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Introduction



WHAT IS 
MICROSOFT TEAMS?

 Persistent chat-based collaboration platform complete 
with document sharing, online meetings, and many more 
extremely useful features for education communications.



Teams are made up of channels, 
which are conversation boards 
between teammates.

Teams and channels Every team who uses Microsoft Teams 
will have a site in SharePoint Online, 
which will contain a default document 
library folder. 

 Document storage in SharePoint

 A good video call feature is great to have on a 
collaboration platform. One can also enjoy 
simple and fast desktop sharing for technical 
a s s i s t a n c e  a n d  m u l t i - u s e r  r e a l - t i m e 
collaboration.

 Online video calling and screen sharing
All team members can view and 
add to different conversations in 
the General channel and can use 
an @ function to invite other 
m e m b e r s  t o  d i f f e r e n t 
conversations, not unlike Slack.

Conversations within 
channels and teams.

The basic chat function is commonly 
found within most collaboration apps 
and can take place between teams, 
groups, and individuals.

  A chat function

MICROSOFT TEAMS FEATURES



 Teams increases productivity by 
mak ing  a l l  your  co l l abora t ion 
available in one single app and one 
single interface. 

Productivity gains and enriched 
communication

With Teams,  you can eas ier 
focus your attention on work-
related topics and prioritize your 
time better.

Better focus on your work

A  b i g  c h a l l e n g e  f o r  m a n y 
organizations is keeping everyone in 
the loop and making everyone feel 
that they know what is going on. 
With Teams, this becomes so much 
easier. No longer do you have to 
worry about who to put on cc in an 
email or who to invite to a meeting. 

Increased transparency

Since Teams is a fully cloud-
based solution, the move to the 
cloud is seamless. Being able to 
a c c e s s  i n f o r m a t i o n  f r o m 
anywhere on any device is a 
huge business benefit.

Seamless move to a digital 
workplace

Advantages using Teams
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Getting Started 
with Microsoft 

Teams



A d d  y o u r  w o r d s 
here,according to 
your need to draw 
the text box size

A d d  y o u r  w o r d s 
here,according to 
your need to draw 
the text box size

Getting started with Microsoft Teams

1) L o g  i n  t o 
your Office 
365 account 
and find the 
Teams app



The me space

Activity

Chat

Teams

Assignments

Calendar

Apps

Help
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Add your words here,according to your 
need to draw the text box size.Please read 
the instructions and more work at the end 
of the manual template.

Add your words here,according to your 
need to draw the text box size.Please read 
the instructions and more work at the end 
of the manual template.

Add your words here,according to your 
need to draw the text box size.Please read 
the instructions and more work at the end 
of the manual template.

The me space  -  App bar

App bar
• Activity
• Chat
• Teams
• Assignments
• Calendar



Add your words here,according to your need to draw the text box size.Please read the 
instructions and more work at the end of the manual template.

The me space  -  Left rail
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Add  yo u r 
words here

Add  title

A d d  yo u r 
words here

Add  title

The we space

The we space 
consist of:
• Class navigation
• Team
• Channel
• Tabs
• Canvas



Add your words here,according to 
your need to draw the text box size

Add your words here,according to 
your need to draw the text box size

Add your words here,according to 
your need to draw the text box size

Add your words here,according to 
your need to draw the text box size

Add your words here,according to 
your need to draw the text box size

Add your words here,according to 
your need to draw the text box size.

The we space  -  Class nav



A d d  y o u r  w o r d s 
here,according to your 
need to draw the text 
box size

Add  title

A d d  y o u r  w o r d s 
here,according to your 
need to draw the text 
box size

Add  title

A d d  y o u r  w o r d s 
here,according to your 
need to draw the text 
box size

Add  title

A d d  y o u r  w o r d s 
here,according to your 
need to draw the text 
box size

Add  title

The we space  -  Team
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Add your words here,according to 
your need to draw the text box size

Add  title

06

Add your words here,according to 
your need to draw the text box size

Add  title

02

Add your words here,according to 
your need to draw the text box size

Add  title

05

Add your words here,according to 
your need to draw the text box size

Add  title

03

Add your words here,according to 
your need to draw the text box size

Add  title

04

Add your words here,according to 
your need to draw the text box size

Add  title

The we space  -  Channel



Keywords

Keywords

Keywords

Keywords

Add your words 
here,according to 

your need to draw 
the text box size

Add  title

Add your words 
here,according to 

your need to draw 
the text box size

Add  title

Add your words 
here,according to 
your need to draw 
the text box size

Add  title

Add your words 
here,according to 
your need to draw 
the text box size

Add  title

The we space   - Tabs



Add your words 
here,according to 

your need to draw 
thtext box size

The Canvas
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Creating Class 

Teams



Create a class team

Select Join or create a team



Add  title

A d d  y o u r  w o r d s 
here,according to your 
need to draw the text 
box size

80%

66%

Create a class team

You can add team 
members:
1) Click the three 

dots button
2) Then you click to 

Add member 
button



80%

66%

Create a class team

You can add team 
members:
1) You add your 

students into the 
teams

2) Then,you click 
add tab.



Keywords

Add your  words 
here,according to 
your need to draw 
the text box size

Keywords

Add your  words 
here,according to 
your need to draw 
the text box size

Create a class team

You can choose a 
team look:
1) Click the three dots 

button
2) Then,you click 

Manage team 
button
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Create a class team

You can add a team 
theme:
1) You click on 

Settings tab
2) Then,you click on 

change theme 
tab



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

A d d  y o u r  w o r d s 
here ,according to 
your need to draw 
the text box size

A d d  y o u r  w o r d s 
here ,accord ing  to 
your need to draw 
the text box size

Add  you r  wo rd s 
here,according to 
your need to draw 
the text box size

Add a new channel

You can add a new 
channel:
1) You click on 

the three dots 
button

2) Then,you click 
the Add 
channel tab to 
add new 
channel



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Add a new channel

You create new channel:
1) You give channel 

name
2) You also can give 

description of the 
channel

3) You can set the 
privacy of the 
channel

4) Then,click add 
tab



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Add a new channel

You create new channel:
1) You give channel name
2) You also can give 

description of the 
channel

3) You can set the privacy 
of the channel to private 
to accessible only to a 
specific people within 
the team

4) Then,click next tab



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Add a new channel

You create new channel:
1) You add members to 

the channel
2) Then,click add tab



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Conversations in Teams

You start the conversations:
1) Click,new 

conversation tab
2) Then,you type in the 

conversation space



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Conversations in Teams

•  @mention a few team 
members to 
let them know what roles 
they’ll be 
playing on the group

• For fun, add a gif or emoji to 
your message. 

• Get creative with the text 
sizes and colors. 



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Private Chats

• Start a private chat with 
another 
team member

•  Play with the format of a 
message. 
Change the font, size, and 
color. 

• Add an emoji, sticker, and 
gif to your chat



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Teams File

• Upload a file to a 
conversation

• Edit the file from the 
conversation. 
Talk to your other 
teammates as you edit 
within Teams



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Teams File

• You can also find the 
documents that you have 
uploaded in the files tab. 



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Teams File

• You can share a link to a file 
to a private chat. 



A Keywords
B Keywords

C Keywords

D Keywords

E Keywords

Teams File

• You can search for the 
file in the Command box 
search bar
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