Microsoft Teams: The Basics for


https://teams.microsoft.com/downloads#allDevicesSection

1 For more information, please view the Welcome to


https://support.office.com/en-us/article/video-welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?wt.mc_id=otc_microsoft_teams
https://www.microsoft.com/en-us/videoplayer/embed/RWeokR?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us

Create and Format a Post to Start a Conversation:

1 Type a message.
9 Select Format.
f  Format your post with the following options:
0 Add asubject
o Bold
0 Bulleted list
0 Insertlink
T Select Send.

Upload and Find Files

' Anywhere in Teams, look for the paperclip icon g to Attach afile. Alternately:
0 Go to the Files tab.
0 Select Upload.
0 Select single or multiple files from device computer or OneDrive for Business account.
0 Select Open.

Start Chats and Calls:

1 Please click here to learn to how to start chats and calls on Teams.

Join a Teams Meeting:

T Please click here to learn to join a Teams meeting.
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