TSC: How to use Microsoft Teams for Instant Messaging and Group Chat
Introduction

Microsoft Teams and Office 365 helps you get work done—uwith others and on your own—wherever you
are. As long as you can connect to the internet, you can connect to the files and people you need to stay
productive.

Sign in to Office online

1. Go to www.Office.com, and in the upper right-hand corner select Sign In to sign in with your Office 365 work or

school account (ie: john.tran@tsc.edu)

B2 Microsoft

Sign in
john.tran@tsc.edu

No account? Create one

2. You will be redirected to the TSC Login page:

¥ N

95 TEXAS SOUTHMOST
1 C OL¥L "BEaGr E

\4.

tional inquiries
rt at

Once you are logged in, the Office apps become available. Just click on the Teams app icon to start using the
application in your browser.
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In Teams, there are features such as chat windows, calendaring and calls.
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You can create your own Team, or you can join available existing groups.

Create your team

Staff leaders are owners of staff teams and add others as members. Each staff team allows you to
communicate, share important documents, and set up a Staff Notebook to track commaon
administrative goals

Name

Description (optional)

Privacy

Private - Only team owners can add members

Private - Only team owners can add members

Public - Anyone in your organization can join

Lancer

Visit Microsoft website (https://docs.microsoft.com/en-us/microsoftteams/enduser-training) for more ideas on how
you can utilize and benefit from Teams.
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