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Sign-in to Microsoft Teams

To open Microsoft Teams:
1. Click the T on your dock.
To Sign-in to Microsoft Teams:

1. Click the Finder icon in your dock.

2. Select the Applications category on
the sidebar.

3. Search for Microsoft Teams and

double click to open.

Click Get Started.

5. Type in your CougarNet username

(Example:

CougarnetiD@cougarnet.uh.edu).

Click Next.

Type in your CougarNet password.

8. Click Sign In.

»

N o

Microsoft Teams Main Window

s Sign in to Microsoft Teams

B® Microsoft

Sign in

Ld_36391@cougarnet.uh.edu|

No account? Create one!

Next

Microsoft Teams is the digital hub that brings conversations, content, and apps together in one

Starta new chat Use channels in every team Use the Search box Add tabs Manage profile settings

Launch a one-on-one Select one to see the files and Search for specific items or Highlight apps, services, and Change app settings,

or small group conversations about that people, take quick actions files at the top of a channel change your pic, or

conversation topic, department, or project. and launch apps. download the mobile app.
Move around Teams I

Use these buttons to switch
between Activity, Chat, your  fem

teams, Calendar & Files.

- Manage your team
View and organi: m:
Se'.“:! l:dseerxuv?e::: [: —j Add or remove members,

i create a new channel, or get

the teams list, drag a team . B bt i .
name to reorder it _% ’

a
See your calendar e y .
Select to see your schedule
and join meetings.

. e

—Q .

| - Join or create a team

Find the team you're

. looking for, join with a
code, or make one of your

own.

Access your apps I s ! .—I

Find apps added for your
teams or your personal use.

IMPORTANT!

B PNWCoHfecHouseBrandBrie! pptx

Chritie Cime
IMPORTANT
PNW logo concepts

Q Megan Bowen

Reply to a message

Your message is attached
to a specific conversation.

o—

Add files
Let people view a file or
work on it together.

Compose a message
Type and format it here.

Add a file, emoji, GIF, or
sticker to liven it up!
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The Benefits of using Microsoft Teams

e Create a small group chat with colleagues you work with most closely, a great way to
communicate in the moment. Name and pin the chat for easy reference.

e Download the Microsoft Teams desktop and mobile apps on your home devices to enable
teamwork from anywhere.

e Join teams for your department and projects to organize larger conversations and files.
Better to have fewer, larger teams with more channels than many, small teams with few
channels.

e Streamline collaboration and improve teamwork with searchable content and built-in
Microsoft 365 apps.

The Microsoft Teams Chat Window

Microsoft Teams chat is at the center of whatever you do in Teams. From individual chats with just
one other person to group chats and conversations in channels.

Audio Call
Screen Sharing
Video Call

Add People

MH Harvey, Matthew R D& @&

oo \
Type a new message

Format

)

/ P
Set Delivery Options / Messa e Extension
Attach Files Pralse E
Emojis Stickers Viva Learning
Stream
Gifs

Loop Components Approvals

Send

Schedule a Meeting
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Add a Contact

To add a Contact:

1.

2.

3.

To view your Teams contacts,

select Calls.

Choose Contacts on the

left. Here you'll find an A-Z list of all
your contacts and a search bar that you
can use to find someone specific.

Q

Activity

S)

Chat

(6)]

Teams

Assignments

Calendar

n Calls Phone ContactsJ/

oV

Find a contact

Name
‘ Arroyo, Rafael C
ID  Dauvis, Ivey

MH Harvey, Matthew R

If you want to add a new contact to your list, click Add contact at the top of your list to

get started.

P B8 g

~—
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Create a Contact Group

To create a new contact group:

1. Go to Chat on the left side of Teams. Then select the Chat dropdown at the top and
select Contacts.

Q —

Activity

Chat Favorites

Contacts

2. Next, choose Create a new contact group at the bottom.

(=]
oo

Apps
@ &g Create a new contact group /
Help

3. Enter a new contact group name and click Create.

Create a new contact group

Organize your contacts into groups to find them more easily.

\\ Contact group name

h’ype a contact group name

-
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Adding a name to a Contact Group:

1. Click More options (the three dots).
2. Select Add a contact to this group.

Help Desk /
: —
Teams Test & Add a contact to this group 4™
Other Contacts (D Rename this group
’ Arroyo, Rafael C T Delete this group

3. Enter a name and select it.
4. Click Add.

Add to contacts

J jcougar
jcougar@Central. UH.EDU

-
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Note: The person you added is now added to the Contact Group.

,;?’l Contacts ~ ]
Actmaty

Chat Favorites

[-11:]

) Help Desk

Teams /

@ J . jcougar

Make a Call

To make a call:

Launch Microsoft Teams.

Select the Calls category on the left side.
Dial the number using the keypad.
Click Call.

Hwn =

Q Calls Phone Contacts

Q 7137431411 /
&5
Tt 1 2 3
ABC DEF
8
GHI IKL MNO
e 9
‘ PORS TUY wXvz
D - 0 #
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Answer a Call

To answer a call:
+713-743-1411
1. When you receive a phone call, a Call
Invitation alert appears in corner of your
screen.
2. Click the blue Handset icon.

Cougar, |

Pop out a Chat in Teams

It's simple and quick to pop out your one-on-one or group chat into a separate window. Then, resize,
reposition, or close the window if you want to. It’s a good way to get more done when you’re in a
meeting or in a call. (Note: you can pop out multiple conversations, but not the same chat twice.)

There are a few options to pop out a chat in Teams. Here are a few different methods:

e Rodrigue;

Just me
& User added

From the chat list Q
. Chat v =4
ctivity
1. On the left side of Teams, select Chat to )
. Recent
open the chat list. Chat
H Johnson, Dominic 10:29 AM
2. Find the chat you want. &3 G i
3. Select Mqre options > Pop-out chat’. Or Teams @ Horvey, Matthew R ) /
double-click the chat name and you’ll see a A pe screenshot didn't go thru
new pop-out chat window. Assignments @ ;:sz;d; ’ o
Calenis CR sjjc‘r;tte" 8 Mark as unread
Q) ' Arroyo, Ri s Pin
Calls 2
You It & Add to favorite contacts
+1281-2
;@5 User added R Mute
R Hide
?

Notify when available

oo
oo

Manage apps
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From the chat itself

Go to the upper-right corner of the chat and select Pop-out chat.

From the picture itself

g v @3 & @

Double-click the profile picture of the person you want to have a conversation with to pop out a new

window.

By hovering over a chat

When you hover over a chat, you'll see the pop-out chat icon. Select it to open a new pop-out chat

window.

Q

Activity
Chat

[-L=1-]

Lo

Teams

8

Chat ~ = =
Recent
o) Johnson, Dominic 10:29 AM
You: hello
Harvey, Matthew R 4/"’
Y. ' T
You: the screenshot didn't go thru
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Send an Instant Message (IM)

To send an Instant Message (IM):

1. Select New chat at the top of the app to start a new conversation.

—
‘Q' Chat ~ =
Actmnty
9 Recent
Chat
s Mew chat
)
2. Type the name or names into the To field at the top of your new chat.
Chat - = & To:  Enter name, email, group or tag 1
Recent
New chat
) Johnson, Dominic 10:29 AM
You: hello

3. Compose your message in the box at the bottom of the chat. To open your formatting
options, select Format beneath the box.
4. Click Send.

\ Type a new message

77N O RN O RNCT N R > A | IR
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https://support.microsoft.com/en-us/office/format-a-message-in-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5
https://support.microsoft.com/en-us/office/format-a-message-in-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5

Share a PowerPoint Presentation

1. Click Share content.
2. Click Windows. N &

Camera Mic Share

Share content

Presenter mode

Add background

Window (3)

R

WOSLGOTe B8 TRV D0 ue

Microsoft Whiteboard

ite on a whiteboard

4

o) Content from camera
PowerPoint Live

No files available

Browse OneDrive

1° Browse my computer
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3. Select PowerPoint presentation.

U
S e leave VvV

Camera Mic Share

Window

Meeting with UIT GSB 111
Demo 1 | Microsoft Teams

Meeting with UIT GSB 111
Demo 1 | Microsoft Teams

International Students
Presentation 08 13 2020...

pp - Inbox

Inbox «
mrodri53@cougarnet.uh.edu
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Listen to Voicemail in Outlook

To listen to your voice mail in Outlook:

Go to your Outlook Inbox.

2. Open any email with Voicemail in the subject line.
3. Double click Preview All to listen to the message.

Voice Mail (8 seconds) S €« ~
© UIT GSB 111 Demo 1 <+17137436391> Today at 10:49 AM
To: @ Rodriguez, Maricela
audio.mp3
8 445k8 v

Download All - Preview All s

You received a voice mail from UIT GSB 111 Demo 1.

Thank you for using Transcription! If you don't see a transcript above, it's because the audio quality was not clear enough to
transcribe.

Set Up Voice Mail

Listen to Voicemail in Microsoft Teams

To listen to your voicemail in Microsoft Teams, choose one of the two options:

1. On the left side menu, click Calls.
Click Voicemail.

3. Click a message in your list and use the playback controls to listen to the recording or read a
transcript (if it's available).

g

All Missed Incoming Voicemail
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View Missed Calls in Outlook

To view missed calls in Outlook:

1. Go to your Outlook Inbox.
2. Double-click any message with Missed Call as the subject.

A UIT GSB 111 Demo 1
Missed Call 11:05 AM

You missed a call from +1 713-743-6391.

Missed Call o &
@ UIT GSB 111 Demo 1 <+17137436391> Today at 11:05 AM
To: (¥ Rodriguez, Maricela

You missed a call from +1 713-743-6391.

Schedule a Phone Conference or Online Meetings in Outlook

A Microsoft Teams add-on is installed in Outlook that allows you to invite others to a phone
conference or an online meeting. You can even invite people who are not affiliated with UH
and those not using Microsoft Teams.

To schedule a phone conference or online meeting in Outlook:

1. Open your Outlook Calendar. /

B =

@ Outlook File Edit

2. Click New Event.
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Add the recipients and enter a subject.
Select a time and date.
Click Teams meeting.

T e

® Busy ) Mark as Private &3 Attendee Options f@ Scheduling Assistant # Attach

o ukAw®

@ Calendar (jcougar@cougarnetuh.edu)

99 New Event

S, Add required people Optional

© 41 11/2022 from 12:00PM ~ to 12:30PM ~ Allday @

& Does not repeat ~ ‘/
® Addalocation &5 Teams meeting @D

[} 15 minutes before -~

1]
<
]
Ii
@
4
<
&
H
<
2

Calibri (Body) £ 11

<

Av B I U ab £v x x

Call Forwarding

To Forward a call:

1. Inthe Teams app, click the Settings and more icon (the three dots next your profile picture)
and click Settings.

€§3 Settings

Zoom —  (100%) —+

Keyboard shortcuts
About >
Check for updates

Download the mobile app

16 Using Microsoft Teams for Macintosh



2. Inthe Calls section, click Forward my calls.
3. Inthe drop-down list select the forward option.

Settings

£33 General

3 Accounts

%) Privacy

[ Notifications

2 Devices

@ App permissions
Captions and transcripts

\‘ [ Files

R calls

Call answering rules

Choose how you want to handle incoming calls.

O Calls ring me @ Forward my calls

Forward to:

Voicemail

Voicemails will show in t
Configure voicem

Ringtones

Choose a ringtone for in

Calls for you |

Voicemail

Voicemail

New number or contact
My delegates

Call group
+18328320151
+18328620151

+18328181111

Transfer a Call

To transfer a call:

1. In the Conversation window, click More.

Click the Transfer option.

Enter the contact’s name or phone

number in the search field.

4. Select either the person’s contact
information OR the phone number you
entered in the area below the Search field.

5. Click Transfer again.

17
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Change Personal Options

To change your personal options:

1. Select Preferences from the Microsoft Teams Menu.

Preferences

Services

Hide Microsoft Teams
Hide Others

Sho

Quit Microsoft Teams

2. Inthe Settings dialog box, select the personal options that you want to change.

Settings

€§3 General

3 Accounts

0] Privacy

[ Notifications

£? Devices

@) App permissions
Captions and transcripts
[™ Files

¢ Ccalls

18
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Start a Conference Call

To make a conference call in Microsoft Teams, choose one of two options:

e Escalating a Call to a Conference Call
¢ Meet Now

If you are on a call and you decide that you need to have a conference call that includes the Contact
to whom you are speaking and additional participants, this can be done in the Conversation window
of your current call.

To escalate a call to a conference call:

1. During a call, in the Conversation window, click the People options button.

oo +1 713-743-1411

L] o Leave
™

00:00

+1 713-743-1411

In the Invite more people dialog box, enter a Contact or number in the Search field.
Click the contact’s name OR phone number that appearsin the area below the Search

field.
4. Once the call is accepted the invitee will show up on the Attendees list.

+1 713-743-1411  Arroyo, Rafael C
Participants

J ne or dial a number

s call (3) Mute all

0 UIT GSB 111 Demo 1
. +1 713-743-1411

& Arroyo, Rafael C

+1 713-743-1411

19 Using Microsoft Teams for Macintosh



Using Meet Now to create a Conference call:

1. On the left side of Teams, select Calendar.

Calendar

> April 2022

B Today <
Monday
2 PM
oo 3PM Rt recording

Microsoft Tear

s Microsoft

N
s Davis, Ivey

L —

2. Click Meet now.
3. Click Start meeting.

Meeting name

LT

Meeting with UIT G5B 111 Demo 1

X Vork week

Get a link to share

Start meeting

20
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4. Select to mute your mic or not.
5. Click Join now.

Meeting with UIT GSB 111

Phone audio

Room audio

Don't use audio

Cancel Join now

Unfortunately, it is not possible to add a long-distance number to a phone conference or online
meeting. If a person with a long-distance number needs to join a phone conference or online
meeting already in progress, send the person a meeting invitation or email the dial-in number
and conference ID. You cannot add them, but they can dial-in.

21 Using Microsoft Teams for Macintosh



Start a Video Call

To make a video call:

1. On the left side of Teams, select
Chat. *'3 Chat - =
. ACtrty
2. Either search for a person or pop
out a chat. | 5] S
Chat
W) Johnson, Dominic 10:29 AM
fﬁ‘a You: hello
T 0
o wmp Harvey, Matthew R ('
@ You: the screenshot didn't go thru
Chat ~ = @ To: Enter name, email, group or tag
Recent
New chat

3. Click Video call.

Harvey, Matthew R

MH Harvey, Matthew R @ ¢ &

MH Harvey, Matthew R Chat Files Organization Activity —+ xn. )
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Share Your Desktop

To share your desktop:

1. Inthe Microsoft Teams window, pop out a Chat window.
2. Select Screen sharing.

Harvey, Matthew R

MH Harvey, Matthew R @ ¢ =)

3. To give control while sharing your desktop, click the drop-down list and select a name.

V4

Presenting..,

Give control

T

3
'«'-{v'.-fi;\;.{.s'-w:-?.i eyre

4. To stop someone from controlling your screen, click Cancel Control.
5. To stop sharing your desktop, click Stop presenting.

Rodriguez, Maricela has control Cancel Control

23 Using Microsoft Teams for Macintosh



Add a Participant to a Video Conference Call

Adding Participants to a Video Conference Call

To add participants:
1. Click Show Participants.

2. Enter a number or a contact name.
3. Select the search result below the textbox.

+1 713-743-1411 Arroyo, Rafi

Oo
(@3]
People

- 3)
0 UIT GSB 111 Demo 1

. +1 713-743-1411

&) Arroyo, Rafael C

+1 713-743-1411 Arroyo, Rafael C

Ending a Video Conference Call

¢ To end the entire call, click Leave.

Share

24 Using Microsoft Teams for Macintosh



Assign a Delegate

A Delegate is a person with permission to receive calls, messages and schedule meetings on behalf of another. Deans, directors
and department heads commonly use a Delegate, as well as department phones, where a back-up person is needed to answer the
phone. If a phone must be answered at all times, delegation provides a solution by routing incoming calls to multiple phones.

To set-up a Delegate:

1. Inthe Teams app, click the Settings and more icon (the three dots next your profile picture) and click Settings.

\Egi Settings

Zoom —

Keyboard shortcuts
About

Check for updates

(100%) —+

Download the mobile app

2. Select Manage delegates.

Settings

€3 General

3 Accounts

o] Privacy

[ Notifications

£ Devices

@) App permissions
Captions and transcripts
[ Files

Q calls

M LHGUIC IUYYIIY 1L THSEUIY WIAYIIUIULD (ISYUIIE 1E31a1 Uiy | Saris)

Open new chat in

@ Mainwindow O New window

Language

Restart to apply language settings

App language

English (United States)

Keyboard language overrides k

English (United States)

Delegation

Delegates can make and recgiy,

Manage delegates

d shortcuts.

s on your behalf.

25

Using Microsoft Teams for Macintosh



Select Your delegates.

Enter a name in the search field.
Select the permissions.

Click Add.

< Back to settings

Delegate settings

~

Delegates can make and receive calls on your behalf.

People you support  Your delegates

ounkw

Add a delegate Q
p—
D Davis, lvey

Lead, User Services Spec

Select permissions

Things this delegate can do on your behalf:
g
Make calls

Receive calls

Change call and delegate settings /

—
<

Note: A message appears for the person who was added as a delegate.

Chat ~ = ¢ 1y Davis, Ivey Chat Files Organization Activity Linkedin —+ nn %
1o Davis, lvey 117 PM 4/15/22 11:35 AM
g m 1 !
o ML ATHE T T2 R 2 UIT GSB 111 Demo 1 added you as a delegate.
Meeting with UIT GSB 111 Demo 1 415 Now you can:
You: Adding a person with a long-distance num.. * Make calls on their behalf
Arroyo, Rafael C s * Receive calls on their behalf ;
[® Youtest * Change their call and delegate settings

To make edits to permissions or to remove a delegate:
1. Click More actions.
2. Select either Edit permissions or Remove delegate.

< Back to settings 4

Delegate settings

People you support  Your delegates

Delegates can make and receive calls on your behalf.

Add a delegate Q

jp_ Davis, lvey _"/

@ Lead, User Services Spec

E?,? Edit permissions
U2 UIT GSB 111 Demo 2
- W Remove delegate

26 Using Microsoft Teams for Macintosh



