
 

SASG Documentation for Microsoft Teams Software 
 

Microsoft Teams is a very comprehensive piece of software that culls together a plethora of 
workflow and communication functionalities into a simple application. That being said, the 
software can be pretty overwhelming at times. We wrote this guide as a quick reference for 
some of the core functionality of the software.  
 
There are quite a few features we don’t cover in this guide, as it is not meant to be 
comprehensive. We recommend getting hands-on with Teams, and using this guide as a 
reference when you come across something you may not be familiar with or have questions 
about. Please let us know if you come across any in-depth issues and we will be happy to help 
out. 
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I. Installing Teams 

 
1. In your preferred Internet browser, navigate to: 

https://products.office.com/en-us/microsoft-teams/download-app 
2. Click ‘Download Teams’  

a. You’ll notice that the website will automatically detect the operating system your 
current machine is on. Now, click ‘Download Teams’ again to start the software 
download.  

b. Optional: You can enter your phone number or email to get the Teams 
application on your smartphone 

https://products.office.com/en-us/microsoft-teams/download-app


 

3. Once downloaded, click the installer from your preferred Internet browser, or run the 
install from your Downloads folder 

4. Once installed you may be prompted to “Enter your 
work, school, or Microsoft account.” This is your 
NetID@email.arizona.edu.  

5. Click “Sign in”, and you will be redirected to NetID 
login. Once you successfully log in to NetID and Duo 
Authentication, you’re all set. 

 
 
 
 
 
 
II. Getting to Know the Teams Interface 
 
When you first login to Teams you should be open to the Teams tab.  

Feel free to poke around and check out the features throughout the app. The rest of this guide 
will go into introductory detail on all tabs except for the ‘Assignments’ tab, which won’t likely 
have any bearing on administrative staff.  

 
 
A. Activity 

 
The Activity tab gathers all notifications from other tabs into one place. You can also carry on 
conversations here as you would under the Chat tab, which we’ll go into detail on next.  

 

mailto:NetID@email.arizona.edu


 

If you click on the ‘Feed’ button, you can filter your Activity tab by what has occurred in your 
instance of Teams, or filter by your own activity.  
 
You can also click the funnel on the right to filter with the verbiage of your 
choosing (ie, by last name, by Teams, etc).  
 

 
 
 
 

If you click on the three dots to the right of ‘Type here to filter’ you may also 
filter by the types of interactions:  
 

 
 

B. Chat  
 

The Chat tab is Skype for Business condensed into a single place. The ‘Recent’ tab compiles 
current and old conversations. You can easily find older conversations with a colleague or a 

group chat using the filter function, which works the same as in 
the Activity tab.  
 
 

a.  Adding contacts and creating contact groups 
 
Clicking the ‘Contacts’ view will bring up a pane similar to your contacts in Skype for Business. 
You can create contact groups here, or simply add your most commonly contacted colleagues 
to the ‘Favorites’ group.  
 
This can be done by clicking the three dots to the 
right of whichever group you want to add 
someone to:  
 
Clicking ‘Add a contact to this group’ will bring up 
a window. You may add someone by starting to type in their NetID or last name and the form 
will populate with that user. Click on the colleague that you would like to add to the group, then 
click ‘Add’.  
 
To create a new contact group, click ‘Create a new contact group’ towards the bottom of the 
contacts. Once created, you can add people to it the same way you did as described above.  
 

b. Starting a new chat 
 



 

You can start a new chat by either clicking on the contact name for the person you want to chat 
with, or use the command and search bar at the top of the Teams application window:  
 

 
 
Once you start typing in a colleagues name Teams will autocomplete your entry. Once you see 
the colleague’s name that you’re looking for, click on their name and Teams will open a new 
chat window.  

 
c. Chat view basics 

 
Once the chat window is open you’ll notice some similarities to Skype for Business, along with 
some additional functionality built into Teams. Starting with the top ribbon of the view in the text 
entry form:  
 

 
 
Teams dynamically adjusts the options presented here, meaning that they will change based on 
what tools you use most often. But the basics are as follows, from left to right: 

1. Chat - display the chat window 
2. Files - displays files shared between you and your colleague 
3. Organization - this tab does not appear to display information in our instance of Teams 
4. Activity - displays activity between you and the other user, such as sharing files, etc 
5. Plus sign - you can add more tools using the plus symbol 

 
On the right of the top ribbon are some additional options for communicating with your 
colleagues:  
 

 
 
From right to left:  

1. Video call - starts a video call with your colleague within Teams 
2. Audio call - starts a voice-only call with your colleague within Teams 
3. Screen sharing - allows you to share your entire screen or select applications within 

Teams 
4. Add people - add people to the chat, which will open a new chat window separated from 

the one you had open with a single colleague or other group 



 

 
At the bottom of the chat view is your familiar text entry field and some additional options.  
 

 
 
The buttons from left to right are for the following: 

1. Format - change text style and formatting, as well document formatting similar to 
Microsoft Word  

2. Delivery options - choose standard, important or urgent message delivery 
3. Attach - attach files from your computer or OneDrive to send to colleagues  
4. Emoji - choose from a wide array of emojis to include in your messages 
5. Giphy - use Giphy application to share gifs in your messages 
6. Sticker - like emojis, but more elaborate 
7. Schedule a meeting - opens a familiar Outlook calendaring tool to schedule a meeting 

with the people or group you are chatting with 
8. Messaging extensions - add more apps or functionality to your Teams chat view 

 

 C. Teams  
 
The Teams tab will open to all the Teams you are a member of, as well as a few other options.  
 
In the upper-right hand corner are a few teams management options:  
 
Clicking on the gear icon will bring up options to ‘Manage teams’ and ‘Switch view’. The 
‘Manage teams’ page is a bit redundant so we won’t cover it here.  
 
Clicking ‘Switch view’ will bring up some options to revise the look and feel of Teams. These 
settings can get pretty granular, so we suggest giving them a look to see what changes can be 
made in Teams to better suit your 
needs. 
 
 
 
 
 
 
 



 

Clicking on ‘Join or create team’ will bring up a page similar to this: 
 

 
 

Teams will populate this page with some teams you might be 
interested in. For teams that do not show up in the recommendations 
you can try searching for them using the ‘Search teams’ field in the 
upper-right hand corner.  
 
Many teams will require a code obtained from an individual or mass 
invite. You can copy that code into the field in this tile, then click ‘Join 
team’:  
 

a. Teams view basics 
 
Before clicking on a team to check out what’s entailed, note 
the three dots in the upper-right hand corner of the tile for 
that team.  
 
Clicking on the three dots brings up the following menu:  
 
Some of the items on this menu are self explanatory, but if you click 
on ‘Manage team’, you’ll be taken to a view that includes a list of 
members of the team, as well as allow you add members to the team.  
 
To open a team, click anywhere on the tile for that team:  
 



 

Once you open a team the view will be similar to the chat tab view. Instead of a list of contacts 
you added, you will see what are referred to as ‘channels’.  

 
 
Whenever you open a team it will open you to the ‘General’ 
channel. The other channels in this team will appear beneath 
the General channel. Teams only display three channels 
excluding General at a time and hides the rest. 
 
You can view the hidden channels by clicking on the ‘hidden 
channels’ text, then select the team you want to temporarily 
unhide.  
 
You can pin or unpin hidden channels by hovering over that 
channel, clicking on the three dots to the right of it, and 
selecting ‘Show’ or ‘Hide’. Keep in mind you can only have 

three channels viewed by default besides General.  
 
Once you click on a channel a chat window will show up in the Teams app. The chat window is 
very similar to the chat window in the Chat tab, and functions as group chat with everyone in 
this particular team.  
 
A slight difference is being able to reply to individual messages, thus creating a “thread” for 
replies directly pertaining to that message. You’ll see the ‘Reply’ option beneath messages sent 
in the teams view:  

 
The sky's the limit on how you use Teams to communicate in the team 
you create. Messages can be formatted to exactly your liking to reflect 
what you’re trying to convey. There aren’t many right or wrong ways to 
use the team chat function in Teams.  
 

b. Managing teams as owner 
 
If you are assigned as an owner of the team, your options will be a little 
different when clicking on the three dots:  
 
If you click on ‘Edit team’ a window will appear where you can change the 
name of the team, and the avatar associated with the team.  



 

 
Most relevant in the ‘Edit team’ window is the ‘Privacy’ setting.  

 
 
 
 

You can set the team to either ‘Private’, which will only allow team owners to add members, or 
Public, which allows anyone within The University of Arizona domain to join the group.  
 
Public teams are searchable and joinable as detailed above.  
 

i. Creating channels in teams you manage 
 
If you are the assigned owner of a team you 
can easily add a channel to a team from the 
same menu as seen above, by clicking on 
‘Add channel’. 
 
The listen of options have descriptors for 
what each field does, including privacy 
settings.  
 
The checkbox at the bottom, allows you to 
choose if the new channel will automatically 
appear for everyone on the team, or to keep 
it hidden until members manually add it.  
 

ii. Team member management 
 
Clicking on the ‘Manage team’ option from the menu above will allow you to view the assigned 
owners, members and guests of the team.  
 
From here you can add members, approve pending requests to join the team, promote 
individuals from members of the team to owners, among many other things.  
 

 D. Calendar 
 
The calendar tab should look familiar if you have used the Outlook application or logged into 
Outlook Web Access. Keep in mind while viewing the calendar tab you are only viewing the 
calendar associated with your University email 
account. 



 

 
A few things you can do from the calendar tab are to schedule meetings, or start one right from 
within Teams.  
 
Clicking on ‘New meeting’ will bring up a meeting invite form similar to the one found in Outlook 
and Outlook Web Access. There is also an option to view the scheduling assistant. Click ‘Save’ 
in this view to save and schedule the meeting.  
 

a. Meet now 
 
The ‘Meet now’ option is the equivalent of starting a video conference call, as you would through 
Zoom or Skype for Business. If you click ‘Meet now’ you will be given some configuration 
options for your meeting including audio and video settings, and the option to ‘Join now’, which 
will start the meeting.  
 
Once in the meeting, you’ll see on the right side of the screen 
the option to invite people from the directory to the meeting. 
To the right of the ‘Invite someone’ field is a clickable link icon 
to get a URL to share and allow others to join the meeting.  
 
Also in this pane is an icon with a check mark with an x below 
it. Clicking on this icon will take you to a web page where you 
can configure privacy settings for meetings.  
 
Editing these settings based 
on your preference and best 
practices will enhance the 
security of your meeting. 
Please evaluate them and 
modify them to suit your 
needs.  
 
Back in the meeting you will see a menu bar with icons for meeting functionality. From left to 
right: 
 
The timer shows the amount of 
time the meeting has been going 
on. 
 
The video camera icon will mute or unmute your camera feed. 
 
The audio icon will mute or unmute your audio. 
 



 

The screen share option will allow you to share your screen with 
other attendees. You can also share a whiteboard with attendees, 
or allow them to see single application windows instead of your 
whole screen.  
 
The three dots will bring up a menu with more in-meeting options:  
 
The people icon will bring up the pane that allows you to view 
participants and invite more attendees to the meeting.  
 
The final icon will disconnect you from the meeting. 
 

 E. Calls 
 
The calls tab is somewhat redundant, as most of the 
functionality here is found elsewhere in other tabs. This tab 
organizes your contacts to easily make audio or video calls, 
and compiles your recent contacts and directory contacts into 
one place. 
 
Some functions within the calls tab are meant to mimic what you might find in your personal 
phone, including speed dial options and a contacts directory. 
 
The contacts directory is the same as your contacts 
directory found in the chat tab. 
 
You can also leave and receive voicemail messages in 
teams. You can view them by clicking on the ‘Voicemail’ 
icon.  
 
To make an audio or video call, search for a user or choose 
them from your contacts list. Their contact card will appear, 
with icons for making video or audio calls.  
 

 F. Files  
 
The files tab consolidates files that have been shared across 
all Teams tabs for quick reference.  
 



 

Under ‘Views’, ‘Recent’ organizes your files by the last time you accessed or edited the 
documents in Teams or Office 365.  
 
The ‘Microsoft Teams’ option references all the files you have worked on or edited within only 
Teams.  
 
The ‘OneDrive’ option under ‘Cloud storage’ displays the files and folders located in your 
individual Office 365 OneDrive. You can also upload files to OneDrive from here, as well as 
create new files in your OneDrive. 


