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Quick Start Guide
Newto Microsoft Teamsfor Education?Usethis guide to learn the basics.

Navigate MicrosoftTeams
Use these buttons to switch betweenActivity
Feed, Chat, your Teams, Assignments,  
Calendar, andFiles.

Addapps
Launch Apps to browse or search apps you  
can add to Teams.

Join ateam
Find the team you’re looking for or join with
a  code.

Start a newchat
Launch a private one-on-one or small group  
conversation.

Use the commandbox
Search for specific items orpeople, take  
quick actions, and launch apps.

Manage profilesettings
Change app settings, change your pic, or  
download the mobileapp.

What is ateam?
You can join a team to collaborate  with a 
certain group of people. Have
conversations, share files and use shared  
tools with the group – all in one place. That  
group could consist of a class of students  
and educators, a group of staff and
educators collaborating on a topic, or even a  
group for a student club or other  
extracurriculars.

View and organizeteams
Click to see your teams. Drag team tiles  
around toreorder them.

Find personalapps
Click to find and manage your personalapps.

View your team
Click to open your class or staff team.
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Find the meeting invitation in the channel of your team or on your Teams calendar. Open the meeting and click Join to join themeeting.

Microsoft Teams for Education

Join ameeting
Participate in virtual classesor collaboration meetings
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Find the meeting invitation in the channel of your team or on your Teams calendar. Click to open the  
meeting item and selectJoin.

Double-check your audio and video input, turn on the camera, and unmute your microphone to be  
heard. Select Join now to enter themeeting.
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Join ameeting
Participate in virtual classes or collaboration meetings
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Participate in ameeting
Sharevideo,voice,or your screenduring the online call.

Show conversations
Send chat messages, share links, add 
a file and more. Resources you share 
will be  available after the meeting.

Live reactions
Provides audience visual responses e.g. 
raise hand 

Breakout Rooms (if enabled by your 
instructor)
Form  groups to split off from the main 
meeting for collaboration and discussion 

View list of participants in themeeting

Access additional call controls
Change your device settings, and
more.

Turn your video feed on andoff. Mute and unmuteyourself. Share your screen and sounds from  
yourcomputer. (if enabled by your 
instructor)

Leave the meeting
The meeting will continue even 
after you  haveleft.
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Signin
In Windows, click Start > MicrosoftTeams.
OnMac,goto the Applications folder andclick MicrosoftTeams.On mobile, tap the Teams
icon. Then,sign in with your schoolemail andpassword.

Start aconversation
With the whole team... ClickTeams,pickateamandchannel,write your message,andclick
Send.

With apersonor group... ClickNewchat, type the nameof the personor group in the Tofield,  
write your message, and clickSend.
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Enrich your channelposts
Createclassroomannouncementsandposts. Edit your post to get your students' attention, control who replies, andpost acrossmultiple channels.

Format yourtext
Change text color, format, andstyle.

Add asubject
Keep the topic of your new post clear by  
adding asubject.

Add asubject
Click here to enter a rich formatmode for  
yourmessage.

Change your message type  
Select if you want to start a new  
conversation topic or post an  
announcement.

Change the importance of your message
Mark your message as important if you want todraw  
more attention tothe post.

Control who can reply  
Allow everyone to reply to  
your post or limit replies to  
moderatorsonly.

Post in any channel or team
Post your message in any of your teamsand  
channels all at once. Great forbroadcasting
an important announcement!
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Make video and audiocalls
Click Video call or Audio call to call someone from a chat. To dial a number, click Calls  
on the left andenter aphonenumber.Viewyour call history andvoicemail in the same  
area.

@mention someone
To get someone’s attention, type @, then their name (or pick them from the list that  
appears). Type@team to messageeveryone in ateamor @channel to notify everyone  
whofavorited that channel.

Reply to aconversation
Channelconversationsareorganizedbydate andthen threaded. Find the thread you  
want to reply to, then clickReply.Addyour thoughts andclickSend.

Add an emoji, meme, or GIF
Click Sticker under the box where you type your message, then pick a meme or sticker  
from oneof the categories.Therearealsobuttons for addinganemoji or GIF.Search for  
MicrosoftEDUin the GIFsearchbox for extra fun!
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Stay on top of things
ClickActivity on the left. TheFeedshowsyouall your notifications andeverything that's  
happened lately in the channels you follow. This is also where you'll see notifications  
about yourassignments.

Share a file
Click Attach under the box where you type messages, select the file location and then the file  
youwant. Dependingon the location of the file, you’ll get options for uploadingacopy, sharinga  
link, or other waysto share.

Add a tab in achannel
Click+ by the tabsat the top of the channel, click the appyouwant, andthen follow the  
prompts. UseSearch if youdon’t seethe appyouwant.

Work with files
Click Files on the left to see all files shared across all of your teams. Click Files at the top of a  
channel to seeall files shared in that channel.ClickMoreoptions... next to afile to seewhat you  
candowith it. In achannel, youcaninstantly turn afile into atab at the top!
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Search for stuff
Typeaphrase in the command box at the top of the app and pressEnter. Thenselect
the Messages,People, or Files tab. Select an item or click Filter to refine your search
results.

Addapps
ClickAppson the left. Here,youcanselectappsyouwant to usein Teams,choosethe  
appropriate settings, andAdd.

Find your personalapps
ClickMoreaddedapps to seeyour personal apps.Youcanopenor uninstall themhere.  
Add more apps under Apps. These apps provide an aggregate and global view of that  
contenttype.
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