
S8S0 
MINUTES OF MEETING - IT COMMITTEE SWISS BUSINESS SCHOOL 

Subject of the meeting: 

Microsoft Teams Training 

Date: February 02nd 2020 
Start time: 09:30 AM 
End time: 10:30 AM 

Attendees: 

1. Tony Noble - Chair

2. Shafa Aijaz - Secretary

3. Murtuza Khan - Student Representative

Agenda: 

• Brief about MS Teams
• Importance of MS Teams as a collaboration and communication tool
• Step by step demonstration of the key features
• Guide on how to create and manage teams and channels and conversations
• Usage of chat and file sharing

Note of the Meeting: 

BRANCH CAMPUS RAK 

The meeting began with a brief overview of Microsoft Teams, highlighting its purpose and 

functionality as a collaboration and communication tool. The committee discussed the 

significance of MS Teams as a central platform for effective collaboration among students, 

faculty, and staff. A detailed demonstration of the key features of MS Teams was provided to the 

committee members. The committee members were encouraged to explore different settings 

and options to customize teams and channels based on their specific requirements. File sharing 

capabilities within MS Teams were explained, emphasizing the importance of organizing files 
and documents witl;iin relevant channels for easy access and collaboration. 
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