Instant Messaging

Teams, Zoom, WhatsApp, Discord and texting to mention a few.




Instant Messaging

» Instant messaging (IM), often shortened to “IM" or “IMing," is a form of
real-time, text-based communication where two or more people
exchange messages over a computer or mobile device, similar to a
face-to-face conversation.

» Real-time Communication: IM allows for immediate exchange of
messages, unlike asynchronous communication methods like email,
where there's a delay while the recipient is available to read and

respond.

» Text-Based: IM primarily relies on typed text messages, although some
platforms also support multimedia like images, audio, and video.




Instant Messaging (cont.)

» Private or Group Conversations: IM sessions can be private (between
two users) or take place in a group chat (with multiple users).

» Software or Applications: IM is facilitated through dedicated
applications or as features embedded within other software.

» Examples: Popular IM platforms include WhatsApp, Facebook
Messenger, Telegram, and Microsoft Teams.

» Uses: IM is used for personal communication (staying in touch with
friends and family), business (team collaboration, project
management), and education (remote learning).




‘Chat’ - as in messaging/texting

» Most of the packages available have a chat section where you can
communicate with one (1:1) or more (1:many) people at the same time.

» When texting you normally do a 1:1 chat. If you send a text to more than one
person the group of people can’t see all the replies unless the person replying
adds all the people to the message.

» Most of the others can do group chats were all the members of the group can
see all responses.




Call

» Most of the apps now have a call facility (using VolP) where the user can call
one or more people and speak to them as a group or individually.

» This call can now be a video call so all members of the call can see each
other, providing they have a camera and it is turned on.

» In some apps you can start a call from a chat, both spoken and video.




Meetings

» Most applications allow users to have a meeting which is basically a group
call, either audio or video.

» This is what a lot of companies used during lock down to keep their workforce
communicating and working together.




Microsoft Teams

» Microsoft Teams is a collaboration platform that allows users to chat,

meet, share files, and more. It's designed to help teams work together,
regardless of location.

» Teams
» Groups of people who work together on projects or interests
» Can be private or public
» Can be dynamic for project-based work or ongoing
» Channels
» Sections within a team where conversations and work take place
» Can be standard, private, or shared

» Can be organized by topic, project, or discipline




MS Teams (cont.)

» Features

» Chat: One-on-one and group chats with emojis, suggested replies, and
priority flagging

» Calling: Voice and video calls, including group calling, voicemail, and cal
transfers

» Meetings: Audio, video, and screen sharing, including PowerPoint Live,
Microsoft Whiteboard, and Al-generated meeting notes

» File sharing: Share files directly through chat sessions or in channels
» Apps: Add apps to channels to simplify and customize work
» Getting started

» To get started with Microsoft Teams, you need a Microsoft account. You
can use the app or join meetings on the web.




Overview

Microsoft Teams

Overview of
teams and
channels
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Meetings

>

Schedule and join meetings in Microsoft Teams to work together seamlessly and
efficiently anytime, anywhere.

Join a Teams meeting from anywhere

Whether you’re in the office or on the go, join a Teams meeting anywhere using
any device.

There are several ways to join a Teams meeting. You can:
» Join by link from the meeting invite
» Join from calendar or ID
» Join from a chat or channel

» Call into the meeting

Before you enter a meeting, choose to join anonymously or from a different
account, try out video filters, and more from the pre-join screen.




Chats

» Chatis at the centre of everything you do in Microsoft Teams. From individual chats
with just one other person, to group chats and conversations in channels—chat has
you covered.

» One-on-one chat
» At the top of your list of chats and channels, select New message .
» Type the person’s name and compose your message in the text box.

» Select Send or press Enter. This starts the chat.

» Group chat

» Use a group chat when you need to talk to a small group of people. Start one the
same way you start a one-on-one chat.

» Select New message at the top of your list of chats and channels.
» Type a name for the chat group in the Group name box.

» Type the names of the people you’d like to add in the To box.




Channels - Projects/Groups/Conversations/Topics

» In Teams, teamwork and communication happen in channels. A channel is a single place
for a team to share messages, tools, and files.

» Channels can be organized by group, project, feature, or whatever else is relevant
to you.

» Team members can adjust or limit the notifications they're getting from a channel.
» Threads allow for focused and organized side conversations within channels.
» Teams can have standard, private, or shared channels

» Standard channels are open to all team members and anything posted is searchable
by others.

» Private channels are for discussions that shouldn't be open to all team members.

» Shared channels are for collaborating with people inside and outside your team or
organization.

» Channels have tabs - When you go to any channel in Teams, you'll see certain tabs by
default.




Calls

Calls are a quick way to connect in Teams. You can have one-on-one calls or calls
with several people. Set them up ahead of time, like in a meeting, or start them on
the fly while in a chat.

Make or answer a call from anywhere

» Select either Video call or Audio call . Any call can be a video call or an audio-
only call. It's always up to you.

» Answering a call is simple, too. Select Video call or Audio call when
prompted. When someone calls you, you'll get a notification that lets you accept
or decline the call.

Turn a chat into a call
» With one click, you can turn any chat into a call in Teams.

» When you're in a chat, select Video call or Audio call in the upper-right corner
of Teams. The person or group you're chatting with will receive a call from you.



Files & Apps

» First things to know about files in Microsoft Teams

» Teams makes it easy to work with and share the files your team produces
and acquires. Here are some basics to get you started.

» First things to know about apps in Microsoft Teams
» Desktop

» Apps let you do more in Teams. Think about the tools, files, and
dashboards your organization already uses. Many of them can be
added right into Teams. You can find new ones by going to Apps on
the left of Teams.

» Mobile

» From your desktop or web version of Teams, there are a bunch of
ways to add your favourite apps. Once you do, you'll be able to
receive notifications in channels, chat with bots, and use apps in tabs
within conversations—all from the Teams mobile app.
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