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Are you using TEAMS now?

Instant Messaging
Group Messaging
Meetings
Collaborations
Teams within TEAMS
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TEAMS Meetings

File Home Send/Receive Folder View Help Acro

1 O ¥ e g

New New New Meet Schedule Meet New Teams
Appointment Meeting ltems ¥ Now Meeting ~ Now  Meeting

MNew Webex Teams Meeting

Use your Outlook tool bar to schedule Team meetings

Invitees can click the ‘Join here to join the meeting’ link
and they will to be taken to a page where you can choose
to either join on the web or download the desktop app. If
you already have the Teams app, the meeting will open
there automatically.

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting
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TEAMS Calendars

— The Microsoft TEAMS Calendar feature

& =

-] Calendar B8 | offers another great way to collaborate with
Q D Tody < > March: Calendar| different groups inside or outside of your
- office.

Each of the members of the assigned group can add
meetings or events to the calendar and it will
automatically be viewable to all members of that group.

Example: Management Calendar —-Members could be

When a Calendar grade 10 staff and above. Tracking vacations,

event has been Conferences, Substitute Judges, meetings, Projects like a
created in Outlook new courthouse or budget timelines etc.

e-mail, it will also

appear in the shared Teams Demo Prep - Clerks Assoc Meeting April 4

calendar in TEAMS Microsoft Teams Meeting

and vice versa. Mike Riggs
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Teams within TEAMS

A team is a group of people gathered to get something big done in your
organization. Sometimes it's your whole organization.

Teams are made up of channels, which are the conversations you have
with your teammates. Each channel is dedicated to a specific topic,
department, or project.

W -
T'E‘a m 5 ﬁ I g ark 8 Project Team I— Team

sos
w

A shared channel is a place to collaborate with people inside and outside

your team or organization. People outside your org can participate in a
shared channel without switching orgs
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Fredericksburg General Court

Use of TEAMS

2020 threw us for many loops, staff scheduling was certainly one of them.
Personally in Fredericksburg, | was pulling my hair out trying to find a catch-all
option that all staff had access to, was flexible to changes, and easy to use.

Teams

Shifts

TEAMS Channels allowed my staff to communicate in new and
efficient ways on focused topics. Whether in the office or remotely,
the office still ran smoothly as one unit. Ex: We use division-specific,
Management, and Employee Appreciation channels.

TEAMS Shifts were a game changer. It must be said, this is not for
every office and might be more work than it is worth depending on
the office need.

How do you know if Shifts is best for your office? Are you revising your schedule’s
regularly, wasting paper, or sending emails out to your staff weekly about schedules? Or
perhaps you feel you are spending more time than you should in figuring out when
people are off and who is left to cover a shift. TEAMS Shifts is a great tool to help.
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Fredericksburg General Court

Use of TEAMS

s0e | Microsoft TEAMS Channels

IP) | Teamsas a collaborative platform
Teams | allows the flexibility to break down
your team members into specific
channels. This can be helpful when you want to

Zeneral . . .
- focus conversations related to a topic, project
& S (Ex: new courthouse), assigned role (Ex:
Criminal and Traffic Division ... ..
management), or for courts a division (Civil for
Employee Appreciation Chan
D) yes Apprec hiarnel example).
Chr Fred GO Managernsnt
You can have private channels (will display a lock
next to the channel name) that you only assign
to specific people or public channels that all
members of your team can view. You can be a
°0e member of multiple channels as well.
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Fredericksburg General Court

Use of TEAMS
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Microsoft TEAMS
Channels

To view/add/remove
members

Click on the three dots
next to your team name.
(ex: Fredericksburg
General District Court).

Then add/review your
current owners,
Members and Guests
and their permissions.
You can assign roles as
appropriate by using the
pull-down menu.
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Fredericksburg General Court

Use of TEAMS

Microsoft Review settings and permissions
Be sure to set up your channel the way you want from the
TEAMS beginning. Making a channel private for example is only an option
Channels  when you first set it up. You can also add a team picture to make
your channel stand out.

Members Pending Requests  Channels  Settings  Anabtics  Apps  Tags = R General Posts Files Fredericksburg Ger
- | fam
» Team picture Add 3 team picture
ict Court
» Member permissions Enable channel creation, adding apps, and Pa |
5=y Laur
[\ Channel notifications > All activity
»  Guest permissions Enable channel creation : 5 pin
nei ’

=1 Manage chann

¢ (@mentions Choose who can use Eheam and @channec, Executiv. £ Get link to ch Fustom
$8 Connectors
v Team code Share this code =0 people can join the tean
+ Fun stuff Allow emaji, memes, GIFs, or stickers Members can also control notifications should
o0 the channel become too cumbersome or
l" + Tags Choose whao can manage tags diStraCting'
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Fredericksburg General Court

Use of TEAMS

Use tagging to draw attention to your channel. You
can type @ and the name of your channel or a specific
person to highlight on their channel there is a new
message. Employees can reply with messages, emojis or
like/love reactions. Below is an example of tagging in an
Employee Appreciation Channel Message.

Microsoft
TEAMS
Channels

Teams

&

@sample namel @sample name2| | just recsived the following message from our Chief Judge. Thank you all for doing great work. We shars

these successss together
"Diear M=, Hateh:

Congratalations on vour excellent audit report. I love seeng those short letters from the auditor.
Sinceraly,

Sample Name Judze

(reneral Dhstrict Court"
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Fredericksburg General Court

Use of TEAMS ’é

Microsoft TEAMS Shifts

Shifts allows those with permission, the

_ ability to build shifts, manage leave,

~ add/remove staff members, and create
groups based on division, job type etc. You

‘ - 13 can also have staff clock in/clock out.
1 Mon

Schedule Reguests Sethings
Schedule: First make sure that you click on

schedule a the top of the page while in shifts to
get started with managing your people in shifts.
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Fredericksburg General Court

Use of TEAMS

View: You have the flexibility to view

“Your shifts” or “Teams Shifts”. The

“Team Shift” view allows you to view what shifts
are covered, who is off and what is still needing to
be assigned. There is also a day, week or month
view of the schedule to suit your needs.

-
o
Team =hifts 4 20 21 22 23 24
1]
- @ | o | Tl Phones ¥-8 Tl Phones 8-8 | Crwil Fhones ¥-4 | Tl Phones 8-8-
Al gay Phones Phones Phones Phones
=) HOLIDAY
e of Civil-Back up Front Counter Civil-Office Civil-Back up Front Counter Civil-Back up Front Counter
C AN day s ’
HOLIDAY
g -
Y ‘ off sick | |cwicoutroom | Cwioffice | Personal
o All day
=+ o
e Q | on | | | rrrrr

[
T
H

,

[« Front Counter 8-4 Civil- Front Counter B-4 C ront Counter 8-4.
day . 4 ‘
.
=P e
n=ri <hiftes
@ off Courtroom Cashier Courtroom
. . . Al day
=i =l 3
S DI ITY o JOLIDAY
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Fredericksburg General Court

Use of TEAMS

Adding Groups and people to groups.

You can manage your people however makes the most sense for your office.
In my office, | have my groups broken up by Judges, Management, Civil
Division, and a Criminal/traffic Division.

First “add” and assign a name to your group. Then click on “add people” to
start managing members of that new group.

1 Clock in : Copy schedule ® ’ ’ : : -

- Civil Divisi
Gl .
i) o
&
ui O (I — . I'_ _ o = N @ Covil Phanes 54 ol Phanes 8-4 Civil Phones 84 i Phanes 84
e o o ) )

e Cvil-Courtroom Civil- Fromt Counter 84 Civil-Office Ci rant Counter B4 Civil Phanes 84
. = . 5 o
«© Cvil-Office sick Civil-Courtroom Civil-Office Civil-Office.
aa 19 " e
P - Cril-Offce
AT O Hirs Suar

e [ | — | Add members to Civil Division

Click on “Add Group” to build S ] eeare o the
your d|V|S|0n and Start addlng people- - Ryeian o e group. Crevners can updste the sche

Catier Courtronm Phanest-s Courroom
7 7 2 2 Ctart tvning 3 name or email sddress
8 — 13t yping a name or SMaill a00ress

®@ | o o o
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Fredericksburg General Court

Use of TEAMS

Creating shifts for your staff.

Now that you have all of your staff assigned to their preferred divisions, let’s create
their shifts. | find working with the week view the easiest but do what works best for
you. The simpler the better, especially when you are just getting started. You might
want to just outline working 8-4:30 Civil Division at first for example just to log who is
in and out of the office. You are not only adjusting to this new tool but all of your staff
are as well. Ease into it, then when comfortable, add more if needed.

=

+  Add shift

Edit Shift: Edit shift
It can be as
simple or detailed
as you like. You &
can also assign a
- Add time off color to a shift ¢ N
B Coov position or group.
- Ex: Courtroom all E  03/06/2023  T30AM - 100PM v 8h3m @ 24
day shift (purple).
| OR 8-noon Phone
(blue) and noon-4 @ 30min

front counter , B .
&l Add a shift note (500 characters)
L (vellow).
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Fredericksburg General Court

Use of TEAMS ,é

Editing and copying shifts for your staff.
Now that you know how to create a shift, here is how you can edit, delete or copy

Shifts.

Click on the three dots on the shift you want to modify and an
option menu will appear.

+ Add shift
1 Add time off You can also click on copy and paste frequently used shift positions
to make setting up your staff shifts a breeze. Ex: Phones, Courtroom
Copy Ctrl = C
E—h‘ ! Criminal/Traffic Division -
g GFI-E:I.'l shifts
Clerk - Office - @ = I“ T”
o ‘ o i’::::::::“ c

° e | h
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Fredericksburg General Court

Use of TEAMS

When you have created all of your shifts you can share with your staff.
The asterisk means these shifts have not been published yet. If you hit share too
early, you can also recall schedules.

Copy schedule Share with team * . «
Civil Division T
I Glpe_.?.shifts

Civil Pfrones 8-4 Civil Phones 8-4 Cial Phones 5-4 3 Civil Phones §-4
Phanes Phones Fhones Fhones
(v} (v} (v} (v} [w ]
] )
- &3 Civil- Front Couner §-4 Civil-Offic g C nt Counter 8-4 Civil Phones
Phones
(v} (v} (v} (v} o

(] (] (] (] [w )
& N & P & . JIEW EnErED senscUlE
o o o Recall shared schedule
4 t for 8-4 'I'. F it for 5-4 'I'_ F t i for 8-4 'I'_ nt Counter 8-4 'I'_
Tlr Tl_r Tl_r Tl_r T"" Sefrezh

i
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Fredericksburg General Court

Use of TEAMS

Cﬂi Fredericksburg General District Court  Schedule  Requests  Settings
= 4 Newrequest - I
' ~ New request
Time off Swap Offer

Time off requests in shifts. @D 4idsy
What | love about it is the flexibility. When Start date End date
a staff member needs time off, they will 00 = 3/10/2023 &
submit a request in teams and the staff == )
with supervisor permissions will see the -
request and can approve or deny it. Staff I

can choose to see only their own shifts or
can select the option to view all shifts to
know if their date requested will cause an
issue with scheduling so they can avoid or
alert their supervisor to reassign that

shift.
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Fredericksburg General Court

Use of TEAMS

Cﬂi Fredericksburg General District Court  Schedule  Requests  Settings
+ MNew request Time off .
Requests-Management View
Time off requests in shifts. Buttons to Deny or Approve. Also
There is a “swap” or “Offer” tab an area to ad an optional note.
in the leave request area to assist with
reassigning these open shifts. (optional)
‘ Employee Name 7-22 ahd
New request ' Personal
o . March 10, 2023
TEeT Swap OTE e Manager response Feb 27 S FM-a B
| want to swap this shift (X} Pending final approval
- i Mote
Select your shift &dd a note (optional)

Errands unless we get busy later.
For this shift

Select a team member's shift

Deny @ Manager Name B35 AM

. " Approved
Managers can review and approve or

decline pending leave requests.
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Interested in Learning More?

The product experts (Microsoft) and others have put together a series of very
helpful videos and tutorials that do a great job at getting you where you want
to go with TEAMS. You can find most everything TEAMS related here:

o
https://support.microsoft.com/en-us/teams *

If you are interested in setting these features up, please contact via e-mail:
mriggs@vacourts.gov

It is hoped this information is helpful in making your staff schedules and
collaboration of teams much easier to manage.

NOTE: The Department of Judicial Services (DJIT) can set offices up with this
feature, on an as-needed basis. Because of Microsoft’s robust online
assistance, they do not provide detailed technical support on how to use all
the features available. Please refer to online Microsoft TEAMS training videos
and FAQs for help
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https://support.microsoft.com/en-us/teams

Summary and Questions

There is a recorded training video available on the OESINET (intranet).

oesinet/courtadmin/djit/video/teams 1100.mp4

Questions ???
Comments ?

Applause ?

Association of Clerks of the District Courts of Virginia 2023 Spring Conference



http://oesinet/courtadmin/djit/video/teams_l100.mp4

Lunch, Business Meeting and Awards Ceremony
Roanoke Ballroom A,B Noon-1:30

Return at 12:45

Business Meeting

Swearing in of Officers
Roanoke A,B

Awards Ceremony

Immediate Past President,
Rick Kahl
Roanoke A,B

Next up at 1:30
Encouragement

from the Bench

Judge Williams & Judge Woolard
Roanoke Ballroom C,D

Association of Clerks %
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