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1. Make and receive Audio and Video calls
2. Chat with coworkers 1 on 1 or in a group chat

3. Schedule and attend meetings

Microsoft Teams (WRIZF TORHA, TG A2 (THOH(H AN O IRYF T4 I,
(TG 8 T2 ©F T FRET® &F (AF TieqEme I Hre 2@

https://www.microsoft.com/en/microsoft-365/microsoft-teams/download-

app#desktopAppDownloadregion
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https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en
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https://apps.apple.com/us/app/microsoft-teams/id1113153706
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Microsoft Teams O FLFT IR (SRS

1. Clickthe Teamsbuttonin thelist of apps.

2. When prompted, click ‘Continue with Web’. You should see something like this:

= o X
Q) Microsoft Office Home X @@ Microsoft Teams x  +
C @ teams.microsoft.com/ #/discover * O
Microsoft feams = —
Teams v Join or create a team Search teams Q
e =
Create a team Join a team with a code GRP-Technology Deployment
Public
000 Erercode
Got a code to join a team? Enter it above.
GRP-IMPACT
Public
AM PR AWARE CONNECTED
Stay in the know. Turn on
desktop notifications.
Dismiss
@' Join or create a team 3

3. Ifprompted, click “Turn on’ notifications for Teams.



How to make and receive audio and video calls

How to make audio and video calls

LS
1. ClicktheCalls button inthe left navigationin Teams.

2. Use Make a Callto add the name of each INL worker whom you would like to call.

Autocompletewill pullfromthe INLdirectory.

3. ClicktheVideo

orAudio

For optimalexperience, use externalheadphones and mic.

Audio and Video calls will be conducted through the internet and not use a phone line.

@ (1 Calis | Microsot Teams x|+

< C @ teamsmicrosoft.com/_#/calls/speed-dial

Microsoft Teams

Calls

\ Speed dial

Make a call
@ Carl L Fennen X
we Michalene Etnyre X
@ Christopher A. Kowalczyk X

button to start a call with the person/persons.

Search o type a command

00

Suggested
= :AA(h:\Irne Etnyre ¢ o
cp CarlL Fennen =
‘e BEAMANAGER
g Aaron C. Lee LS=l]
AB  Aaron J. Bulthuis L o

Speed dial

Michalene Etnyre
BEA STAFF

Cameron Gull

BEASTAF CF
esting °
oeo% .
Dan Sleight Diana J. Thompson
sEASTAFF DT | seaswe
Offine Offine
=]} !
Spencer W. Glazner Steve L. Olson
BEA STAFF BEA STAFF
Avay Avay
X =TI R

Michalene Etnyre
BEA STAFF

Casay R. Kovesdi
BEA STAFF
. Joseph G. Butler
BEA STAFF
4 Steven T. Daniels
\) BEA STAFF
¢ Away

ME

charlas.bach@inl.gov

Michalene Etnyre
A STAFF

- 8 X
w* =0

et by« (@

15" Add speed dial & New group

chuck@raliascg.com




How to receive audio and video calls

1. Make sure Microsoft Teamsis openinyourbrowserand the tab is active.

2. Clickthe AudioorVideo button depending on which optionyou prefer.

Julie A. Shafto

is calling you

How to chat with your coworkers

Chat

8l button inthe left navigationin Teams.

1. Clickthe Chat
2. Findacoworkerinyour‘Contacts’list.

3. Orsearchforapersoninthe top searchbar.

g8 Michalene Etnyre | Microsoft Te= X +

€ c

"] teams.microsoft.com/_ﬁ/conversailonsﬂ9:bfb5~bedd76ec99f_cade‘:261 -7823-4608-9ac1-89203cf89317@unq.gbl.spaces?ctx=

Microsoft Teams

Recent Contacts

Michalene Etnyre
(MICHALENE.ETNYRE) BEA STAFF

Michelle A. Goff
(MICHELLE.GOFF) BEA STAFF

Favorites

My Group
»  Michael T. Cannon
CG. Cameron Gull ' (MICHAEL.CANNON) BEA MANAGER
CFg Carl L Fennen Mo Michael V. Olsen
michael.olsen@inl.gov
@ Casey R. Kovesdi

Michael J. Crapo
c charles.bach@inl.go ¥ (MICHAEL.CRAPQ) BEA STAFF
1 { @inl.gov




To add additional coworkers toyourchat, click “Add People”  on the upper-rightand begin typing
theirname:

Q0 «
&0
Add

Day|

David S, Marwil

o (DAVID.MARWIL) BEA STAFF

David J. Schoonen

& DAVID.SCHOONEN

How to Add a Contact.

=
Bl b utton in the left navigationin Teams.

1. Clickthe Chat

2. Clicktheellipses nexttothe group name and click ‘Add a contact to this group.’

* Michalene Etnyre | Microsoft Tez X +

7

&~ (& & teams.microsoft.com/_#/conversations/19:bfb69e91-238d-44cd-94c5-fb1dd76ec99f cade1261-7

Microsoft Teams

Chat Recent Contacts ME Michalene Etnyre cChat Files

Favorites

My Group
CGO Camgron gul Add a contact to this group

CF_ Carl L. Fennen

[
e Casey R. Kovesdi
; [ Delete this group

€ charles.bach@inl.gov




How to set up a Teams Meeting

1 CIickontheCaIendarbutto on the left navigationin Teams.

You can selecteither ‘Meet Now’ if you’relooking to meet with people rightaway. Oryou
may select ‘New Meeting’ if you want to schedule ameeting sometime in the future.

2. Complete the meetinginvitation with the appropriate details.

3. Click‘Schedule’ tosendthe meeting notice.

How to join a Teams Meeting

1. Fromwhereveryou accessyour calendar(Outlook desktop client or OWA) click on the Teams

Meetinginvitation.

Join Microsoft Teams Meeting

2. Thiswill take youto Teamsonline

Join now

(1] - U - @ Devices

3. Clickthe Join now buttonto connectto the meeting.



For More Information

Microsoft Teams Quick Start Guide: https://docs.microsoft.com/en-us/microsoftteams/get-
started- with-teams-quick-start



https://docs.microsoft.com/en-us/microsoftteams/get-started-with-teams-quick-start
https://docs.microsoft.com/en-us/microsoftteams/get-started-with-teams-quick-start
https://docs.microsoft.com/en-us/microsoftteams/get-started-with-teams-quick-start

S/ No.

Designation

UserName

1 Comptroller and Auditor General of Bangladesh auditor.general@cag.org.bd
2 Controller General of Accounts cga@cag.org.bd

3 Controller General Defence Finance cgdf@cag.org.bd

4 DCAG Senior dcag.sr@cag.org.bd

5 ADG Finance adg.finance@cag.org.bd
6 Director General FIMA dg.fima@cag.org.bd

7 Additional Controller General of Accounts (Admin) addl.cga.admin@cag.org.bd
8 Senior Finance Controller (Army) sfc.army@cag.org.bd

9 DCAG A&R dcag.ar@cag.org.bd

10 DCAG Procedure dcag.pro@cag.org.bd
11 DG Agriculture and Environment Audit dg.aea@cag.org.bd

12 DG Defence Audit dg.da@cag.org.bd

13 DG Education Culture and Religious Affairs Audit dg.ecra@cag.org.bd

14 DG Finance and Appropriation Accounts Audit dg.faaa@cag.org.bd

15 DG Foreign Aided Projects Audit dg.fapa@cag.org.bd

16 DG Foreign and Expatriate Welfare Audit dg.fewa@cag.org.bd

17 DG Health and Family Welfare Audit dg.hfwa@cag.org.bd

18 DG Hill Tracts Rural Development and Local Bodies Audit dg.htrd@cag.org.bd

19 DG Housing and Infrastructure Audit dg.hia@cag.org.bd

20 DG Industry Commerce and Financial Institution Audit dg.icfi@cag.org.bd

21 DG Power Energy and Natural Resources Audit dg.penra@cag.org.bd
22 DG Public Administration and Constitutional Bodies Audit dg.pacb@cag.org.bd

23 DG Revenue Audit dg.ra@cag.org.bd

24 DG Science Information and Technology Audit dg.sita@cag.org.bd

25 DG Social Security and Welfare Audit dg.sswa@cag.org.bd

26 DG Transport Audit dg.ta@cag.org.bd

27 Director General IT Audit dg.it@cag.org.bd

28 Senior Finance Controller (Air Force) sfc.air@cag.org.bd

29 Senior Finance Controller (Defence Purchase) sfc.dp@cag.org.bd

30 Senior Finance Controller (Navy) sfc.navy@cag.org.bd

31 Senior Finance Controller (Works) sfc.works@cag.org.bd
32 Joint-Director General (Finance) jdg.finance@cag.org.bd
33 Financial Adviser and Chief Accounts Officer (East) fa.cao.east@cag.org.bd
34 Financial Adviser and Chief Accounts Officer (West) fa.cao.west@cag.org.bd
35 Financial Adviser and Chief Accounts Officer (Project) fa.cao.projet@cag.org.bd
36 ADCAG Admin adcag.admin@cag.org.bd
37 Director (MIS) dir.mis@cag.org.bd

38 ADCAG Parliament adcag.par@cag.org.bd
39 ADCAG Personnel adcag.per@cag.org.bd
40 ADCAG Procedure adcag.pro@cag.org.bd
41 Director R&D dir.rd@cag.org.bd

42 Deputy Director 1 (MIS) dd1.mis@cag.org.bd

43 ACAG Accounts acag.acc@cag.org.bd
44 ACAG Exam and Inspection acag.exm@cag.org.bd
45 ACAG Report acag.rep@cag.org.bd




46 Deputy Director 2 (MIS) dd2.mis@cag.org.bd
47 ACAG Re-Organ acag.ro@cag.org.bd
48 ACAG Audit acag.audit@cag.org.bd
49 PS to CAG ps.cag@cag.org.bd

50 System Analyst (MIS) sa.mis@cag.org.bd
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