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1. Start with chat.
Create a small group chat with colleagues you 

work with most closely, a great way to 

communicate in the moment. You can name and 

‘favorite’ the chat for easy reference.

2. Connect from anywhere.
Download the Microsoft Teams desktop and 

mobile apps to enable teamwork from anywhere.

3. Go big.
Create larger teams with dedicated channels to 

specific topics, projects, disciplines. It’s better to 

have fewer, larger teams with more channels than 

many, small teams that you need to juggle.

4. Customize channels.
Upload files to the appropriate channel and pin 

frequently used files to make it easier for everyone 

to find.

5. Add apps to channels.
Do more in one place by integrating favorite apps 

and services—such as Word, PowerPoint, Excel, 

PowerBI, Planner and more—with team chats and 

meetings.

6. Consolidate ‘need to know’ content.
Use OneNote or the Wiki feature to spotlight 

important content—meeting follow ups, best 

practices, goals—separate from conversations.

7. Spotlight resources.
Pin key websites used to track news, performance, 

live site monitoring or metric tracking so everyone 

can access this information right within Teams

8. Elevate email conversations.
Forward email to a team channel to continue the 

discussion in a threaded chat conversation, with 

attachments automatically uploaded for easy team 

co-authoring.

9. Share content from other services.
Set up connectors to push rich content into 

Microsoft Teams and get notified of the team’s 

activity in that service.

10. Help foster active channels.
Be personally active in channels and @team to 

highlight posts for the whole group.

Get Ready: 10 things to get you started.
Use conversations, files, and meeting tools to stay more engaged and effective every day. .
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Sign in: Desktop or Mobile 
(Recommended)
On a Windows computer, click Start (Windows Icon) > Microsoft Teams.
On Mac, go to the Applications folder and click Microsoft Teams. 
On mobile,  tap the Teams icon. 

Sign in: Online Portal
If you must login with the online version, you can go to 
teams.microsoft.com to get started. The online portal 
(https://portal.office.com/) can also be used to access Teams.

Setup Microsoft 365 Account 
To use Microsoft Teams for collaboration, you must have your Microsoft 365 account setup first. If you have been approved for Microsoft 365 
deployment, you should receive emails from DoDEA_M365 with your username and password. Please refer to the M365 account setup guide if 
need help setting up your account. 
If you don’t have an account yet, you can experience the interactive demo for Microsoft Teams at http://teamsdemo.office.com/

You may also see a checkbox option "Don't 
ask again for 14 days" on the password 
screen. 
WARNING: Using the "Don't ask again for 14 
days" checkbox in the Chrome browser, may 
cause an unexpected login loop that will not 
allow you to go past the screen. This is an 
intermittent problem that DoDEA cannot 
resolve. You may need to close your browser 
to stop the page reloading. Microsoft Edge 
browser does not have this issue.

Sign in with your Microsoft 365 username and password.

https://teams.microsoft.com/
https://portal.office.com/
https://www.dodea.edu/Offices/IT/upload/MS-Teams-Account-Setup-Push.pdf
http://teamsdemo.office.com/
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Quick Start Guide: Grid View
Click each description to see a video guide or instructions of core functionality within Teams.
What is a team?
You can create or join a team to collaborate with a certain group of people. Have conversations, share files and use shared  tools with the group – all in one place. That  group could 
consist of a class of students and educators, a group of staff collaborating on a topic, or even a  group for a student club or other  extracurriculars.

View your team
Click on the team to open your 
class or staff team. See List View 
on the next page for more 
details on what you can do 
within your team.

Use the command box  
Search for specific items or  
people, take quick actions,  
and launch apps.

Left navigation bar – pinned 
apps
Use these buttons to switch  
between Activity Feed, Chat,  
your Teams, Meetings & Files.

Start a new chat  Launch 
a one-on-one  or small 
group  conversation.

Manage profile settings  
Change app settings,  
change your pic, or  
download the mobile app.

Add apps
Launch to browse  or search 
apps you can add  to Teams.

More apps to find and 
pin apps for your 
personal view
Click to find and manage  
your personal apps.

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.

Join or create a team
Find the team you’re looking 
for, join with a code, or  make 
one of your own.

Manage your team
Add or remove members,
create a new channel, or  
get a link to the team.

https://youtu.be/Fz7b17XHY5s
https://sites.google.com/student.dodea.edu/microsoft365/teams-pinnedapps
https://www.microsoft.com/en-us/videoplayer/embed/RWedV6?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://support.office.com/en-us/article/change-settings-in-teams-b506e8f1-1a96-4cf1-8c6b-b6ed4f424bc7
https://www.microsoft.com/en-us/videoplayer/embed/RE4qMJI?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://sites.google.com/student.dodea.edu/microsoft365/teams-pinnedapps
https://www.microsoft.com/en-us/videoplayer/embed/RWkgDy?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://youtu.be/Fb4Bgmoepdc
https://support.microsoft.com/en-gb/office/manage-team-settings-and-permissions-in-teams-ce053b04-1b8e-4796-baa8-90dc427b3acc
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Manage your team
Add or remove members,  
create a new channel, or  
get a link to the team.

Add files
Let people view a file or  
work on it together.

Compose a message
Type and format it here. Add a  
file, emoji, GIF, or sticker to  
liven it up!

Reply
Your message is attached
to a specific conversation.

Manage profile settings  
Change app settings,  
change your pic, or  
download the mobile app.

Use the command box  
Search for specific items or  
people, take quick actions,  
and launch apps.

Start a new chat  
Launch a one-on-one  
or small group chat or 
discussion.

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.

Add tabs
Highlight apps, services,  
and files at the top of a  
channel. The Posts and 
Files tabs are automatic.

Every team has channels  
Click one to see the files and  
conversations about that  
topic, department, or project.

Left navigation bar – pinned 
apps
Use these buttons to switch  
between Activity Feed, Chat,  
your Teams, Meetings & Files.

Join or create a team
Find the team you’re looking 
for, join with a code, or  
make one of your own.

More apps to find and 
pin apps for your 
personal view
Click to find and manage  
your personal apps.

Add apps
Launch to browse  or 
search apps you can add  
to Teams.

Filter your activity feed
Find important files or see when 
someone @mentions you, likes 
something you posted, or 
replies to a thread you started.

Send
Press Enter or click icon 
to submit your post.

Quick Start Guide: List View
Click each description to see a video guide or instructions of core functionality within Teams.

https://support.microsoft.com/en-gb/office/manage-team-settings-and-permissions-in-teams-ce053b04-1b8e-4796-baa8-90dc427b3acc
https://www.microsoft.com/en-us/videoplayer/embed/RE2MFGE?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.microsoft.com/en-us/videoplayer/embed/RE2BIrO?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://youtu.be/5tj5U7q89ck
https://support.office.com/en-us/article/change-settings-in-teams-b506e8f1-1a96-4cf1-8c6b-b6ed4f424bc7
https://youtu.be/Fz7b17XHY5s
https://www.microsoft.com/en-us/videoplayer/embed/RWedV6?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.microsoft.com/en-us/videoplayer/embed/RWkgDy?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://youtu.be/dpXA7hTE5iw
https://youtu.be/m1VQpIahGBc
https://sites.google.com/student.dodea.edu/microsoft365/teams-pinnedapps
https://youtu.be/Fb4Bgmoepdc
https://sites.google.com/student.dodea.edu/microsoft365/teams-pinnedapps
https://www.microsoft.com/en-us/videoplayer/embed/RE4qMJI?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.microsoft.com/en-us/videoplayer/embed/RE2Bt59?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://youtu.be/5tj5U7q89ck
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Join a Team
Select the Teams app on the sidebar. Either join a public team or click the Join
or create team button in the upper right or lower left. Learn more.

Pick a team and channel
A team is a collection of people, conversations, files, and tools—all in one place.
A channel is a discussion in a team, dedicated to a department, project, or topic.
Click Teams and select a team. Pick a channel to explore the Conversations,
Files, and other tabs. Learn more.

Start a new conversation
With the whole team... Click Teams , pick a team and channel, write your  
message, and click Send.

With a person or group... Click New chat , type the name of the person or 
group  in the To field, write your message, and click Send Learn more.

See six ways to start a chat.

Reply to a conversation
Channel conversations are organized by date and then threaded. Find the
thread you want to reply to, then click Reply. Add your thoughts and click
Send (paper airplane icon).

https://support.microsoft.com/en-us/office/find-and-join-a-team-9f284981-39a1-486d-b43d-ab2dcc4c1e0f
https://support.microsoft.com/en-us/office/overview-of-teams-and-channels-c3d63c10-77d5-4204-a566-53ddcf723b46
https://support.microsoft.com/en-us/office/start-and-pin-chats-a864b052-5e4b-4ccf-b046-2e26f40e21b5
https://support.microsoft.com/en-us/office/six-things-to-know-about-chat-in-microsoft-teams-88ed0a06-6b59-43a3-8cf7-40c01f2f92f2
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Microsoft
Learn more aboutTeams

Enrich your channel posts
Create announcements and posts. Edit your post to get co-workers or your students' attention, control who replies, and post across 
multiple channels.

Format your text
Change text color, format, and
style.

Add a subject
Keep the topic of your new post 
clear by  adding a subject.

Change format mode
Click here to enter a rich format 
mode for  your message.

Some of the icons at the end may 
be add icons that not everyone will 
see.

Change your message type  
Select if you want to start a 
new  conversation topic or 
post an  announcement.

Change the importance of 
your message
Mark your message as 
important if you want to draw  
more attention to the post.

Control who can reply  Allow 
everyone to reply to  your 
post or limit replies to  
moderators only.

Post in any channel or team
Post your message in any of 
your teams and  channels all 
at once. Great for
broadcasting an important 
announcement!

Send
Press Enter or click icon 
to submit your post.

https://youtu.be/5tj5U7q89ck
https://www.microsoft.com/en-us/videoplayer/embed/RE2BIrO?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
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@mention someone
To get someone’s attention, type @, then their name (or pick them from the list  
that appears). Type @team to message everyone in a team or @channel to  
notify everyone who favorited that channel. Learn more.

Share a file
Click Attach under the box where you type messages, select the file location  
and then the file you want. Depending on the location of the file, you’ll get  
options for uploading a copy, sharing a link, or other ways to share.
See how to upload and share files..

Work with Saved Files
Click Files on the left to see all files shared across all of your teams.
Click Files at the top of a channel to see all files shared in that channel.
Click More options ... next to a file to see what you can do with it.
In a channel, you can instantly turn a file into a tab at the top!
Learn more: Find and filter files  |  Work on a file together.

Add an emoji, meme, or GIF
Click Sticker under the box where you type your message, then pick a meme or
sticker from one of the categories. There are also buttons for adding an emoji or
GIF.

https://support.microsoft.com/en-us/office/get-attention-with-mentions-b2ffb135-7069-4880-84ee-5b27f402418b
https://support.microsoft.com/en-us/office/upload-and-share-files-57b669db-678e-424e-b0a0-15d19215cb12
https://support.microsoft.com/en-us/office/find-and-filter-files-b05c40d3-05ff-4e18-9289-05b3601e552f
https://support.microsoft.com/en-us/office/work-on-a-file-together-058173f5-031b-4f37-8724-ce2a50aa1d1d
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Add a tab in a channel
Click + by the tabs at the top of the channel, click the app you want, and then  
follow the prompts. Use Search if you don’t see the app you want.
As of 9/15/2020: Only Microsoft apps are approved.

Stay on top of things
Click Activity on the left. The Feed shows you all your notifications and  
everything that's happened lately in the channels you follow. This is also 
where you'll see notifications  about your assignments.
See how to manage your activity feed and notification settings.

Make video and audio calls
Click Video call or Audio call to call someone from a chat. To dial a
number, click Calls on the left and enter a phone number. View your call
history and voicemail in the same area. See the different options available.

Meet within a channel
Click Meet now in a channel to meet with ALL members in the channel. IF you 
have Outlook/Exchange online, you can 
(If you click Reply, then Meet now         , the meeting is based on that  
conversation.) Enter a name for the meeting, then start inviting people.

https://support.microsoft.com/en-us/office/filter-your-activity-feed-02b9ece4-6086-4daa-b4c0-627beeacbf08?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-us/office/manage-notification-settings-348672f7-9ed0-4b96-86ed-d6fdcecb4096
https://support.microsoft.com/en-us/office/make-calls-0a27994b-4d5d-4ac1-a40d-83b72edca946
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Find your personal apps
Click More apps to see your personal apps. You can open or uninstall them  
here. Add more apps in the Apps .

Add apps
Click Apps on the left. Here, you can select apps you want to use in Teams,  
choose the appropriate settings, and Add.

Search for stuff
Type a phrase in the command box at the top of the app and press Enter. Then  
select the Messages, People, or Files tab. Select an item or click Filter to  
refine your search results.

Use “/” Shortcut Commands
Keyboard shortcuts can help save time for common functions and are an
essential alternative to using a mouse or touchscreen.
Press Alt+K Windows) or Option+K (Mac) to open the command list.
You can also press Ctrl+E to go to the Search and Command field at the
top of the screen.
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Schedule a meeting with your team or class
Hold classes, staff collaboration meetings, or trainings over online meetings

Start a meeting right away
Add participants directly 
to a meeting  that starts 
right away.

Add new meeting
Schedule a new meeting for 
live discussion  with up to 250 
people or schedule a live
event for a broadcasted event 
with a wider  audience.

Invite a channel to a meeting
Invite your whole class or working group 
to a meeting by  selecting a channel to 
host the meeting. Meeting
recordings and resources shared during 
meetings will be  organized within the 
selected channel.

Invite individuals to a meeting
Invite one or more individuals 
to your  meeting. Meeting 
recordings and resources
shared during the meeting will be 
organized within  the meeting 
history item in your Chat view.

The calendar in Teams is only available to those who have Outlook.com  (Office 365)access. 
To verify your version of Outlook: Open Outlook on your computer. Then, select the “File” tab > “Office Account”, “Account,” or “Help”. 
On the right, it will display some version of "Office 365” if you have been upgraded. 
If you see Office 2013 or some other version, you have not been upgraded yet.
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Click Meet now under the message box to start 
a live meeting in a channel. If  you click Reply to 
a message, then the meeting will be attached to 
that  conversation. 

If you wish to start an independent meeting 
that is not tied to a  channel, then follow the 
instructions on the previous page by selecting  
Calendar > New Meeting.

You can invite people to the meeting or ask 
them to join it directly from the  channel.

Select Meet now to start the meeting right away or Schedule a meeting to schedule the 
meeting for the future. Members of the channel will see  an invitation for the meeting in 
their calendar if you decide to schedule it for later.

Schedule a meeting with your team or class
Hold classes, staff collaboration meetings, or trainings over online meetings
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Set meeting roles through your Meeting options
Meeting options allow you to control if meeting participants join your meetings as attendees orpresenters.

Go to your Calendar and navigate to 
the  meeting you'd like to update. 
Click or tap  Meeting options near the 
meeting join link to  open your 
Meeting options.

Meeting options may be limited by the IT administrator’s 
policy settings. Additionally, Microsoft may add or remove 
options. To view the latest options, go to Microsoft’s meeting 
options/settings page. 

Control who can enter themeeting  
directly.
Use the virtual meeting lobby so that  
participants wait to be admitted to  
the meeting instead of joining  
immediately.

Control who joins the meeting as a  
presenter or attendee.
Select Only Me to designate all other  
participants as attendees. This is the  
safest set-up for meetings held in a  
classroom setting.

If you expect to have more than one  
presenter in your meeting, select 
Specific  people and pick the other 
participants  who should join as 
presenters. Select  Everyone if you 
want all participants to  join the 
meeting as a presenter.

https://support.microsoft.com/en-us/office/change-participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/change-participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/change-participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
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Find the meeting invitation in the channel of your team or on your 
Teams calendar.

Open the meeting and click Join to join the meeting.

Join a meeting
Hold classes, staff collaboration meetings, or trainings over online meetings



MeetingMicrosoft Teams

DoDEA Information Technology 
16

Find the meeting invitation in the channel of your team or on 
your Teams calendar. Click to open the  meeting item and 
select Join.

Double-check your audio and video input, turn on the 
camera, and unmute your microphone to be  heard. Select 
Join now to enter the meeting.

Join a meeting
Hold classes, staff collaboration meetings, or trainings over online meetings



MeetingMicrosoft Teams

DoDEA Information Technology 
17

Participate in a meeting
Share video, voice, or your screen during the onlinecall.

Turn your video feed on andoff.
Leave the meeting
The meeting will continue 
even after you  have left.

Access additional call controls
Start a recording of the meeting, 
change your  device settings, and
more.

Mute and unmute yourself.

Share your screen and sounds 
from  your computer.

Send chat messages
Send chat messages, share 
links, add a file,  and more. 
Resources you share will be  
available after the meeting.

Add participants to the meeting.
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Change roles during a meeting
Every participant in a meeting is assigned a role as a presenter or attendee. A participant's role controls what they can do while
in a meeting.

To change a participant’s meeting role, click or tap Show 
participants in your call  controls. Right-click on the participant 
whose role you want to change. Select Make an  attendee or 

Make a presenter.

To quickly access your Meeting options and change the meeting role settings for 
both current participants and  anyone joining your meeting in the future, click or 
tap More actions in your call controls, then Show meeting  details. You can find 

the link to your Meeting options near the join link for the meeting.
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Roles in an online meeting
Every participant in a meeting is assigned a role as a presenter or attendee. A participant's role controls what they can do while in a
meeting.

Capabilities Organizer/Presenter Attendee

Speak and share video ✓ ✓

Participate in meeting chat ✓ ✓

Privately view a PowerPoint file shared by someone else ✓ ✓

Share content ✓

Mute other participants ✓

Remove participants ✓

Admit people from the lobby ✓

Change the roles of other participants ✓

Start or stop recording ✓
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Class teams
Class teams provide special capabilities tailored for teaching and learning. See more Quick Start info at 
https://support.microsoft.com/en-us/office/get-started-in-your-class-team-6b5fd708-35b9-4caf-b66e-d8f2468e4fd5

Every team has channels  Click 
one to see the files and  
conversations about that topic, 
class unit, or week in the 
course. You  can even have 
private channels for group  
projects!

Every team comes with a
General channel. Open channel 
settings to add new  channels, 
manage notifications and other  
settings.

Add channels and manage your 
team  You can change team settings, 
add members to  the class team and 
add channels .

Add tabs
Explore and pin applications, 
tools,  documents and more 
to enrich your class.
We’re constantly adding 
more education  specific tabs. 
Check back often.

Share files
Let class members view a file 
or  work on it together.

Start a discussion with the class
Type and format you message 
or  announcements here. Add a 
file, emoji, GIF, or sticker to 
liven it up!

Add more messaging options
Click here to add new 
messaging capabilities  like 
polls, Praise, and more to enrich  
classroom discussion.

Open Assignments and Grades
Assignments allows educators to create and distribute assignments. 
Students can complete and turn
in their assignments without leaving the app. Educators can use the 
Grades tab to provide feedback  on assignments and track student 
progress. Students can see their progress, too.

Open Class Notebook
Class Notebook is a digital binder 
you can
use in your class to take 
notes and  collaborate.

Format your message
Add a subject, format text, 
convert the message to an 
announcement, post across  
multiple teams or control who 
can reply and  more.

Interactive Demos: https://www.microsoft.com/en-us/education/interactive-demos

https://support.microsoft.com/en-us/office/get-started-in-your-class-team-6b5fd708-35b9-4caf-b66e-d8f2468e4fd5
https://support.microsoft.com/en-us/office/meetings-chats-and-posts-in-class-teams-ec52ab0b-8f0a-450c-9fe8-3ece7c7a6706
https://www.microsoft.com/en-us/education/interactive-demos
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Assignments
Create learning activities for students with integrated Office applications.

View upcoming  
assignments
View both upcoming and  
turned in assignments by  
class, or view them across 
all  your classes. Selecting 
an  assignment will allow 
you to  turn it in or view 
feedback and  scores.

Add resources
Customize the 
assignment with
content from OneDrive, 
your  device, links, and
more.

Assign to classes or  
individuals
Assignments can be 
distributed  to multiple 
classes or  personalized 
to the individual  student.

Edit due dates, close date,and  
schedule to assign
Customize all the dates and times that 
are  important to the assignment.

Add a grading rubric
Use the rubrics tool to create 
customizable, reusable  rubrics for 
students to reference and for you to  
evaluate their work.
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Grades
Leave feedback for students, grade, and track student progress in the Grades tab.

See grades across all assignments and students
Each of your class teams has a Grades tab where you can view  
assignments at a glance, as well as track how individual students  in 
your class are progressing.

Return and review assignments using the feedback loop  Leave 
comments, make edits, grade with criteria/standards,  check for 
similarity, and more in the grading view.
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OneNote Class and Staff Notebooks
A digital binder to use in your class or with your staff to take notes and collaborate

Personal notes, class notes, and collaboration
OneNote Class Notebooks have a personal workspace for every 
student, a Content Library for handouts, and a  Collaboration Space 
for lessons and creative activities.

Great for staff meeting notes, brainstorming, and classroom
observations
OneNote Staff Notebooks have a personal workspace for every staff 
member or teacher, a Content Library for  shared information, and a 
Collaboration Space for everyone to work together, all within one 
powerful notebook.
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Next steps with Microsoft Teams
See Teams in Action.
At any time, you can experience the interactive demo for Microsoft 
Teams at http://teamsdemo.office.com/

Once you are setup in Teams, try some of the features and tips included 
in this document. Use the icon on your desktop or visit 
https://teams.microsoft.com

Get training, tutorials, and videos for Microsoft Teams
Ready to dig deeper into the capabilities that Microsoft Teams has to 
offer? To explore training options and self-help resources within 
Teams, go to the “Teams Welcome” team within Microsoft Teams.

• Hold your meetings in Teams instead of 
Skype/Lync.

• Use your team channel’s email to transition the 
discussion from email to Teams. Team owners 
can access the channel email by clicking the 
ellipsis (…) next to the channel. Learn more

Connect with DoDEA in Teams
Once you have Teams access, you can keep your conversations going in Teams.

Get more help
Type /help into the top Search bar or contact the DoDEA IT Global 
Service Desk.

Suggest a helpful tip
Have you learned something helpful with Microsoft Teams? Share it with 
your teams members and submit it for inclusion in the official DoDEA 
help or quick start guide by emailing Teams Help & Training channel.

https://teams.microsoft.com
or

+ Microsoft Teams

20201025

http://teamsdemo.office.com/
https://teams.microsoft.com/
https://support.microsoft.com/en-us/office/tip-send-email-to-a-channel-2c17dbae-acdf-4209-a761-b463bdaaa4ca
mailto:0787aef3.dodea.edu@amer.teams.ms?subject=MS%20Teams:%20Helpful%20Tip%20to%20Share
https://teams.microsoft.com/
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