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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 

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

 
Activity: Displays all your recent activity using Teams. 

 
Chat: Allows you to directly message people and groups. 

https://teams.microsoft.com/
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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 Items -> Meeting (top left) 

3. Click Teams Meeting icon 

 
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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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. 

 

 

 
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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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. 

 

 
Show Conversation: Displays the chat window for the meeting. 

 
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.” 

 
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). 

 

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.  

mailto:helpdesk@atgf.com
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home
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