Microsoft Teams-Managing a Team (as an Owner)

These directions will show you how to manage a team and make changes to settings.

Managing a Team

1. Open Microsoft Teams.

[ Login to Microsaft Teams - o x

B® Microsoft

Signiin
2. Log in with your Office 365 account email. [ someone@eamplecom |
3. Click Next.
4. Log in with your Office 365 account email and B Logn oot s - o ox
password.

5. Click Sign in.

6. Hover over the name of the Team and select the ellipses. n

»

Remove favorite

7. This will populate a menu for you to control settings within your
Team.
a. For more information on managing your Team, click here:
Team Member Roles and Permissions
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https://docs.microsoft.com/en-us/MicrosoftTeams/assign-roles-permissions
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