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REMPC Member

Microsoft Teams Setup and Training Guide
(for an existing member of the VicGov tenancy)

A separate guide is available for REMPC Members who are ‘guests’ to the VicGov tenancy
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Microsoft Teams for REMPCs

Microsoft Teams is an integrated platform that will allow for document management, scheduling,
meeting facilitation, meeting recording and many other functions through one platform. It will help
your REMPC keep all meetings, documents, and conversations in one place, making these much
more accessible for all members of your region.

Hardware requirements
The following computer specifications are the minimum required for using Microsoft Teams:

Windows
e 0OS: Windows 10 or Windows 8.1
e Web browser: latest version of Edge, Chrome, Firefox.

See more Windows hardware requirements here if you are having issues during set up

Mac
e (OS: One of the three most recent versions of macOS
e Web browser: latest version of Safari, Edge, Chrome, Firefox.

See more Mac hardware requirements here



https://docs.microsoft.com/en-us/microsoftteams/hardware-requirements-for-the-teams-app#hardware-requirements-for-teams-on-a-windows-pc
https://docs.microsoft.com/en-us/microsoftteams/hardware-requirements-for-the-teams-app#hardware-requirements-for-teams-on-a-mac

Set up guide

Configure your Microsoft Teams experience
1. Open your start menu and check if you have Microsoft Teams installed. If you do not have
Microsoft Teams installed, please submit a request through ServiceNow to install Microsoft
Teams before continuing with the following set up steps.

E T Microsoft Teams

2. Open Microsoft Teams from your start menu
3. Click on your profile and settings to configure your preferences for the Microsoft Teams
application.

RG Rina Gap (DJCS)
Change picture

Available >
& Set status message

[l Saved

£33 Settings

a. Configure your General application settings as follows

Application

To restart, right-click the Teams icon in the taskbar, then select Quit. Then reopen Teams.
Auto-start application

Open application in background

(I < I <

On close, keep the application running

Disable GPU hardware acceleration (requires restarting Teams)

Register Teams as the chat app for Office (requires restarting Office
applications)
Turn on new meeting experience (New meetings and calls will open in

8 80

separate windows. Requires restarting Teams.)

O

Enable logging for meeting diagnostics (requires restarting Teams)




b. Configure your Notifications as follows. You will only receive missed activity emails if
activities in your Teams require your attention, you did not have Microsoft Teams
running on any devices and/or you have been inactive for a long time.

Email

Missed activity emails Once every 10 mins v

Sound

Play sound for notifications

Teams and channels

You will get desktop and activity notifications for:

All activity Mentions & replies Custom >
New messages, reactions Personal mentions and Your custom settings are
and all mentions replies to your messages active.

{ Back to settings
Custom

All teams and channels ()

Personal @mentions Banner and feed Y%
Team mentions Banner and feed v
Replies to conversations | started Banner and feed Y
Replies to conversations | replied to Banner and feed N
Likes and reactions Banner and feed 4
Trending Only show in feed N

Shown and pinned channels ()

All new posts Off N
Notify me every time there is a new post in this channel

Channel mentions Banner and feed 4
Notify me each time this channel is mentioned




Configure your REMPC Team experience
1. Find your REMPC Team by clicking Teams on the left-hand rail, then select <your REMPC
Team name> to expand the channels under your REMPC team. Click on the REMPC channel.

LM

.% DJCS-EMV-Loddon Mallee REM... <« [ Team

General

Regional Emergency Mana@ne... Channel

Calendar REMP Development WG Regional Emergency Ma

2. Click the Files tab above the channel conversation, then sync (to synchronise this file storage
location with your computer). This will allow you to quickly access IREMPC files through your
desktop File Explorer. All IREMPC files are saved centrally in this location for everyone in the
Team to collaborate on.

Note: there are two ‘files’ buttons in your view. The file button on the left menu will show
recently opened documents across all your Teams and your OneDrive. The files button in the
top banner will take you to the files relating to the channel you are in.

.h Regional Emergency Manageme... FPosts Files | Ac

+ New T Upload ~ = Sync @ Copy link L

3. Open your File Explorer, Expand VicGov, and open the folder labelled <your REMPC Team
name> - IREMPC and check you are able to open a document in here (while you have
network connection).

v s | DICS-EMV-Loddon Mallee REMPC-Group - Regional Emergency Management Planr

Home Share View
?% % Cut IH “ E% X Iﬁl T_J New item *
I

Copy path T:| Easy acces

Pin to Quick Copy Paste Move  Copy Delete Rename New

access EI Paste shortcut to~ to~ e folder

Clipboard Organise New
<« v 4 » VicGov » DJCS-EMV-Loddon Mallee REMPC-Group - Regional Emergency NV
|:| Name
7 Quick access
Emails (archive)
v & VicGov REMPC Governance
DJCS-EMV - Planning Reform Team-Gr¢ Environmental Scan - Loddon Mallee V2

> DJCS-EMV-Loddon MalleefREMPC-Grol

MIAFC TC Mamma- FRp | \AI.—_liJ_— nnT! .

That's it, you're all set up!



Training

Use the command box
Search for specific items

Meet in the channel
Start a meeting instantly in
or people, take quick the channel using Meet or

actions, and launch apps.

Schedule a meeting

Left handrail s Microsoft Teams Q Search z
Use these buttons to switch
Zit::'e::::q:t 3::::;;_:? ) Teams \'d .\ Regional Emergency Manageme... FPosts 4more @ ~ + @ Team  29Guests Gt Mest v (D) e
more. , -

four teams @ Jacob L Kaye (DJCS) set this channel to be automatically sho

Py DICS-EMV-Loddon Mallee REM... =+« o N View aq dltlona_l L

Look at information

Work in Teams Ton General (=1} Meeting in “Regional Emergency Management B relevant to this channel =
Click to see your teams or Regional Emergency Menagement Pi.. ST including Files and more
join/create a Team for REMP Development WG
group collaboration. ]

. DJCS-EMV - Planning Reform T... <=« ’ Mike Freeman (DJCS) 23/089 2:22 PM 1

do I've just dropped the new SEMP into the meeting #5 folder

Team channels Rina Gao (DICS) 10:51 AM
Click on a Channel to see S ks ik e nlu (LICH)

the files and conversations e Q SEMP September 2020.pdf
about that lopic,_ DICS-EMV-Loddon Mallee REMPC-Group > Regional Emergenc...

salilille Linked files
Link files you are discussing in
our post so everyone looks and
Reply yworks? on the san?; document.
Your responses are attached to a These files are typically saved in
specific conversation which you the Files tab of the channel
can search and revisit in the future

Your teams organised
List of all teams you are a
member of. Drag and drop
a team to reorder your list.

Start a new conversation
Type and format it here. Add files,
emojis, GIFs, or stickers to liven it up!

(&) New conversation

(3] &' Join or create a team ]

Start a new conversation
To start a new conversation in your REMPC, click New conversation. This is an easier and more
efficient way to communicate with the REMPC instead of emails.

(£ New conversation

Make sure you notify the people that should read your message by @mentioning each person by
name, @mentioning the channel, or @mentioning the entire REMPC team (which will notify
everyone in the team) in your message. Start by typing ‘@’ followed by the person, channel, or Team
name, and the suggested person will pop up for you to select. Only individuals who are part of the
Team will be available for @mentioning.

| @mike| | @reginnl @djcs-emv-lo|

| Suggestions | Suggestions | Suggestions

” r‘hswjﬁhﬁkeﬁeeman@emv.vic.gw.a = mergenq«' Management Planning Committee “ EMV-Lnddon Mallee REMPC-Group
eam
A, qﬂr’] M

You can also link document/s to your conversation in the REMPC files by clicking & under the text

box. When you are ready, click Send > to post the conversation.

Start a new conversation. Type @ to mention someone.

Me|l© @b E > ¢ @ v O & M - B




Participate in an existing conversation

If there are many responses to an existing conversation, the replies will be collapsed. You can click X
replies from... to expand and read the existing conversation or click Reply to post a response to the
conversation.

Laura 5 Adams (DJCS) 10/06 12:34 PM
Following your recent IREMPC workshop, EMV'’s planning reform team 1s setting up this subsequent meeting to enable you to officially

LA

elect your chair and confirm your terms of reference. Once elected, responsibility for setting up meetings will transfer to your

committee.

See more

Loddon Mallee IREMPC - Meeting #1

Thursday, 18 June 2020 @ 1:00 PM
18 replies from Laura, Jennifer, Mike and 2 others VieW priOf’ rep ieS
< Reply Reply to the conversation

When replying, you should also use @mention to notify the people you want to be involved, attach
links to relevant document/s, send emoijis, and more.

Reply
Ay ¢ © @ B G Qe

Manage documents
When opening a document from a conversation, open the document using desktop application
where possible.

RG Rina Gao (DJCS) 5:07 PM

DRAFT - Loddon Mallee REMP V0.8 16 September.do...
DICS-EMV-Loddon Mallee REMPC-Group > Regional Emergenc...

o Reply # Editin Teams
u Open in Desktop App E‘n: !

i@ Open in Browser

was

Alternatively, you can navigate to the same REMPC documents from the synced directory in your File
Explorer.

&« v P <« REMPC Governance » Meetings » 20200923 - IREMPC Meeting #5
~
] Name
# Quick access :
[+ DRAFT - Loddon Mallee REMP V0.2 16 September
i nvironmental Scan - Loddon Mallee
fil VicGov P E I Scan - Loddon Mallee V2
DJCS-EMV - Planning Reform Team-Gro ﬁa] Meeting agenda - LMR IREMPC - Meeting #5
DICS-EMV-Lodden Mallee REMPC-Gro [# REMP Working Group - Report to REMPC meeting 23 Sep
RIFE TC ek md Wclonlame ART- [#] SEMP Sentember 2020

If you have an internet connection, your Office document changes will be automatically saved back
to the REMPC Team as you make edits. Autosave will be on and Saving... will update to Saved next
to the document title. Make sure the status of the document is Saved before you close the Office
desktop application

Autosave D 2 DRAFT - Loddon Mallee REMP V0.8 16 September &%

7

Saved ¥




If mistakes were made, previous versions of the document can be accessed (and restored) by clicking
on the document title and clicking Version History
DRAFT - Loddon Mallee REMP V0.8 16 September & - Last Mod

3i b
File Name

‘ DRAFT - Loddon Mallee REMP V0.8 16 September .docx

Location

VAT

20200923 - IREMPC Meeting #5

vicgov.sharepoint.com » sites » msteams_fd...

v

@ Version History
45

If you need to see exactly who made which changes in the document, make sure Track Changes is
enabled

Mailings Review | View

el B B
Accept Di
-

Changes

F}, ;»DB Simple Markup v
|

B Show Markup v

Track —
hanges v Reviewing Pane v

Tracking N

Organise a meeting

Schedule meetings in the REMPC by clicking the v arrow next to Meet on the upper right of your
IREMPC channel, then click Schedule a meeting. Make sure to add every person that should attend
the meeting into the required participants list so they receive an email invite in their mailbox.

® Org 3¢ Meet v w5 mike frel
p—

G4 Meet now

. Mike Freeman (DJCS)
Seizttila Esiing B v» (MIKEFREEMAN) Manager Workforce Coordination & Capacity
M

In the meeting invite, include the following text (or similar):

Thank you for participating in this Regional Emergency Management
Planning Committee meeting.

If you are experiencing issues with Microsoft Teams, or if this is your
first time attending a REMPC meeting on Microsoft Teams, please take
time to review the relevant guidance document/s listed below
(available on the ‘regional’ page of the Emergency Management
Planning Resource Library).

These documents are designed to ensure that you set up Microsoft
Teams in a way that maximises your REMPC experience.


https://www.emv.vic.gov.au/how-we-help/emergency-management-planning-reform-program/resource-library/regional-emergency
https://www.emv.vic.gov.au/how-we-help/emergency-management-planning-reform-program/resource-library/regional-emergency

e  Proxy quicksheet
e Setup and training guide (for a quest of the VicGov tenancy)
e Setup and training guide (for an existing member of the VicGov

tenancz)

e REMPC facilitator or team owner booster pack

Participate in a meeting
When the meeting starts, you can join by navigating to the REMPC channel and joining the meeting

REMPC Meeting

Use the toolbar at the top to check who is in the meeting, raise your hand, access the conversation
pane, and access more settings and options for your meeting experience.

& |ecave
Share content

You can share a appllscatlonﬁ)g your screen or your enl' e screendW|th themeeting pagltlupants
Be%%er\évﬁaarttﬁ f/)gnt%are%/\g r 'er?tlcr%nsvcerasear'%lo il app aI'isce t|%\rq/se{/oa%pen'\(/)lr?rs% tt'%ﬁlaon aog)p (a){/‘éd to

meeting participants. Watch this video tutorial on how to share content

If you need to edit REMPC documents during a meeting, access the documents in the synced folder
through your File Explorer.

Download attendance
If you need to download a list of participants for the meeting, click the Participants icon, select “.../
and Download attendance list

People El X

In Qo Don't allow attendees to unmute

Y% Manage permissions
Cur

4 Download attendance list ﬂl
L_RG N

Keep a meeting participant in your view

Regularly, meetings will allow a view of 9 users on screen. You can increase this to 49 users by
clicking ... then Large gallery or Together mode (these options are available if there are more than 5
participants in the meeting).

Large gallery (Preview)

.

¢%s Together mode (Preview)

Alternatively, you can keep one user’s video feed pinned on your screen by clicking ... next to their
name in the video or in the Participants list, then Pin. This will not change what other users see. If
you want to keep one user pinned for all participants, click Spotlight instead.


https://support.microsoft.com/en-us/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7

&z Pin

(8} Spotlight

Rina Gao %

Record a meeting
Click “...” in the meeting toolbar and select Start recording

© start recording

The recording will automatically stop once everyone in the meeting has left. Alternatively, you can
click “...” then Stop recording to manually stop recording during the meeting.

Watch a meeting video after the meeting

Recordings of meetings will take a while to process. Once a video is ready, a link will be posted in
reply to the conversation about the meeting. Click on the meeting recording preview image to view
the video within Microsoft Teams, or click ‘...” and Open in Microsoft Stream if you also wish to view
the transcript of the recording

LA Laura S Adams (DJCS) 10/06 12:34 PM
Following vour recent IREMPC workshop, EMV s planning reform team 1s setting up this

elect vour chair and confirm vour terms of reference. Once elected, responsibility for settis
committee

a Loddon Mallee IREMPC - Meeting #1
Thursday, 18 June 2020 @ 1:00 PM

Meeting B\—b g Meeting

\ Recorded by: Laura S Adams (D... | Recordec
L ’ Open in Microsoft Stream

< Share

FAQs and reference guides

FAQs such as who has access to the REMPC Team and reference guides such document naming
conventions can be found in the Resource Library tab in your REMPC general channel.

N Regional Emergency Manageme... Posts Files Action register Contact list |Resource Library

I}
4
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