
THE BASICSTHE BASICS

Guide to Teams
LET'S START WITH YOUR EMAILLET'S START WITH YOUR EMAIL

LAUNCH THE APP

 TEAM HOME PAGE

At this point, you should have
receive a Teams invite in your
email. 

(1) Is what the email should
come up as in your inbox.
Open the message and click on
the link (2).

welcome to the Team home
page.  Under the post tab, you
can post messages that will
be available to everyone in
the team.  if you do not wish
for everyone to see it, don't
put it here.

To start a new post just
click on the new

conversation button at
the bottom of the

screen.
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LET'S CHATLET'S CHAT

POSTING AN ANNOUNCEMENTPOSTING AN ANNOUNCEMENT

CUSTOMIZE AN ANNOUNCEMENTCUSTOMIZE AN ANNOUNCEMENT

REPLY TO A POST OR START A NEW ONEREPLY TO A POST OR START A NEW ONE

when you click new

conversation, a new text
box will open at the

bottom of the page. type
you message and hit send
(paper airplane icon
bottom right corner).

to make a message stand out,

create an announcement. go

to 'New Conversation' and

click the drop down menu

then click on announcement.

in the announcement window you
can type your message. to
customize the message, click on
the first icon under the red
arrow to choose a colour.  the
second icon will let you add an
image.

this is what the announce

will look like when posted. If

you want to reply to an

announcement or post, type

in the reply box under it.

if you want to start

a new thread of

posts, click on 'new

message'.
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remember that

everything you

post in this

section will be

seen by everyone

in the team.



WANT TO ADD MORE PEOPLE?WANT TO ADD MORE PEOPLE?

HOW TO START A MEETINGHOW TO START A MEETING

YOUR MEETING SETTINGSYOUR MEETING SETTINGS

WHO IS IN THE MEETINGWHO IS IN THE MEETING

there are two ways to

start a meeting. 'meet

now' or schedule one

for later.

When you start/join a

meeting, you will see

this screen. Make sure

you have 'computer

audio' selected.
If you wish to mute

yourself, you are

able to toggle off

your mic here.

If you do not not want

to start the meeting

with your video on,

toggle it off here.

after you hit 'join now', there may

be the option to invite others to

the meeting.  You can either copy

and send a link or 'add

participants' by entering their

email address.

here is where you can

turn your camera on and

off.

here is where you can mute

and unmute your microphone.

If you need to see who is

in the meeting, you can

click on the

'Participants' button to

have a widow appear on

the right side of the

screen with all of the

attendees listed.
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LEAVE VS END MEETINGLEAVE VS END MEETING

REACTION EMOJIS & SCREEN SHAREREACTION EMOJIS & SCREEN SHARE

CHATTING IN THE VIDEO MEETINGCHATTING IN THE VIDEO MEETING

THE THREE DOTSTHE THREE DOTS

the video meetings also have a chat option. click on
this icon to open it up in the right panel in the window.

to post in the chat,

you will find a text

box at the bottom of

the panel. Type your

message and just hit

send.  To read post,

you will need the

'chat' panel open.

If you want to to quickly react to

something in the meeting, the reaction

emojis are great.  Just click on the icon

and choose the emoji, which will appear

on the meeting screen.

You will find the 'share

screen' icon here. If you

need to share your

desktop screen of have

something like a

powerpoint to present, you

will find all the screen

share options here.

If you are looking for

something, there is a good

chance it is under the '...'

tab.

here you can adjust meeting

options, backgrounds,

record, etc. There are too

many elements to go

through in this

presentation, but click

around and explore. 

When you are ready to

leave a meeting you

click 'leave'.

If you organized the

meeting, you will have a

drop down option. in this

case, if you click leave,

the meeting continues

with out you.  if you click

'end meeting' the meeting

ends for all

participants.



INVITE YOUR FRIENDSINVITE YOUR FRIENDS

PRESCHEDULE A MEETINGPRESCHEDULE A MEETING

WHERE CAN I FIND MY OTHER TEAMSWHERE CAN I FIND MY OTHER TEAMS

WHERE TO SHARE DOCUMENTS & OTHER FILES
WHERE TO SHARE DOCUMENTS & OTHER FILES

remember this screen

As mentioned earlier,

there are two options to

start a meeting: 'Meet Now'
and 'schedule a meet'.  If

you wish to schedule a

meeting for a future date

click the 'schedule a

meeting' option and this

screen will appear.

You may want to start by

adding a title to the

meeting.

to invite people to the meeting, type in their email

into the participant text box. When you are done

typing, you should have an invite window appear

under where you typed the email address.  click

on it and that person will be added.  On this page

you will be able to set the date and time (hidden

by the 'invite window' in this image and add details

for the participants.  When you have finished

inputing all of the information, click on the the

'send' button found in the top right corner of the

screen.

if we return to the home page, you will see
the 'files' tab at the top.  this is where you
can store documents to be shared. These
files are meant to be collaborative, so
anything you place in files can be edited
and/or deleted by everyone else on the
team.  

to add a file, just click on upload and
choose the location that you have the
document save on your computer.

if you get lost in another team or are

wondering where your other teams are,

just click on the 'teams' icon on the left

side of the window and it will show you all

of the teams to which you belong.

Here is

our team
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