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Get started
H

ow
 to sign in



O
ffice.com

O
ffice.com

3. Select       Team
s to see w

hich class team
s you’re 

in. If your teacher has already set up the class team
 

and added you, you’ll see one of m
ore (depending 

on how
 m

any classes you have) class team
 tiles.
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Get organized
Find and organize

conversations, files, assignm
ents, and notes in your class team

s.





Check the       A
ctivity

feed to m
ake sure you 

don’t m
iss a new

 assignm
ent or an @

m
ention.
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Com
m

unicate
Create and respond to m

essages in Team
s.



Click the com
pose box to create a m

essage. You can 
type out a sim

ple m
essage or add on.

Attach an im
age, gif, sticker, or file.

Select Form
at

and use rich text to m
ake your 

m
essage stand out.

Form
at your m

essage w
ith bullets or m

ake a 
num

bered list.

@
m

ention your teacher or a classm
ate.

To sw
itch from

 a conversation in a team
 channel to 

a private chat group, select       Chat.



U
se m

eetings in Team
s to virtually join your teacher 

and classm
ates in online classes, study groups, 

presentations, and w
henever you need to learn 

face-to-face.

1. Select
Calendarto see any m

eetings your 
teacher or classm

ates have added you to, or any 
you’ve created yourself. Click Join

w
hen it’s tim

e
to 

m
eet.

2. Adjust your audio and video settings, then click 
Join now

.



W
hen your teacher or a classm

ate calls you in 
Team

s,you’llget a notification w
here you can 

decide how
 to answ

er.You can
acceptw

ith video, 
accept w

ith audio, ordecline.



M
ute and unm

ute your m
icrophone.

Share your screen or a docum
ent.

Participate in the m
eeting chat.

See w
ho's in the m

eeting.

Leave the m
eeting. The m

eeting 
w

ill continue even after you've left.
Turn your video on and off.
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Share and organize files
Share files in conversations and use the Files tab to keep track of them

.
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Assignm
ents and grades

View
 and turn in your w

ork. All from
 Team

s.
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Class N
otebook in Team

s
U

se your class team
's built-in Class N

otebook for m
ore class w

ork, activities, and collaboration.





M
ore resources
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Student help center


