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Microsoft Teams is the hub and the platform for team collaboration in Office 365
that allows communication and collaboration among workplace teams to be more
engaged and effective through chatting, video meetings, storing files and
collaborating in files.
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1.1 Who should read this guide?

This guide is written for Ajman University’s faculty members and staff who will be
using Microsoft Teams to interact and engage better with their team members while

working remotely.

1.2 Getting Help

If you are facing any technical issues, you can get technical support by contacting
the Helpdesk on helpdesk@ajman.ac.ae or by calling ext. 6500.



mailto:helpdesk@ajman.ac.ae

2. Accessing Microsoft Teams
You can access Microsoft Teams from the following channels:

1. Using Internet browser through this link.
2. Signing in to your Ajman University’s email and click on the Teams icon, as
illustrated below:

Office 365 —

Apps

u Outlook @& OneDrive

Word Excel
w PowerPoint m OneNote

a SharePoint ‘ ﬁ Teams \

3. Though the desktop client, by searching for “Teams”.

Note: You should be using your Ajman University’s email and password to

use this service.



https://teams.microsoft.com/_#/school//?ctx=teamsGrid

3. Create and Join Online Meetings Using Outlook

You can create an online meeting, with people at AU or any other entity, through your
Microsoft Outlook by following the below steps:

1- Go to the Calendar in Microsoft Outlook and click on New Teams Meeting, as
illustrated below:

New New  New
Appointment Meeting ltems ~

MNew Teams Meeting

2- Similar to other meetings, enter the meeting details and send the invitation.

0 You haven't sent this meeting invitation yet.

T ]|

_:El Subject |

send Location |M|'crosoftTeams Meeting
Starttime |Sun 3/15/2020 P2 [12:00 AM v | [ All day event
End time | Mon 3/16/2020 P2 [12:00 AM |

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Note:

e Creating meetings with external entity should be through Outlook

e The invitees will receive the meeting details with a link to join virtually,
using Microsoft Teams.




4. Get your Team up and Running

You can create and manage teams in Microsoft Teams. The team can be either public
or private. For private teams, team owners manage team membership.

4.1 Create your Team and Add Team Members
You can create a team through the following steps:

1- Through the Teams section, click on Join or Create Team, as illustrated
below:

+* &
26 Join or create teamE I

ol Your teams

2- Click on Create Team and choose the Staff type, as illustrated below:

Join or create a team

h

Create a team

8" Create team
)

Select a team type

A i
: \w
Ja-. i 9 E ) ‘lc')
N :
Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after school
assignments Educator working group development. activities

Cancel




3- Enter the Team details, as illustrated below:

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 common
administrative goals.

Name

0

Description (optional)

Privacy

Private - Only team owners can add members v

Create a team using an existing team as a template

4- Add your team members and assign their roles, as illustrated below:

Add people to “Team X"

Start typing a name, distribution list, or mail enabled security group to add to your team.

Member v >




4.2 Share Documents with your team

You can share documents with your team by adding attachments, as illustrated
below:

For your informatior{

Teams QS.pdf X

vlelo ® @ a s o - >

You can even create, upload, share and download files through the File
option inside the team/channel, as illustrated below:

™ General Posts |Files| Staff Notebook -+

+ New ~» T Upload %@ Copylink ¥ Download - Addcloud storage B Open in SharePoint

General
D Name ~ Modified | Modified By ~~
_\l
@ Teams QS.pdf 7 minutes ago

The team can reply and react to the documents you share, as illustrated
below:

R 3:47 PM 51
For your information

Teams QS.pdf oo




4.3 Create Meetings with your Team

You can create a meeting, by clicking on the meeting icon inside your team, as
illustrated below:

General Posts Files Staff Notebook —+

3ﬂ

Start a new conversation. Type @ to mention someone.

&é@@@%?

You can choose either to meet now or schedule a meeting, as illustrated below:

Meet now

Note: You can enter all details while scheduling a meeting, including a
reoccurrence, location, description, and inviting attendees (optional and
mandatory attendance).




Once you start the meeting, you will be presented by a video call layout, where you
can share your audio, video and screen, and you can type in a chat with the

attendees.

10

People

Invite someone

~ Currently in this meeting (1)

Suggestions (2)




4.4 Join a Meeting with your Team

If a meeting was initiated by a team member or the team owner, go to Microsoft

Teams and at the time of the meeting, you will be able to view the following to join a
meeting:

Last read

@4«  Meeting started

¢« Reply

Start a new conversation. Type @ to mention someone.

A ¢ @ W B & Q

B

Once you click on Join, as illustrated above, adjust your settings and then click on
Join now, as illustrated below:

Join now

L [ ] £33 PC Mic and Speakers

Other join options

3 Audio off =] Add a room
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5. Download the Mobile Application

You can download Microsoft Teams to your mobile through Google Play and App
Store.

Q_ Teams © Cancel & microsoft teams Q ¢
g o X
o Microsoft Teams Microsoft Teams
* Hub for teamwork OPEN Microsoft Corporation
¥ i kok
4.6% 10M+ B
Chat privately with one One place for your team's Connect 242K reviews Downloads PEGI3 ©

or more peopl and content facetoface

Microsoft Teams is your hub for teamwork in Office 365.
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