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ACCESSING MS BS Microsoft
TEAMS - Sign in

| | Mi
ICr
firstname.[astname|@arapahoe.edu u crosoft

Logging on to the Web App

: & shaun.hayes@arapahoe.edu
No account? Create one!

BrOWSe to Q r-tal.oﬁ:ice.com Can't access your account? Enter PaSSWDrd

Sign-in options cccccccccccccccccl

Enter your @arapahoe.edu email

click "Next”
Next Forgot my password

Enter your password (this will be

twork d). Click _
}I/;L;:Tn\l/,vor password). Clic

On the final Box click “Yes" to

stay signed in. =. Microsoft
shaun.hayes@arapahoe.edu
Stay signed in?

Do this to reduce the number of times you are asked
to signin.

] Don't show this again

No hi=



http://portal.office.com/

ACCESSING
MICROSOFT TEAMS

+ & e $ @ @ &E @&
YO u W| | | see th e ava | | a b | (=) O'H:l ce Start new Outlook OneDrive Word Excel PowerPoint OneNote Teams Sway Forms
365 applications

Select "Teams” to launch the
web app

If you are on a computer that
you have rights to install
software onto you may want to
install the Teams desktop App

Access the web app as
described earlier in this
guide

Select the Download desktop
app icon

Save the file and install following
the onscreen instructions




MS TEAMS
OVERVIEW

General

Your team can do a lot for you.

Link to your SharePoint folders

Link to apps
Chat with the Team
@team to notify everyone

@name to notify someone
specific

¢ All teams ‘_

Search or type a command

Access all your
Teams

—

General Posts Files Staff Notebook Help-Desk @) Purchasing @ +

® Team

| Add atab - folder or app |

r g Adds tab g

e

I Manage Your Team I

Welcome to the team!

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

Reutter, Kelly has added Olsen, Rhonda and Nesheim, Jeffrey to the team.
Reutter, Kelly has added Gomez, Christina to the team

Reutter, Kelly has made Olsen, Rhonda a team owner.

Reutter, Kelly has made Nesheim, Jeffrey a team owner.

Reutter, Kelly has made Gomez, Christina a team owner.

Reutter, Kelly changed team name from ACC IT Dept. to ACC IT Department.

Nesheim, Jeffrey changed team description.
February 25, 2020

Olsen, Rhonda changed team name from ACC IT Department to ACC IT Team.

Olsen, Rhonda changed team description.
March 5, 2020

Reutter, Kelly has added Trello to the team.

Reutter, Kelly 3/5 8:06 Al
Added a new tab at the top of this channel. Here's a link.

& Reply

Start a new conversation. Type @ to mention some‘

Chat, attach files, etc
with your Team

A ¢ @ WP o> g B -

Attach and share files

Start a conference call

Teams

~ Your teams

ACCIT Team

Search or type a command

[ Jump to chat |

B

ACCIT Classroom

IT Helpdesk Technology and AV

Add Apps

Your Settings

3] 28" Join or create team




MS TEAMS

OVERVIEW

e ﬁ
oot
E9 Join or create tea

You will see the teams that you
are a part of, in the by clicking -
the “Teams” tab on the left @

side.

ACCIT Classroom
Technology and AV

ACC IT Team IT Helpdesk

You can search for
individuals or teams by
clicking the new chat icon

This is where you can Join a
team. Click the “Join or
create team” button.

You will need a “Team Code” to
join a Team from this button

Recent Contacts VW To: Start typing a name or group

Then search for the name \\

in the "To:" field
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- Student Chat Posts Files Notes —+

FILE SHARING AND

C I_O U D S | O | E t s ‘ 5 E + New v T Upload ffSync < Copylink J Download - Add cloud storage @ Open in SharePoint = D o
Student Chat
IT Helpdesk
. O 0O Namev Modified | Madified By
General

Quick Questions for the Experts
Student Chat

You can share files using One
drive or directly from your
computer. Your MS Team can
act as a place for you your

HH AACC SharePoint
team members to collaborate IT Helpdlesk

% Following =2 Next steps

Private group 2 13 members
Wlth fl | eS . Search + New v T Upload v ¢ Quickedit 1= Share @ Copylink 2 Sync - = AllDocuments v ¥ O ./
Home | '
Within a team click “Files” T |
Documents

[ Name Modified Modified By Add column
Shared with us

From there you will be able to _‘
Upload, Share, edit, etc., your ages

Notebook

files in the team. it contents
RSCYC'E bin

Edlit

Retum to dassic SharePoint




F”_E SHAR'NG AND OneDrive
CLO U D STO RAG E 2] Upload from my computer

You can also share from the

chat feature and send a link to

a file directly to a member of ey

your team in the chat feature Nome Modited - Modited by

Mashme Docs 2/5/20 Lacy, Lawrence

ClICk the Paper ClICk icon One drive share screenshots.docx Just now Lacy, Lawrence 180.79 KB

Select If the flle e yOU adobe icon.docx 5h ago Lacy. Lawrence 63.60 KB

CO m p ute or one d rive Microsoft Teams.Ink Yesterday Lacy. Lawrence 2.39 KB

Google Chrome.lnk Yesterday Lacy. Lawrence 235KB |

Select the file you wish to

Invitation.msrcincident Yesterday Lacy. Lawrence 6.60 KB

S h are Pulse Secure Install Config.docx 3/24/20 Lacy, Lawrence 432.58 KB

You will now see the file in the
chat

h’ype a new message

,.E One drive share screenshots.docx
personal > lawrence_lacy arapahoe_edu

) o] [




USING SHAREPOINT
IN MS TEAMS

If you have access to a
SharePoint site and want to
link it to your team.

Click the “Files” Tab
Click "Add cloud storage”

Select your cloud storage
provider

Select the SharePoint site
you want to share.

Click Next

Search or type a command

SharePoint

Empower individuals, teams and organizations to intelligently discover, share, and

collaborate on content from anywhere and on any device.

(T  Relevant sites

@  Use a SharePoint link

'!' < All teams n General Posts Fills Staff Notebook Help-Desk @@ Purchasing @ +
e Al + New ~ T Upload 2 Sync @ Copylink 4 Download - Add cloud storage @ Openin SharePoint
. a
u
Team General
ACCIT Team
E_ | Mame Modified | Modiffed By ~
General
k ACC IT Department_Documents Reuttfr, Kelly
‘ ACC IT TSS_Documents Reuttfr, Kelly
& ACC IT Budget_Documents Reuttfr, Kelly
e ACC IT Generic Info_Documents Reuttfr, Kelly
Add cloud storage X
Select your cloud storage provider to add a folder to this channel. Everyone with Dacument Library —
permissions to the original folder will be able to access it in Teams. £ ACCITTSS

https://arapahoe.sharepoint.com/sites/ACCIT]

% ACCIT Generic Info
https://arapahoe.sharepoint.com/sites/ACCITC

— * ACC IT Department

https://arapahoe.sharepoint.com/sites/ACCITL

&% ACCIT Budget
https://arapahoe.sharepoint.com/sites/ACCITE

P ACCIT Team
https://arapahoe.sharepoint.com/sites/ACCITL

—
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APPS AND TOOLS
IN MS TEAMS

There are many third party
apps and tools that can be
used in teams.

Click the more added app
button to search for apps

that work with teams




ADDITIONAL ii Overview of teams and channels
RESOURCES

Take a look at the links for
even more info.

USING TEAMS TO COLLABORATE AND STAY IN TOUCH

https://support.office.com/en-us/article/video-overview-of-teams-and-channels-c3d63c10-77d5-4204-a566-
53ddcf723b46?ui=en-US&rs=en-US&ad=US

Additional Resources: https://support.office.com/en-us/teams



https://support.office.com/en-us/article/video-overview-of-teams-and-channels-c3d63c10-77d5-4204-a566-53ddcf723b46?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/video-overview-of-teams-and-channels-c3d63c10-77d5-4204-a566-53ddcf723b46?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/teams
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