USING
MICROSOFT
TEAMS

GETTING STARTED
WITH MICROSOFT
TEAMS

Microsoft Teams or just Teams is a chatbased collaboration tool that provides remote
teams the ability to work together and share
information in common space. Covid-19 has forced
us to augment the way we work. We must work
remotely and that’s why Teams is so useful in this
time. The first question to ask yourself when
implementing Teams is if you’re an Office365 user
or not. If you are not, don’t worry, Teams is free
for the first year. After the first year, it costs about
5 USD per user, per month.
In the free version, you get unlimited chats, audio
and video calls, and 10GB of file storage for your
entire team; plus 2GB of personal storage for
everyone. Microsoft Teams integrates with all the
Office Online apps including: Word,
Excel, and PowerPoint. You can add a maximum of
300 people to your team. If you have an Office365
license, such as the Small Business Plan, the
E1, E3, and E5 plan, Teams is included with
the license subscription, and the limits that are
imposed on the free version do not apply. If you
have an Office365 subscription and still want to
use Teams for free, you can simply sign up with a
different email address, however, this email
address must be registered as a Microsoft account.
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THE PROCESS TO
FOLLOW IF YOU ARE
NOT AN OFFICE365
USER
1) Sign-up (Teams free version)
a) To get started with Teams for free, browse to the
Microsoft Teams web page and sign-up for an
account. (https://products.office.com/enus/microsoft-teams/group-chat-software).
2) Set-up your company
a) You are required to enter an email address to use
with your account. This must be linked to a Microsoft
Account in order to work. Continue through the signup process by entering a password and the name of
the company you are associated with.
3) Invite your team
a) At the initial Teams window, you can choose your
display name and upload a photo of yourself. Then
invite others to join your team by entering their email
addresses. Click on the “Add More” link if you need
space for more addresses. Click the button “Send
Invites”, and then close the invite window.
b) The people you invited will receive an invitation
notice via email and can join your team by clicking
the link in the mail. They will then be taken to
Microsoft Teams, where they can also choose a
display name and add a photo.
At this point, you can start using all the features
included in the free version of Teams.
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WHAT TO DO NEXT

Get desktop app and download the mobile app. The
desktop version is feature rich compared to the web
version, and the mobile app allows you to be in
contact with your team while on the go.
Before using the Teams app:
It’s important that the organization understands
that this is for everyone - the reason why it is a
change in the way you communicate internally as a
company. It is instant communication in the
WhatsApp age. At first, it will seem difficult and
the team will be resistance, but from my our point of
view it is well worth it if you overcome this trying
time (and you will find out that it does not take very
long).
Another important point to bear in mind, although
obvious, is that in order to use Teams, your team
needs access to the internet. In the beginning, you
may only want to try this with your senior team.
They must have access to a computer or mobile
phone that has connectivity.
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WHAT TO DO NEXT
CONTD

Learning how to use Teams:
The link below provides 90 second snippets of
how Teams works. It may seem a lot but if you can
use WhatsApp, then you can
use Teams. https://support.office.com/enus/article/microsoft-teams-video-training4f108e54-240b-4351-8084-b1089f0d21d7
Basic tasks to master before you really
get value out of Teams:
Create your departments or sub teams
Starting a conversation with your sub teams
Sharing files
Opening a Word, PowerPoint, or Excel file
Create a private chat Start a video/audio
conference
The training video link (above) contains all these
basic things.
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