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Working together, learning together

Sending messages in teams on a phone

Sending a message to a team
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In the Team’s application first find
the team you want to send the
new message in and click on General
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IT - Tuesday Morning -

Files
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You
Oct 15, 14:37

You Oct 15, 14:38
IT - Tuesday Marning - Scott Fidoe hello

<’ Reply

e General started

1 reply from you

Meeting ended 2 min 29 sec

<’ Reply

Meeting ended 3 min 38 sec
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Now click on ‘New post’ at the
bottom of your screen
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o General started
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Meeting ended 2 min 29 sec

&’ Reply

Meeting ended 3 min 38 sec

Next type your message and click
send.

Just remember everyone in this
team will be able to see this
message.




Sending a private message in the team’s application
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First click on ‘chat’
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Recent Contacts

15:06
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© You: s

® AMAZING!! Thank you!!

You: well i have learnt something today

Next click on the pencil icon
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New chat
citycollegepeterborough.ac.uk

<

To: Tesﬂ

SUGGESTIONS

T1 Test 1

test student

TS

Now begin to type in the person’s
name you want to message and
once you see it as an option select it




test student v
QO Status unknown

<

To: test student,

o Type a message

Now write your message




< test student v
Offline

To: test student,

Click the arrow to send




test student >
Offline

Files

Today 15:29

° h’ype a message

Hi

You will then see your message has
been sent




