


সিএসি িযারেে এে সিরদেশিা এবং সিসিএসি সিসিয়ে িযারেে তত্বাবধারি সিএসি কার্োলয় ও এে অসধিস্ত অসিি 
িমূরেে কমেকতো গরেে িারে ককাসিি-১৯ মোমাসেরত সিসিও কিিারেসসং মাধযরম সিয়সমত কর্াগরর্াগ কোে লরযয 
সিএসি কার্োলয় একসি িিিওয়াে িলযযশি সিরয় কাি কেরে র্াে িাম মাইররািফ্ট সিমি (Microsoft Teams)। 
মাইররািফ্ট সিমি ক্লাউি-সিসিক িফ্টওয়যাে। সিরমে মূল িযমতাে মরধয েরয়রে বযবিায় বাতো, কসলং, সিসিও িিা 
এবং িাইল িাগ করে কিওয়া sharing.  
 
Microsoft Teams আপিারক কার্েকেিারব সিম্নসলসিত কাি গুরলারত িেরর্াসগতা কেরত িোয়তা করে, 



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 কমাবাইল সিিাইি, লযাপিপ এবং কিস্কিরপ িমাি িারব বযবোে কো র্ায়,  

কিক্সিপ ও লযাপিপ এে িিয সিম্নসলসিত সলঙ্ক কেরক িাউিরলাি করে সিরত েরব  

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

কমাবাইল সিিাইি (এন্ড্ররয়ি ওপারেসিং সিরেম) এে িিয সিম্নসলসিত সলঙ্ক কেরক িাউিরলাি করে সিরত েরব 

https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en 

কমাবাইল সিিাইি (এরপল IOS) এে িিয সিম্নসলসিত সলঙ্ক কেরক িাউিরলাি করে সিরত েরব 

https://apps.apple.com/us/app/microsoft-teams/id1113153706 
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Microsoft Teams এে িাধােি বযবোে ককৌশলঃ 

1.   Click the Teams button in the list of apps. 

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

 

3.   If prompted, click ‘Turn on’ notifications for Teams. 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to make and receive audio and video calls 

How to make audio and video calls 

1.   Click the Calls button in the left navigation in Teams. 

2.   Use Make a Call to add the name of each INL worker whom you would like to call. 
Autocomplete will pull from the INL directory. 

3.   Click the Video or Audio  button to start a call with the person/persons. 

 

For optimal experience, use external headphones and mic. 

 

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

 

 

 

 

 

 

 

 

 

 



How to receive audio and video calls 

1.   Make sure Microsoft Teams is open in your browser and the tab is active. 

2.   Click the Audio or Video button depending on which option you prefer. 

 

 

 

How to chat with your coworkers 

1.   Click the Chat  button in the left navigation in Teams. 

2.   Find a coworker in your ‘Contacts’ list. 

3.   Or search for a person in the top search bar. 

 

 

 

 

 

 

 

 



 

To add additional coworkers to your chat, click “Add People”        on the upper-right and begin typing 

their name: 

 

 
 

 

 

 

How to Add a Contact. 

1.   Click the Chat button in the left navigation in Teams. 

2.   Click the ellipses  next to the group name and click ‘Add a contact to this group.’

 

 

 



How to set up a Teams Meeting 
 

1.   Click on the Calendar button        on the left navigation in Teams. 

You can select either ‘Meet Now’ if you’re looking to meet with people right away. Or you 

may select ‘New Meeting’ if you want to schedule a meeting sometime in the future. 

 

 

 

2.   Complete the meeting invitation with the appropriate details. 

3.   Click ‘Schedule’ to send the meeting notice. 

 

How to join a Teams Meeting 

1.   From wherever you access your calendar (Outlook desktop client or OWA) click on the Teams 

Meeting invitation. 

 

 

2.   This will take you to Teams online 

 

 

 

3.   Click the Join now button to connect to 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


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
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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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