


HOW TO PROPERLY SIGN INTO
TEAMS

* After downloading Microsoft Teams, click sign. After clicking sign

+ L, .
In, sign in with your Wake Tech email account. Ny

Bt Microsoft

Sign in

Jddoed@my.wa ketech.edd

Mo account? Create aone!




HOW TO JOIN THE CLASS MEETING
IN TEAMS

 Go to your Wake Tech email in Outlook and look for the email with the class
link to teams that your instructor sends you.

+
+
. After clicking the email, click the “Click here to join the meeting link” but?on

at the bottom of the email, then click the “Join on Teams app button.
o

Microsoft Teams meeting

Join on vour computer, mobile app or room device

Click here to join the meeting

Meeting ID:
Passcode: J.
Download Teams | Join on the web

Y

Or call in (audio only) Join your Teams meeting
-~ United States, Raleigh

Phone Conference ID: N E S

. Conti this b
Find a local number | Reset PIN OIEREE O EAIS BIOSEE

Learn More | Meeting_options



HOW TO SET UP

 To turn on your came
window to the rig
enable audic




HOW TO SHAR

 To share your screen durin
top of the screen, ther
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Chat People Raise React View Rooms Camera Mic Share React View Rooms Camera Mic Share

SR Share content Include computer sound () )

B4 3:06PM Meeting started T i q started

(] s Add background

Microsoft Whiteboard

Collaborate on a whiteboard

Content from camera
Share a document, a whiteboard, and more

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

8 Teams guide
[fype a new message 8 2022 Laptop Orientation V.7 (1)
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HOW TO JOIN YOUR CLASS
CHANNEL

 To join your class channel, click the join or create team button at the top of
the screen located in the home page of the teams app.

+

- After clicking the Join or create team button, enter the class code that your
imstructor gives you, then click join team below that. .
:

o
Qo .
c@ Join or create team

< Back

Join or create a team

h ®

Create a team Join a team with a code

Jring everyone together and get to work!




HOW TO SEND A CHAT

 To send a chat in teams, on the top left of your computer, click the chat
button on the top left of your screen.

+
« After clicking the chat button, click new message, then enter the name of ¢he
Person you are trying to message i

o

0 Chat v

Activity

‘ * Pinned

=1

You're starting a new conversation

Type your first message below.

EIEEJ JDG John Dixon (You)

Teams
« Recent




Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels Start a new chat Use the command box Add tabs Manage profile settings
Click one to see the files and Launch a one-on-one Search for specific items or Highlight apps, services, and Change app settings,
conversations about that or small group people, take quick actions, files at the top of a channel. change your pic. or

topic, department, or project. conversation. and launch apps. download the mobile app.
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Join or create a team =
Find the team you're 1 ™% TpOsC a m
looking for, join with a code, : 2 Type and format it here. Add a
or make one of your own. ; file, emaiji, GIF, or sticker to
Access your apps : liven it up!
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teams or your personal use.
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