How to install and use Microsoft Teams
1. Go to portal.office.com and log in using your MCC Credentials and follow the prompts.

2. After you have logged in the home page should look like the screen shot below.

3. Look for the Teams app tile as shown in the screenshot. You can also access Teams by
clicking on the Teams link shown on the home page and it will open the Teams window

4. Click on the icon.

5. Now you can use Teams from here or you can download it. The download button is in the lower
left-hand corner of the team’s window.

6. Once you have downloaded it will open to a window that looks like screen shot below

Chat Feature

To start a new chat, see screenshot below.

Once you click the icon
to chat with.

you will see “New Chat” in this feature you can type the person’s name

As soon as you type a letter names will populate. Search for the user you would like to message.

After you have found the person you would like to chat with you may start a message down
below where it says, “Type a new message” Click the paper airplane
message.

icon to send your

You may also send files by clicking the paper clip icon
one drive.

You may also utilize emojis, gifs, stickers or memes.

. You can send from computer or you

How to Create Teams
To create a team is simple. While you are in the Microsoft Teams window click on the 3rd tile down on
the left-hand side that says teams.

Click on the button “Join or Create a team” above on the right-hand side.

Then select create Team.

Then you can select your team type.

Once you select your team type, we can start creating your team.

Once you have added all your users, click close. Now Your team is created!

How to make a one on one calls and group
calls in Teams
To make a one on one call to another user in your organization. Select the calls tile.

Then select the tile that says make a call.

Search for the user you would like to contact. In the type a name box.

Once you have found the person or persons you would like to talk to you can select either audio call or
video call. Like shown below. You may select more than one person to call.

Select your call option and make the call. Make sure you have a microphone for the audio and video
calls, and a mic and camera(optional) for video calls.

Speed Dial

When you are in the calls feature you may save a list of people who you would like to call all at the same
time.

To use add speed dial you select the add speed dial button to add a frequent person you call.

To use the New group button, you will create a group you frequently call.

Name the group then click create. Then you can make a group call to all the users you add to the group.

Click here for more training on how to use teams in depth.
https://teams.microsoft.com/_#/apps/5a0e35f9-d3c8-45b6-9dd9983ab47f1b83/sections/training

