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How To download and Install Microsoft Teams

1. Download MS Teams for Desktop from the link below:
https://www.microsoft.com/en-ww/microsoft-teams/download-app

2. Once download is complete, double clink on the app to install.

How to Login to MS Teams

1. Open MS Teams installed on your computer or from the web. Login using FNU email id
and password.

B® Microsoft >

¢ o

s
ol 7

Welcome to Microsoft Teams!

Collaborate with your coworkers or coordinate with your social groups in one app.

Continue as

Bimlesh Chand
bimlesh.c@fnu.ac.fj


https://www.microsoft.com/en-ww/microsoft-teams/download-app

&S Sign in to Microsoft Teams >

B® Microsoft
Sign in

bimlesh.c@fnu.ac.fj

No account? Create one!

|

Privacy statement ©2021 Microsoft

Request for a Team

Click on the link and download the request form

Fill in the request form and send it icthelpdesk@fnu.ac.fj



file:///C:/Users/bimlesh.c/Desktop/Teams%20Training/Proposed%20MS%20Teams%20Form%202021.pdf
mailto:icthelpdesk@fnu.ac.fj

How to create a channel

Note: By default, every team gets a General channel, which is a good channel to use for
announcements and information the whole team needs.

1. Select """ More options next to the team’s name and select Add channel.

AC%W < All teams General Pposts Files +
Chat MT
(11
o
MS Teams Training
Assignments General i:‘-’_B Manage team
oy |
— @ Add channel
e
Calendar & Add member
Q) [& Leave the team
Calls
/ Edit team
B & Get link to team

Files

O Manage tags

1] Delete the team

2. Enter a name and description for your channel.
You can build a channel around a topic, project, department name, or whatever you like.

3. Select Automatically favorite this channel for the whole team if you want this channel
to be automatically visible in everyone's channel list.
4. Select Add.



Create a channel for "MS Teams Training" team

Channel name

Training

Description (optional)

Ms Teams

Privacy

Standard - Accessible to everyone on the team

C] Automatically show this channel in everyone’s channel list

Cancel




Customize and manage your team
1. Select """ More options next to the team name.
2. Select Manage team to find Members, Channels, Settings, and Apps for your team all

in one place.
3. Select Settings > Team picture to add a team picture and give your team some

personality.
IvVID> |
MS Tearr

Members  Pending

MS Teams Training E Search for members
General &3 Manage team
Training @ Add channel
& Add member
[& Leave the team 1a
£ Edit team

&> Get link to team

Manage tags

] Delete the team

Vig| MS Teams Training

MS Teams Training

Members Pending Requests Channels  Settings Analytics Apps Tags

Search for members Q

* Owners (1)

Name Title Location Tags (0)

3. Select Settings > Team picture to add a team picture and give your team some personality.
4. Add and search members from Members Tab.

5. Add multiple channels from Channels tab.



Schedule a meeting on Microsoft Teams
Note: MS Teams calendar is in sync with Outlook calendar.

Schedule Meeting from MS Teams
1. Sign into Teams and click on Calendar

E‘% Calendar
9 [ Today < > October2021 v 0 Week
& 10 1 12 13 14 15 16

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

[IReEEeE
| Bimlesh Chand

@ o |

Fo E@

2. Click on the down arrow beside + New meeting and click on Schedule meeting

(¥ Meet now

Schedule meeting

<7 Webinar

14 15

[ Thursday Friday

) Live event



3. Populate the required fields to schedule the meeting and click on Send

_ O\ —
Q ; . .
> New meeting Details  Scheduling Assistant
= Time zone: (UTC+12:00) Fiji ~ Response options Require registration: None
=
& £ Collaboration Training
a o Amrit Chand B
= & (AC i % + Optiona
Assigrenents
a8 ® 1071072021 9:30 PM - 10/10/2021 10:00 PM om @  Allday
Suggested: No suggestions available.
calls @& Does not repeat
b ©  Add channel
s

®  Addlocation

1
W
|
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|
>
¥
&
&
I
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e details for this new meeting

Schedule Meeting from Outlook

1. Open Outlook and switch to the calendar view.
2. Select New Teams Meeting at the top of the view.

_ /O Search

File Home Send / Receive Folder View HE|p ESE
| Gl

sl L= B l=l=llal=l=

New  New Meet jNew Teams Today Next7 Day Work Week |Month |Schedule Add
Appointment Meeting ltems v MNow | Meeting Days Week View Calenda
—
New Teams Meeting Go To B Arrange [ Mana
<
< October 2021 > | Today | <| > October 2021
SU MO TU WE TH FR SA
6 27 28 29 30 1 Sunday Monday Tuesday
3 4 5 6 7 8 9
[ IO Sep 26 27 28

3. Add your invitees to the Required or Optional field.

4. Add your meeting subject, location (if applicable), start time, and end time.
5. Create your message.

6. Select Send.



File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help @ Tell me what you want to do

m f< calendar $ n‘ @ @ 98 IEI i show s [Busy . O EE & private

| High Im

Delete Join Teams Settings Meeting Cancel Address Check Response . . Recurrence | Categorize *
—> Forward  ~ 3 o - ﬂ Reminder: 15 minutes v
Meeting 2 Notes Invitation Book Names Options ¥ 2 J, Low Img
Actions Teams Meeting Meeting Notes Attendees Options Tags

@ You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

b From bimlesh.chand2@fnu.ac.fj

Title

Optional

Send

Start time Sun 10/10/2021 | 12:00 AM w| [anday [ @& Time zones

End time Mon 10/11/2021 E 12:00 AM | {3 Make Recurring

Location Microsoft Teams Meeting

Start an instant meeting in Teams
From your calendar

1. Goto Calendar ®J on the left side of Teams, then select Meet now 3 in the upper
right corner.

File Home Send / Receive Folder View Help ESET

DS HE OEE

New New New Meet pew Teams Today Next7 Day Work Week
Appointment Meeting Items > MNow | Meeting Days Week
Mew Ieeting Go To Iy Arrange
<
< October 2021 > Today | < |>| October 2021

sU MO TU WE TH FR 35A
26 27 28 29 30 1 2 Sunday Monday
3 4 5 6 7 8 9

Sep 26 27
mﬂ 12 13 14 15 16

17 18 19 20 21 22 23
24 25 26 27 28 29 30
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2. You'll have a chance to set a few things up before you start your meeting. Give it a title,
choose whether you want to use video, and pick your preferred audio source.
3. When you're ready, hit Join now.

Choose your audio and video settings for

New meeting

@ Computer audio

Realtek(R) Audio

s@ G —

Room audio

8« @ # Background filters ° Don't use audio

Cancel

Your meeting is now up and running—you just need people to join you.
To invite people:
You can add people by their name.

Another option is to copy the meeting link and send it to anyone you want to meet with, and they
can join by selecting it. Just choose Copy join info and paste the link in a message.

Invite people to join you

@G>  Copy meeting link

&8 Add participants

11



In a Channel
To start an instant channel meeting:

1. Goto Teams 3% on the left side of the app. Choose the channel you want to meet in
from the list.
2. From the drop-down, select Meet now.

Q_ Search RO B =

General posis i |
[z Schedule a meeting

3. Give your meeting a title and choose whether you want to include video.
4. When you're ready, hit Join now.

Choose your audio and video settings for

New channel meetind

g,]) Computer audio

Realtek(R) Audio

SE < —e

Room audio

[ [} O %% Background filters Don't use audio

Cancel Join now

Your meeting is now up and running, and anyone in the channel can join it.

12



Screen Sharing

1. Click on the icon share icon on top right-hand corner:

Department meeting

S O %

Waiting for others to join...

2. To stop share, click on stop share button as highlighted below.

Department meeting 03:02

Call is in progress. Click here to go back to the call screen.

CU5

13



Share computer sound

To share sound from your computer, select Share content (] in your meeting controls and
then Include computer sound—it's the switch on the top left of your sharing options.

New channel meeting

S O & 8 -

Share content Include computer sound

Presenter mode

g Customize

Screen Window (8)

Microsoft Whiteboard

Collaborate on a whiteboard

PowerPoint Live
See your notes, slides, and audience while you present

14



How to connect for a Teams meeting

1. Open your Outlook calendar
2. Double click on the meeting invite to open it

. . _ Today ~= Tomorrow <y Wednesday =
Washington, D.C. = BF/6PF T TIF/69°F 72°F /66°F Month
Wednesday Thursday Friday Saturday
29 30 Oct 1 2
6 7 8 9
13 14 15 s

12:00am MS Teams Rollout:
Microsoft Teams Meeting;
Bimlesh Chand

20 21 22 23

3. Click on Join Now.
NB: You will also be able to select your audio, virtual background and turn on/off video
here.

Department meeting

Choose your video and audio options

[__L_,.,‘) Computer audio

Realtek(R) Audio
(]

Your camera is turned off

Room audio

Don't use audio

Cancel Join now

15



Record a meeting in Teams

Start recording
1. Start or join the meeting.

2. Go to the meeting controls and select More actions

Bimlesh Chand

*** > Start recording.

s [T} \l/

£€3 Device settings

Ar~  Call health
Meeting options

Meeting notes

Gallery

Full screen

Apply background effects

Turn on live captions

Start recording

Don’'t show chat bubbles
Dial pad
Turn off incoming video

Help

16



Stop recording

1. Go to the meeting controls and select More actions “*".

2. Choose Stop recording:

O %

recorded. Privacy policy

o] \

-+ Add an app

Device settings
Call health
Meeting options

Meeting notes

Gallery

Full screen

Apply background effects
Turn on live captions

Stop recording

Don't show chat bubbles

17



Find recordings
Recordings are available in different places depending on the type of meeting.

= The recording is processed and saved to SharePoint if it was a channel meeting or
OneDrive if it was any other type of meeting.

= The meeting recording shows up in the meeting chat or channel conversation.

Access recording on SharePoint
1. Select your Team

2. Click on Files, and locate the Recording folder

_ Q_ Search

< All teams 08 Training po Files

@ + New v o & Sync @ Copy link 4 Download + Add clou
Chat MT
= Training

MS Teams Training

@ | Name Modified Modified By ~
Assignments G I al
ELEE Recordings About a minute ago ~ Bimlesh Chand
Training Ly
Calendar
Calls

Files

18



Access recording on OneDrive

1. Click on Files.

2. Click on OneDrive and locate the Recordings folder.

s Files

9 Views

o=t (® Recent

000

Qo ﬁ Microsoft Teams
Teams

@ | Downloads
Assignments

@& OneDrive
Calendar

File storage in Teams

& OneDrive

+ New v T Upload

OneDrive
[ Name-
Desktop
Documents

24 ForcePoint VPN

H drive

A 12700dw

Microsoft Teams Chat Files

Pictures

A Premium

Recordings

3 Sync @ Copy link & Openin

Modified ~~

June 12, 2019

January 6, 2020

May 24

December 6, 2020

August 8

August 16, 2020

January 6, 2020

May 25

4 days ago

Files that you upload to a channel are stored in your team's SharePoint folder. These files are
available in the Files tab at the top of each channel.

_ Q Search

Q < All teams

Activity

)

Chat

Teams

&

Assignments
5 General

Training

Calendar

MS Teams Training

General Postd

+ New v T Upload

Documents > General

M Name

- Login to MS Teams.docx

3 Sync @ Copy link + D

Modified ~~

3 days ago

19



Change your background for a Teams meeting

1. While you're setting up your video and audio before joining a meeting, select Background
filters %% . It's just below the video image.

Your background options will display on the right.

Room audio

8« @ | %% Background filters e Don't use audio

Cancel Join now

2. Select your background with one of the images provided, or with one of your own choosing.
3. To use an image of your own, select Add new and then select one to upload from your
computer. Make sure it's a .JPG, .PNG, or .BMP file.

Your new background will persist in all your meetings and calls until you change it again.

Choose your video and audio options T Add new

8« @ % Background filters Don't use audio

Lw

20



Chat and share files in Teams
Start a new conversation with the whole team

1. Click Teams 03, then pick a team and a channel.

g Your teams

o

Teams

5 U-Csli

ey MT
T RESPONSH

.

alendar ICT O ti T ) .

- FNU-CSIRT F:.ee':d::-: eam Team Collaborations MS Teams Training
&

2. In the box where you type your message, say what's on your mind and click Send =

Let's get the conversation started

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

h Meeting in "General” ended: 1m 57s BC

&/ Reply

Etar‘t a new conversation. Type @ to mention someone.

o 0 © @ F @ & @\ - >

...with a person or group

1. Atthe top of the app, click New chat £
2. Inthe To field, type the name of the person or people you want to chat with.

3. Inthe box where you type your message, say what's on your mind and click Send =

21



. s——_——————— ]
AC%W Chat v = [

To: ‘Enter name, email, group or tag
9 Recent
Chat
200 New chat
Ql
Teams
New meeting Z19PM
@ Recording is ready u
ssignments test 12:58 PM
Recording is ready
Share a file

1.

In your channel conversation, click Attach @ under the box where you type your
message.

2. Select afile, click Open, and then Send B

®

A

A

You're starting a new conversation

Type your first message below.

@& (OneDrive

T Upload from my computer

v[elo ® @ B & ¢ ¢ @ -

22



Contact
For queries, please email to icthelpdesk@fnu.ac.fj

You can also contact your respective site Technicians.

23
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