Accessing
Microsoft Teams

Online




How to Access Microsoft Teams and T) TheirCar
Start a Chat

This guide offers a straightforward approach to accessing Microsoft Teams and
initiating a chat, making it ideal for both beginners and those unfamiliar with the
platform.

This will only work on the web application.

Accessing Teams

1 Open TERRIE & click the Microsoft Teams button
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@ The first time you launch Teams you may get some welcome prompts.



2  Click "Let's do this!"

Welcome to Teams

Teams EDU is a powerful collaboration tool that can help you connect with your students
and their parents to increase collaboration, improve communication and drive

engagement in your class.

3  Click "Chat"
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e Join a team with a code

@ Enter join code.
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To Start a Chat
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4  Click the New Chat button
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This chat is just for you..with you. Use it for drafts, send files to
yourself, or get to know chat features a little better.

5  Add the user you want to chat with

w Q. Search (Ctrl+Alt+E)

@ Language changes detected. Please restart Teams to see the change.
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Chris Spano

(CHRISS) Resourcing, Inclusion & Projects Manager
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You're starting a new conversation

Type your first message below.



6  Type your message
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You're starting a new conversation

Type your first message below.
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7 Press send (or hit enter on your keyboard)
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@ For more instructions refer to the Microsoft guides at https://support.microsoft.c
om/en-au/office/get-started-with-microsoft-teams-b98d533f-118e-4bae-bf44-3

df2470c2b12

You can also choose to install Teams on your phone. For instructions go to
aka.ms/teamsmobiledownload
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