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Navigation Panel

1. Activity Feed —a summary of everything that’s happened in the team channels you follow.
2. Chat — start a one-on-one or group chat.

o . 2 || ®

3. Teams —channels to focus on a specific topic or project. 2

a. You can hold meetings, have conversations, or work on files together.

4. Calendar — view, schedule, and manage meetings. 3 )]
5. Calls — allows you to see speed dials, call history, and to make a call. L
6. More —if available, allows you to access available apps. =

y pp a

**Teams Mobile**

Q. p v B & - 6

Activity Chat Teams Calendar Calls More

1 2 3 4 5 6
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Activity Screen

Tap Activity Q‘ .

Bold messages have not been read.
Select any activity to read the message.

Select ~ to filter the activities.

1
2
3
4. Select
5
6

to mark all items as read or change notification settings

Type username or select = to see more filter options (for Desktop App).

a. @ Mentions

b. Reactions
c. Missed Call
d. Voicemail
e. Replies

f.  Apps

**Teams Mobile App**
7. Filter options:

a.

g.
8. In this option we filtered by Voicemails.

-0 oo o

@ Mentions
Replies
Following
Reactions
Apps
Missed Calls
Voicemails

2&3

! = — . . —o
1 _ Activity 4 = || 5 || [fypetofilter =z 6
\ctivity ,
9 @ Unread only a | @ Mentions
Chat
b (© Reactions
C | Missed Cal
d Voicemail
e <’ Replies
f 53| Apps
PG h G - B et all 56 W PR wisc @
.. - (-] ..
o Activity 4 @ o? Activity oo” Activity
@ Search Search 5 1 Search
Unread only = Filters Unread only I = Filters I Unread onl 7
Missed call from WIRELESS 711 a @  Mentions Voicemail from CENTARIS n2
"e CALLER & 9 "@ +12314870023
+12318389951 +] b <’ Replies
Missed call from WIRELESS /28 = i
[@ Followin
CALLER @b d ¢ < 9
+12318389951 1 d © Reactions
Missed call from WIRELESS /28
@ CALLER @ G e B Apps
+12218389951 N
f s Missed calls
Missed call from JAMES 4
{@ LEAP | 8 Voicemails
© +13145036679 & N
@ Voicemail from CENTARIS 1112 Voicemail from CENTARIS 112
© 12314870023 (@ 12314870023
e Missed call from WIRELESS 112 Missed call from WIRELESS 1112
2
@ CALLER CALLER
+12318389951 © +12318389961
so o
. = A i)
e 28 & = s 28 8 & - L2888
4|Page

Table of Contents

336333 Mound Rd., Suite C Sterling Heights, MI 48310 ¢ Voice (248) 284-7100 » Fax (248) 284-7101


https://www.centaris.com/

C =N IQRIS.M

Chat Screen o
1. SelectChat ™= 2 To: Christ 2a

u Christie Cline |
2. Select to start a new chat. (CHRISTIEC) Buyer
3/24
a. Type the name(s) of who you want to reach.

3. To name a group chat, select the down arrow. Q search
a. Enter the group name. T (@ chiecine X G Wexwiber
4. On the left there is a list of your most Recent conversations.

5. For quick access to conversations, select """ . 3a Group name] Conference prep
a. Select Pin
b. This keeps it visible in the Pinned list.

c. Toremove a conversation from the Pinned list, select """ and Unpin.

] |
4 @ Pop out chat l‘ir Conference recap (&l

=1 = " You: Hi team, want (o mee...

- =
Conlersnce recap 15 PR
B s A 5b
&4 Mark as unread '

Maddenp Gupta ! Pinnec
e-- U i I sa ~ By

21 Pop out chat

B T

5 Pin A I
. @ Parti Fernandes W i Alex Wilber i L i.—l L &3 Mark as unread
o Pattk Geod work Megen! Excite... @ Mlex: Please give final review b, [ h.-h_.lQ. - |
A . ¢ Unpin
I' el : . 'i | lsaiah Langer 5 Hide :I : AN

o lsalah: Hey Mags! | just wanted,
Graddy Archie ' HH Manage apps
t . i Alex, Christie, Irvin, +3
i Johanna: Christie, | have band.., n

Leave

S i L\}

i Manage apps

H F Conference recap Yy
i ¥ You: Hi team, want to me 5

Leave

o-

@a_ia
Lg?gx‘

Chaistio and Johanna

Lyrine Rolbens
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Teams

1. Allows you to gather a group of people to collaborate via channels.
2. Channels are where the work gets done
a. Chats, File Sharing, and Apps for the whole team.
b. Channel conversations are public to everyone on the team.
3. Two types of channels:
a. Standard — available and visible to everyone.
b. Private — Private conversations with a specific audience.
4. If you have a lot of channels, you can pin the most important ones to the top of your list.

a. Press
b. Select Pin.
c. The team is now at the top on the pinned list.

Teams

| e Mark 8 Project I;-a".l- Team

= Channels

3a Digital Assets Web
American Design awards H Mark & Proiect Team Go to Market Plan
PNW Coffee Social Campaign Manthly Reports 4b
Nera Research and Develop
u Contoso marketing G
Jr ends and Analysis
USS. Sales Digital Assets Web 4a . jital Initiative Public Rela
General an Stuff Sales and Marketing
3b Sales East Go to Market Plan i
Sales West
n Sales and Marketing
General 4c Finned
Monthly Reports

Digital Assets Web

Mark 8 Project Team
B Retail
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Calendar

1. Select Calendar cziendar, B cotencr

2. To schedule a meeting, select New Meeting. s
a. Type n meetl.ng 'L'It|E. . . u New meeting Details Scheduling Assistant ze Close
b. Enter names in the Invite People box. (enter email address

Time zone: (UTC-05:00) Eastern Time (US & Canada)

to add an external contact).

c. Choose a start and end time. 2a Lz warks campaignupdare |\
d. Add location (online meeting is default). . r—— 4 2b
e. Select Send.
3. To join a meeting, find the meeting you would like to join. 2c I g AP 202l Ho:80 Abs ARE0 oA v RS _JA
a. SelectJoin. 9 Does not repeat

4. Choose your video and audio settings. O i charinai

a. Turn your camera on/off _

b. Turn your microphone on/off 2d JIo_ o
5. Choose Background effects.

a. Choose from the available backgrounds.
6. Once you are satisfied with your choices, select Join Now to join the meeting.

Background settings m

] 20l ©® |

Choose your video and audio options

= i Bl
9] computer audio e
Fourthy Coftes Launaly daity ar

Teams Mesting

Phone audio

Room audio
m L l&“_bl & Bac C w Don't use audio

[==]
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How to make a call

1. Select the Calls Icon from the tool
bar on the left side .

2. Type the name or number you wish
to call

3. Click the Call button

***Teams Mobile Users***

4. Select ¢ from the navigation bar.

5. To dial using the number pad, select °
a. Dial the number you wish to call.

b. Press ° to initiate the call.

QO
Activit n Calls Phone Contacts

ABC DEF
GHI KL MNO
D PQRS Tuv WXYZ
‘ 0 #
Shifts
« Authemticator V| 56 -
L

o™ Calls o]

@ Search

Speed dial Recent Shared Lines

Centaris Mom

0 9 4
SR | ors

Jshg i 56 )
Make acall
Dialpad People
5a

1 2 3

ABC DEF

4 5 6
GHI JKL MNO

7 8 9
PQRS Tuv WXYZ

* O #

-

Qo

Your number 167 12314872506

" Teams  Colends

o

Hare
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Active Call Screen

1. Dial Pad — allows you to select menu options during a call.
2. Hold —allows you to place a caller on hold.
a. Only you can retrieve these calls.
3. Transfer —transfer calls to other users within the company.
4. People —shows active users in the call.
a. Allows you to add both internal and external users to the call.
b. For external numbers, you must dial 1-(area code) XXX-XXXX.
5. More — provides more call options
a. Record and transcribe — once the call is complete the recorded session will be saved in the chat window of the call.
b. Audio settings — allows you to change where the call is heard (headphones, speakers, etc).
c. Language and Speech — allows you to turn close captioning on.
d. Park Call —allows you to park the caller —the parked call can be answered by any user within the company.
6. Mic - allows you to mute or unmute your microphone.
7. Leave —allows you to end the call.

1 2 3 4 5 6 7

0 ¢ S2

Dial pad Hold Transfer People More

@ Record and transcribe

tly Audio settings

A Language and speech

@ Park Call
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Mobile Active Call Screen

Mic On — allows you to mute or unmute your microphone.

Bluetooth — allows you to toggle between the phone speaker or Bluetooth devices.
Hold — holds caller on this device only.

Transfer — transfer calls to other users within the company.

Dial Pad — allows you to select menu options during a call.

o Uk wnNE

More

— provides more call options.

Put call on hold
Park call
Transfer

Live captions

==l — add people to the call.

Mic On

Transfer

4:454 . il 56 @

862763600
. -

[

Bluetooth

<

Dialpad

= End call

0o
==
People

Put call on hold

Park call

Transfer

Live captions
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Review and Filter your Calls

1. Call history shows all of your calls.

a.

2. Calls can be filtered by typing the name or number as well as:

You can sort them based on outgoing, incoming, missed, or voicemail.

a. Outgoing
b. Incoming
c. Missed

Zalls Phone Conta

cts

1

3550127 hestony
,iT Isaiah Langer
2 3 (=) Voicemail
ABC e
17 Isaiah Langer
B Missed
<] 6 e Joni Sherman
2 mno 8 ¥ ougoing
0 Christie Cline
8 9 F& Q7 Outgoing
Tuv WXyz
@  Patti Fernandez
® (& Voicemail
0 # @ Patti Ferandez
) ® T Missed
L cl #‘ Diego Siciliani
20 & Voicemail
fls. Diego Siciliani

**Teams Mobile** Users select °
3. Select Recent.

a.

4. Select @ for more call options and to see the date and time of the call.

All

Voicemal

10:25 AM

10:23 AM

10:20 AM

10:15 AM

10:13 AM

10:12 AM

10:10 AM

0q

Select the number you wish to call back.

a. Call

b. View Profile

c. Block Number

d. Add to speed dial
e. Remove

355-0127

Phone Contacts

Filter calls and voicemails

2 Filter by name or number » 5|
3 | 'saiah Langer 4o Outgoing
2 3 (=) vaicemail §
Incoming
ABC o
% | lsaiah Langer |
2 Missed za-d Missed
5 6 Joni Sherman Voicemail
MNO B 22 out U
Outgoing
Christie Cline
8 9 0 b : 10:15 AM
© ¥ Outgoing
TUv X
‘ Patti Fernandez
. 10:13 AM
@ (= Voicemail
0 # N
@  Patti Femandez
10:12 AM
10:10 AM
. Diego Siciliani o

1=
< futhenticator -

2 calls

Q. Search

Su@l Recent

5G W)

B =

Shared Lines

933
A 33 sec

4 (o)

933

A 32 sec

Wednesday

D

- Outgoing: 933
4a € 2[7, 9:07PM
¢ Call
E3 View profile

@ Block number
¥% Add to speed dial

W Remove
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Voicemail
1. Filter calls to Voicemail.
a. Choose a voicemail to listen to and select Play.
2. Read a voicemail transcript in the Details pane if one is available.

Filter by name or number Voicemail X X Details X
Calls Phone Contacts
@ I Isaiah Langer - Q) call 24s  5/27/2021 10:25 AM
(= Voicemail
- = . Isaiah Langer
155-0127 Filter by name or number 1 Voicemail X X a PattiFoand 1013 AM P I Sales Rep
1@ @ Voicemail : 3 Sales
Isaiah Langer P . P Dri
5 3 @ I g 97[ a5 ¢ call p&- Diego Siciliani TR
- oltemal p( ] Voicemail & O %
ABC DEF <
. a Patti Fernandez 10:13 AM “ = Alex Wilber 1721
5 6 { Voicemail © [ Voicemail Send a quick message
A&, Diego Siciliani
IKL MNO 5;3'." e 10:10 AM 2 Voicemail
I Hey Megan, wondering if we could have
8 k . * 1/21 some time set aside today to go over the
s TUV Playbac a Volcel I Ia lI V' M '| . design mockups for upcoming conference
IeW a VO I Ce| I Ia I tra n SC” pt next week. The design team would really
like to get signed off on these by today, so
0 # let me know if you have some time to chat,
. thanks.

%
**Teams Mobile** Users select Cills °
1. Select . bu Calls @ 1
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How to Park a Call

1. While in an active call, select More.
2. Select Park Call.
a. The call will be parked on the Teams server and the number provided on the screen for you to copy and share.

Mike Fitz-Gerald

00 < ) & . c
d Hold Transfer People View ca" IS pal'ked

E Share this code 11 to retrieve the call

Copy code

**Teams Mobile**

3. Select More 7. R
4. Select Park call.
a. The call will be parked on the Teams server and the number
provided on the screen to copy and share (see 2a).

5862763600 5862763600

4 &
Mic On Bluetooth

4
Transfer

« End call

People

Put call on hold

Park call

Transfer

Live captions
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How to Retrieve a Parked Call

1. From the Call Screen select Parked Calls
2. Type the code previously provided.
3. Select Pick up.

**Teams Mobile**

&

4. From the call screen select .

5. Type the code previously provided.
6. Select Pick up.

Pick up a parked call

11|

Cancel m 4a

Q u Calls Personal
Activity
Chat Type a name or number
.
1 2 3
von ABC DEF
o
) <L 5 6
GHI JKL MNO
Calendar
7 8
PQRS TUV WXYZ
* 0 #
Apps .
3 Parked calls I
4:46 9 al 5Gi @
< Makeacall| 4
Dialpad People

2 3

ABC DEF

4:46 9 o'l 564 @)
Make a call [t
Dialpad People
Pick up a parked call
5
Cancel Pick up 6
“~+ o) v
GHI JKL MN O
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How to Transfer a Call (internal users only)

1. During an active call, select Transfer.

a. Transfer option will immediately transfer the caller to the person you are transferring to.

b. Consult then transfer will allow you to speak with whom you want to transfer the caller to first.
2. Type the name of the contact you wish to transfer to.

a. Hit enter to select the contact. Then select Transfer.

b. If you'd like the call to return to you if there is no answer, select the toggle button.
3. If you would like to transfer the caller to voicemail, select the drop-down menu.

a. Select Work voicemail.

b. The caller will be transferred to that user’s voicemail.

1 2 Q o
a1 I =2
Dial ps 5 People More
@ Transfer
onsult then transfer

Transfer the call n Transfer the call Transfer the call

Invite someone or dial a number Invite someone or dial a number Invite someone or dial a number

.‘ Sam Smith ‘ Sam Smith

) Ring back if there's no answer. ! —lent ) KINg Dac B Worksss
') KO0

Cancel
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Sterling Heights OFFice - Headquarters Petoskey OFFice
Q 36333 Mound Rd. Suite C Q 1301U.5.131
Sterling Heights, MI 48310 Petoskey, MI 49770
%+ Phone: (248) 284-7100 %. Phone: (231) 487-0400
1B Fax (248) 284-7101 I8 Fax (231) 487-9577

Cen*aris °° STERLING HEIGHTS REGIONAL é"f \
Proud Members of ° Chamber of Commerce —

* ] @ serving Macorrts Cominmy Busiowsias Finee 1961

PETOSKEY REGIONAL

| ding b, { nading Camrmaretics
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