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Security info

These are the methods you use to sign into your account or reset your password.

-+ Add sign-in method @
[+] Password :a::_-_:‘dat_ed:_ Change
months ago < B

Lost device? Sign out everywhere

(Add sign in method) Jisws 2 slul 48l A
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Message and data rates may apply. Choosing Next means that you

agree to the Terms of service 3rc.!1: vacy and cookies :zz:-.'-'-‘-'.-".“ tﬂ&.—.‘m‘) L)A QJL‘“‘)M EJA g;; Lﬁlﬂ.} CAJ d.'!'.\hj é

Cancel

What phone number would you like to use?

Email X ( Email ) ‘;1‘5‘)353:2“ .A.L).\M °

|Wl1al email would you like to use? ‘ 'A",.J'.’ Lfi ‘;;\ ‘;'1})&‘\ J:\J:i M\.ua‘) dLmJ;‘ leﬁ.;;‘ kﬂ:ﬁSA:i L@Jj\i L}AJ
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( Password ) Usll 4S8 B
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o=l 4alS 8 5 (Change ) e

L
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Change your password X

User ID
m.aboelela@hotmail.com

Current password

Forgot your password?

New password

Confirm new password

Cancel

| Lasl Sumbit e il
3aaal) Sl AaK i

( Sign out everywhere ) S JS (e z s Al o

A S AN A J) Jsaal Lle Jad) @i jeal e sl (Lost Device ) ol Al 3 axiiod
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Sign out everywhere? X

Are you sure? This will sign your account out of
all sessions and all devices, including your
current session. There may be a delay of up to
an hour before you are signed out everywhere.
If you have multiple accounts on the lost

device, please sign out of all accounts.

(Password ) Js el 4alS 3

Sl Aalall el S AT (add (ol 48 jme Alla 3 aan Al )yl AalS i i DA (e

load) el 33l 315 58 S W s

L

L

N

Change password

This page will soon no longer be available
To change your password in the future, go to MySecuritylnfo

sword required. Enter 8-256 characters. Do not
nmon words or names. Combine uppercase

letters, lowercase letters, numbers, and symbols.

User ID
540991@portsaid1.moe.edu.eg

0Old password

Create new password

Confirm new password
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Devices

hv

Join Type
|:| Android Device Workplace
Android
Disable device
™ Join Type
D iPhone Device Workplace
i0s
Disable device
Join Type

If you have lost a device or no longer use it, you should disable it so that no one else can gain access to it. If you need to re-enable the device, contact your admin.

Device ID @
OO0 =00 = X000 = MO0 - H0OO0O000000¢ I')

Device ID ©
HODGOCOOE- KKK K00 0000000000000 )

Device ID ©
HODCOOO0E- KKK K00 000-soo0o0coooosc. 1)

N
[ Desktop Device
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( Home organization ) o¥) 4ekaidl e
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Organ?ﬁons
Home organization

@ Computer Learn Books (Signed in)
ome

Can't leave home organization

Other organizations you collaborate with

Your werk or school account belongs to your home organization. You can not leave your home organization. Leam more

You have guest accounts for the following organizations. You can leave organizations you no longer work with. Learn mare

Privacy statement unavailable Why can't | leave

oAl claaic aa g Y
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(Setting & Privacy) 4ua sadll s DlalacY) 6

Settings & Privacy

Languages
=) D|sp.layr Ianguage
= English (United States)

Preferred languages

pis
A English (United States)

Translation
i

Region
@ Regional format

Time zone
(UTC+02:00) Cairo

)

Q} Language & Region Privacy
v
4
Follow preferred language - English (United States), Ask me before translating

English (United States); 8/31/2000; 1:01 AM - 11:59 PM

e

o

(Language & Region) 4sie 1) ddlaiall g Aall) & Saill LA

( Language) 41l o

Planner z<U_» 4¢al d (Display Language) sl 4l Huas a

Display language
= English (United States)

{op v

Loal edai g Aalll und e ) alall iy (ST Teams gebin deals (e Aal jpad oliSa Leas
eiaiall (33 Cany 3l Aall) adatl  Axll) o3¢ Microsoft 365 «usll adl se (arad ) 5¥1 5 A sdl)
Ll (55 IV oy 5l gl 5 Axd uad Ay o gas 4] alad) ae 3ol Al Guadat oy s Y sl Al sale )

Change display language

2adll 33 e s

,

Update display language

Display language and regional format will be updated to Arabic

o [N

|

Arabic

gy Jamass o)l glizi Arabic o] (roalsYl Guwiilly poyell a8) Cuixipi g
JolS JSuiny 5332l élig) Gauhnil

| T
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( Preferred Languages) 4ladall Cilalll b

@ Preferred languages
AF English (United States)

05835 A8 g 5 (5 sima £ LAY Lealadind 5 L Jalaill oy 35 1 5 (5 AY) coladl) Al LIS (e oS
A pal) Aadaial) 8 alasiul) s 1o Gl agdY A yall 5 & daiY) aa cpial Ly saladl b

Add a language

Languages

l,oar

Amharic

Ambharic (Ethiopia)

Arabic
Arabic (Saudi Arabia)

Belarusian
Belarusian (Belarus)

Bulgarian
Bulgarian (Bulgaria)

Danish
Danish (Denmark)

Gujarati
Gujarati (India)

Hungarian

-

( Translation ) el ¢

Translation
A

Follow preferred language - English (United States), Ask me before translating

L) bl s claiiunall 5 5 g SIYY 3yl Jilas ) Faa i (pe liSad Al el (s0n) pani LA (e oS

(Lexie ol Yol lllpus DA (o Fan 5l L) of 400 ) ()55 (o A i) i8S 8 Lia] aSail) i€y
Translation
A¥  Follow preferred language - English (United Kingdom), Ask me before translating

Change language

Translate emails, documents and messages into this language.

How to handle messages you receive in other languages:

Always translate
Ask me before translating

Never translate

| Ask me before translating

i
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(Region ) 4ie)ll dshiall & Sa3l) @

( Regional format) 48y} clalae Y1 d

@ Regional format e
English (United States); 8/31/2000; 1:01 AM - 11:59 PM

el A U BV g 2 ) 5 (e (Bl 5 JSG ledal A€ (8 oS o ApaliY) lalae Y DA (e (S
Sl Gasall calBY) Gl e

@ Regional format A
English (United Kingdom); 31/08/2000; 01:01 AM - 11:59 PM

M365 websites will format dates and times based on your regional format.

Change regional format

Date format — 31 August 2000 will be formatted as

31/08/2000

Time format

01:01 AM - 11:59 PM v

( Time Zone ) 43l dalaiall e

@ Time zone _ e
(UTC+02:00) Cairo

pa 5 gl Gl 5 At 3l liilaio Caen haem adhae ) (o S Cang s Ak 511 dilaiall (358 (A oSl 2 gl
Jlad (S 4 4 ganall Cilaadiall 5 algally & e 8 srsall i 6il) aladia) bl Qutlook

Time zone

2O Search

(UTC +02:00) Windhoek
(UTC+03:00) Amman

(UTC+03:00) Baghdad

(UTC+03:00) Istanbul

(UTC+03:00) Kuwait, Riyadh
(UTC+03:00) Minsk

(UTC+03:00) Moscow, 5t Petersburg

{UTC+03:00) Nairobi

Microsoft Office 360




1 1 Page

ENG. M. Abo Elela * Microsoft Teams 360

(Privacy) 4xa sadll -B
e Aalidl GAUT'M | La.:”\} Microsoft Teams G‘u)-.’ Gilaladin g dua pad 8 ?Saﬂ Jeliay LDA e
V) i & s Microsoft 360 (s < sl

Settings & Privacy

Language & Region Privacy

Data options

/\
@ Microsoft Search History { f } g
v
‘:D Manage Contact Search m
v
A
@ Copilot interaction history {h& :
L_w
Services
A_‘
> Dynamics 365 applications { i >
|
) Item insights <L J ?
v

Organization's notice
AL
@ Computer Learn Books Jiew < k >
N
Microsoft’s notice
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@ Microsoft privacy statement View { | }
v

Contact preferences
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(Data Options ) bl &l )L a
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(Microsoft Search History) Sl il daa
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Excels PowerPoints Word Jis Microsoft <linhd awal clleld cla gias Jodi il g (aadadl)
Teams s
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( Services) waadll b
( Dynamics 365 Applications) Dynamics 365 <éuki
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(Organization Notice) A sall il ¢
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( Microsoft Notes) Microsoft 4xa sas oln .d
A8 kg s Je gAYl dSa Liey ( Microsoft Privacy Statement) Microsoft i) |1
Microsoft Teams g<b_» Jaiits Laldll Microsoft 48 il aaill aladiuy) g dpa gadll

(Contact Preferences) Juaiy! ga <Bluadl ¢

(= Microsoft Sa (e (Sai 5 ( Microsoft Product Emails) ziiell (F g 5S35l Jila ) o4 5. m
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& My sign-ins

% My Groups

%

Mohamed Abou elela
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Give feedback @
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( My Sign-ins ) s3> it cililee |7
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( My Groups ) e sea<(b

JSV Al e gamall 3a3 U 5 algalls Lol g Lgna Jalaill dial e gama w3a3 dli€ay e game (VA (1o
Sl el a) e (My groups ) 5 A (e (Saliy Teams Gudad ks Gl 5 Office 360 <l

b

My Groups -

At .
| () Overview

Q} Co Groups | own (2)

My Account

B My Apps

& Give feedback

Mohamed Abou elela .
m.aboelela@hotmail.com OVE I'V I EW

Security groups are used to secure resources. Resource
&  Groups|amin (3) permissions assigned to a SG apply to all its members.

2 I Create Security Group
4 1] Deleted groups (2) - =
@

2
ol
~J
Ex

Control Access

( Overview ) le 5,k ]
( Control Access) Jsasll & aSa3ll f

D) (A bae ¢ staill Lgilia) oy e sana (o 5 3u0a (el Ao gana oL (e Jaall 3 oSl LIS (e o

( Create Security

Ao ganall auf 44
suaall

i ganall Cim s 40

el JRY Jhe
Baa Ao gana Al

Group ) e il o 68 didl de sana sL23Y 5 Office 360 liski YA (a olgall
b LS L ead aadi s de gaaall o) AU

Cr

: Lty el J 52l da gike de gana -1
New Security group poe . 7
e ganall Jsaal L) 2l ga iy -2
— Lasd il YA (e eliac Yl ALl -3
Name * :
A
’\Grcup name ‘
_ | Description This group is open to join for all users
Tell people the purpose of your group This group requires owner approval
— Only the owner of this group can add members
\{’elicy " *
l
Select policy type [ |
Next ‘ Cancel
New Security group X

MName *

‘ Teams Group 1 ‘

Ez‘escription

‘ Tell people the purpose of your group

kolicy .

I Only the owner of this group can add members ‘
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Teams Group 1

Details Members Owners

Actions:

Group type:

1 E

DV

Security

Assigned

1

1

de ganall (al yatiu) 2 Next e il
dasd LeDlA (e Sl Gl sl
S de geaall Cada o ALl bl
O s O gy 0S5 ) L g AN
B 3 S e e S L

SAS Byoall de ganall

Only the owner of this group can add members

( Details) <blbl Jualss o
SIS o s sl e panall Jaealis JS 8 jna ol Lgia
AP }i A de gane S ) (Group type) ic ganall g5 0
L aginet ol de ganall dilia) calla eliac M (S et s (Membership type) sbac V) (i 43 )l 0
ic ganall il J8 (1a
L) g de ganall clila (o 4GS o4 (Al Cua dll 58 5 (Description) 4e saasll Cias O
de sanally (pismal) sliae Yl a2e e 3LY) (Members) sbac Yl e 0
38 o ST G ) Ao ganall 8 CaeSatiall g SIS Qe 48 e (Owners) 4e ganall B 222
Gllall J8 (0 Gase Baxall 5 4o ganall slanai) s 48 2 (Policy) 4e sanall slaail) 4w 0

( Groups I own ) LSkl il e gandl) 2
Ol e gana oL DA o ¢Sy LS Cle ganall 238 & 535 Ll caad il Cle ganall ansl gy Lgod
LeS (Aagall olgiif 22 g0 a8/ elac W) / dadlall / & il ) Cava Cile ganall 03gd diai ¢l ja) 5 Baan (5 Al
ALlS Ao ganall Cada 5 Ao ganall (A giac (o Cada g Rl e oy

Groups | own

Showing 3 items total,

Type

( Groups I am in) L 22 sl i) Cle gandll 3

Gl o) L Lgia gz s A iSay s Lisma dagay ALS 5l HAT Bl J (g Lgo i o8 A e ganall o

Groups | am in

owing 4 items tot
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( Deleted groups) 44 sisall Cile sanall 4
AT 3 e A8 dnall de ganall 2a jin) LA (e eliSay g B (e Lgddan il Al Cile ganall 2a7 Lia

Deleted groups

i L Filter by keyword |

Showing 2 items total.

D Group name | Type Deletion date
[J taskteam Microseft 365 May 23, 2024
[J team2024 Microsoft 365 May 25, 2024

( Give feedback ) <Uaa3lall ansi (¢
DA e derdiadl Office 360 Clinki 8 i 5 qlly Microsoft 48 yé a s clasSlall andi JA (g
iarall (s gioue Cppueadl el

Give feedback to Microsoft X

Overall, how easy was it for you to use My Account? *

Extremely hard Extremely easy

Overall, how valuable did you find My Account? *

Mot valuable Extremely valuable

What could we be doing to improve the experience? (optional)

Remember not to include personal or sensitive information like phone numbers,
passwords or cryptographic keys.

D You can contact me about this feedback

By pressing submit. your feedback will be used to improve Microsoft products and
services. Your IT admin will be able to collect this data. Privacy statement

1
Cancel

it

—_

& Microsoft M Sign out

mohamed abou elela

nﬁ.aboelela@?tmail.com Microsoft (sxdad 3380 8 3 sa sall ( Avatar ) 2,8 & N Sb O S

» (‘account manager ) Sbluall je Je 3l ) sise jedas Al 5 Teams
O oo

(5 Set status message >

o Add another account @
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® Offline

© Available

@ Busy

@ Do not disturb
© Be right back
& Appear away
(® Appear offline

® Duration

O Reset status

30 minutes
1 hour
Status
> —»{ 2 hours
® susy »
Today
Reset status after This week
1 hour W Custom

* Microsoft Teams 360

( Online Status ) Jesll s -B
e e iy ) 0 AN (alaiY 3y 8 ) pedal) Als 8 oSl eli€ay L IDA (0
Jie jsehall C¥la ae G e JLEAY) Sy s Teams Gardad Jiaed die i y3Y)
(330 2253 / Jsil (30 / 7 a0 / Yl 5ol / gle 31 g sinn / Jpiia/ i sia)

Gelu sy Jgidia Jaall Alla a5y Jlie

( Set work location ) Jeall a8 sa (2’ -C
Glly i ) e} A1 gall Jandl alga 2050 o g g ()18 Cpant ADIA (e li€ay

i) uAdA’d‘ Cé}“ ‘s —\ For today

Office
(A Remote / - cjﬁ s ol

Sl 7 A e Janll gse cpni

&) Clear work location

(Set status message ) Alall Al y a3 -D

Jardl Ay age LY alilu) jo gl el Juasy) ool glay odll palaidl) ) sedad Allu ) cpnt GliSay DA (e

21 e LAAE 350 ) 5 Lo o e i f o3 Ay ol

< Set status message
ol glaizl o
S Y iy s Al A, |
daul J8 @ ALl Al pads
14/ 280
) s Lyl i el \j _
bl * Show when people message me . .
RO 1) Leiba oy Al L) 20 cppes
Clear status message after 3_'\:\’.‘93\ 3l ;L@:\Jj X
& A 2 de y A gas (ums | | Thour v
3aasa U
Schedule out of office m

( add another account ) JAl clus délsa) _F
¢ Teams Gubil Jal s 58I & 5 Jsaall Qamaty AR (e (S

Microsoft Office 360
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€83 Settings [:

Teams (suki 3380 8 3 g sall g ( Avatar ) 2HS C'_a\}ﬁ S JleSiul e}u
Cast

¢ (‘account manager ) Sbluall yae e il lal gisa jedas Al
@ Help > ‘_,’J: <l LQ_.\A 55.5 S s

Z — 00)% . .
oom (100)% + O ( Settlngs and more ) 4 hall g Silalas Y (2

Keyboard shortcuts g;;‘ d}&éjx\ ‘ﬂJSA,-.' LG—‘»‘) Teams é—‘-‘H Q‘J\J“—) gﬁ ;‘Sﬁ:‘j‘ Lﬁjj‘é e é
[J Download the mobile app @ o dS

New Teams D ( Settings ) C"_a\d\.r.:)[\ .
wdsg;‘\e.usﬁs.& }QSSA\CLMQM\M\}Teams@,\BQ\J\Js‘\@A;@é;ﬂ\gﬂj&g\@_'m

( General ) o= .1
Sl Jie Gukill dalal) ua\}ﬂ\@éaﬂ\uﬂ.&q\.@_m

Settings General ol e (ABY aadall e
Dl
£83 General @ System
& Accounts and orgs () isio-stit Tearhs /7 LAl 8 Gkl dee )l et
O Privacy [] Open application in background
D Notifications and activity On close, keep the application running
/u Register the new Teams as the chat app for Microsoft 365 (requires restarting Microsoft 365 applications)

sie Gkl Jae )y
A fﬁi‘cw Opening content in Teams windows

é—)—.‘-L‘:‘S Teams ?\&“! Open incoming notifications and links in the main window or a new window. This will only apply to this account.

AR
— 33U 853 ) 5l ol jlaly)

EC Captions and transcripts — J / A
62 Devices il i I
& Recognition Main window ) New window

—

8 8l 1) il el i
A ) 38l When | go to a channel, show recent activity

Atthetop (@ Atthe bmm\
e i 88 ) Jamy) v

Uae Al Bl S JEy) e Out of office dauy <t P‘\j\ LLadl
Sled b Al Ll

Schedule out of office and set automatic replies

/ Schedule

Gty 38y LY Rl (s
ST 3 50,0 i s Spell check / Gulill Juiisale) Yl
@ About Teams Enable spell check (requires restarting Teams)

( Accounts and Orgs) <l sall g Slluall 2
AR AAE) A peadll by e g MUYy Leae b 3 il sal) B e g (S DA (0
¢ Microsoft 48 s G 5 Leiw Gl Al

Accounts and orgs

@ mohamed abou elela Manage C
@ maboelela@hotmail.com

I Computer Lean Books
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( Privacy) 4pa sadll 3

2y ikl c.la...d Teams Gubil AUl Gal &l e IS @{55333\ SliSay dpa padll Gildlae) JMA (e

s

Settings

£3 General

Accounts and orgs

Notifications and activity

ez
@& Privacy
Q
a3

Appearance and accessibility

salidl e VLAYl s
A see

@ App permissions

sl

4 e palaidd Fland) eliSay
Sl Liayl g aglilus ) 56 8
Sl ) o8 285 38 yme (10

araid s e Mainy) b AS_Lad)
Jally D3 (e Ll pan]
dady Ol e Jpanll
Tasyde )l B 343

Al Gllall a e (S
daal yo &l m3i 300 a5 (DDV)
A Y il L
Windows Jsdall sl Ll 5
el als s Microsoft )
Aol 24 da Gkl Jls)

o A8l Teams Clalla e
Al 1) el 5 Jaantll aial (8 5l
Aae Y11 Jiadity oS Ll 38

e Teams Juad) (aad SliSay
8oeal ol ik S 3 )k
313 e A A dgal Anl
g e s Teams <l s

Privacy s d\-'-é'-"\{‘ e szle Y pae ) Clilla (s
sl 451l gl (il (e il jlad] il lia
Do not disturb @ ASall g s ny skl pglaly o 585 L)

You can still receive notifications from people who have priority access when your status is set to Do not disturb.

Manage priority access

Blocked contacts

\Bl:tcked contacts will be unable to call you, message you, Or See your presence.

] Block calls with no caller ID el Jlat) cilea daad e SliSad
Edit blocked contacts
\Read receipts

Let people know when you've seen their messages and know when they've seen yours. Close and reopen any
chat windows for the setting to take effect in those chats.

@

Read receipts

el G585 Sl (332 s xie
Llidll axe Alla oy elila) oyl
i) o plain) (8 o ga g o) 3
AS Ly 55 Saall 5 | palSll Jirds

A

Surveys

@

Participate in surveys from Teams.

Turn off my camera and mic when my screen locks () "

If your screen locks due to inactivity while you're in a meeting, your camera, mic, and screensharing will
automatically turn off. Restart Teams to apply this setting.

Diagnostic data viewer

A il il (m je Sl
Manage sl 3 ol }:Y Jd jL\ Bl (DDV)
Microsoft s sUai¥)
Extended diagnostics data

Enable the application to store a larger duration of diagnostics data for debugging purposes.

End-to-end encrypted calls

One-on-one Teams calls are end-to-end encrypted if both participants turn on this setting. Some features won't
be available, including recording and transcription. . N

328 4y LAl :27\ Aaiadll ;.I‘)B.\u. t
Ladl e o e adl (5 giaall (a pal
sl 8 Leadasiny Giphy Jie

Learn more

Optional connected experiences

Glialall
Enhance your Teams experience with cloud-backed services, including Giphy, URL Preview, and more. Learn More
Microsoft Privacy Statement Q}.A\ ?SS.‘ c_}_,u\ :t;}l JL‘A:‘.A;‘
Keyboard shortcut to unmute /7 Space + Cul G‘c ks LM‘
9’ U 50 ¢y 2 5 sSsall & g oS a1y
Press and hold Ctrl + Spacebar to temporarily unmute your mic during a m &L‘ﬁ;‘ ;,M\
Third-party app API

nhance Teams calling by enabling third-party apps or devices to manage and view Teams functions.

Manage API

Microsoft Office 360
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otifications and activi ) g &l Hledy)
( Notificat d activity ) bl g &l iy 4

DU (e iy LS oAl e ) Sl ) il el jladY) b aSail) eliSay Ol Hlad) A (1

B oA il jlela) i clia) 8 aSail) e Taliill ¢ 3a

Settings

<l ey

General
alacaiyl il 5 5l
\und Ll\.ﬂ:l.d;}’\ e i“,)‘-"-ﬁ'jj
Privac)
g No:ufu:ahc-ns and activity @ Play sounds with notifications
ity

#. Appearance and accessibil

[™ Files and links

il clides g
i G s sinall

LUl iyl led)
Glelaay) s il

ol Jil ) el 3
Aalal iy iyl
iy 2l Ll
spaali 5 Akel jall 2y lia)

Gl ) sea lSe aas
Ledley) i Al Jilas

BoLaY) Aead Caldy) o Jads
@ <)

Lo lehs) S pasg

Jkis) i el 5 LY

Jilu i bl 8 la jled)
ASle Y Al 5 Ll

2530 53500 alay)
Gl sl e o dalall
Ll il jled) f 5Ll

Al g bl Jila
ey

Glac Yy el Galgy)
sl &l el e
Sy o Jalaill 3 W lela)
Adle Y Al ) 5 Ll

s2y ] sal] ol Jias
glaiay)

A 5 Jili il
Gl Al ale syl
S AT 8 e ) Lkt
Al o Ll 8 s ekl
ade Y

Notifications and activity

Glallall e & guall Joalis

Play sounds with incoming calls, requests to join, and meeting start notifications

B Display ~

Show notifications during calls and meetings

\ Show message and content previews in notifications

ﬁ Missed activity emails Once every hour

Chats and channels

j Chat message notifications Show in banner
f ®@Mentions o @ ~

D

Channel and team @mentions Show in Activity and banner
Tag @mentions Show in Activity and banner
Everyone in chat @mentions Show in Activity and banner
Personal @mentions Show in Activity and banner
L) Replies to my channel posts and replies Show in Activity and banner
Likes and reactions Show in Activity and banner
1'6'1 Posts in shown and pinned channels Off

i g ynll 5 Bl piall il J
Jilu o Bl a e jleda) f Aadall g

) Meetings ?N.c‘;]\ :dl.u)} LLS:.J\
,Meeting start notifications On ‘)
Meeting chat notifications Mute until | join or send a message
L350 Ol jladi] € a6 2] il § o geall Caldy)
Calendar o8l O el ol plaiay) S eld) Al yal) clelady)
L83, 6 Al AS Ly e Y1 Ay 5 Laill L W el
B Calendar
New invites, updates and cancellations sent to me Show in Activity
When people forward meetings |'ve organized Show in Activity
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( Appearance and accessibility ) Jswasll 438 5 jedadll |5
Aaa yill 5 Gadail) dad 5 Lbojall (a je slul s Teams Gkl jedae 235 (g LA (e (Sl

Settings

Gase e Guli s

=n

) Privacy
) Notifications and activity

Z. Appearance and accessibility

[® Files and links

A (a e bl i)
Ayl dng ye

§2 Devices
& Recognition

Sel) Jaall Taglads s
Gl e Andial

DDl AL e 5 JLaY)

sudail) 3380 a je Aal pass

Sl 3a ) gl Jibu M das 5 apas
oAl

FREEEN W VG
Z\.A.;)ﬂ\e_\cj‘ijél\jum

33)\)&\ J.LUS\ KAA‘):\ pac )1:\:\;\
Badaa el (e L)

(@ About Teams

Appearance and accessibility

Theme

Follow operating system theme

Always use dark theme for meetings and calls

Chat density
A »
L]
6 — 1 ]
1 ]
omfy ® Compact

Show message previews in your chat list

Layout

Choose how you want to navigate between teams.

Grid () List

Sign language view

Signers will appear larger on your screen throughout your P

Xmeetings. This setting only affects your view.

Animation

Turn off animations

Lala oSl jedaall HLid)
Ol 5 e Laiadd

a0, e sl )
ida grine b yrae

il el
Adayall s gg

L)

Aadlally Janil) aplads jLsa)
Gl G e dadal

=

EJLSA}” 4al e&i:\.um )L@.L\
e Laa) A LU e

S s Jads 5 Gl
A jaiall o gus )

anguage
Enghsh (United States) v

Translation
ranslate messages into this language English v
\How to handle messages in other languages Ask me before translating v
Never translate messages in these languages Add another language W

~

English

Teletypewriter mode

Tumn on TTY to use text to communicate over the phon

Turn on TTY mode

A2RY  peail) Calel) Jis
Cailgll lad e Joal gill i)

e line. To get this working, be sure to connect a TTY device.
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( Files and links ) «ilals )Y Ukl 6
paaiy Slelaiall 5 Gl all e & lea (N el Hii o 685 ) las jall Lada 48 g0 210 (e LIS (e (SaTS
sy sl Gadaill JYA e A Al Ll 5 ) ase 5 Excel s PowerPoint s Word <lile e 5,k

lem yal Al miaie

Settings Files and links

Downloads len o Clilall lada 28 0
€§3 General

Location
EZ Accounts and orgs C:\Users\mohamed\Downloads Change
3 Privacy

- o Always ask where to save downloaded file @

[) Notifications and activity J._ /
#. Appearance and accessibility Cilalal) Jaas (8 Ladla ) paall

File open preference

Al Wi P i | files in:
) Files and links @ ways open Word, PowerPoint, and Excel files in
() App permissions Browser
¢ Ccallis . .

. _ Office lile 738 (Sa 32a3

€ Captions and transcripts Links open preference ( <
€ Devices Always open links in: Microsoft Edge
£] Recognition

Aon A dal 55l e miaaia 30

(@ About Teams

( App Permissions ) Gubill <ligy) |7
Jie alasiny) die el Jea sl ) Teams Gubki o Sl Glanhall @ligh) 8 aSaill o3 LA (e
I Al die (@ lesY) / dum AN Tl 5l / il ) ) Y gl (il iand Lo

Settings App permissions
&3 General App permissions
@ Control what your apps can access when using Teams. Some apps have permissions enabled by default for your
€ Accounts and oI35 convenience. Leam more
(3 Privacy
@ Excel ~
[ Notifications and activity
/,9 Appearance and accessibility This app has permissions enabled by default for your convenience. Adjust these permissions at any time. Learn more
@) Media (Camera, microphone, speakers)
[Y Files and links Only when app is open and in vie
@ App permissions @ Note: Permission updates will be applied the next time you open or refresh this app.
Q Calls Gl L landl o sllaall i 53
€ Captions and transcripts m Grades Microsoft Excel v
€2 Devices
E Recognition Ja Meet v
Office 360 clinksi (e G gllaall i gdY) () ddaaSle cang
s linye DA (e clial dalid) @  OneNote e AT 8 il Ll el E:
Teams (gxhi ae i Hlia eli€ay gl g 9 gkl & g
Power Apps v
(0 About Teams - i
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( Calls ) wldsdll 8

45l 5 (Sl ol ) A8 geall SlallSall dua 5 9 (S gpeall 3yl Al dad dlae ] e LD (e ST

Settings

LA o st alay) i s
4 paall

) Privacy

) Notifications and activity

o) a5 Al ) Jaas
oy alall s guall

Files and links

App permissions

A @ 3

Captions and transcripts

Devices

M D

Recognition

Calls @

Al i Gilgaa g 43 jlsd)
S yall 2wl s

i ale) die aany Lo Ll

TR IER

IS (M ady sl i Nlae)
Szl 2l s ll

o) sy Ja oy e Bl
Sl 7 A S all

@ About Teams

Calls

Call handling and forwarding

orward all calls to voicemail

Manage voicemail

Record a custom greeting

—

Record a greeting

Choose a language for your default greeting

English (United States)

.

Choose what happens when the call is redirected to voicemail

Choose what happens when the call 1s redirected to voicemail

.

Set up text-to-speech customized greeting option (1)

Your custom greeting

T rar ge here

lype your greeting messag

s

* Manage out-of-office voicemail

When should your greeting play
] All the time
~] When Outlook automatic replies are on

_| When | have an out-of-office event on my calendar

Your custom greeting

=

Type your gree ting message here

0006

)

Ay Jands 5 i
> /37 Ladie by Galdll cus yill
Jians / - gl o5
Al dinii 5 el 4 5 6
‘ﬂ-'udu\ u;\;‘)ﬂ\ G . WNO
7 8 9
PORS wv Wiz
o \
Al Jimasi g s AL
s il

Microsoft Office 360




24Page

ENG. M. Abo Elela * Microsoft Teams 360

( Captions and transcripts ) 4 siSall Foill g DS (2 a3 9
glaiadl siSe gai e Jganl) ol plaia) Uil pasal ) Ggall disad o WA (e oSy

Y1 b Sl Sl
Settings Captions and transcripts
3 General Transcription = o il el sem o el
g ) el 5 g Liia Y (IS
BZ Accounts and orgs

Privacy Automatically identify me in meeting captions and transcripts

ual G Al Al daal
glaia 2l 23

Notifications and activity Live captions

N DB

Appearance and accessibility

Filter profane words in meeting captions

[ Files and links Always show live captions in meetings .:
@ App permissions J
R calls & Bl iﬂ;ﬁ ekl
el
€ Captions and transcripts @ e
3 Devices
& Recognition

ua ) A8 shaiall Gl Fudl elibaa) 1S3y 4adiie Sl )l sd ad () 2SN Jygad OV gaa 28003
J<a alainy) cpeadiiall (S 5 ddbidall cilindatll e Al oda (e salELY) el (S s G g
drigal) agelua b el Giaty CBsll iy Jead) e i) et Y DSH Jysad Y gae G Jlad
fas ]

MY Jsann 8 Gadai ol o Sleas dialie (sh5 Sue (& Gaailly () geadioaall a gy i (A 2SI o g il
DS asi Al 028 Gpanali 38 g @l day Sl 5 geall o Capaill i ) 2SSH o ga g O geall danay
Leilayie A Ll ae Lgiglhan o5 G gaall aaaiy jraal Claa 5 )

e (i ) DS dygas dead i DA (e Al 338 ae i ) el Ll (g i g

£) sus ABAY G 2] Ladiiall (AT ) eliaal) oIS 5 8 45 Las aladin) dlgu 5 56l
aebin Jie dpandll cllaaddl ol ealSY) Gl o Jeadl clelais) @lld o€
Transkriptor

Microsoft Office 360




2 5Page

ENG. M. Abo Elela

b

Microsoft Teams 360

( Devices ) 33! .10

cilelondl 5 el 5 s jSaall Jia o leas syl Multimedia 3 eal 8 oSaill (e LS4

Settings

aa g o) Alaidl 3 jea) 5,00

() Privacy

[} Notifications and activity
Gpall S cilalae )
[ Files and links

055 Sadll ciilae)

EE Captions and transcripts
2 Devices @

E Recognition

0585 Sal) pubisa Lo

Jinnll S ellae e
e Cayaill Gl gua

@ About Teams

oA Jle & ga aladsiny

Cilelaiay)
S )Ll @l gaal g land

lalaic | g Laiay) A cp AY
S elary s ild) e

gl il b oSal
lial 2Ky Can

& sl) 33 s ol
DSl dasdial) Al

3ysasin o Jpanll
Jmdl pelaag

1alSll (e (5 simal Ailae
Ll

(© About Teams

Devices

Devices

Manage your connected devices

-

Manage devices

Audio Settings

/

peaker

P

Microphone

utomatically adjust mic sensitivity

Sync device buttons ()

—

[Z5 Make a test call

—

Noise suppression (1)

Speaker/HP (Realtek High Definition
Audio)

Microphone (Realtek High Definition
Audio)

@

©

Teams Gk ) Al e
& lea e Lala

High fidelity music mode

uﬂ.}&z\;ﬂ‘ «;L'A}.'a]\ C'_a\}».ai

ﬁ

AL &G geall 33 ga sl

Show the option in meetings to deliver high fidelity sound. Learn more

—

patial audio (O

o

Secondary Ringer

None W

More immersive sound in meetings. Available with Together mode, Gallery and Speaker view. Learn more

—

Video Settings

p s el g 5 s
cleliiay b Lgie Eul

Camera

‘\Adjust brightness @

SplitCam Video Driver v

/Green Screen (O

ELECTRONIC BOOK

/

Eug ha oA bou Elckin
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( Recognition ) <=3l 11
D 0S8 885 oa s eas ol igea o clle Caatll 3l o3 YA (e Teams Gukil (Sa
elidhie (33 8 gie ye (5S35 38 515 j0all 038 ity s sall (e el aly &l 5l clial's 8 i

Settings Recognition
€3 General /Vome
& geall A (e clile (o ail) —/ Your admin might not have turned on this feature, or it may not be
available in your region. Learn more
(3 Privacy

[) Notifications and activity
: ’:ace
#. Appearance and accessibility /

’/Your admin might not have turned on this feature, or it may not be
4A33\ Ja e Ale el _/ available in your region. Learn more

App permissions

NS,

Calls

@

Captions and transcripts

Devices

Recognition @

(0 About Teams

M o

L";s)ﬂ\.}&\}i;a)@ﬂ‘;ﬂ\}Teamséﬁkﬁ'&hﬁu‘;d);ﬂ\}(Avatar)JJLSQ\J.J‘QQJLASL»Q(.\)L

faaal Sl i i€y 5 ¢ ((account manager ) Shbuall e
2 Seltng Lij (Cast)u o
o 3o 3l o 438 e 215  senll e o 5 sima llin (58, Laie
@ Help > | e Saiin s Teams Room (o) 4a 5l (5 g e e ST 48LE e
oo —— glaial alae) (53 (i yall 48 ) & lea (a3 il (5 sinall (e

aull &l gadll cﬁ\ Sy Jaal &g ol s YA e ellhg

Keyboard shortcuts

() Downlozd the mabie app @B | Canyy J sanll Slgadl e A panall 5 325U Teams Gl i any ]
e @ Bluetooth Jsds

iYL Teams 482 Jlea s dsanall Jleall (00 IS dpa i iy 2

8 all Jlex e el 10 20 e Jsendd) Sleadl oS o oy 3

Sl Ay e oSl Al 1Y) 54w 8l Teams <o e e Gl 23 Cast Ao &) Teams Gubad DA (w0 4
ST e 8l oy i 2l) Teams 44 e (4 )

4 pally Gubaill Jaalll 8 gie (aje Slea naad 538 sl Teams 48 ¢ Jliali o 5

AL e e Sl ey e harz) Sl dalal) e jeday L JSAS L Project my screen ie bl 6

48 jall o iy (e Cull A Hlie elgd) 2 i Ladie slgiY) ) e il 7

( Help ) Sladeill o
Teams gkl &l el iaal s 4l ) il g 5 cilalail) e J geanll LA (o ¢S

(Zoom )_pai/ nS5 @
Teams (g 8386 & hadll ana juraty S (e LeIDA (e (S
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( Keyboard shortcuts ) zoléall 4 5l & jLaid] o
dalall @l lainy) awea Ao g ALY dliSa y miliall da ol A e WS 2 el Y1 e Ao sana 2

Microsoft Teams 360

X
Escape uef

cd S E

Ctrl HRaad /
[ =] paaaillf il Seiue Humi dle] N
R | shift Ak ctrl AlSide o EALYI N
o od Bapaz Babli b Bigres didlus als F
I shift  ctrd dolys alluyl le aslle guog

- .- PR /EF
@3@\%}&\)@;)&9&4)’.\!\
Teams d:uk.u Lalall,
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Type to search 0\
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Class | Learning C i Staff

Discussions, group projects, assignments Educator working group School administration and 'J-:\-L‘lf_‘:'ri

Lgas) 3aa) 5 ol Ly 2
General

—
track common administrative goals.

Staff X

Staff leaders are owners of staff teams and add others as members. Each staff team
allows you to communicate, share important documents, and set up a Staff Notebook to

h 1 channel

General
Use this template
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What kind of team will this be?
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] People need permission to join
o Public ]
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< Back
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Some quick details about your private team
Team name *

Team Office1

Description

Education Section

{ Back
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=

Add members to Team Officel

dding guests

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your organization as guests by typing their email addresses. People
utside your org will get an email letting them know they've been added. Learn about
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Welcome to the team!
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Which team do you want to use?

Copy apps, settings, and channels over to your new team. Your existing team won't be changed

Ula 3 de ) 538001 jglai
A (e 38 o L ) )

ot
Hr Team (38 Jkisls a8 / Hr Team Office Team1
i e AT G g oLy
Sty 8% 0 | @ Private 8% 1 | @ Private
Education Section Group1
You are using "Hr Team™ as a template for a new team X
. Gl ) il
Team name * /
Hr Team [copy] ©®
Description / N
Let people know what this team is all about
. - . \ - . -
Privacy / Gl gt 32t
Private - People need permission to join '
Choose what you'd like to include from the original
team
Copy apps, settings, and channels over to your new team. Your existing team won't be
changed. 3 48 5] 2y 55 Le a0a3
O paall 3 6ll
Apps a1 il e
Tabs (] Members (0 people
Team settings ol ol L5
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Which Microsoft 365 group do you want to use?

This will permanently add Teams to your existing Microsoft 365 Group. Learn more
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learn
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Add team
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"' Teams &8 Join or create team
Activity v Teams
Assignments
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Calls
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& o ((Accept ) il se e il s ailiaed aae 5 Gl auly Al 41 elall (Join community ) e &l

G Al clialae )38l Jsaall 5 40 Teams Gk

mohamed abou elela invited you to join Learn
Team1

Office Team1

. mchamed and 2 other members

Join community »

T |
Office Team1

2 member

Community guidelines

What's a community? Decline

Microsoft Office 360




33Page

ENG. M. Abo Elela

Microsoft Teams 360

@
‘ i < All teams
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Acthity oT
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Assmet Office Team1
* Main Channels
SHet General
(]
Apos

(4 Q, Search

- General Posts Files [E

@ ’ Start a new post
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& Post

o] Announcement
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Let's get the conversation started

Try @mentioning a student or teacher to begin sharing ideas.

3380 Jlaws) oy 38l (8 2 sall ol ) alel 335 sall

< All teams

oT

Office Team1

+» Main Channels

General

( Team name ) Je=l 341
S e sl g Jeadl g8 S YA (e
S e S LA e Sl AN el 5Y)

(Hide/Show) e
SLaal (3 5l A5 (3 il e/ elis) (e ISR (e (S

T
!

£33 Manage team
So Add member
%@ Add channel
& Getlink to team
[-_?, Leave team

{J Manage tags

@ Delete team

* Teams

Office Team1

7

Hide

Manage team

Add member

& &

Add channel

o

G2 Getlink to team
(@ Leave team

) Manage tags

W Delete team

= Hidden

Office Team1
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& v Active 3) /| RAGIsE A sl ¢ 5348 yaa
__________ //
— N // — Show for Dec Gon \\\ Tvoe <t activity
Name Show for me fainhiers Descriptior \ Type  Last activity
Q; General Group1 @
channel 3 ®
oy
Sl hannel 2 ce M e e A
G - A L) el gl aae

/ Sl el a b oSt |

v Shared channels from other teams f_O.)./

48 gdnall ol g3l dae
> Deleted :\".J/
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> Archived (0)

35Page

40wl Lol shall ¢ Laly ( Add channel ) U8 d8la) iy

( Channels ) < 38l oy il dadle saa

( Add channel ) 318 4dLa) yia) &

(A4S yide o dala 5l 4l ) 3L & 53 aaai g (5 LA Ciua g Jla) 5 3Ll an) Ll
ol gl ori 3280 8 Banaad) slisl) el ( Create ) sl L) e @l o yaa

QTR R

Microsoft Office 360




36Page

ENG. M. Abo Elela

Microsoft Teams 360

Create a channel
'SL\E&\ e.u\‘\ Agd;j
Channel name * /
Channel 1
Ll [ TOEg LUS
Description [
Help others find the right channel by providing a description
all g 55 s
Choose a channel type * (i) /
Select v
@ Standard
Everyone on the team has access.
. Aale 3ld
Y Shared
People or teams in your org or outside your org can hasfss.
A Private A8 yida 5l
Specific people on the team have accjs/s
Lals 3l sLaall ¢ L) X
Cancel

[} Channel notifications
<7 Pin

R Hide

@) Share channel >
§23 Manage channel

£ Get email address
G2 Get link to channel
/£ Edit channel

{J Manage tags

3 Archive channel

@ Delete channel

(@ Leave channel

el a) LD (e iy il g Al oY) A Jawss 3LEN and alal (g

£? Pin

R Hide

£} Channel notifications

ila) @ljla e ailly
(A8 yifie / duala / 4ld ) 5Ll & g5 G el ) A8 Calias o8 5 400yl 5Y)

() Channel notifications
£? Pin

R Hide

£83 Manage channel
&9 Get email address

G2 Get link to channel

( Standard Channel )

@3 Manage channel
é’o Add members
9 Get email address

G2 Get link to channel

/£ Edit channel

( Shared channel )

) Manage tags
3 Archive channel

U}] Delete channel

{@ Leave channel

(Private channel)
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( Standard ) delal) & il
A el ) adad liCay dalall sLEIL Aalall o ddlal) ol jLal) 320 JDA ¢
o e Dl - - 59 P D (O]

( Channel notifications ) sbdl &ladle| o
Led el 3 e JS L cladle) 43y pla paat 5 alll sapaad) Gladle ) mea o ) LIS (e (S
IS e Y 48yl s liSay 5 3Ll 28 & daa ) slite
( Banner and feed ) J> 55 )il 0
Teams (o ) s slall o 3all G LaLaill s e ) cladle) Jla ) o Leda
( Only show in feed ) Jasall S ad jlehs) O
Sl palall LLiall o go Ak jelan oy paladl Sl mlas ) cilaBle Y Jlu ) (adS & e
(Off ) il Gyl o
Sladle Y Caldy) LeINA (e liCay 3L & J81 cladle ) ay 53 e 13

Channel notification settings X

Office Team1 > General

All new posts
Notify me every time there is a new post in this channel Banner and feed ¥ v/ Banner and feed

Include replies Only show in feed

v

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

liad ) shami Y s Aaldl) e (A 0 5S8 Leid y l cl i) g e olad) ol 8L it SliSay \gia
aea poda s aiand )l (e el Al Caal 13) g0y 55 (o) i S () Lgmaas iy 3L i 3y
1y L 3 30 ) s

General Group1 @

channel 3 R &
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~ Team details

L@j\géﬁj Q\).'\ﬂ\ &Lﬁu}; CLQ.»J\

giabaiad 5 i) Cadny -Laud)

I
Ll 3) 5 lipat A3lialy ~Landl

iaiadall clanhaill Juaathy CLQ.»J\

Ll ) Lenani s oy il ClaBle ¢ L)

Ll 3 Lt Lty oLt e
[
Ll ) s Lefbant g calaMad) £LEL CLA.A.AJ‘

|
aelilo ) Caday eloac MU #Lleud)

pelilo ) cleac S S

~ Guest permissions

il gl Ciday e

v @mentions

)

@ Group_name
Al U Wdle) Jle Y
[
@ Channel name =
sLall JSI Ldte) Jla Y

v Team code

A Ll ddda g (3 Al Ge ) £l
8 p8le 32 Al ) plaaidld

~  Fun stuff

J&EY 4 LLG..ALJJ Ot CLu.n.“
emotion 4lesY!

~ Tags
oo LA cilaStal) i e
G AY) il

Edit team name, description, privacy, and picture

Office Team1
Group1
A @Al A pad 5 Chia g g ) Jpans

Team picture

~ Member permissions Enable channel creation, adding apps, and mor

Wt

Enable channel creation

'k

Choose who can use team, channel, and group @mentlons/

Share this code so people can join the team directly - you won't getjAA»requests

Note: guests won't be able to join with a team code

Allow memes, GIFs, or sticker/

Stickers and memes

Automatically apply tags from other apps/
Apps
\‘) Shifts

8 el (32 4 3 ) pm s

o .

T Change picture

eleac YU alal) el 3Y)

ala ol 5 oLl #laud)

Allow members to create and update channels
Allow members to create private channels
Allow members to delete and restore channels
Allow members to add and remove apps

Allow members to upload custom apps

Allow members to create, update, and remove tabs
Owners can delete all messages

Allow members to create, update, and remove connectors
Allow members to create, edit, and delete tags

Give members the option to delete their messages

Give members the option to edit their messages

i gaally Lalal) G 3Y)

leaai g

Allow guests to create and update channels

ﬁ C'_a\}.'\ﬂ\ cu:.l}.l C\.ud\

[
D) dar o 58y (ge a5
Gl ol de ganall of slial

Allow guests to delete channels

Show members the option to @team or @[team name] (this will send a
notification to everyone on the team)

Give members the option to @channel or @[channel name]. This will notify
everyone who's shown the mentioned channel in their channel lists.
@Al Je) oL

Glialdl 5 dlay) JKEY)

JEEY) 5 clialdl) Jaals Land)
emotion 4slaY)

Enable stickers and memes

Allow memes to be uploaded

el s 53)
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( Analytics ) <3ulaill (e

Ligne 3L aladiul) Clily (e jed Cun Sluadi S|

Last Seven Days

eloac ) 2ol clias)

” Jsrant) a1 yall 4uta 30 3 yiall apass
| led ol e
\ [
\ /
ice Team1 Members ending requests Channels Settings nalytics pps Tags
B office Team1 bending - Setiings  Analytics Apps Tog
/
\ |
\ /
\ /
Select a channel \ Time period /
All Channels £

\ ‘ J}JJ&\ JJ:J cLAAJ

| 27/5/24 - 2/6/24
b

‘ \ L_ﬂ.cLAS;}I\ 2=l GLAAA‘\ \ QNTAAS ‘;\c J 9‘4\;1\
\ \\ \\ Adll (5 siua e
Surnrr\ary \ \\
\\ \\ \
\ \ \
601 720 3,151 19 4
Users /{)sts Replies Apé)s Meetings

Active users

601

Active users

0

Inactive users

elac ) aaal by Jlas
Messages
200
150
100
50

Mar 05

Post: 1

il B
0

> B
SR

all
O ]

O v
\S"\\sﬂe Qr.-'? & (P P

I post Reply

3

e Reply. 108 |||

P I L SN T S TP S
v

S o o o o o o

FFFEEE

Role
601
Owners + Members
0
Guests
sl g ol Sl Jilas

353 )11 g Bl yall aaad by Jalas

- & &
Sl S S

Ol Bel i day A
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(Apps ) <lankil (f

Microsoft Teams & €llec 48 dapusiy papadi JMA e Je V) (o 3 5ally alill ciliphadl) &l s
& Allae 3 IS Lgalatin)  Lgidla) 5 saaal) cilipdaill o giall liSays A gy Allad ST (¢ slatll Jral
& 5 (BBl g ol il slaall g LIKEN ) J gem sl Jagu] (53 801 gral s A8y padiad ) sl iledle
A )Ll Glanlail) andiid ) Gl gl A g ((Aalaad) A5 bl o) ja) AASY Glapdadl) aadtnd ) clda jal)
AS Ll ¢y slail) @dal clidaill axding ) Clelaiay) s (Gl ale e slall slacl ¢l 5 s siaall

(i) oLl el

pleall @255 (e 2 Al lllal iy el 1 54 5 Microsoft Planner ' G il Jlie g g3 583 g
Sl Apps st A (e ps 3al Cliplad ) sl 5 pdlae ISy ol skl dajlia g clae ) e

daa Jalaill 4n38 5 palaa JSU5 atilia) 23 Gubaill 3 S 0 Add (Ao 8L & 685 &5 Planner Gxbd e

Apps

Search apps and maore

B8 Apps

i® io

Featured

Popular on Teams
Copilot extensions
Top picks

What's new

‘ D i@

Best selling
Learn digitally

Learn with A

‘/‘ Categories
Built by Microsoft

Education
Productivity

Project management

Utilities

Q

5 il sl (e pall
Cruliall okl s e S

4 ) Jaall 5 iy 8 dnplal

Popular on Teams

- Avatars ) S
Avat eams

Add

Open

o 1.4

Add

Open

= Filter

[ Viva Engage Add

Open

Gt Adla)
&4 J) Planner

—

4Ll o Open e sl
A 5 3 dll ) ket

b&&w&hﬁﬂ

Overview Reviews

Planner
Microsoft Corporation & % 3.8 (11838)

@ -

Permissions  Discover more apps

e The new Microsoft Planner: Manage all your tasks an...

Watch on (£ YouTube

All your tasks and projects in one simple, familiar experience

The new Microsoft Planner brings together the best of To Do, Planner, and Project for the web.

By using Planner, you agree to the privacy policy, terms of use, and permissions.

installs in the past month

~»

Share

v
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o0a

W @

Assignments

To do

0
o
m
3
[o1

O
() 6}

Dark green

] I

‘E

9

o
7
—
‘5l

@

() 06/13

My Plans > [ project design # B & G S @

Q Filter by keyword

ar +  Add task

l,-.u.l.«u

Search @ O %

= Filters (2) v {= Group by Bucket v

Add new bucket

OV iy 8 piloa Gl it
I ledl m)sis e Jeall Aailia
Planner <US aal y 3l

(Tags) @ <L) (g

GiSay 5 (Vsl gt oy ) 2als s A (aldlY) e de sene ) Ao o Jsa ) @ Cladlad) @l
L9 2e ga ol 5 uall o adsall s cupall ol 5 jleall Jin agin AS jidal) Cleddl e ol Galadll Ciyias
Ladlall o2g] Aimad & (g0 JS Al s (@name) 3Ll 3 Leall 3 LAY (5 sn dlile L Adle aladiny 5 Jaal)

2 s Teams (8 Cledlall (e ) 53l 4500 cllia 5 Lea | jladi)

faadddl Gldlall o

,@)ﬂ\‘;w&&ML@_}#ﬂ}@uu)@ L) (OO penia o3 13)) 534l clac| g gl S Sy

LI lalae ( pgre Baaa Hlilas el Sladlall o3 ot iy

(Jand) 2] ga) lia )5l ) Batiiall Ciladlall o

Gk 3 aedgan ilaslaa Sle ol ( Shifts ) il e ¢ saaing ) GaliiS) ) Jpea ) ey
Glialae sl (@ Sladlall oda aladin] @liSay 5 ((Jleall Al 5l x589 App e 4 (Sa) Shifts

slaall clialase 8 Baaa

L) L)) o

@ Sldall s3a dlae) oy BLEH Cilislae b il gl ensdd) 5 anidl) Con al RSV L) O gaa )1 i€y

oy
N

This team doesn't have any tags yet

Create some $0 you can notify a group of peopie all at once by @mentioning a ta

L) e glaall L o) 5585 g pue Adad 50

Jaills ((tags ) Cledtadl s e (@ Cladlall oli) (San g
Al & ghadll ¢l 5 ( Create tag ) e
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b petilaal 5 (el e sena () Jsa sl g (S ((@manager ) 4edle a5 o8 JUall Jus e
SEE Lol gladl) s g3aa Ao e IS and L ) Aalsdl 50 Teams SlSle

Create a new tag

Tag name

Letters, numbers, spaces and emoijis are allowed

O5Ss 83le 5 Aadlall an) A
Ao sanall 358 jree o)
(manager) 4 stadll

-/ Tag description

Add people

UJS:\BJLDJ:\.AMK_.LAJZ_\US 7

Lgiaphal Caia g

Type a name

Aaladl ) gl 8 Al s
e slacY) e 2ole

ﬁ;dc— the message below or write

your own

Let people know what this tag is all about

Post to the General channel to promote the tag

| created a tag in this team. Just @mention it and everyone who has been

assigned that tag will receive a notification. Try it out!

Cancel
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Search for tags

> Tags assigned
~ Other tags (1)
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&) manager

> Deleted

Members Pending requests Channels

Q
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Members

Settings

Description

2

Analytics Apps Tags

) Create tag
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sl 5 1)
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@ Chat with group

L@ Create a copy,
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( Get email address ) 25 3SY 2l Ol sie e Jsasll o
adle 3l all o) jaY Gadll pald 5N 2 e Jsanll (e oS DA Ga

_| Get email address

\

\

\
. u Remove email address

l \Y Advanced settings

Only members of this team

4/'(-;

<channel 2 - Office Team1 <5b02edac.computerlearnbooks.eg(@teams.teams.ms

) Anyone can send emails to this address

Only email sent from these domains:

GoAll () (s YT 3 )
JLiin) 5 43S jlie (Say
adde Ll

O T 35 IV 2l el
ALl yally A lilad

Ve

Close

( Get link to channel ) s4dl lay) ;) e Jpaall @

Gy J s el (o lasadl Ala 8 0 AV g LS liial 3Ll Lyl ) e J saanll (e oS

el Ll s iy
OAl ae 48 jlia 5 3Ll

Get a link to the channel

<channel 2 - Office Team]1 <5b02edac.computerlearnbooks.cg@teams.teams.ms|

Cancel

¢ (Private ) dwalal) & gl

3y it Cogu g Lgde AN el oY) Gk Sy daalal) slidlly dualall s Adlial) cl HLal) 330 DA

(bl ) i) ) A5l e Lakd dualall el gill 55l

¢ ( Add members ) cliac Al e
sLD) ) aaall sliae Y1 ddlia) (e LA (g (a5

¢ ( Edit channel ) 3Ll , a5 o
lisl) il a0 e LA (e ST

¢ (Manage tags ) Sledall3)la) o
Cladall 508l (e LA e (S

¢ (Archive channel ) sLall 444 e

Laid 5o ) all 3Ll 8 culalall § cilislaal) mena 5 Ledali aned Clagd ;WU BLAN pa 5 LeIDA (e (S

( Delete channel ) 3Ll Cad~ o

Ll 48 ally Juadl) a8 o clialacall 5 3Ll Cada e LdDA (e (St

(Leave channel ) sl 5 jias o

B ybeall (18 Lt anas Elila et e Y K9 8L 3 jalea (e LeIDIA (e (ST
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¢ (Shared ) 38 _jiiall <l gial)

o s gy Lgale SNyl g1 (3l liSay A8 jidall BLN el by Aalall 5 bl <l JLal) 336 JMA (e
(sl cl 5l ) Al e Jas 38 jidall ol 5l (3 g il 3 e

( Share channel ) slall 4S jlia o

Jssma) A e daaal)l B Vol cang 48 yida 38 & (s AN (S jliadl ae (slaill (e Sl
B8 5 palal ae Lgd @lile i€ 13) 3Ll A jliiay plandl @lld dey Sy 5 (i oy il slaall L 51 535

Lea s AT 38 5l el e Jala LeSLas

Share the channel 3 channel

people outside your org by typing their email addresses.

Type a name or email

Cancel

Type the name of someone in your org you want to add to this channel. You can also add

— oy 3 IS} (il & :\.S‘)unﬂ
Share il 5 35 1Y)

) S (3 ) re AS Ll
/ Sl g ailal o 4l g Iy

Send invite

Share the channgl. Start by sending an invite to a team

Share with people

Share with a team

Share with a team you own

)

owner.

This person will accept the invite on behalf of their team. If the person is outside your
org, type their email address. What's shared with the invite?

II'\,-pe a name or email of a team owner

Cancel

Pick a team to give access to the channel 3 channel

Find teams you own

Hr Team &
i } 0 members

Hr Team [copy] &
2 members

- learn &
0 members

Office Team1 &

3 members

HT

oT

Cancel

S aSla B e AS Ll
Done _ail 5 &8l s

¢ (Channel ) <l 5dll 2

3l gl g g el aiada 3LE JS 5 3 il elime pa L yad I clislaall 4 5 @l 58 (e Teams O 5Si
A L) Aty 5 el i sall Slle low Alls 8 58 o L) 3y il eliac JSU Sy 5 230 & guin 5
3L A (e <liSay g Microsoft Teams (f als 3uoa 3U8 (L3 vie LAEE SharePoint 4 (G Al
el Caad VL Lemiay o (AT 80 Leialain) 5 Ledda 5 Lty Lilia) oy Aalall cul gl 48 jaa ) il

Jasd 3¢ ) yall slial) 8 lalal) g lbialaall aad g Ledaliis
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5 Uil agae (yslaill 5 a8l )y Leiliael auaad Jlu ¥ (e (SaH DA (e il 5 bl pall 3385 L
g gyl g da s JaST e Jasdl plady cilaglal
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Open conversation in new window
8 Mark as unread

5 Share to Outlook

d% Translate

* Microsoft Teams 360

(copy link) e

(Delete) e
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BLEL (pe JS Lol AL 1) Cus

(Open conversation in new windows) e
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Lexe Jalais 3l 5L aus
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e
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o5 A 20 ) A cpm 3T I Ll 5 58501 2030 A (pm sl A
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< @
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See all

Description

¢ (Translate) e
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@ (Gl 330 dgal 5) 7 b JLSY 3352l 2 (Y1

¢ (Channel details ) 3Udl Jualss 4
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B B
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£} Channel notifications
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Lo Gl ey paas ¢ 3Ll calalac |
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Meeting in "General”

7% Background filters &3

4) Computer audio (]
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/

(N Meet now
NS
£@ Schedule a meeting {d}
| sl sl {;
/ .
[ g skl s Codlaobdkid o Meayiais o
| // . /
/ ] T
New meeﬁ/ng Details  Scheduling Assistant /
//// | ‘ [
Show as: Busy L Time zone: (UTC+02:00) i'llamair;us' v Response ﬁphn'r‘-.& s Require registration: No rc
¢/  Addtitle x @ Agila) &l jba
-.Qo Add required attendees " __::::,:“:..x &\.A.\;‘}“ U‘}'Q b}f—.ﬂ\ d\..w‘)\ -
I
®  6/6/24 100PM v - X G A pd ) i cline dil)
6/6/24 0PM v m © ) Alday \P S pa ph ) saas sliac| A8lza)
@  Doesnotrepeat v Qs GBS o glaia) ey )l
— : \ jia g laia) ol sadll
B office Team1 General (© ) Send personal invites (1) 5 e},ﬁ d}L Toeanlsle
a) — a)\)ﬁ 3 )93 1aal
¥ & G slaac] ) @l sen Jla )
& Add location \ o ialall -.. Ll c_leﬂ\
= B I U WV A A Paragph v | = 0T = (S 99 & e g sall a3
Type details for this new meeting \ I
dia il gLt Y) Janalis A4S
( Response options) 4laivy) &l LA (a
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( Require registration ) sl Ja s & (b
Glsn jigi 5 <Yl e (Webinar) 353 sia 5l Teams 8 glaia) dgan (ads Y (Sa
W el (o je ey ) gl e 55105 Glaal) A saad @il a1 ) e Microsoft Teams
Jonl lie (8 5 ala ol Led Jomll Gadd (Y (S dale (3583 () L) il gaill 5 ) gudandl by Jolai
i Y e Ol gail) o LS Lpazad ol Janaill il e 3880 gl cpradaiall (Ray 5 desgall liacty Jadé Ly
sadia) o) pd Bae o) daly g e ASad ezl sl S LR pial 5 clelaiayl e Ladas i
opaall gl 5 G gaall Ol 03) Gl Sy LS dal 38 S0y ) uaall ) sgand e x| sani) (a2l

s dmd g
5= None v o Gl Aals 3 g

e Qi) dale 39 ‘\ For people in your org
e

Webinar /» el ) 93 seall Lads glaayl &l jba
S

ave {53 Meeting options
* Setup

3 o2l o)) i ALK
D— Basic info / el Qlse A
Presenter bios Title

Webinar

* Registration

Emails 7/6/24 1200AM v =  7/6/24 1230AM v 30m @
Reports Description \;
T Y A A AR _— e 0 g Fm )yl e
B 7 U V & M A3 ¢ ’ = &2

LG_'I.JA) EJ.\.'L“

Eventgroup \; L€ il 5 ol L
s el JL‘M&"} —ag

SJM‘RLJAHJ w” J}»Aﬂ\c.q
Q)SJLM\Q)AL&A”;,M‘ *\*cr =
e 10 help organize the event

u.'aj‘)ad\ @nﬁa ;«LA.wi
5 sl = il

%) ub})s: GAJEA :\3\..4) our org to speak at your event
I Add external presenters

ald ) gomnll Jiad Y ale sanll s
Jadd A pal) gliac| Sle Ncnt access / Y e Gadd

N
@ Your organization () Public

\‘):\AS.“ }Aﬂ:\w‘ dége;h.u Ondy pc\ro.\*"‘ YOUur company can view the Anyone on the mtermnet can view the event page
1_..\:\&.‘3 3 . Sl_.l L)au‘ *\ event page and régeiter and register

Attendee experience

Registered attendees will join the webinar with their cameras and mics off. They can participate via chat, reactions, and
Qi C!;J"‘ Zers choose when 1o let attencees turn on thew cameras of unmute
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Who can bypass the lobby? (i)

Only organizers and co-organizers

More options

i

( Options ) 48l &l )L (¢

ol () seiall 5 alaiall () oK Gaasill g 25y ) cleLaia) b
Colac) AR (e (S galadl plaia) S 4de s Lao LaSas S|
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SIS HUREY) dali ) slad agiay s3) eliae V) apaas cli€ay

Everyone Jm;‘ ERT EJ“:‘"“ dP‘ﬂL’ @"‘J CL""“‘S‘ L4
M . o - s 0 . . . :~5\
People in my org, trusted orgs, and uﬁ:"“”ﬁ Lﬁ—' d)")‘d‘ ‘—’L"““"}‘d‘,ﬁ d"""““’)‘ & UAB'“’)‘J CL‘““J‘ L4
guests JPJSL? L_iﬁa.aj\_g é.\.u.u:jao ‘; ua\a.ﬁam Cw‘ )
People in my org and guests dP-ﬂL’ ! a3 5!- jA @ Ué\ . :.m C\ “ °
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People who were invited JPJSL‘ 1a8 UJSJ] Bl O )iy S‘j N SR C] ] °
v/ Only organizers and co-organizers
Meeting options
>
@ Security @ Security i) Aal ) glad 4K (e dyans
[ Audio & video \
@ Engagement Who can bypass the lobby? @ Only organizers and co-organizers
&  Roles
1= Recording 8 transciipt People dialing in can bypass the lobby /
Enable Green room (5) Opeaiall palaiSl T ®
0585 Sl Ui (5 sinall 48 jLie (ya (3eall
‘ (¥ Audio & vid N
o A g Cw‘ udio & video tL’“-ﬂ‘ RY
| yaal&l
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Allow camera for attendees (7) a
Sty Al
iy ALl ol = W—
Jswaall Q&A e
aaly Ladie daaiy 2Dle )
BEBLEY }i ua\AW‘ & Roles
5 OS LRl 28y 53 G " . o -
:.. tu.;y‘ ij 4‘3‘5;) nnounce whnen people dialing In join or eave@ ._ )
‘15.3)5 Choose co-organizers: To assign a role to a participant, invite them
to the meeting individually.
/hc can present Only organizers and co-organizers
: = To assign interpreters, add participants to the
ua;)aj\ e:mz MSA:\ ) A:m;:i nable taiguage:intarpratation 3) meeting first.
a4
e e e oSl e Copilot zlesdl
A Aall g8l o yie (et := Recording & transcript Gl A
Csa sall alaEY) Cpe S
&LC\;\JL\ Allow Copilot (i) &
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6/6/24

All attendees
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