Microsoft Teams Format and Features

These directions will show you the format and features of Microsoft Teams.

Microsoft Teams

1. Open Microsoft Teams. @

75 Login to Microsoft Teams — O X
2. Log in with your Office 365 account email. Click 2R Microsoft
Next. Sign in

someone@example.com |

Can't access your account?

i Login to Microsoft Teams — [m] X

3. Log in with your Office 365 account email and
password. Click Sign in. o> COBB COUNTY
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Search or type a command

Favorites

‘ CCSD InTech - Will be de.

| ccsp - inTech

General

Website 7

9 more channels

&' Add team

Communications Graphic Design
CTLS Assess \

(C CCSD - InTech > Website v - \
“"\Ccnversatons Files Notes \

m InTech Microsoft Training .-
\
Teams

Channels

Welcome to the team!

Try @mentioning the team name or staff names to start a conversation.

Chat/Messaging Feature

Start a new conversation, use @ to mention someone

¢ OB S

Search

Tabs

0860

Under the Teams tab, you are able to view the Teams and Channels you are a part

=
v

Private | No classification

Newsfeed

Under the Activity tab, you
are able to find any recent y
activity in your teams. '

Files

Under the Files tab, you
can view the documents
that are located in your
Office 365 account
along with documents
you are using in your
Teams.

Under the Chat tab, you are
able to create and

participant in one on one or e
group messaging.

Assignments

Under the Assignment
tab, you are able view
any assignments that
have been assigned to
you. You can view these
in a list or calendar
view.
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Show @ Auvailable

Availability e susy

Meagan Stanfill
Change picture

© Do not disturb

Away
@ Available

Load Saved
Messages

m Saved

£0% Settings

Help

Keyboard shortcuts .
Change Settings

About D or Notifications

Check for updates

Settings X
Download the mobile app ra— e
) Notications [-7:--
Default o Dark
Sign out e
pplication

Auto-start application
[] Open application in background

B ©n close, keep the application running

Language
The language will determine the date and time format.

English {United States) 7

Restart application to apply language settings

Settings X

& General Mentions

£ Notifications

Personal mentions Banner and email v
Channel mentions Banner and email v
Team mentions Banner and email v
Messages

Chat messages Banner and email v
Replies to conversations | started Banner v
Replies to conversations | replied o Banner v
Likes Banner v
Followed channels Banner and email v
Other

Team membership changes Banner v
Team role changes Banner v

Sound Call, mention and chat
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