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How to Login to Microsoft Teams

Using Your Browser

1. Open your browser and go to https://teams.microsoft.com/

2. Login using your email address and password.

Using the Desktop Program

1. Click the Start button or the Search button on the bottom left of your screen.

2. Type “teams”
3. Click Microsoft Teams

If Microsoft Teams does not display, then you do not have the desktop program installed. Please use
your browser.

Navigating Microsoft Teams

Icons

Dod>»¢C e
@
|

The icons on the left side of Teams allow you to do the following:

Chat: Allows you to directly message people and groups.
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https://teams.microsoft.com/
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Teams

Teams: Displays the teams you are associated with.

Calendar: Allows you to directly join any Teams meetings.

Calls: Make calls, access voicemail, and create speed dials. NOTE: Must have a Teams phone number.

Files: Displays all the recent files you’ve looked at in the various Teams, Chats, and Meetings.
Apps (icon not displayed): Connect other apps to Teams. You can disregard for now.

Help (icon not displayed): Access Microsoft help. You can disregard for now.

Teams Meetings

How to Schedule a Teams Meeting
1. Open Outlook
2. Click New ltems -> Meeting (top left)
3. Click Teams Meeting icon
TE
Teams
Meeting

4. This will insert the following into the meeting invitation:
a. Location
b. Link to join on computer “Join Microsoft Teams Meeting”
c. Call-in number for audio only

d. Conference ID
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L2- - Untitled - Meeting

[IESICM Insert  Format Text w  Q Tell me what you want to do
=] Appointment 0 [} Address Baok n =
X : | S Boows Moy - O @ [ I 3 ®» O 0
[ Scheduling Assistant ’ “—#X 8% Check Names = e 1
Delete 3 . Schedule JoinTeams | Meeting ~ Cancel > Reminder: 15 minutes -~ Recurrence Time Room  Categorize Office  Meeting New View Insights  View
a Meeting Meeting Notes  Invitation €] Response Options = Zones Finder - Add-ins  Notes Meeting Poll Templates
Adtions zoom show Teams Mesting Meeting N... Attendees options = Tags Addins | OneNote  FindTime  Salesforce My Templates A
@ You haven't sent this meeting invitation yet.
This appointment conflicts with anather one on your calendar.
ro. |l
Subject
Send
Location Microsoft Teams Meeting v Rooms..
Starttime | Mon 4/13/2020 | [es0am w| [ a0 day event
Endtime | Mon 4/13/2020 | [s0am ==

Join Microsoft Teams Meeting

+1312-319-1518 United States, Chicago (Toll)
(833) 509-4579  United States (Toll-free)

Conference ID: 300 421 678#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

5. Enter the email addresses for the attendees.
6. Enter a subject.
7. Enter any additional information in the body above the first line.

8. Click Send.
After scheduling a Teams meeting, the event will be scheduled in your Outlook and Teams calendars.

How to Start a Teams Meeting
Start Meeting Using Teams

1. Open Teams.

2. Click Calendar icon (on the left).

3. Find meeting and click “Join.”

Start Meeting Using Outlook
1. Open Outlook Calendar.
2. Find meeting and double click on it.

3. Click “Join Microsoft Teams Meeting.”
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Meeting Controls

After starting a meeting, you can do various things via the icons displayed at the bottom center of your screen.

i

Video: Click this to turns your camera on or off, if you have one. Most ATG laptops have a camera; ATG monitors
do not.

Audio: Use this to mute/unmute your microphone.

(]

Share: Use this to share your screen/application. If you have multiple screens, you will have to select which
screen or program you want to display.
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[ Include system audio

Business Inteligence Stru..  Data Warchouse: Archite...  MM.ppt

More Actions: The three-dots icon always indicates more options. Click it to display a menu of additional items,
including an option to record the meeting.

£33 Show device settings
E Show meeting notes
Show meeting details

T Enter full screen

Start video with blur

[cc] Turn on live captions (preview)
Keypad

() Start recording

&= End meeting

[ Turn off incoming video

5

Show Conversation: Displays the chat window for the meeting.

o
U

Show Participants: Display who is currently in the meeting.
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Hang Up: Ends the meeting for all participants.
Additional Meeting Options

1. Open Outlook Calendar.

2. Double-click Teams meeting.

3. Click “Meeting options.”

Join Microsoft Teams Meeting

+1312-319-1518 United States, Chicago (Toll)
(833) 509-4579 United States (Toll-free)

Conference ID; 953 641 406#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

Make the following selections:

Who can bypass the lobby? People in my organization (host must allow unrecognized users).

Who can present? Everyone (anyone can present after host allows them).
Meeting options

Who can bypass the lobby? People in my organization s

Who can present? Everyone g

Help and Support

If you run into problems using Teams please contact us: helpdesk@atgf.com. We are happy to help you.

Microsoft Training

Microsoft offers some great Teams training videos on its website.
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Microsoft Teams video training

"o

Quick start

Work with posts and

messages

Set up and attend live

events

Teams on the go
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Intro to Microsoft
Teams

|
4+

Upload and find files

¢

Explore apps and
tools

Get started with
Teams (free)

AR NN

Set up and customize
your team

mle

Start chats and calls

Manage team
schedules with Shifts

Collaborate in teams
and channels

Manage meetings

Manage your activity
feed
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