
How to use

Microsoft Teams
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Get Started

▪ Sign in into your account in Microsoft 365

www.office.com

https://office.com/
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Get Started

▪ Open Microsoft Teams
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Get Started

▪ Or download the APP into

your computer or mobile
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Adding Teams

▪ Click on Teams to See

all teams you are added

in or to add new team
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Adding Channels

▪ Under every team, you

can add a channel by

Topic or Department
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Inside Channels

▪ In channels you can

o Hold a meeting

o Team conversation

o Share files
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Quick Meeting

▪ You can start quick

meeting with anyone in

team from here



9

Control Panel

Allow/ Block your video

Allow/ Block your voice

Share your PC Screen

Record the meeting

End the meeting
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Sharing & Editing Files

▪ When sharing a file,

you can edit it and

share comments with

the team
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Chat Privately

▪ You can chat privately

to one of your team by

typing his/her name

and then select
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Meetings

▪ In Meetings tab, you

can see all meetings

lined up or you can

schedule new meeting
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Activity

▪ Go to activity to

review unread

messages, mentions,

replies and more
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