CHAPTER 1

Getting Started
with Teams

Communicating, collaborating, and meeting in Microsoft Teams represents

a paradigm shift from having to bounce between multiple apps to get work
done and attaching files that quickly become outdated to email threads that
find themselves almost unreadably ugly and complex as they branch off into
side conversations. Teams is a new way to.do work. Getting started in Teams
is easy. Just make sure to have your work orschool account email address
and password. Some actions in this chapter.may require an IT admin to
perform, so don't sweat it if you can’t doit yourself.
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Log into Teams

Imost anything you want to do in Teams you can do through the browser version of Teams (known

as the web app). There are some upsides to using the web app: It's quicker and uses less memory
on your computer; you can have multiple Teams, files, and guest accounts open at once; and you can
log into it from pretty much any computer, which is helpful when you’re on the go. That said, there
are key features you will not get in the web app, especially during online meetings. The desktop app is
generally a better, more full experience. However, when you need it, the web app is there for you.

The Teams desktop app provides the richest experience of all the options when it comes to using
Teams. You'll get all the features in your online meetings, native notifications in Windows and
mac0S, as well as some other key benefits. That said, and to be candid, the Teams desktop app can
be a resource hog. If you find that your computer is overheating or slowing down, try closing the
Teams app and using the web app instead. Otherwise, enjoy everything that comes with the desktop
app. If you do not have the app installed, see the next section, “Install the Desktop App.”

One of the best aspects of Teams is the ability to hop between the desktop and mobile version
with ease. Most of the features you use regularly on the desktop are available in some way on your
favorite i0S, iPad0S, and Android devices. Bring chat, files, teams, meetings, and more on the go
with the full-featured mobile app. In this section, we are using i0S as the example, but the setup
should be similar on iPad0S and Android.

Log into the Web App

Log into the Web App R =

= W lagn mimeachonling comyssmmanicashd sty id tokmScke - teiotcll- 21471t T BT 4B Rt sni-AHmA AR i miemmh ot e . ) tamt

0 Open your favorite web
browser and browse to
https://teams.microsoft.com.

Note: While other browsers are
supported, you will have the best -

experience in Microsoft Edge or &ﬂwmmmmmm
Google Chrome. ' '

% Micrasaft

e Enter your work or school email
address and click Next.
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e Enter your password and click ]
Sign in.

Note: Once the system recognizes
your email address, a logo and
background image representing the
organization you are connecting to
should appear, letting you know
that you are logging into the right
place.

e You may be asked whether you want to stay signed
in. Select the appropriate response. If you are
on a public computer (e.g., at a hotel or library),
always say no.

e Your browser may ask if you want to save your
username and password. Select the appropriate
response. If you are on a public computer (e.g., at
a hotel or library), always say no.

CONTOSO dema
& degoudmIEia T3 snmiacsah.comn

Enter passwaord

1 conToso demo

diegos@m365x114873.onmicrosoft.com

Stay signed in?

Do this to reduce the number of times you are asked

to sign in.
Don't show this again

No

Contoso




@ The Teams app should load.

0 You can jump to other Microsoft 365

apps by clicking the app launcher (:::
or “waffle” in the top-left corner.

e If you are using Microsoft Edge, you
can sign into the browser with your
email address and password, and it will
automatically sign you in to Microsoft
apps and services.
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Log into the Desktop App

Log into the Desktop App

o Open the Teams desktop app. On Windows, open the
Start menu and search Teams. On macOS, open the "
Applications folder and open Microsoft Teams. ¥ a

Micrasaft Teams

0 In the sign-in window, select an existing account
or enter a new email address to use, and then click
Sign 'in. Enter your work, school,

or Microsoft account.

& dizgesEaanm e Lanmicrosa.com|
Q

Slgr up for free

e Enter your password and click Sign in.

Note: Once the system recognizes your email address,
a logo and background image representing your

organization should appear, letting you know that you J conToso demo
are logging into the right place.

+ diegos@m3Esx] 1487 .anmicrosoft.com

Note: You may be asked whether you want to stay Enter password
signed in. Select the appropriate response. essneeed

Fargat my password

Contaso

e The Teams app should load. - @m T T

Toasts T BB Reseorchand Devslopment s i we M semnne e+ T T AR I




Log into the Mobile App

If you have not installed Teams on your mobile
device, make sure to do so. On Android, install Teams
from the Google Play Store; on i0S and iPadO0S,
install Teams from the App Store.

Note: You may need the Microsoft Authenticator app to
gain access to Teams on mobile devices. You can
download it from either the Google Play Store (Android)
or the App Store (i0S and iPadO0S).

e Tap the Teams icon (&§s) to open the app.

e Provide your work or school email address and tap
Sign in.

£ Search
Microsoft Teams

$ Hub for teamwork
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Sign in using your work, school, or
Microsoft account.

& diegos@m365x114873.onmicrosoft

Sign in

Get help with signing in
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e You may be brought to the Microsoft Authenticator o
app. If so, provide your password and tap Sign in. f eonraso dema

cIraeEIm G 1487 onmisrazait com
Enter password

-3

You should be returned to the Teams app. Tap any 2a we  + 8
of the apps in the app bar at the bottom to show ‘a o
your content. LB o s passs
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TIP

Can I open and edit files from Teams on my mobile device?

Definitely. However, editing files does not take place in the Teams app itself. In addition to installing Teams,
you should consider installing Word, Excel, PowerPoint, OneNote, Office, OneDrive, SharePoint, and Stream so
that you can open (and edit, when applicable) various files in their native apps. Do this when you are
connected to Wi-Fi and before you actually need the apps to use them. Setting up apps on the fly is no fun.

Can I log into multiple Teams accounts?

Not at once, no. At least not in the desktop app. You can sign into additional accounts and be a guest in
multiple other organizations; however, you can access only one account or guest organization at a time.

One way around this is to have the Teams desktop app open to your primary account and open the other
accounts or guest orgs in the web app, using browser profiles.




Install the Desktop App

You will get the most out of Teams by using the desktop app. If you do not already have Teams
installed on your computer, you can download a native app for either Windows or mac0S. Keep
in mind that most work and school devices will likely already have Teams installed, so check the app
listing on your computer before downloading and installing. Installing also may require an admin to
approve, so be prepared to reach out to your IT team if necessary. There are a few ways to do this;
this option will always work.

Install the Desktop App

o Open the Teams web app (see the previous section
“Log into the Web App”). *+=  jumpto3
@ Click Settings and more (---) in the top-right

corner. EE‘B Settings
e Click Download the desktop app.

Teams admin center

Keyboard shortcuts

About >
&Downlﬂad the desktop app

Download the mobile app

@ 1n the top-right of your browser,
Cljck e Or E to Open the menu’ W 17 oo Market Plan (Mark 8Fo % & Downdoads ® 4 - 15
and then Cl.'iCk Down loads. “ = & @ chiome | chromeyidewnloads . (2] :'u::lr T :
. Ul Plew windaw Cri+h
e Click the downloaded Teams i N I
. . . B our browser is mana ur organization i e
installation file. . ’ b wn |- .
Print.. Cul+P
e Follow the prompts until the file S S et
has been installed and Teams -is E hitps:if statics teams.cdn.effice net praduction-windows <6413 00 287 79/1 o - oy e
available on your device. sl e ,
Note: Step 6 may require an admin =
B0 Managed by vour organization
password to complete. Be sure to
reach out to your IT team for support

if you need it.
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'I'eams offers a ton of ways to customize your experience, including dark mode, notification
preferences, device settings, privacy settings, read receipts, who can contact you even when you
are in do not disturb mode, quiet hours, and more.

c Click Settings and more (--) in the top-right ~
corner. we _iLllTlptOEGS @ = rj X

© Click 83 Settings.

Zoom — (100%) + @

Teams admin center

Keyboard shortcuts

About >
Check for updates

Download the mobile app

Thumb through the options you have here, tines Je
especially the Notifications settings. Your Teams — .
experience can be highly personal and specific to & acceuns T
you if you put a little time and research into it. 2“”' - E g
O Click X to close the Settings pane. S = - o

N Application
% Calls To ressart, sight-click e Teams icon in the taskéaar, e select Cxit, Than reopen Teams,
B aute-start application

[0 ©men zppication in hackgraurd

B o cose, keep the spplication rraing

(7] Bisable GFU hardwane acceleration (requires restarting Teams)

Register Tearns as the dhat apg for Office lrecuires restarting Office
apphcations)
B conble logging for meeting diagnastizs iraquires restarting Teams)

Languags
Hiestart b appty language settings.

faabngaage
Enghsn inited States) i
Kipivsard ngusign cnaridies baplsand sherteuls

Englizh [United States) LY
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Switch Between Dark Mode and Light Mode

ith dark mode being as popular as it is, Teams naturally offers a more muted and less-offensive-
to-the-eye-during-later-hours view of the app. You can also enable high-contrast mode if you
require that for better visibility. Toggle between these modes as the need suits you.

Switch Between Dark Mode and Light Mode

0 Click Settings and more (--+) in the top-right ~
corner. we _iLllTlptOEGS @ = rj X

@ Click 83 Settings.

Zoom — (100%) + @

Teams admin center

Keyboard shortcuts

About >
Check for updates

Download the mobile app

e Under Theme, select Default, Dark, " X%
. ettings
or High contrast.
g £ General &'ﬂ!m
O Click XX to close the Settings pane. & accounts T=e— E
] Privacy [ E—
L sotifications —
0 Deviess Diefault Duark High contrast
[ Premissions o
% Calls Application

T restart. right-cick the Tesms icon i the taskber, then sslect Quit. Then recpen Teams.
B Auto-start appication
[ open application in background
B on close, keep the application nening

[0 bisable GPU hardware acceleration (requires restarting Teams)
Register Teams as the chat app for Offics (requines restarting Cfice
applicatins;

B tnable logging for meeting disgnostics (requires restarting Teams)

Language
FRestart ta 2pply language settings.

App language
English (United States) o
Keyhoard language averides saybasrd shertcuts,

English (Unitad States) hd
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Note: Teams is now in the mode of Teams - B oiowa
your choice. (Dark mode is shown
here.)

[ Hew comeerration

13



Add or Update Your Profile Photo

Your profile photo is an opportunity to represent yourself to all your colleagues. Without it, you
just show up as two letters, which doesn’t give anybody much information. And frankly, your
colleagues have the right to know who they're working with, so you should not go without a profile

photo ever.

When uploading a photo, make sure it's a clear headshot of you, cropped tightly, lit well, and where
your face stands out from the background. Never use a photo of you with someone else (including a
spouse or child), your pet, or a favorite character. Again, your colleagues deserve to know who they
are working with; your profile photo is actually serious business.

Add or Update Your Profile Photo

o Click your profile photo or initials in the top-right
corner.

e Click your photo or initials.

Note: Some IT admins disable the ability to change
your own photo. Reach out to your IT team for help if
you cannot complete this step.

€@ Click T Upload picture.
Note: Your photo must be smaller than 4 MB.

O Select the photo you want to use from your
computer.

Note: Your photo should be cropped square (or as
close to square as possible) before you upload.

e Confirm that you are happy with the look, and
then click Save.

Note: This changes your profile photo throughout
Microsoft 365 and may take some time to work its
way into all apps.

14

Matt Wade

2 F=l matt@internationalgenstics.com

© ailable - Set status message

| InGen

E] Hammond Foundation (Guest)

Masrani Global (Guest) (0]

@ | Universal Entertainment (Guest)
[ saved

£3) Manage account

+ Add personal account

Sign out

Change your profile picture
It'll be updated for all of your Microsoft 365 apps.

&$ Upload picture

T Remove picture




Access and Manage Your Saved Messages

CHAPTER

|

f you are a fan of flagging emails, then you will love saving messages in Teams. Saved messages—
either in private chat or in a channel conversation—are kept in a central spot for you so that you

can view and manage them later at your convenience.

Access and Manage Your Saved Messages

0 Click your profile photo or initials in the top-right
corner.

© Click [] Saved.

Matt Wade

I Fas matti@delosdestinations.com
© wailable « Set status message

| Delos, Inc.

E] Delos Robotics (Guest)

Ghost Nation (Guest)
Incite, Inc. (Guest)

&L—\I Saved

3 Manage account

+ Add personal account

Sign out

9 From the rail, select the message
you want to view. It will load in
the main area.

o ;

et
Note: Saved messages are listed & L T
chronologically, newest on top. You

cannot reorder them.

=

[T
3 Mruem Gratarr: bi Toemi W
apeatYr the erd o sir s s

O To remove a saved message
from your list, click Unsave this

message ().
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Access a List of Keyboard Shortcuts

lenty of people live on keyboard shortcuts, such as Ctrl+C and 38 +V. Teams has a slew of
keyboard shortcuts, some of which align with the standard ones in Windows and mac0S and
others that are specific to Teams itself.

o In the Teams search box, type
the slash command /keys.

See keyboard shortcuts

Note: For more information about /keys
slash commands in Teams, see the

section “Slash Commands” in ?
Chapter 4. T i ’ 0

General

o A lengthy list of shortcuts will appear. Check on o o o
this every so often; new shortcuts pop up from o o '

time to time. pa— ai4] tpmsaing

Open Help Bl Clase Traze

Note: Shortcuts are generally the same between e IR o [-

Windows and macO0S. Just use the Ctrl or 38 key, et stlla] - separapeesien (] on e

. Sgn eut o | @m a

respectively.
Navigation

e Click X to close the pane. o cme Sl
Mg selecned Teas up o4 St ot Mo selected team diwn Ol Shik
Muszaging
G to compose box A Rzply 10 thezad | s A
Expand compase boe an | SR X Sand {eapanded compose bod) e | fater

Search cumen Chat/Crarnel

IIIIII i o
Mustings, Calls and Calundar

Srempt vedwa ol el shh A Accmpl sude: call ol ik S
Declne call Cul Sk D Seart audio call wl | Shift  ©
Start video call eul sk U Topgle mute cul S M
Start screen share session o s R Togghe wdeo EEHE R
5o bo sharing toalbar cid  Seés Space Diecline screen shame ol Sk D
accgn screes share ol s MemEpefe bty o s [y
Toggle backgroand blur o sk P Sehedue 8 mesting SR W
o by cumenttme - 150 b previous dapiwesk owl| om -
B b nest day/week o A - Wiew day o | ae 1
Wi wrkamik cul a2 Wi vk Ak 3
Savawennd meting regquest ol 5 Jein fram mewing datals A ik
55 16 suggested time T

Sow shrtcuts bor all platfumm Ofics Accensibiily Cartur
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Set Up and Manage Your Video CHAPTER

and Audio Devices 1

Before you start taking part in meetings for the first time—or any time you plan to use a new audio
or video device—you should make sure your devices are set up properly. It is an easy step to avoid
anxiety or embarrassment the first time you hop into a meeting and find something is not working
properly. As with most things, a little time spent early on can save time and frustration later.

0 Click Settings and more (--+) in the top-right
corner.

@ Click 83 Settings.

Zoom — (100%) + @

Teams admin center

Keyboard shortcuts

About >
Check for updates

Download the mobile app

€@ Click £ Devices. e
e Under Audio devices, select the speaker and microphone you f“‘E“ e e
want to use. (3 SEpay R
e Under Noise suppression, select how aggressively you want s R ——
background noise to be removed. Auto (Default) is likely best o iy ©
to start with. & R

}-.-.. wppramicn ()
oo it e ot v v

et (Befady w

@ Under Camera, select which webcam you want to use (if you
have multiple).

0 Click Make a test call and run through the steps to confirm
your audio and video devices are working as expected.

Note: Teams will remember these settings for your next call or
meeting. You can always change your device settings when joining
or during a meeting.

17



View a Person’s Contact Card

very person in Teams has a list of contact information that is easily accessible to you so you can
find their job title, office location, phone number, and more personal details.

View a Person’s Contact Card

o Hover over the profile photo or
initials of a colleague. Allan Deyoung

The contact card lists photo, Available
name, title, email address, IT Admin
phone number, department, and T

sometimes additional content Q 24/1106
n (]

from your organization. +1 262 555 0106

e To send a quick private chat, AllanD@M365x114873.0nMicro...
enter a message in the text box
and click Send (5).

O B8 & O 4

e To start a new private chat or 6 6 6 6 é
open the ongoing chat with this

person, click Chat ((2). Message Allan Deyoung <€)

To start a new email to this
person, click Email ().

0 To see this person in the organization chart, click
View organization (s%,).

Note: See the next section in this chapter for further
details on the organization chart.

To start a video call with this person, click Video
call (y)-

e To start an audio call with this person, click Audio

call (Q,).

18



CHAPTER

View the Organization Chart 1

'I'eams offers one of the best visual organization charts in Microsoft 365, but it is not the most
obvious feature to find. Presuming your system has been set up so that everyone has a manager
listed in their contact card, the org chart should automatically populate who reports to whom so that
you can get a clear overview of the hierarchy of your organization.

View the Organization Chart
0 Hover over the profile photo or
initials of a colleague. Diego Siciliani  Diego Siciliani G
=0 Available
<50

e In the contact card, click
HR Manager

View organization (s%,). HR

14/1108
+1 205 555 0108
DiegoS@M365x114873.0nMicro...

O s o -

Message Diego Siciliani =
e The Org Chart ShOWing the @ Diego Siciliani chat Files Organization  Activity -+ ®
hierarchy above and below that
person will display. Click any S *
person’s card to expand it and Pt ernandes 'y
take action (e.g., send a chat or
email or start a call). Nestor Wil @
rreti) @ [ Do @® | i €& e €

19



Switch Between Organizations as a Guest

major feature benefit of Teams is the ability to be a guest in someone else’s Teams system.
Guests can take part in private chats and Teams in that system. However, you do have to switch
between your guest accounts to check in on those orgs from time to time.

You will not be a guest in another system unless you have explicitly been invited by someone to a
Team and you have accepted that invitation. After that, you can be included in conversations with
people who are in any Team you are in, and other Team owners can add you to their Team as a guest.

Switch Between Organizations as a Guest

o Click your profile photo or initials in the top-right

corner.
Select the organization you want to switch to. e Matt Wade
. < matti@pawnes state.in.us
The other org’s list of Teams should load. #© Available - Set status message
Note: To switch back to your home account, follow | City of Pawnee

steps 1 to 2 and select your organization.

E E] 11's Diner (Guest)

US Department of Interior (Guest) (0]
City of Eagleton (Guest)

[ saved

3 Manage account

+ Add personal account

Sign out

20



CHAPTER

Leave an Organization as a Guest 1

Once you are done working as a guest in another organization’s Team, you will likely want to
remove that organization from your accounts and orgs list. This is a complex process for a simple
goal, and Microsoft is working on a simplified process in the future. If these steps do not work for
you, you should reach out to your IT team or do some research online for the current steps.

Leave an Organization as a Guest

@ 1n your favorite browser, browse to
https://myapps.microsoft.com

+ cowroso e My Apes

2
<

£ st sy = 7_ Q‘Q

and log in with your work or W =
school account. = . m. I::
o Click your profile photo or initials -
in the top-right corner. .m e g -
9 Click More Options (---). N R [ ¢

O Click Leave new experience.

e
i
1]

v

7
z
3
3
¥

@ v » @ 20

&
8
=
|
E

e Click your profile photo
or initials in the top-right
corner (again).

| contoso dema S Qo
Diego
Siciliar
e D oratid 36 5x ] 1873 Ondtiorosoftoom

I
k=
o

i

Power 81

. . ﬂ e D s E = Tey the new My Apps expenence!
G Next to Organizations, - B .
click Settings (£33). - Q- -

8- B e
E Paopl Flanner Fower App Sign out
B
2
.

el =
A 1=
T F
3

oaa

Werd
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Next to the organization you
want to leave, click Sign in to
leave organization.

Note: If the link says Leave
organization, skip to step 10.

e Sign in with your work or
school account if requested.

9 Click Back in your browser.

Next to the organization you
just signed into, click Leave
organization.

22

s jumpto365
Prolile

Dieqe: Sicliani

irganizations

Fnad: chmpr AT AR oamicesrl <o

Alemate emait
dingost MIFTE T 14BT3.onmrCroso com

ermeaged by b

Dy Siciliari
e (£

= [
Il impeiine San i 10 e ogizan 4
Py et Fedud NG M ol
S jumpto365 e (R
Profile:
Dieqe: Sicliani Fmal: S VT szl com

irganizations

Crmtna

Il i

Alemate emait
dingost MIFTE T 14BT3.onmrCroso com

ermeaged by b

—— @




CHAPTER

Getting Started with Teams 1

@) Click Leave.
= .

BEE Leave jJumpto3657?
You will no longer have access to jumpto365's applications.

jumpto365 may continue to retain previously collected data about you. See
jumpto365's privacy statement.

@ In the confirmation pane, click

OK. Close your browser tab or o You have left jumpto365.
window.

It may take a few minutes to take effect.

Why do I still see the organization listed in my Accounts & orgs list?

Microsoft's confirmation page says your removal from that org will take “a few minutes to take effect.”
While that's accurate when it comes to permissions (you will not be able to access anything in that org
after a few minutes), it does not mean you will not still see evidence of that org for a while. Empirical
testing has shown the org will show in your Teams listing for upward of 48 hours. Additionally, the org will
remain indefinitely if you do not sign out of the Teams app and sign back in. It apparently needs a refresh,
which only logging out can accomplish. This applies to both the desktop and mobile apps.

23



Log Out of Teams

Once you are done with the Teams app on the desktop (either the desktop app or in the browser),
you might want to log out to end your session and keep someone else from using it. This is
especially useful when you are accessing Teams on a public computer (e.g., a hotel or library).
Always make sure to log out when using public devices.

Once you have finished using Teams on your mobile device, you will want to log out of it. Logging out is
also useful when you are getting a new phone or tablet or letting someone else use the device. In this
section, we are using i0S as the example, but the experience should be similar on iPad0S and Android.

Log Out of the Web or Desktop App

0 From the Teams web or desktop app, click your profile photo
or initials in the top-right corner.

e Mal?\n.\"ade
© Click Sign out. S0 e s s
In the web app, if requested, confirm which account to | [2] piediper
sign out of. You should receive a confirmation you were (] ool @Gues)
Signed out. Hacker Hostel (Guest) D

In the desktop app, the app will close and reopen to the foviea feings (cuest
sign-in screen. [ saved

Note: Signing out of the web app also signs you out of Microsoft & Manage account
365 entirely in that browser. 7 ddpersanslaccount
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Log Out of the Mobile App

o From the Teams mobile app, tap the hamburger menu (=). OLE a Toams ¥ @
Note: Yep, that's what those three lines are called, a hamburger . Mw
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© Tap (83 Settings.

9 Tap > Sign out [your email address].
@ Tap Sign out to confirm.

Note: You can now sign in with a different account or
close the app.

&»D- Sign ot
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