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Introduction

Microsoft Teams has is now available for student, faculty, and staff use.

Setting up Teams for Faculty or Staff

1. Open Microsoft Teams.

Pick an account

I
Ol:'@uno.edu

Ol:@my.uno.edu

é)o Create or use another account

or

Join by meeting ID
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Microsoft Teams — Classic on Windows 10 Device

Introduction

Microsoft Teams has is now available for student use.

Creating a New Team in Microsoft Teams

1. Open Microsoft Teams using the search bar next to the Windows Start button at the
bottom left of the desktop. If Microsoft Teams is installed on the device, the app will appear
with a list of actions, the first of which is to open the app.
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2. When the app opens, click on the ‘“Teams’ icon in the left sidebar. Click on ‘Join or create team’ in
the upper right corner of the app.

Try the new Teams HII Q, Search

% & Join or create team
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3. Select ‘Create team’.

Looks like you're on an old version of Teams. Update in 28 days to continue using the app. Download

o Join or create a team Search teams Q
==
l'i'l P f]e]-] []e].]
Teams h 'i' c J
; . kgd1
o Create a team Join a team with a code gd1_test xyzzy
Public Public

3 000 e code

Calls kgd1_test Xyzzy
D Got a code to join a team? Enter it above
Files
Apps
mpakdal41q48093jflaes
Public

mpakdal41g48093jflaes
e
Help
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4. Select one of the 4 available templates. This will affect the look and feel of your team. A
description of these templates can be found here: Choose a team type
- Inmost cases, ‘Other’ will be appropriate for general use. After you have selected a
template, click on ‘Use this template’. If asked ‘What kind of team will this be?’, select
‘Private’

Select a team type

- 1 D W

Class Professional Learning Staff Other

Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after schocl
assignments velopment activities.

Educator working group
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5. Give the team an appropriate name and description. For better visibility, consider using short
names and abbreviations that members will recognize. Click ‘Create’.

Create your team

Collaborate closely with a group of people inside your organization based on project, initiative, or
common interest. Learn more about teams and channels

Team name

Description

Let people know what this team is all about

Privacy

Private - Only team owners can add members

Private - Only team owners can add members

Public - Anyone in your organization can join
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6. You may now ‘Add’ members to your team, or ‘Skip’ this step until later. When adding
members, it is safest to use their exact email address in its native form (user@uno.edu; no
aliases). You can add multiple members at this point before clicking on ‘Add’.

Create your team

Educators or students can create teams to work together on any shared goal, project, or activity.

Team name

Description

Let people know what this team is all about

Privacy

Private - Only team owners can add members

Create a team using an existing team as a template

Cancel

1Z11PM
3/4/2024
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7. Your team is now created and will appear in the list of teams shown when you click on the
‘Teams’ icon in the left sidebar.

Add members to My Team Name

Start typing a name, distribution list, or security group to add to your team. You can alsc add people
outside your organization as guests by typing their email addresses.

tecalvin@uno.edu

Terrell Lacy Calvin
(TCALVIN) Help Desk Manager
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8.

find your team in the list and select ... > ‘Delete team’.

Try the new Teams (( :I

Q < All teams

e
iw
o My Team Name

General
.

°
b

&3
E)
S

73

Q@ Search

(08 General Posts Files +

Add channel

Add member s
Leave team

Edit team

Manage team
—

Get link to team

Manage tags

Delete team Let's get the conversation started

Try @mentioning a student or teacher to begin sharing ideas.

If the team did not come out as expected, you can delete it and start over. To delete the team,

O Meet
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Modifying your Team in Microsoft Teams

1. From the ‘Start’ menu, open the ‘Microsoft Teams’ app.
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2. When the app opens, click on the ‘Teams’ icon in the left sidebar.

Try the new Teams (&) Q, Search

@ &3 Join or create team

Your team:
L]
::[j:
.
&
- IT Helpdesk Team
0
@
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3. Find your team in the list and select ... > ‘Manage team’.
Try the new Teams (O ) Q, Search @ —
Qo < All teams (U General Posts Files + O Meet | v (D -
CC:B‘
}'i'l

My Team Name

Calznasr General £33 Manage team @
* @ Add channel

o & Add member X
B [& Leave team
Files
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Edit team
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&2 Get link to team
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=

Delete team Let's get the conversation started

Try @mentioning a studnt or teacher to begin sharing ideas.
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4. From this page, you can add members and change other settings.

Try the new Teams © ) Q, Search

@ < All teams

Aciiy Vi My Team Name -

~ My Team Name

®

e MT

s Members  Pending Requests  Channels ~ Settings ~ Analytics Apps  Tags

My Team Name Search for members Q
fem General v Owners(1)
Q)' Narne Title Location Togs (D) Role

D ND_ Nicholas Jonathan Dobard Student Weorker Owner

* Members and guests (0)

@
7
Helo

H £ Type here to search w a i - = &% 73°F Lightrain A~

Important Notes
1. Please keep in mind that any items deleted in Teams are only available for restoration
within 93 days of deletion.
2. Abasicintroduction to Teams is available here: Collaborate faster using Microsoft Teams
for higher education staff - Training | Microsoft Learn
3. More resources on our website https://www.uno.edu/it/teams

Each team has a hidden ID number that uniquely identifies it. Therefore, the display name does not
have to be unique. Many different users could create a team called (for example) 'Insider

News'. Each user would only see their own team. Members would only see the team that they were
invited to. No one could join an 'Insider News' team that they weren't invited to. None of the users
would be aware of the other teams, and it would not matter. In short, Microsoft Teams is designed
to tolerate duplicate team names without causing confusion. However, it is strongly suggested that
users avoid generic team names
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Contact us

If you need assistance, please contact the Help Desk at 504-280-HELP or helpdesk@uno.edu.
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