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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 laptop* — 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 Windows laptop.

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 “Software Center.” 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 laptop, laptop chargers, 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 computer updated — from time to time you will be asked to apply an update to your
computer through Software Center 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 in your System Tray for a Globe and Left Click with your

mouse.

P

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

N

N

N

A\

Bengals-Cowboys

N

A\

NETGEARSY

ARRIS-CEOS5-5G




3. Left Click on the Connect button.

GOSALASG

GOSALA

NETGEARSY

stjohn

B Connect automatically

syohn2

Bengals-Cowboys
z > oy

4. If the wireless network is secure, enter the wireless network password and Left Click the Next button.
Note: The owner of the wireless network will know the password.

GOSALASG

N

GOSALA

A\

NETGEARSYS

N

N

styohn

Enter the network security key




5. If this is your home wireless network, click yes. If this is a public wireless network, click no.
GOSALASG
GOSALA

NETGEARSY

stjohn

Do you want to allow your PC to be
discoverable by other PCs and devices on this
network?

We recommend allowing this on your home
and work networks, but not public ones.

A\ No

6. The next screen will show your computer connecting to the wireless network.
GOSALASG

GOSALA

N

NETGEARSYS

N

N

stjohn

Chedlang network requirements

Cancel

Bengals-Cowboys

P

Asrplarne mode

-




7. You are now connected to the wireless network.

12:55 PM E
3/16/2020

A bEm oz Q)




4. Remote Access

When using a DBI-issued Windows 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”) — it provides secure,
remote connectivity to our network. The preferred method of connecting remotely to the network is
using your VPN Client. Using the client should provide you with the same level of access as you have
when working in the office.

IMPORTANT: You must be connected to the VPN to use the applications and resources outlined in this
reference document.

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.

GlobalProtect

- SignIn

u PORTAL - Enter Your Domain Username Password

Portal: remote.dswinc.com

Username { m401257

Password [

10



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

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 X

nl Please enter your username and password.

Group: DSW-Users i

Username: | to461522

Password:

OK Cancel

11



4.3.  Designer Brands Canada
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.

4.3.1. Windows 10
1. After starting your system, press CTRL+ALT+Delete Simultaneously

Press Ctrl+AlSDelete o uniogk.

%

Monday, March 16

2. Atthe “Other User” screen, click on the Network icon as indicated below. Note: This may appear
difference based on the connection type.

K

Other user

»

Sign in to: DSWINC

How do | sign in to another domain?

12



3. If wireless connections are available and you’re not hardwired to a network, a list of Wi-Fi
options will appear on the right of the screen. If you do not see a connected Wi-Fi like the
example below then locate the Wi-Fi in the list and click on it. You will be prompted to provide a
password and then you can connect.

K

Other user

4. Move the mouse to the VPN ~_LU icon on the bottom right of the screen, as indicated
below, and click on it.

Sign in to: DSWINC

How do | sign in to another domain?

13



5. You are now in the VPN window where you will enter your Username and Password

E] Use a smart card to log on to Windows

Back

6. After pressing enter in the previous window, you should see this window and you will see your
desktop shortly.

Welcome

14



4.3.2. Windows 8.1

. . . |7
1. From your start up screen, click the wireless symbol icon at the bottom left of your screen

2. The Networks list will appear — select a wireless option from your list

Metworks

Airplane mode

Other user

15



3. Click the ‘Connect’ button

4. Click the ‘back button’

16



5.

6.

Click the VPN icon

Sign in with your credentials (Username/ Password)
TSL VPN

. Lise a smart card to log on 1o Windows

17



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 “New Meeting” or “New Skype Meeting” to
create a new meeting, either option is fine to choose.

2. Ifyou chose “New Meeting”, Click “Skype Meeting” to add Skype to your meeting. The Skype
meeting info will then be added to your meeting invitation.

3. If youchose “New Skype Meeting”, the Skype meeting info will auto-populate as the meeting

invitation is created.

4, Setall the other meeting options (date, time, etc.). Add people and click Send.

File Home Send / Receive View Help @ Tell me whatyo

E New Appointment ﬁiq New Meeting v @ New Skype Meeting

i Title
Send

Required

4 May 2019 r <

Optional

Start time Tue 5/7/2018

End time Tue 5/7/2019

Location Skype Meeting

| 1n:30am » [ Adey [ & Timezones

E 1200 PM - 4> Make Recurring

Ez Room Finder

Join Skype Meeting

Trouble Joining? Try Skype Web App

5.1.2. Joining a Skype Conference Call: Full Skype Client or Call Back

5.1.2.1. Using the Full Skype Client (Audio via Laptop)

Use this as your primary option when joining a Skype for Business conference call. If you are having
issues connecting/staying connected while on your laptop, see section 4.1.2.2 Call Back Option.

1. Open the Meeting planner in Outlook
2. Click the ‘Join Skype Meeting’

eeting Scheduling Assistant Insert

A\
E] Calendar Q: .

Join Skype Meeting
Forward ~ Meeting Options

Actions Skype Meeting

18



3.

If you are prompted with different ways to join the meeting, select Use Skype for Business. This
will use the audio through your laptop to join the meeting.

x

Join Meeting Audio

® s Skype for Business (1l audio and video oxperience)

Call me

Dot show thi again

FYL Find these zettings in Options under Skype Meetings.

Note: If you receive a message from Windows Defender Firewall, you may cancel this window.
Skype should still connect to the meeting.

[ 4

O Windows Defender Firewall has blocked some features of this
app

Windows Defender Frewal has blocked some features of Skype Meetngs Acp on ol publc,
orivate and doman networts
CS\ Nome. iope Meesnos Aco)
=7 Publsher: Mcrosoft Corporation
Poth: C:\users\3d445936 \appdata Yocsl o osoft

\woypeforbusnessphugn| 16, 2.0.511 plugrhost exe
Alow Skype Meetngs ACD 1 Communcate on These networks:

[ 0oman networks, such a5  workplace netwerk

[ Private netwerks, such a6 my home or wark netwark

[ Publc networks, such a3 those in arports and coffee shaps (ot recommended
cause these networks often have Itte o ro secunty)

© Mdow access Cancel

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

This option is beneficial when joining a meeting from a phone (mobile or landline) to hear the audio
portion of the meeting. Any content sharing will still be available on your laptop at the same time.

1.
2.

Open the Meeting planner in Outlook
Click the Join Skype Meeting’

leeting Scheduling Assistant Insert Dra

£5) Calendar Q, .

Join Skype Meeting
Forward  ~ Meeting  Options

Skype Meeting

x

Join Meeting Audio

Use Skype for Business (full audio and video experience)
® Call meat:

6145551212 5

Don't join audio

Don't show this again

FYL: Find these settings in Options under Skype Meetings.

A few moments after clicking OK, you will get a call at the number provided.

19



5.1.3. Sharing Content in Skype for Business
When participating in a Skype meeting, you may need to share the content you see with others that
have joined remotely.

1. Once you have joined the meeting, you may share your Desktop or a specific Window by clicking

the ‘Share Content’ icon @ in the Skype window

Conversation

|
[ [>]
2 Q06
2. Select the preferred option to share: ‘Share your Desktop’ or ‘Share a Window’

Share your Desktop...

Share a Window...

Share PowerPoint Files...
Co-Author Office Doc...
Add Attachments...
Shared Notes...

My Notes...

More...

Manane Content

)OO

3. If selecting ‘Share a Window’ an additional window will appear to select the Application or
Window to share with the other participants. With this option ONLY the window selected will
be shared with other participants. If you change to another window it will not be visible.

Share a Window

| Bumi|

20



4. Once the Desktop or Window are sharing, an orange border will indicate the content being
shared.

Now Sharing
AutoSave [Fé ")

File Home Insert Draw Desid

O &= 0 B

Margins Orientation  Size  Columns

Page Setup

5. To stop sharing click ‘Stop Sharing’ from the top menu, note: this may be hidden you will need
to hover your mouse at the top of the screen

mot: Cur{ently sharing Give Control ¥ Stop Sharing :‘

6. Another option to stop sharing is from the Skype meeting window. Click ‘Stop Sharing’

&) You're sharing your screen. | Stop Sharing

(@) O0a

5.2. Microsoft Teams
This section covers three key uses of Microsoft Teams: Scheduling a Meeting, Joining a Meeting, and
Sharing Content. For more detailed information please refer to the Appendix.

5.2.1. Schedule a Teams Meeting
1. Go to Outlook and in Calendar view, click on “New Meeting” to create a new meeting.
2. Click “Teams Meeting” to add Teams to your meeting. The Teams meeting info will then be

added to your meeting invitation.
3. Set other meeting details as required (date, time, etc.)
4. Add people and click Send.

Note: Similar information to this will appear in the body of the meeting. It may be used to join
the meeting for all participants.

Conference ID: 603 256 821#

Local numbers | Re am more at
Join with a video conferencing device

Meeting options

21



5.2.2. Joining a Teams Conference Call
5.2.2.1. Teams Client (Audio via Laptop)
1. Open the Meeting planner in Outlook
2. Click the ‘Join Teams Meeting’ button

Insert Draw

T

Join Teams
g

eting Teams Meeting Meeting

3. Click “Join now’ to connect to the meeting with the PC Mic and Speakers.

Join now

o=@l 5 PC Mic and Speakers

4. Other audio devices connected to the laptop can be used by clicking

5. Select another device in the ‘Device settings’ options.

Device settings
Audio devices

2- Jabra Link 370

Speaker

Speakers (2- Jabra Link 370)

Microphone

Microphone (2- Jabra Link 370)

) Make a test call

Camera

Integrated Camera

£¥ 2-Jabra Link 370

Note: If you are unable to hear the audio from the meeting or other attendees are unable to

hear you, check the Device Settings and change to another audio device if it’s available. Follow

the steps below to change the device.

22



1. Whilein a call, click the uicon to display more actions for the meeting.

Invite people to join you

Device settings
£33 Show device settings 9

B Show meeting notes 5 )
Audio devices

(@ Show meeting details
Jabra Link 370
O Enter full screen

Jabra Link 370

Start video with blur

Jabra Speak 710
Turn on live captions (preview)

i Keypad PC Mic and Speakers

@© Start recording Custom Setup

(4 Turn off incoming video
Microphone (Jabra Link 370)

5.2.2.2. Call Back (Audio via Personal Mobile Phone or Landline)
1. Open the Meeting planner in Outlook.
2. Click the ‘Join Teams Meeting’ button.
Insert Draw

T

Join Teams
g

eting Teams Meeting Meeting




3. Click ‘Phone audio’ to connect to the meeting through your phone.

£33 2- Jabra Link 370

o) Audio off

4.

Use phone for audio

Enter your number and we'll call you.

6145551212

Dial in manually

o016 g ofx ()

5.2.3. 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.

(9)
1. Click the ‘Share’ icon . towards the bottom of the window with the other meeting control
options.

2. Select the Desktop or Window to share with the other participants in the meeting.

Ty

Microsoft Teams

24



3. Once you are sharing your desktop or a specific window, a red border will indicate what’s being
shared.

({5' 2

File Meeting Scheduling Assistant Insert Draw

[@ ﬁ Calendar @ ity

Delete Skype Join Teams
Forward ~ Meeting Meeting

Actions Skype Meeting Teams Meeting Meg

4. To stop sharing your screen, click the Stop Presenting button at the top of the screen.

Presenting... Give control [z Stop presenting

(xJ
Note: Alternatively, you can click the Stop Sharing icon in the meeting control applet.

Gall is in progress. Click here to go back to, call screen.

o ox G e~

Stop sharing

25



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. Printto PDF
1. Click “File”

‘ File Home Insert Draw Design Layout References Mailings Review Vie

Calibri (Body) v 11 A A Aav A

Bluv@gxx[g\»ﬁvl\v | "Nom:

@
&

Font Paragraph

v

2. Click Print

Good afternoon

Blank document

Search

Recent Pinned Shared

26



3. Select “Microsoft Print to PDF”

C Print

Copies: |1

B New

B
Printer

Microsoft Print to PDF
Ready

Info

Save a Copy
Golf on CMH1VWPRTO1.dswinc.corp
Print : doc

Sneakers on CMH1VWPRT01.dswinc.corp

Share Ready

Fax
Export

Transform HPF10C35 (HP OfficeJet Pro 8710)

Close Microsoft Print to PDF

ly
Printer Status

Microsoft XPS Docume iR AY

Account 4 Type: Microsoft Print To PDF
Where: PORTPROMPT:
OneMote 4

Comment:

Feedback R v

Options

4. Click Print

)} Home
N New
Open

Printer

Microsoft Print to POF
Ready




6.2. Electronically Sign PDF

1. You can apply your electronic signature using Adobe Reader DC

2. Locate the area on the document where you would like to apply your signature
3. Click on the “Sign document by typing or drawing your signature” icon

Sign document by typing or drawing a signature

The parties acknowledge that the Services and delivery of Deliverables set forth in this Statement of Work
shall be subject to and governed by all terms and of the Ag and shall a
Statement of Work to such Agreement.

PROTIVITI INC. DESIGNER BRANDS INC.

By.
Michael Lyons Andrew Albrecht
Managing Director Senior Director, IT Security and Compliance

4. Click on the + symbol next to “Add Signature” or “Add Initials” depending on how you want to sign
the document.

ledge that the Services and deliver Addsignature & | i1 this Statement of Work
and governed by all terms and ¢ ent and shall constitute a
o such Agreement. -

Add Initials €
I By:
ns Andrew Albrecht
rector Senior Director, IT Security and Compliance

5. You should see a window open where you can either “Type,” “Draw” or use a “Image” from an
imported picture of your signature

28



7. You will be able to move your signature onto the area of the document you want it applied, move it

to that spot and right-click your mouse.
e ——————---—-— ..

e that the Services and delivery of Deliverables set forth in this Statement of Work
governed by all terms and conditions of the Agreement and shall constitute a
ich Agreement.

DESIGNER BRANDS INC.

. 5’@#70& SWW

Andrew Albrecht
or Senior Director, IT Security and Compliance

8. Click on the Next button to complete the process.

k @ @ @ 128% ~

X Vv O = Q‘: Sign

Click to send others a read-only copy or invite others to sign|
|the document.

ne Services and delivery of Deliverables set forth in this Statement of Work
ned by all terms and conditions of the Agreement and shall constitute a
2ement.

9. Click Save and select location to store file.

29



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.

30



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.

31



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”.

32



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.

33



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”.

34



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

35



9. Press “Back”.

36



11. Your phone should display the normal main screen.

37



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.

38



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.

39



8. Using Software Center

If you need specific or new applications, you can find DBl approved applications using Software Center.

Type “Software Center” into the “Type here to search” area in your toolbar. The Software Center will

allow you to install authorized software that has been and packed for easy installation on your device.

Best match

Software Center
=5

Search the web

L Software Center - See web results >

5 Open

L Software Center|

B Software Center

L ications
A T
& Updates Fiter: | ANl - Sotby: | Most recent
I Installation status
Firefox WinDirStat Jinitiator

Software Center

App

1} Open file location

3 pin to taskbar

S ©)

AnyConnect VPN Citrix Workspace
1

ey
"
iii

v

Visio Standard 32
bit

ver

B »
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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

Click one 1o see the files and Launch s cne-on-one Highlight apps. services.
comversations sbout tiat ar small group and files avtha top of 2
topic. department, of progect. COMVesEATION channel

Move around Teams

Use the command box Manage profile settings
Search for specfic itemsor Change app seftings
pecpiz. taks quirk actions. changs your pic. or

and Eawnch apps. downioad the mobie app.

Use these buttons to switch

between Activity Feed Chat
your Teams, Calendar & Files

s
View and organize teams

Chck to see your t=ams. In
the teams list. drag a wam
Pame 1o reorder it

. Mark 8 Project Team - Research and Devefppment
e —

- L e
©  Add or remove membars
B W Chara Or
. ssswiiiaied et g fink 10 the team. Bubes bgee Add
t Lt peopie view a fiie or
" wark on it together

5

Find personal apps —8
Click 1o find and manage
your persanal apps.

Reply
¥our message is attached
Jain or create & team o (—— specific corweration
Fired the team you re
locking for. join with i code ‘ s e
ar make one of your gwn

Add apps
Launch Apps ta browse or
gaarch sppe you can sdd 1o

Toams —8|

4

B i it g Lt s

Compose & message
Type and format it hese. Add »
filie. emaoyl, GIF, or sticker to

Trven it up!

41



Make video and audio calls

Click Viideo call 0t or Audio call %, to 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

thread you want to reply to, then click Reply. Add your thoughts and click
Send [ or GIF.

Sign in
In Windows, did:!hﬂ.> 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 username and
password. (Iif you're using Teams free, sign in with that username and password.)

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 W.typetl‘tenlmeafmepmorwwp
in the To field, write your message, and click Send >

et n e o, e 0 e T

Y F OB RS -

@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.

{ ) e ot S e g 3 e
S Pl e Getore o Wil (lan
. Dowigrt M mith
i
© ot ot s s v e
i or Augr
B Adddabe
o
iy & & F g3 w

Add an emaji, meme, or GIF

Click%r@mduﬂlebmﬁm!mwmmge.ﬂmpidam
or sticker from one of the categories. There are also buttons for adding an emaji

TREAY 2 HD

E“
v

TEL 2

Pick a team and channel

A team is a collection of people, conversations, files, and tools—all in one place.
A channel is a discussion in a team, dedicated to a department, project, or topic.
Click Teams 35 and select a team. Pick a channe! to explore the Conversations,
Files, and other tabs.

- B v 4 P e Rarsasn et O

Start a meeting

Uuﬂmm@mummepgamugewmamuﬂq
in a channel. (If you click Reply, then Meet now 4, the meeting is based on that
conversation.) Enter a name for the meeting, then start inviting people.
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