
1. Press Forward
2. Dial number { __is required for all outside calls)
3. Press Forward (Fwd IS displayed In the
status area)

CANCELING CALL FORWARDING

1. Press Forward

2. Press Forward (Fwd Is NOT displayed in the
status area

7.4.2. Greenwich CT Main Office
From the phone.

Use Forward to send calls arriving at your extension to another
number. This number can be an inside extension, an extension
on another system in a private network, or an outside number.
Turn on forward from your extension.

To send calls to an extension: Feature | (or 3 )+ E) EJ + the
extension number.

To send calls to an outside number:(Feature | (or E3)+ EJ E}+
code (usually 9)+ the outside number + EJEJ .

Check with your System Manager to see if you are allowed to
send calls to outside numbers.




7.4.3. NYC 1407 Design Office and NJ Distribution Center
From the Phone.

1. On the Home screen of your Polycom phone, select the “Forward” icon or press the More key, then
press the Forward button.

2. Select the Forwarding Type (Always, No answer or Busy)

3. Enter the number to which you would like calls forwarded in the Contact box and press the 'Enable’
key.



8. Using Self-Service

The Self-Service application provides a way to install DBl approved applications.

Follow the instructions below to open Self-Service. From there, Self-Service will allow you to install
authorized software that has been and packed for easy installation on your device.

1. On the bottom tool bar, open ‘Finder’

2. Navigate to Applications and open ‘Self-Service’

=0
< =Eo = =-
Favorites Name
¥ No!
otes
# Numbers
@ OneDrive
*/ Pages
@ ks ) Photo Booth
0 Downloads % Photos
@ OneDrive - DSW, Inc _® Podcasts
=3 Preview
Locations » ¥ Python 3.
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3. Search for applications or review based on category. Click on the tile for more information
about the application, or click the “Install” button to install your preferred applications.

@ Self Service
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DressBoot DSW Bookmarks EasyFind Elgato Thunderbolt Dock
natall Install natall install
I £
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9. Appendix

9.1. Using Teams

https://docs.microsoft.com/en-us/microsoftteams/enduser-training
https://teamsdemo.office.com/




Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels

Start a new chat

Add tabs

Use the command box

Manage profile settings
Click one 1o gee the files and Launch & one-on-one Highlight apps. sarvices Searrh for specific items or Change app seftings,
comversationg shout that o small group and files stthatap of s pecpiz taks quirk sttions change your pic or
topic, department, o proec. converation chanmel aned baunch apps

download the mobille app.

Move around Teams

Use these buttans to switch
between Activity Feed, Chat
your Teams, Calendar & Files

—p
View and organize teams 5

Chick to see your teams. |n
the Teams fist. drag & wam
PaMme 10 reordes it
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=4 © Manage your team B Wk ¥ P st S L s

“  Add or remove members i . -~
Sl create @ new channel, of

ans ot bt 3 fink % the team
w s iy Add files
Find personal apps —| ! $§ ST Uitpeopie viewa e or
Click to find and manage | work on it together
your personsi 3pps.
Your message it attached
*—

m:imv:r 15 3 tpecilic (omvenaten c .
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Make video and audio calls

Click Video call (¢ or Audio call %, 1o call someone from a chat. To dial a
number, click Calls % on the left and enter a phone number. View your call
history and voicemail in the same area.

Reply to a conversation

Channel conversations are organized by date and then threaded. Find the
thrﬂdgm want to reply to, then dick Reply. Add your thoughts and click
Send P>

Sign in
In Windaows, click Start il > Microsoft Teams.
On Mac, go to the Applications folder and click Microsoft Teams.

On mobile, tap the Teams icon. Then sign in with your Office 365 usemame and
password. (If you're using Teams free, sign in with that username and password.)

B Moot

Sign in

e b o s

Start a conversation

With the whole team... Click Teams £33, pick a team and channel, write your
message, and click Send .

With a person or group... Click New chat m.typetlwnlmeofmepersonargmup
in the To field, write your message. and click Send [

@mention someone

To get someone’s attention, type @, then their name (or pick them from the list
that appears). Type @team to message everyone in a team or @channel to
notify everyone who favorited that channel.
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Add an emoji, meme, or GIF

m%@mmbﬂmemmmﬁdam
or sticker from one of the categories. There are also buttons for adding an emoji
or GIF.
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Pick a team and channel

A team is a collection of people, conversations, files, and tools—all in one place.
A channe is a discussion in a team, dedicated to a department, project, or topic.
Click Teams 235 and select a team. Pick a channel to explore the Conversations,
Files, and other tabs

e [Ty STy

L

Start a meeting

Uidtﬂutmﬂwﬂermemwhutmweamugewmnamum;
in a channel. (If you dlick Reply, then Meet now O, the meeting is based on that
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