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e Set up Microsoft Teams (MS Teams) while onsite at a PHC, VCH or PHSA facility, or
remotely from your home or community office. No personal license is needed.

e Use your health authority login for one-time set up only.

e You can choose to stay logged in for seamless access to your PHC Medical Staff
Teams and associated channels.

¥ Before you start $¥ What you can expect
Have these essentials ready Joining your Department and Medical Staff Teams
Login credentials from any BC health authority: Step 1: Set up MS Teams one time on each device

e-mail and password (UBC login will not work) Step 2: Customize Teams for your needs

A mobile phone + computer: laptop, PHC desktop You’re in! Start using Teams to connect, chat, meet,

Any browser [ system: Windows, MacOS and share files with colleagues
Android, iOS/iphone, iPad, other mobile devices

Apple or Google App store on your mobile device

Resources for setting up

Quick Setup Guide General Technical Support

e Set up MS Teams and customize your own Team PHC Service Desk 604-806-9333 or chat here

Detailed Onboarding Manual
e More instructions for setting up and using Teams Other support needs
danielle.pinheiromulleri@phc.ca

Clip Training - short demo videos

. g Resolve MS Teams License alerts
Go to: https://vpp.cliptraining.com

(]
e Arrange for health authority credentials

e Create a new division or interdepartmental Team
(]

[ ]

o Select the big orange button: Microsoft 365 Login

Select your account
e In left menu, select Course Library n
e Select Teams Training

Troubleshooting
Medical staff inquiries about this initiative

Go to Clips

Note: Instructions cover common steps and interfaces on PCs and Apple iPhones - but can
vary across different devices, operating systems, browsers, and MS Teams app versions.



https://vpp.cliptraining.com
https://vpp.cliptraining.com/course_library.cfm?c=1
https://vpp.cliptraining.com/channel.cfm?c=145
https://vpp.cliptraining.com/channel.cfm?c=145
https://connect.phcnet.ca/business-services/service-request-hub
mailto:danielle.pinheiromuller1@phc.ca

Get video support: Clip Training

About Clip Training
Short demo videos for to help you
set up and use MS Teams

Go To: https://vpp.cliptraining.com

Select the big orange button:
Microsoft 365 Login

Browse Clip Training

Base Channels

Copilot Office 365

Microsoft Wind

-

Additional Training

2he

Keeping Well At Work

Offce 2021 Office 2019 Office 2016

Business Productivity Skils

q
@

HR Enablement

Narowreuksty.

New Teams

Running Time: h 15m Running Time: 32m Running Tne: 26m

Teams Meetings

Mastering Teams Meetings Teams Premium

101

y— essons 30 Lessons 21 Lessons
Runring Time: 25m Running Time:31m Running Tene: 1h26m Runing Time: 31m

Teams Nobile

2 Lessons
Runring Time: 29m

Welcome to Your VPP Portal

Warning You do not appear to be signed in. Please log in for access.

your health authority e-mail address

‘ =

) Microsoft 365 Login

B Microsoft

Pick an account

Your health authority

@ Account

- Use another account

Microsoft Teams

Course Library

Accessing and Navigating Teams

&P Accessing and Navigating Teams

In this course, Accessing and Navigating Teams, we will review various methods to access and
navigate the Teams application. In addition, you will learn how to create, join and work with
different Teams.

© Play Section

Getting Started with Teams

© Lesson 1: Getting Started < 2m 28s v
© Lesson 2: Accessing the Teams Web App < 1m 39s v
@ Lesson 3 : Accessing the Teams Desktop App < 1m 33s ~
© Lesson 4 : Accessing the Teams Mobile App < 1m 56s %
© Lesson 5: Navigating the Teams App < 2m17s Wi
© Lesson 6 : Modifying Application Settings < 1m51s v
© Lesson 7: Locating Device Settings < 1m Os v
© Lesson 8: Adding or Removing an Account < 1m 59s ~
Creating and Working with Teams  © Play Section
© Lesson 9: Creating a New Team < 4m 43s v
© Lesson 10: Creating a Team from a Template < 3m 8s v
© Lesson 11 : Creating a Team from a Group < 1m 35s v
© Lesson 12:Joining a Team < 1m 20s v
© Lesson 13: Leaving a Team < 0m 48s v
© Lesson 14: Rearrange the Order of Teams < 0m 39s v
© Lesson 15 : Showing and Hiding Teams < 1m 28s v



https://vpp.cliptraining.com/channel.cfm?c=145
https://vpp.cliptraining.com

0 One-time MS Teams Setup

Download MS Teams

Computer
Onsite at a facility computer: Open MS Teams from Windows Start menu

On your own computer: Download MS Teams

Or scan QR code >

Mobile
Download ‘Microsoft Teams’ from the Apple or Google App Store

09:30

$e Microsoft Team Open

Call. Chat. Collabo:

Download Microsoft
Teams for Mac

Communicate and collaborate with anyone,
anytime, with Teams.

Download Teams for Mac

*xx%*545K @ Microsoft Co... (@) Business

* Microsoft Outlook
Open

Secure Email, Calendar &...

*xxx*1,.3M @ Microsoft... (#2) Productivity

Microsoft Authentic...
Protects your online ident...

Get

**x*xx104K @& Microsoft... (#2) Productivity

Get the Teams mobile app

Connect and communicate on the go by accessing Teams on your mobile device. de Microsoft Teams

Call. Chat. Collaborate

Open

*****x546K @ Microsoft Co... (¥2) Business

Try another option if you're having trouble with the QR code @



https://www.microsoft.com/en-ca/microsoft-teams/download-app

a One-time MS Teams Setup

Set up Multi-Factor Authenticator (MFA)

# Required setup for using MS Teams securely

Onsite at a facility computer

e Sign in with your health authority login
e On your web browser go to: https://aka.ms/mfasetup
e On ‘More information required’ select ‘next’ >
e On the “MFA SSPR” page select ‘next’ and follow Step 2 below
Remotely
e First: Get a temporary access code from Service Desk: 604-806-9333 or here
e Open browser to: https://aka.ms/mysecurityinfo
e Sign in with your health authority login and the temporary access code
e Follow Step 2 below
Step 2: Onsite or remotely on your own computer
On your phone: download ‘Microsoft Authenticator’ from your App Store
e Add your account: Tap + (top right) > select Work
e Scan QR code in the browser and select ‘next’
e Approve notification in the Authenticator App on mobile

HealthBC

your.name@phc.ca

Approve sign in request

9 Open your Authenticator app and aj
" it

request. Enter U prompled.

Didn't receive a sign-in request? Swipe down to

refresh the content in your app.

‘t use my Microsoft Authenticator app right now

= Authenticator Q. +

Microsoft
e

9o Microsoft Teams
Open
Call. Chat. Collaborate

>
the . — N
poovete o Rl s 545K © Microsoft Co... G0 Business

Are you trying to

! signin? >
‘ Microsoft Outlook P - HealthBC
P Secure Email, Calendar &... R | |grover1@plr)t:;v\cdaenceheallh,
i >
1

**x%%1.3M @ Microsoft... (32 Productivity

Microsoft Authentic...
Protects your online ident...

Enter the number shown to
sign in.
|
1 >
2

79

No, it's not me

**xx%x104K @ Microsoft... (3 Productivity

Yes

What is Multifactor Almostall online services - banks, social media, and Microsoft 365 - are now adding

Authentic

ation? “Two-Step Verification” or “Multifactor Authentication.”

When you sign into the account for the first time on a new device or app (like a
web browser) you need more than just your username and password. You need a second
verification method - a second “factor” - to prove who you are. Source: Microsoft.com



https://aka.ms/mfasetup
https://connect.phcnet.ca/business-services/service-request-hub
https://aka.ms/mysecurityinfo
https://support.microsoft.com/en-us/security/what-is-multifactor-authentication

0 One-time MS Teams Setup

Sign into MS Teams

¥ Sign into PHC MS Teams with your health authority login

e E-mail address and password

Network Account Login
= Microsoft

Sign in
your.name@phc.ca g
your.name@phc.ca
Once set Account added to this device [Foswors
u ou can You now have access to your organization's apps and e
P) y services. If this is a shared device, make sure to
Choose to Stay remove your information when finished.

logged in for

continuous,

seamless use
of PHC Teams

If you see “Your license doesn’t include access
to Microsoft Teams”- request support here:
danielle.pinheiromulleri@phc.ca

Manage Multiple MS Teams Accounts

* If you have more than one account, e.g. PHC + UBC + Personal
e You can see notifications for other active accounts even when logged into PHC
e To toggle accounts, tap your profile picture / initials at the top

e Unread items in accounts will show a red notification badge®

:8) < trl+E) st HealthBC UG  — o X
E Teams 5 New SPH for MedStaff Posts shaf "eIthC sonewt |1 Devices differ slightly:
—_— You [PH]
16 i
youehealthauthoriyca . . i .
e Mobile can receive notifications
> Dept Te D @ Available ; H H
Moo e - ] for inactive accounts
~@ PHC Medical Staff Team £ Post <1 Announcement ® Set work location >
i ” .
= 1 Essential PHC Updates @ Set status message > ° Desktop: receives pop_u pS Only
2 ON CALL Medical Staff List & Jen (PHI Y T
rover, Jen ‘our other Account .
& T L G i oses = for the active account
4 Connections and Contacts Introducing the new Medical Staff Com| H H+ H 1
2 . (e-mail notifications are still sent)
OneDrmee 5 New SPH for MedStaff A
© Add another account
7 Leaming Funding Supports A brand new, dedicated community space and h/
new hospital - for i i

8 Community and Kudos

9 Wellness and Support E}

%, Reply in thread



mailto:danielle.pinheiromuller1@phc.ca

e Customize MS Teams for you

Separate Teams and Chats

# Split your Teams and Chats into distinct tabs in your window
for quick and direct access to your channels

A Computer Mobile

e  On MS Teams, go to the top-right corner e On MS Teams, tap your profile
of the window > click your profile picture picturefinitials (top-left) >
or initials > Select Settings Tap Settings

= e Choose Chats and Channels

Calendar e Change from Combined to Separate

Microsoft Teams  Edit View  Windc

@ About Microsoft Teams

@ Services > e ® < Q search (3 E)
G to go right to a chat or channel HealthBC  JG,

€3 Hide Microsoft Teams Q - o i
CHeOthers £ Pin window on top Ctr+shift+1 ety ats and channels
e [0 2 ON CALL Medical staff List ol ,
— Settings i+,
© Show All 233 2 B Find in Settings (3 F)

Ro o

= i IG_ Post in channel e o Viewing chats, teams, and channels
E Gt Migggeott Taaine ° & & General See all conversations in a combined view, or keep chats separate from teams and
< Drafts Zoom — (o0% + @ teams. channels,
e 7. A
@ Post <1 Announcement = 2 Apbearance
o > Favourites ® lielp N
= et e © Chats and channels . R
>@ Dept Team Demo & Feedoock 4 Q £} Notifications and activity -
<@ PHC Medical Staff Tearn PinheiroMuller, Danielle [PH D Keyboard shortcuts ~ Ctri+
. § Romoch-lomm i Bl e i B
e N " : D Get the mobile spp [7:) @ Privacy Combined O Separate ®
2 ON CALL Medical Staff List; Quick Way to Find Who is On Call! L
3 MS Teams User Guide and o
New Calendar [ o) 9 Accessibility
4 Connectis and Contacts Click on the LINK below
A https://phconcall hssbe.ca/BrowseSchedules/ 6 Devices
8= Chats and channels list
g Sort by Team — Click Go & cals
8c i View who is on call today, or select a date in the calendar for other dates o O Files and ks P —————
On the bottom right, you can also choose a specific provider — Click Go P 9e p s a on @
@ App permissions

/)(09:30

General

- -\

X Chats and channels

© Appearance System default

Viewing chats, teams, and channels

loo Data and storage
Combined
Chats, teams, and channels in a

combined list

HealthBC

& Profile Separate
Keep chats separate from teams

and channels

L} Notifications

® |Chats and channels

List settings

E People
& Calling

Chat

Customize view

Teams and channels




@& Microsoft Teams  Edit View Window Help |

8] < Q  Search (Ctrl+E) © HealthBC JG (u] P
Notifications and activity
o Find in Settings (Ctrl+1) —
& €3 General
Teams
2. Appearance B Mute all notifications (except for calls and meetings) off @)
Calendsr (D _Chats and channels
R Notifications and activity
ot €3 Accounts and orgs
@ © Privacy < sound
oneorive
T Accessibility
© Devices Play sounds with notifications Default v | D
& calls Play sounds with urgent and Default v D
Vi O Files and links priority contact notifications
@ App permissions Play sounds with incoming calls,
" requests to join, and meeting
0 Resegritin start notifications
[ Play sounds when 'm busy or ina
y y
meeling

e Customize MS Teams for you

Set preferences for general notifications

# Reduce noise while keeping your most important alerts

Set your preferences for how you would like to be notified

New posts, messages, replies, meetings e Quiet hours or days e Alert sounds, badges

Tip: Turn on “Replies to followed threads and posts”
to be alerted to activity in your active chats (or turn off)

Set device/computer preferences first

Some systems and devices will ask you to change/set
your universal settings to allow MS Teams notifications:

Go to your phone’s Settings
> Notifications > allow MS Teams (toggle)

Notifications and activity

@ Manage OS notification and focus preferences
To receive Teams notifications, you'll need to adjust your OS
settings. These settings won't affect calls and meeting
notifications. Learn more

Allow Teams notifications on your device
(5 Open OS Notification settings

Set MS Teams preferences: computer

e On MS Teams, go to the top-right corner of the
window > click your profile picture or initials

e Select Settings > Notifications and Activity to set up

oo QD -

€3 oicpiy 2 ightness
@ ome screen s AppLirry
B search

)

@ soney

6 watpaper

QD Sounds & Haptics

oo

B socentime
Foce D & Passcode
@ Emergency sos

O Frveoy s security

@ Game Center

< Setiings  Notifications
=)

| Screen Time

@ Shaum
@ o
® s

ips.

g Tt
@  Tracking Notifications
Transit

@

[

[ e

00:30

< Notiications  Teams

Allow Notifications

Lock Sereen
o
Banner Style
Sounds
Badges

Show in CarPlay
Announce Notifications

Show Previews

Notification Grouping

Set MS Teams preferences: Mobile

e Open the MS Teams app

e Tap your profile picture/initials (top left) >
tap Settings > tap Notifications to set up

General
© Appearance  System defaul
Its Data and storage

HealthBC

S Profile

Chats and channels
People

Calling

Captions and transcripts

Links In Teams

About
Help and feedback

What's new

2008 @08 B DU

Privacy

Notifications

Notify me on mobile for

All a

Chats and calls
Chats, calls, and @mentions

Only calls
Everything else is muted

Set meeting notifications

Meetings
Meeting start eminder and
i

Block notifications

Notify me for
Messaging

Posts and replies from ©
followed channels

Replies to followed threads @)
Replies to followed posts [ @)
Calls O
Channel and team @mentions @)
Tag @mentions ©
Everyone in chat @mentions @)
Personal @mentions

Likes and reactions

Others

Apps on Teams.

You can also set up your iWatch to receive notifications.




e Customize MS Teams for you

Set notifications for your channels

* Set alerts for your most important channels
and “Essential PHC Updates

Computer

e On MS Teams go to: Medical Staff Team > Essential PHC Updates channel

e Click (eee) in the channel name for more channel options

e Choose Channel Notifications options: Banner and Feed
Q Teams - Q @y s :fsf:‘ Q Find in channel #F Channel notification settings
feny @ Open channel details % D Dept Team Demo > 4 SubSpecielty Group 1

D (v

e = See new posts at bottom

> Favourites & "9 Nolify me for all new messages Show in Activity and banner v
o ) )
i Openin el Window B Include thread replies

TS v Teams and channels =7
- >@ Dept Team Demo A Channel notifications
0 Follow all new threads

Calendar >@ Emergency Medicine Team @ Show in > Threads you participate in or are @mentioned in are auto-followed. o @
Choose where you get notified in settings. Go to Settings

@ PHC Medical Staff Team R Hide
1 Essential PHC Update: 2026-12-1
£ Edit channel
2 ON CALL Medical Staff... 2025-12-09

Apps €3 Manage channel o

3 MS Teams User Guide ... 2025-12-08

@D Copy link

4 Connections and Cont...  2025-12-09
& Get email address

& Wortos Repeat for each channel
important to you

5 New SPH for MedStaff 03-10

6 Workplace Resources and Li... 01-08

Mobile

e On MS Teams select the Medical Staff Team > Essential PHC Updates channel
e Tap channel name at the top for more options

e Select Notify for all new posts

1 Essential PHC Updates
£  PHCMedical Staff Team + -
4 Your teams and channels See new posts at bottom
Show at least 1 channel to show a team in Tapa channel o shaw It in your st " This applies to all channels
channel list

| © 1Essential PHC Updates

Dept Team Demo
© 2 ON CALL Medical Staff List
B Emergency Medicine Team
© 3 MS Teams User Guide and... Copy email address
= [l PHC Anesthesia Departm...
@ 4 Connections and Contacts Copy link to channel
[ PHC Medical Staff Team i 0
© 5 New SPH for Medstaff

© 6 Workplace Resources and... ®  Show in channel list © |

© 7 Learning Funding Supports Show in

8 Community and Kudos
° Y Find in channel
© 9 Wellness and Support

© Demo

© MS Teams Communication... & - Notify me for

@ Physician Wellness Throug... & - IE] All new posts ()I

() SPH Location & = 4 Include thread replies

(O 2z 0ld channel DO NOT USE Go to Settings in the Teams desktop app to

fine-tune your notifications.




e Start Using Teams

Inside MS Teams

$¥ About your Teams and Channels

Your Teams

(1 1]
» e Your Department Team: Your Department head will add you as a member,
Teams and you may also be invited to join private channels within the Team

e The PHC Medical Staff Team: Medical Affairs will add you as a member

Channels within each Team
Organized into your group’s different work priorities or chats
- Channel threads: Focused discussions and replies under one topic

- Channel posts: Team-wide resources, announcements and structured discussion

o0 e < Q_ Search (% E)
AC%Y Teams - Q @Uv 6 Workplace Resources and Links Posts Shared +1
@ Unread

Chat JG@ Post in channel

FrTy <  Discover

w

— @ Mentions @ Post <) Announcement

9y  Followed threads

Calendar
> Favourites

Q) JG_ Grover, Jen [PH] 01-0512:49 pm Edited

Calls I Teams and channels I ®

> v Dept Team Demo Clinical Supports & Guidelines

OneDrive
1 General member chat RS2 MRP Dispute Mechanisms algorithm
2 Leader contacts 03-26 Most Appropriate Services - MRP List
ED T f Guideli

3 MSJ Group 03-26

4 SubSpecialty Group 16 03-26 ®

Apps
5 Workflow resources 03-26 i, Reply in thread

> Emergency Medicine Team
[ B _PHc Medical Staff Team | JG, Grover, Jen [PH] 01-05 12:31 pm
1 Essential PHC Updates 2025-12-11
AN AL e e S PR Medical Staff Governance, Advocacy & Engagement
3 MS Teams User Guide and Sup... 2025-12-08 Medical Staff Advisory Committee
Medical Staff Association

4 Connections and Contacts 2025-12-09 PHC-PASS (Physicians & Surgeons Society).
5 New SPH for MedStaff 03-10

I 6 Workplace Resources and Links 01-|8 ]




Start Using Teams

Chat one-on-one or with multiple people

Select Chat to start a one-on-one or group discussion:

e Typein a name to find a colleague in the PHC directory and start a chat

Chat
e Type @mention (@ before their name) to direct chats to specific people in a group discussion
Q
Activity
PinheiroMuller, Dan...
% Chai - C~ ZQ
i . : ; o . ’
il Hi Danielle, just checking in regarding FIFA World Cup planning
- communications for next week.
Calendar
% PinheiroMuller, Danielle [PH] Friday 1:59 pm
Salls Hi Jen, absolutely. We are very excited that Vancouver will be
> hosting FIFA World Cup events.
OneDrive
Friday 2:00 pm
It's a huge milestone for the city. Since our site is the closest
major hospital to the stadium area, | imagine preparations are
well underway.
PinheiroMuller, Danielle [PH] Friday 2:00 pm
Yes, our medical staff have been preparing and completing
. additional readiness training, although emergency preparedness is
Chats will always part of our regular operations.
automatically
delete after Friday 2:00 pm
13 months Great to hear. Communications would love to highlight the

collaboration and preparedness efforts across the organization.
To delete sooner,

the chat must be PinheiroMuller, Danielle [PH] Friday 2:00 pm
removed by the
same person who
posted it

Absolutely. We are proud to support the city and visitors if needed
during the tournament.

Friday 2:01 pm

It also feels like a meaningful achievement before the transition

to the new hospital.
@

PinheiroMuller, Danielle [PH] Friday 2:01 pm

| agree. It reflects the dedication and resilience of our teams during
an important period for the organization.

Type a message b © 2 P + P




e Start Using Teams

Chat inside group channels

Chat within a channel among a larger group

e Select the relevant Channel within your Team to start or join focused discussions

e Your posts will become part of Channel Threads

e You can set your notifications to alert you to any new channel posts and replies to
your chats (see page 9)

& ¢ ®

k@ Teams NG [P ﬂ Demo hared  Notes 01 Meetnew ~ [y ]
sty

Unread

® Discover

@  Mentions

Followed threads

» Favorites |
% i

Galls ~ Teams and channels

& I <@ PHC Medical Staff Team

(st 1 Essential PHC Updates  12/11/2025
2 ON CALL Medical Staf... 12/10/2025
Welcome to the Demo channel
3 MS Teams User Guide ... 12/8/2025
e This channel is set to a threads layout. Reply to a message to
Apps start a thread away from the main conversation.
7 Learning Funding Supports 219

& Community and Kudos 12/9/2025

9 Wellness and Support  12/9/2025 Message in Demo v O B e + B

I Demo /5 I

¢ Pin important chats or channels to the top of your list

Hover over a chat or channel name. Click More options (eee) > Pin

Aﬁw Teams o Lol iz U8 5 New SPH for MedStaff Posts Shared +1 o~ Q
@ Unread
o = i JG@ Post in channel
1 1 General member chat 03-12
dras 2 Leader contacts 03-26 & Post <] Announcement
3 MSJ Group 03-26
Calendar
4 SubSpecialty Group 1& 03-26 yg_ Grover, Jen [PH] ¢ VWVEeE CQ v
® 02-065:04pm  Edited
5 Workflow resources 03-26 A torward
i Medical Staff Need to Know Bulletins: ¢
& @ PHC Medical Staff Team Hospital ©) Unfollow thread
OneDrive 1 Essential PHC Updates 05-11 e s
April 2026: Safety & Security at the new hospital 24
2 ON CALL Medical Staff List 2025-12-09
ous [ save this message
3 MS Teams User Guide and Support ~ 2025-12-08 March 2026: Medical Staff Commons: A dedicate
well-being, 1] Delete
4 Connections and Contacts 2025-12-09
= Pin for everyone
Apps .
& il EPF o MoiEhal 5 Feb 2026: What can Medical Staff expect for Trai
o . . Open conversation in new window
7 Learning Funding Supports 02-09 Jan 2025: How will single patient rooms improve
and patients. "
8 Community and Kudos 2025-12-09 & Mark as unread
9 Wellness and Support 05-01 seemore &9 Share to Outlook
Demo 01-05 Q@ 3 Translate

16, Reply in thread More actions >




e Start Using Teams

Make a video or phone call in a chat

* Video Call: In a Teams chat, look for the camera icon

-0 @b Q. Search (Ctrl+E) “t HealthBC JG — O X
Q = 7 1 General member chat
Activity Teams Q @v ull Conversation v e 5 21 =
@ e A channel owner set this channel to a threads layouf. L Mestnow. [ N
Chat work
Lo  Quick views
w
Teams Discover
7 Drafts
Calendar
Q) > Favourites
Eiz ~ Teams and channels
@ > ﬂ Dept Team Demo
OneDrive
> ﬂ PHC Medical Staff Team

* Phone Call: In a Teams chat look for the phone icon

< Q. Search (Ctrl+E) «+ HealtheC )G — O
Q _ .
F Calls  Personal View contacts (7

Chat | Type a name | * History

[-1=1-]
& .
Teams

Calendar

!

Calls

(45}

jOneDrive




e Start Using Teams

Open and share files in chats or channels

e Click the link to open a file shared with you

e To share a file: click the + sign in the chat window and upload from the choices listed

O ~ 3 MSJ Group
oy Teams Qg enedrions av aa
B e ,
Chat
v Teams and channels
Py
T"' ~@ Dept Team Demo @ Attach cloud files
eams
1 General member chat 03-12 Q [search for apps o dch |
a8 Browse Teams and Channels
G 2 Leader contacts 03-26
3 MSJ Group 03-26 T Upload from this device |
% % Schedule message
Calls 4 SubSpecialty Group 16 03-26
0 Set delivery options Ay @ @ + P
D 5 Workflow resources 03-26
G B8X  Record video clip
v@ PHC Medical Staff Team
e 1 Essential PHC Updates 9:51am X Change permissions
. 2 ON CALL Medical Staff List 2025-12-09 & Post in other channels
e 3 MS Teams User Guide and Su... 2025-12-08 wi . ° Hl: here is the file. @ >
elc (&) Approvals
4 Connections and Contacts 2025-12-09 —
" @) Forms for Microsoft Teams
5 New SPH for MedStaff 03-10 This channel @ @ Media
starta
7 Learning Funding Supports 02-09 ) Power Bl
8 Community and Kudos 2025-12-09 &% Workflows 7’ Attach
9 Wellness and Support 05-01
Get more apps ‘v Format
! Setdelivery options
L] o .
ﬁ Find all files shared in a channel
o . .
3] < Q. Search (Ctrl+) -~ nweamc f  Files will automatically
Q delete after 13 months
Teams e 0L (N 88 5 New SPH for MedStaff Posts Notes
Activity
o] e e To delete sooner, the
Chat e & Find all content shared in this channel, along with items from the document libra: .
Shared tab, file must be removed by
ese
W > Dept Team Demo
iy = = the same person who
@ PHC Medical Staff Team = All documents ) {2 In messages ted it
= g S osted |
1 Essential PHC Updates 05-11 p
Calendar = =
% 2 ON CALL Medical Staff List 2025-12-09 Jallploscisd =5 = All Documents T for fil ish
[ ransrer ries you wis
Ccalls 3 MS Teams User Guide and Support ~ 2025-12-08 5 New SPH for MedStaff y h
ew or Ve a H
@ 4 Connections and Contacts 2025-12-09 to retain to another
Snebuve 5 New SPH for Medstaff 03-10 B Name Modifleds secure file storage
Cleangitidng suoports e [ Medical Staff Need to Know - Campus Upd...  Decembers, 2025 location
8 Community and Kudos 2025-12-09
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e Start Using Teams

Join or schedule a meeting

# Join a meeting from the MS Teams calendar or meeting invite

e From alink, or from the MS Teams ®
or mobile calendar Q ® B ~ v 2026March v
Activity
e Find your meeting and click JOIN
@ Sunday Monday Tuesday Wednesday
e Review camera and microphone chat  \rar 02 02 o
settings > Select “Join now” &5 On Call Planning Meeting 7

Calendar | 08

@© Thu26-03-1210:00 AM - 11:00 AM

¥ Schedule a meeting
e On MS Teams, select Calendar > new T o x
meeting or + sign (@ cwn] @ sers | @ @ O B
e Enter Meeting details: Title, Date, Time, 1) podute
Required or Optional Attendees e =
[C] ‘Wed 26-04-08 8:00 AM - 8:30 AM [} &) Scheduler
e - You can invite people from both PHC or ©  sdarcomoriocaion
non-PHC e-mail addresses o] @ reams meeting 3 Options
e The invitation will be sent from your PHC =

Outlook tied to your Teams

e Toggle to MS Teams Meeting to
automatically add a Teams joining link >
Save

v = ©@ © 2 ® %

B | addanagenda

# Record the meeting or run a transcript during a meeting

e You can retrieve the transcript after the meeting and run it through the
PHC version of Microsoft 365 Copilot to create minutes or action items

e Copilot is the artificial intelligence approved by PHC: you must be logged into Copilot with
your PHC credentials to use it for PHC work

Qowss 2 & & © B8 - [ I ~
se  React  View sh .

Chat  People  Rai More Camera Mic

(@ Controls >

o e Demo Meeting E Open notes

ﬁ 6] Breakout rooms.
O o00:39 S & V2 © 8B 2es || ™ v

Get more apps and agents
Chat  People  Raise  React  View More Canfera Mic Share Leave

More actions R — © Record and transcrive > ||

@ Meeting info

& Start transcription

@ Timer

7. Video effects and settings
 Audio settings
Waiting for ot 2 Language andspeech >

3 Settings >




For channel owners

Set up your Team channels

* Set up and customize your Channels

ev e D < Q  Search (3 E)
Lo . . Q Teams o @ ([E v
e Set up channels related to activities, dicussions
or groups relevant to your Department and that 5:9 Unread
works best for your members . .
> Favourites
Te S
Channels
. ) _ v Teams and channels
e Name the channels (e.g, On-Call Roster, resources, sub specialties)
Calendar vn Dept Team Demo
e Do not use any special characters in the channel name (S  General member chat 03-12
such as *, - 1 Calls 2 Leader contacts 03-26
©oe @D 3 MSJ Group 03-26
e Add a description to the channel (optional) o 4 SubSpecialty Group 16 03-26
5 Workflow resources 03-26
* Choose a channel type: @ PHC Medical Staff Team
5
- Standard - Everyone on the Team has access ops dEseenitE O EpRE e ostem
2 ON CALL Medical Staff List 2025-12-09

- Private - Specific people only

3 MS Teams User Guide and Sup... 2025-12-08

Examples of channels (idea starters)

(] Open your Team “Cl( Chat - Qv . Your Dept/Div Team Channels
ctivity
[ .
e Select more options (eee) -] Unread chats | v
Chat All Shown Hidden Sort: A-Z ~
e Select Add channel _ % Discover
Search channels
Calendar @ Mentions
Q’ ) Galersis General member chat
Mobile Calls - . : Our group: alerts, comments, questions, issues
v Teams and channels
= Ye D Div Te
neDrive ~ (@ Your Dept/DivTeam On Call List
L Open _you Team 1 General member chat Quick link list
. 2 OnCall List
e Select more options (eee
P ( ) 3 Group contacts Group contacts
Phone, e-mails
e Select Manage channels 4 Sub-Speciality (5)
. . 5  SPH Group
L C||Ck the (+) S|gn to Add Channel Sub-Speciality (multiple if needed)
6  MSJGroup Sub Groups
7  Inter-departmental
8  On-shift Resources SPH Group
9 Billing References Shift news: coverage, downtime, surge
10 New SPH P, Updat
&o Add member o gm Spcares
11 Social MsJ Group
Shift news: coverage, downtime, surge
{70 Add channel
See all channels
Inter-departmental
£83 Manage team @ PHC Medical Staff Team Chat with another Dept/Division
0 1. Essential PHC Updates
Manage tags On-shift Resources

2 ON CALL Medical Staff... Files, guidelines, Information

o] COpy’ link MS Teams User Guide ...

3
4 Connections and Cont... Billing References

& Archive Fee for service, codes
5 New SPH for MedStaff

6 Workplace Resources ... New SPH Dept Updates
E'g Leave team New hospital info for our program
7 Learn and Lead Suppor...
{E[ Delete team 8 Community and Kudos Social

Informal sharing, kudos, fun

9 Wellness and Support




For channel owners

Add Team members

* Owners of the Team # Members of the Team
e Add or remove members or owners e Post messages and reply in channels
e  Create, edit, and delete channels e Share files and collaborate
e  Manage Team settings: privacy, @mentions, e Join meetings and conversations
moderation

Add more Team members

e The Department Team owner can add new PHC medical staff and staff members

e You can invite members from other Departments into your Team and channels, but be aware they
can see your members’ activities

e If you need to communicate regularly with a number of individuals who are not part of your
Team, you may wish to create a separate interdepartmental Team (Request support on page 2 of

this guide)
Computer
e On your Team name select More options (eee)
e Go to Manage Team > Members tab Aﬁy Teams = @ @ 8 Com
> Add member ® —
- Enter their name or email address - )
== <%  Discover
- Assign a role (Owner or Member) Teams @  Mentions
— Select ‘Add’ £2)  Followed threads
Calendar
v Favorites
&
Calls v Teams and channels
. o > PHC Medical Staff Team E
MObl Ie OneDrive o Emergency Medicine Team R Hide all channels
e Select More options (eee) p};"ow General
See all channels
e Select Manage Members @ Add channel
. > @8 MS Copilot Collaboration - Committee [NH; PRy " I
. anage team
° Select (+) Slgn to add Member ~ 4% PHC Business Information & Technology So
. < Manage tags
e Assign Owner or Member roles e General




For channel owners

Set up privacy for your channels

# Public and private channels

All members of your Team automatically have access to your Team’s
public channels

You can also set up Private channels: members must already be part of the
main Team; only channel owners can add new members to the private Team

Computer Mobile
In your Team, select More options (eee) In your Team, select More options (eee)

e Select Manage team > Settings > Edit e Select Edit Team > Edit Details

e Choose Private or Public e Choose Private or Public
@ <
AS; Teams - Qv U} Project Team Testing MembevsAmlytl(s Tags
Q Unread
v Channel details Edit channel name, description, and layout
%  Discover . .
@ Mentions Project Team Testing
) Followed threads
Posts

v Favorites

R [ e |

o ~ (@ PHC Medical Staff Team
P v Member permissions  Change member permissions
e Communications and Events
% Froomorz i@t [J Allow members to create, update, and remove tabs
Planne
MS Teams Communication Platform PL... & 11/19 Allow members to create, edit, and delete tags
R mmElE Give members the option to delete their messages
Professional Dev and Support 1721
Give members the option to edit their messages
Apps Project Team Planning 11725

e o =

v @mentions Choose if @channel mention is allowed
See all channels

[J Give members the option to @channel or @[channel name]. This will notify

v @ Emergency Medicine Team
a geney everyone who's shown the mentioned channel in their channel lists

General 1017

See all channels
> Fun stuff Allow memes, GIFs, or stickers

> @8 MS Copilot Collaboration - Committee [NH]

" > Connectors Manage the connectors that post to this channel
v & PHC Business Information & Technology Soluti..

General 10710




For channel owners

Configure @mentions

* GotoManage Team > Settings Important — Private Channels and @Mentions

*  Select @mentions e You can only @mention people who are

e Choose who can use Team, Channel, members of the channel

and group mentions e Ifapersonis not a member of the private

e Use @Team or @Channel for urgent channel, their name will not appear as an
communications option when using @mentions

Channel moderation for administrators and champions

Add owners and channel moderation for admins, champions

e Add additional owners and moderators to administer your Team, manage
membership, sets posting preferences

Computer or Mobile

Select More options (eee) next to the Team name
Select Manage channel

Enable Moderation

Assign moderators






