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Teams Desktop: Initial Set Up (email group vs. non-email group)
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Teams Desktop:
Sharing Links
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Pediatric Resident Recruitment
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Teams Desktop: Open file option T
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Teams Desktop: Open file option 2
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SharePoint: Open file option 1
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SharePoint: Open file option 2
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Teams Wiki
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Teams Meeting: In Meeting View

Meeting with Alpert, Kiley
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Teams Meeting:
Meeting Notes
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Meeting options

—
=
[} Meeting notes

) Meeting details

Gallery

- .

Full screen

Call me etil
78% Apply background effects
Turn on live captions N

® Start recording

Dial pad

Turn off incoming video



Accessing the Chat
after a Meeting
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Chat Extras:
In A Recurring
Meeting

Access the attendance reports
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Chat Extras: In Meeting Polling

Meeting chat
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Meeting chat

Chat Extras: In Meeting Polling

Alpert, Kiley created a poll
Poll: Not anonymous ; Results

shared
= Forms .
. Powered by Microsoft Forms x What COIOr IS
the sky?
i i O White
Multiple Choice Poll
() Qrange
What color is the sky? _
(O Red
Suggested options: EEEE Black White Yellow Orange Red /o Forms - % O Green
Powered by Microsoft Forms '4
Ehis == Here is a preview of the card you will be sending. @) Blue
Option 1 Submit Vote
Alpert, Kiley created a poll
Poll: Not anonymous ; Results shared Y
Option 2 o Yourresponsewas
) sent to the app
What color is the sky?
Add option Multiple answers -~ Edited
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(O Orange White 0% (0)
O Red Orange 0% (0)
() Green Red 0% (0)
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Green 0% (0)

Share results automatically after voting Submit Vote

B . S 100% (1)
Keep responses anonymous

Clicking Send will add Forms to this chat. By using this app you agree to its privacy
policy and terms of use.

Type a new message




In Meeting: Recording
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Enabling the transcript of a recorded meeting
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/O Search for videos Upload date A All N All N

- PMEAC Interview Prep 2021 Recording
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Enabling the transcript of a recorded meeting

@ Home [5] Discover »~+ [ Mycontent ~» -} Create v L Search T AR ©

Editing "PGY3 Board Prep: Genetics and Metabolic Disorders” 4 Download video T Replace video il Delete video
Details Permissions Options
Name [0 Allow everyone in your company to view this video @ Comments 0
PGY3 Board Prep: Genetics and Metabolic Disorders | . .
- Share with @ The admin has tumed off comments,
Description | My groups v | Search for your groups p |

Recorded April 16, 2021 I ) oad file
Viewers O Owner O Display © Autogenerate caption:

Subtitles @

Upload a subtitle file

Select a language

English Learn more about captions, subtitles, and transcripts
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Azerbaijani (Latin)

Bangla (India)

Basque

Bosnian

Bulgarian

Catalan

Chinese simplified

Chinese traditional

Croatian

- Cz!fh |&> Share + Published
Danish

Dari

Dutch

Estonian

Filipino

Finnish

French
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Videos with Transcripts

Transcript Interactivity

/C?' Search transcript

HEMOGLOBIN

nerlc:;rns 03:29 which hemoglobin do they have?
03:35 Or when the baby is still in the womb.
% Chaln { p 03:42 Hemeglobin, which is 2A until Dom?

1ron e _

03:44 Oh yeah. So it's FA.

03:46 5o just just remember that

03:47 so it's yeah like you said,

03:50 two out you still have your two alphas,
> ) 0:0233 / 1:00:15 03:53 but on these betas are in their two

marmmac

Details Maore from my videos

. I ] PGY3 Board Prep: Genetics and ...
PGY3 Board Prep: Hematoloay F— 0 views




Microsoft Support

TEAMS
MEETINGS:

a Teams Meeting

Resou rces Sharing Content in



https://support.microsoft.com/en-us/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.microsoft.com/en-us/office/share-powerpoint-slides-in-a-teams-meeting-fc5a5394-2159-419c-bc59-1f64c1f4e470
https://support.microsoft.com/en-us/
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DISCLAIMER:

e Mac vs Windows
 App vs Website




Light vs Dark

Folders

Email Templates
Schedule Email Delivery
Conversations

Rules

Pinning Emails

Outlook



Light vs

Dark

General

Appearance:

Theme:

Transparency:

Sidebar:

o Enable window transparency

Show all mail account folders

System




Right-click where you want to add
the folder
Choose “New Folder”
Mac Tip:
Choose the star icon next to the
folder and it is moved to your

Favorites * Inbox 9396

Drafts [5]
Sent ltems 1 New Folder... b

|—_‘E|| Open in New Window

Deleted Items
Clutter Copy Folder
Conversation
Junk Email
News Feed @ Mark All as Read
I> Outbox [3] & Clean Up Folder
RSS Subscript (3 Delete All
I» Search Folder. Show in Favorites
4| sort Subfolders Ato Z
I online archi
v Move Down

Properties...

I sharepoint |




) Attach £ Signature

My Templates

BCGR

Reminder:
Bass Center Grand Rounds, Thursday,
DATE - 12pm-1pm

Calibri (Body) o U a £ ' X Speaker:

Title:

® Gretchen Shawver

Fellowship Administrator
E m a I I Stanford University, School of Medicine
Department of Pediatrics
Division of Hematology, Oncology,
T Stem Cell Transplant & Regenerative Medicine

e m p a es 1000 Welch Road, Suite 300
MC 5798

Palo Alto, CA 94304-1812
650.724.7164 phone
650.723.5231 fax
gshawver@stanford.edu

Zoom:
https://stanford.zoom.us/j/977960661077
pwd=Tm9DWW 1 pM1Rxclp3S0dGe3ZO
QW1WVdz09

Password: 1000300

I'll reply later

Heading to a meeting. I'll get back to you soen.
I'm running late

I'm running late.

Lunch?

Do you want to meet for lunch this afternoon?

# Template

just now




My Templates

Calibri (Body) &

Gretchen Shawver

® ‘
Fellowship Administrator
E m a I I Stanford University, School of Medicine
Department of Pediatrics
Division of Hematology, Oncology,
Stem Cell Transplant & Regenerative Medicine
1000 Welch Road, Suite 300
emplates
Palo Alto, CA94304-1812
650.724.7164 phone

650.723.5231 fax
gshawver@stanford.edu

Cancel

just now

Alternate:
Create a “Signature” with your email template
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View Options

for Emails

Choose “View" in the tool bar for
options

Show Message Previews
Show as Conversations

 Groups by subject
* Limits emails



Tools-->Rules
Automatically moves emails into a

You can create rules that tell Outlook how to handle incoming email messages. You choose both the
conditions that trigger a rule and the actions the rule will take. Rules will run in the order shown in the
list below, starting with the rule at the top.

ew Rule




- Email is “pinned” to the top of your
email list

Q search New Outlook
1] Delete  Reply 4 Reply All * Forward F2@ Report Junk & Print ) sync

.~ - Favorites APPD
Inbox From Subject
Az Gretchen Shawver, Alpert, Kiley APPD Microsoft How Tos-Teams Jan 2022.pptx
CGEA 2021 Today
LEAPES Rachel Osborn via Association of Pediatric Program Difec... General Discussion : Jeopardy, pulling residents off el...
PPODs Sylvia Yeh via Association of Pediatric Program Directors General Discussion : Jeopardy, pulling residents off el...
Becky Latch via Association of Pediatric Program Directors General Discussion : Jeopardy, pulling residents off el...
Wendy Cardamone via Association of Pediatric Program... Coordinators : Out Sick - Jan. 11, 2022
> gshawver@stanf... info@ appd.org via Association of Pediatric Program Dire... Coordinators : APPD 2022 Forum for Fellowship Lead...
info@ appd.org via Association of Pediatric Program Dire... General Discussion : APPD 2022 Forum for Fellowship...
> Saved Searches Yesterday
Department of Pediatrics Fellowship Program Fellowship Bulletin - January 2022
Wendy Cardamone via Association of Pediatric Progra...
Hayley Gans via Association of Pediatric Program Direc...

info@ appd.org via Association of Pediatric Program Di...

Coordinators : Reminder: Poster & ELS Submission Deadlines H A s o

Melissa Bales via A iation of Pediatric Program Directors <Mail@ConnectedCommunity.org> Thursday, January 6, 2022 at 8:09 AM

MB

To: Gretchen Shawver
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g New Quiz

ha

; N A
M IcrOSOft (©) Estimated time to complete: 21 mins

Fo r m s Response rate is directly related to survey

ength. We suggest try shortening your
survey to encourage more responses,

Got it
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To Do

Important

Gretchen @ Stanford 2
Recruitment

Quick Notes Events Friday, September 10, 2021 12:38 PM

Email Distribution Recruitment

Welcome video:

Fellowship Leadership Welcome to Interview Day

T32

COVID Response Stanford
MEDICINE

cce lvision of Pediatric iOncology

PEC

Fellows Monthly Meeting

Google Site:
https://sites.google.com/view/stanford-phofellowship2021/home

. i
¥ Add section Add page




Thank you!

Questions/Comments
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