


Microsoft Teams End-user Guide
1. Microsoft Teams has been made available to download via Software Center. 
a. From your start menu browse Software Center
b. Available Software Microsoft Teams (check item click install selected)
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2. Sign in to Microsoft Teams using your University issued email:
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3. Take an interactive Training Tour:		
			

Interactive Tour    

Join a Meeting 

Collaborative workspace for 
· Team Files
· Meetings
· Collaborative Conversation
· Office 365 application integration
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	Connect from anywhere
The Microsoft Teams desktop enable teamwork from anywhere.

	Customize channels 
Upload files to the appropriate channel 
and pin frequently used files 
	Add apps to channels. 
Frequent used app integration—such as Word, PowerPoint, Excel, PowerBI, ect.

	Collaboration
Create team collaboration work spaces with dedicated channels to specific topics, projects, 
disciplines ect. 

	Elevate email conversations.
Forward email to a team channel to continue the discussion in a threaded 
chat conversation, with attachments automatically uploaded for easy team 
co-authoring. 

	Initiate Chat 
Create individual or small group chats with colleagues you work with routinely. 




Get Started with Microsoft Teams
image1.png
¥ Software Center

UNTHSC TS Helpdesk

PYCTDEONWIS  nstallation Status  Installed Software  Options

P —

Show opionl sotware

ac

it itions pslctons from.

p———

T NAE e PuBLHER NAILABLE AFTER STATUS

[ /A absolute DOS Application Absolute 220017 ‘Waitng for the next avalable maintenance schedule
[ Adobe Creative Coud 6481t soslcaton Adebe 200 Avaiatle

[ @ Googl e 7903545130 bt spplcaton Geogle e Aaiatle

[] &1 Moafee ep0 Agent Application Mehfee. 262020 ‘Waitng for the next avalable maintenance schedule
[ 13 Microsoft Offce Professional Plus 2019 Application WMicrosoft 12772020 Availoble

[] 47545 9.6 License Renewal Application 545 2172017 vl

[] S sasFoundation 54 Application sas /1772016 Awibble

i Microsoft Teams. i
oveRviEw REQUIREMENTS oescRrPTion

st susitie Restrrequred Night be reired

vesion: - ssma

Dote pubishec: ot spedied Esimsted time: Notspeded

Help document: Nore Toal components: 1





image3.png
% Microsoft Teams:

Microsoft Teams

?‘» N

Enter your work, school,
or Microsoft account.

Christian.Markgraf@unthsc.edu

Not on Teams yet? Learn more

Sign up for free
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