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Microsoft Teamsfor Education

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to leam the basics.

Start a new chat Use the commandbox Manage profile seftings
Launch a private one-on-one or small group Search for specific items orpeople, take Change app settings, change your pic, or
conversation. quick actions, and launch apps. download the mobile app.

Navigate Microsoft Teams Microsoft Teams 4 Search or type a command

Use these buttons to switch between Activity Joinateam

Feed, Chat, your Teams, Assignments, —e : Teams Y & 25" Join or create team @ ———  Find the team you're looking for or join with
Calendar, andFiles. 5 a code.

Your teams

View and organizeteams : 2
Click to see your teams. Drag team tiles e i . .

around toreorder them.
Physical Science Health Research Pireviaw Schiool Staff Pineview School Science
Teachers )
View your team

okt .
Find personal apps Click to open your class or staffteam

Click to find and manage your personalapps.

What is ateam?
Youcan join ateam to collaborate with a

certain group of people. Have
conversations, share files and use shared

Algebra tools with the group —all in one place. That
Addapps group could consist of aclass of students
Launch Apps to browse or search apps you PY ( and educators, a group of staff and
can add to Teams. A educators collaborating on atopic, or evena

group for a student club or other
extracurriculars.
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Join a meeting

Participate in virtual dasses or collaboration meetings

Scheduled a meeting

“ 1N Cara Coleman 12:32 PM Physical Science Lab Chat Details Scheduling Assistant ~ Meeting notes ~ Whiteboard Close
Qﬁ

X Cancel meeting Time zone: (UTC-08:00) Pacific Time (US & Canada) Meeting options Tracking
Physical Science Lab
Wednesday, March 4, 2020 @ 1:00 PM V4 Physical Science Lab ' Cara Coleman
Organizer
<« Reply
g Add required attendees + Optional
Mar 4, 2020 1:00PM v Mar 4, 2020 1:30PM ~ 30m @ All day

e

() Does not repeat v

(5] Today < > March 2020 [E] Work week v
S B physiclScience > Gene
02 03 04 05 06
. Monday Tuesday Wednesday Thursday Friday - [
S B I U S|% A M Pmgephv L= = = E | @ =
12PM
1PM

Physical Science Lab
Cara Coleman (=]

Join Microsoft Teams Meeting

2PM +1469-297-6880 United States, Dallas (Toll)

Conference ID: 325 583 673#

3PM

Find the meeting invitation in the channel of your team or on your Teams calendar. Open the meeting and click Jointo join the meeting.
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Join ameeting

Participate in virtual dasses or collaboration meetings

Cara Coleman 12:32 PM
Scheduled a meeting

m Physical Science Lab

Wednesday, March 4, 2020 @ 1:00 PM Choose your audio and video settings for
<« Reply

Meeting in "Cara Coleman™

Calendar

*] Toda: < > March 2020 v
7. y

Q) Computer audio
<o -

[E) Work week Vv Internal Mic and Speakers
N
02 03 04 05 06 B¢
Monday Tuesda

Wednesday Thursda
TTAM

Your camera is turned off \.# Q [il’ S

Room audio
Physical Science Lab

Cara Coleman 8

Don't use audio

Cancel Join now

Find the meeting invitation in the channel of your team or on your Teams calendar. Click to open the Double-check your audio and video input, turn on the camera, and unmute your microphone to be
meeting item and selectJoin. heard. Select Joinnow to enter the meeting.
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Participate in ameeting

Share video, voice, or your screen during the online call.

Show conversations
Send chat messages, share links, add
afile and more. Resources you share

View list of participants in the meeting will be available after the meeting.

Meeting in "Cara Coleman"

S B % &)

A additional call s Tum your video feed on and off. Mute and unmute yourself.

Change your device settings, and
more.

i

Invite people to join you

Live reactions

Provides audience visual responses e.g.

raise hand

e Leave V

m Microsoft

Breakout Rooms (if enabled by your
instructor)

Form groups to split off from the main
meeting for collaboration and discussion

Leave the meeting
The meeting will continue even
after you haveleft.

Share your screen and sounds from

yourcomputer. (if enabled by your

instructor)
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Signin Start aconversation
In Windows, click Start > Microsoft Teams. With the whole team... Click Teams, pick a team and channel, write your message, and click
On Mac, go to the Applications folder and click Microsoft Teams. On mobile, tap the Teams Send.

icon. Then, sign in with your school email and password.
With a person or group... Click New chat, type the name of the person or group in the Tofield,

write your message, and click Send.

Start a new conversation, use @ to mention someone
B® Microsoft

A ¢ © @B g -

Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?
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Enrich your channel posts

Create classroom announcements and posts. Edit your post to get your students' attention, control who replies, and post across multiple channels.

Change your message type Control who canreply Postin any channel or team Change the importance of your message
Select if you want to start a new Allow everyone to reply to Post your message in any of your teamsand Mark your message asimportant if you want todraw
conversation topic or post an your post or limitreplies to channels all at once. Great for broadcasting more attention tothe post.
announcement. moderatorsonly. an important announcement!

[ New conversation Everyone can reply v (@) Post in multiple channels @

Format yourtext
Change text color, format, andstyle.

*B /7 U S % A WA Paragraph v I, | <= =

i
101
@
I
H

—=o0 Add a subject
Add asubject
Keep the topic of your new post clear by Start a new conversation. Type @ to mention someone.
adding asubject.

Add asubject
Click here to enter arich formatmode for
yourmessage.

—o A ¢ O WMB R IOBEO®E - B
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Make video and audio calls

Click Video call or Audio call to call someone from a chat. Todial a number, click Calls
on the left and enter a phone number. View your call history and voicemail in the same
area.

Reply to aconversation

Channel conversations are organized by date and then threaded. Find the thread you
want to reply to, then click Reply. Add your thoughts and click Send.

@mention someone

Toget someone’s attention, type @, then their name (or pick them from the list that

appears). Type @team to message everyone in a team or @channel to notify everyone
who favorited that channel.

Noah McCormick L .
i" e e L lient had some changes to our design for the J

make those edits before our Wednesday clien
Dwight Nesmith
dwight@northwindtraders.com

‘Josh NeS‘O( 2 include a section about the buy one get one
iosh@northwindtraders.com »d for August but she mentioned she got the t

& Add a bot

@n|

AC @B o -

Add an emoji, meme, or GIF

Click Sticker under the box where you type your message, then pick a meme or sticker
from one of the categories. There are also buttons for adding an emoji or GIF. Search for
MicrosoftEDU in the GIF search box for extra fun!

@ Office Dra opul
T WoRKs ON
&, Designers
3, Desig \q@‘
&, D

- B TOANFIXTT
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Stay on top of things Share afile

Click Activity on the left. The Feed shows you all your notifications and everything that's Click Attach under the box where you type messages, select the file location and then the file
happened lately in the channels you follow. Thisis also where you'll see notifications you want. Depending on the location of the file, you'll get options for uploading a copy, sharing a
about yourassignments. link, or other ways to share.

@© Recent
Feed v v @i Browse Teams and Channels
@ Megan Bowen 7721 &' @ OneDrive
Added you to the team Contoso HR _
Upload from my computer | @ to mention someone
A @k© @& 3 -
Add atab in achannel Work with files
Click + by the tabs at the top of the channel, click the app you want, and then follow the Click Files on the left to seeall files shared across all of your teams. Click Files at the top of a
prompts. Use Searchif you don’t see the app you want. channel to see all files shared in that channel. Click More options ... next to afile to see what you
cando with it. In a channel, you caninstantly turn afile into atab at the top!
Add a tab X
Tun y ur favorite apps and files into tabs at the top of the channel bearch Q @ Openin SharePoint
o i 3 Move
Tabs for you [N} r [ copy
=[] -[a]a] -2 i
eeeeeeeeeeee Power BI [+ F =b Rename
® & Getlink

[
(7 Make this a tab
3 Mark 8 Pilot Program.pptx
ark 8 Performance chartxlsx

PowerPoint  SharePoint  Stream
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Search for stuff Add apps

Type a phrase in the command box at the top of the app and press Enter. Then select Click Apps on the left. Here, you can select apps you want to use in Teams, choose the
the Messages, People, or Files tab. Select an item or click Filter to refine your search appropriate settings, and Add.
results.

Messages  People  Files Y

M v

. oot -

e o €0 Join or create a team 3

ey s e

@ X1050 GTM Plan.pptx 10/18/18

Mark 8 Project Team / Shared Documents

Find your personal apps

Click More added apps to see your personal apps. You can open or uninstall them here.
Add more apps under Apps. These apps provide an aggregate and global view of that

contenttype.
£l

Help OneNote Planner Shifts
. E
Stream Who Wiki

More added apps
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