Student Guide to Using
Teams in Office 365
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1. What is Teams?
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Sections

Using Teams in Office 365
1. What Is Teams?
Let’s begin by watching this very short summary.

2. How do I start?
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Alternatively, you can log in to Office 365 sign in
page: https://www.office.com/?trysignin=0
Click 'sign in' and follow the link to enter with
your RBC username and password.
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Log in to Office 365 via the RBC Portal. This link will take you to all the Teams you are part
of. Go to OFFICE 365 OWA (STUDENT)

What am I looking for?
If you log in to Office 365 you will arrive on a page with lots of icons. You are looking for
Teams.
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If it is not showing on the list (because it has not been used by you for a while), click on ‘All
apps’
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You will see a full list of apps. Select Teams.

Once you have selected Teams you will see a menu of any Teams you are part of. For
example:

Click on the Team and you will see the page.
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Note: this example page looks bare at present as it is showing a new Team page.

3. What can I do in Teams?
On the left-hand side of your screen you will see a menu bar:
The first icon takes you back to all your Office 356 apps.

The Activity icon will show a list of activities available on your Teams
page. See section 4

The Chat icon will bring up the chat box. See section 5.

The Teams icon will take you back to all teams that you belong to.

The Assignments icon will take you to work you have uploaded. NOTE:
this will be used for Teams tasks and assignments (coursework) rather
than module assignments which are uploaded to the VLE

The Calendar icon will take you to your RBC calendar.

The Calls icon will list the calls you have made to other members of the
group. See section 6 below.

The Files icon will take you directly to files you have uploaded.

The Ellipsis icon (three dots) will allow you to search for additional
apps you can use in your Team.
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Note that you can also access additional ‘channels’ that you have added via the horizontal
bar. See section 9.

Activities
When the Feed option is showing, you will see a list of all the activities across all your
Teams. If you are a member of several Teams this could look quite crowded. To filter the
activities that concern you, select the dropdown menu and select My Activity:

Now watch the following short one-minute video of how
filter your activities by activity type.

to
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Filter your activity feed.

4. What is Chat?
Chat allows you to have a conversation with one or more people.
Click on the Chat icon and then select the chat shortcut.

Type the name or email address in the box. This will allow you to select people from the
distribution list. You can also give the chat a name
Start typing your message in the box at the bottom of the page.

Calls

You can make one-on-one or group calls with anyone in the College directly from a chat
without having to host a team meeting. These calls are private and won't appear in any
team conversation. Entries for the calls will appear in your chat, though.
Open Chat as in Section 5 above.
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Select someone (or several) to contact.

Then click the Video call or Audio call icon to start a call.
Up to 50 people can be on the same video call.
You can also start a one-on-one call from someone's
profile card. Open it by clicking their picture in a
channel or from a search.

To have a Video call you will need a camera attached. You will need a microphone for the
Audio Call.

5. How do I join or set up meetings in Teams?
Once you have mastered the basics of Teams, you can begin to use it for all manner of
activities. Take time to go through the following sections on meetings. You can add Teams
to your phone too.

Join a meeting in Teams
Join a meeting without a Teams account
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Participate in a meeting on Surface Hub
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Participate in a meeting from the mobile app

Call in to a meeting
Share your screen
Take meeting notes
Blur your background
Adjust your view in a Teams meeting
Multitasking in a meeting
Manage audio settings
Change participant settings
Join a Skype for Business meeting on Surface Hub
Whiteboard
Share system audio
Keyboard shortcuts for Teams meetings
Schedule a meeting in Teams
Schedule a Teams meeting from Outlook
Start a new Teams meeting on Surface Hub
Invite people to a meeting
See all your meetings
Add a dial-in number for a meeting
Record a meeting
Play and share a meeting recording
Delete a meeting recording
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Edit a recording transcript

6. How do I work with Files?
In addition to meeting others in Teams, you can share and work on a range of documents.

Here is a basic introduction to adding files and sharing documents. Below you will see
guidelines on some of the topics covered.
Use and share files
Cloud storage
Explore the Files list
Edit a file
Download a file
Share a file
Share a file with someone outside your team
Get a link to a file
Move or copy files
Sync file libraries to a team
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File storage
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Recover deleted files

7. How do I create new Channels?
Every Teams page has a general channel but you can also create additional channels as
break-out rooms or to deal with specific topics in a project.
Watch this short demonstration of how to create a new channel.

Remember, you can also integrate any video channels you have created. To find out more,
explore some of these guides.

Learn about teams and channels
Team owner, member, and guest capabilities
Video: Go to guide for team owners
Video: Get your team up and running
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How and hide channels

8. How do I access and use Whiteboard in Teams?
When collaborating with others you can also use an interactive whiteboard. Whether you
have a pen/touch screen or use a mouse, you can still use the canvas to assemble a wide
array of charts, images, ideas, texts, links and so on. In addition, you can collaborate on the
same board, send it as a working document to others, and file it within a collection of
whiteboards. This is a great tool for visualising projects and has plenty of interactive
features which make it simple to use.
There are two tours to watch here. The first deals with the basis of using the app and the
second explores additional elements that have been added subsequently. These have been
chosen for their clarity for the beginner.
First Tour
Second Tour
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Here is a link to the most up to date Guidelines from Microsoft which will support your
work.

9. How can I develop my skills in Teams?
Microsoft offer instructor-led online training in a wide range of Teams related topics. You
can book for one of these events knowing that they will provide you with the most up to
date information. Here you also have an option to sign up or watch a recording of the most
recent session.
•
•

All sessions are listed in your local time zone
Upon registering, you will receive a confirmation via email — if you do not see the
email in your inbox, please check your junk mail folder

Here are the topics:
Beginners:
1. Say hello to Microsoft Teams: See real-world scenarios of Teams in action
Audience: Everyone
Prerequisites: None
Duration: 30 minutes
•

Access the recorded version of this session on-demand here: Say hello to Microsoft
Teams — on demand

2. Get started with Microsoft Teams Learn the basics to get started in Teams!
Audience: End users, beginner course (great for small, medium, enterprise and US
government customers)
Prerequisites: 'Say hello to Microsoft Teams' class, or a general knowledge of what Teams is
Duration: 1 hour

After this session, you will be able to:
•
•
•
•

Set up your profile and notifications in Microsoft Teams
Use chat and calling for 1:1 and group conversations, sharing and collaboration in
Microsoft Teams
Schedule and conduct meetings in Microsoft Teams
Align your team and teamwork in Microsoft Teams
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Access the recorded version of this session on-demand here: Get started with Microsoft
Teams — on demand
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TEST: Take the level 1 knowledge assessment: https://aka.ms/TeamsKnowledgeCheck

Level 2: Intermediate
1. Run effective meetings with Microsoft Teams Learn to manage the end-to-end meeting
process within Teams
Audience: End users, intermediate course
Prerequisites: 'Get started with Microsoft Teams' or 'Switch from Skype for Business to
Microsoft Teams' class, or a general knowledge of how to use Teams
Duration: 1 hour
After this session, you will be able to:
•

•
•
•

Use Teams for your entire meeting experience, including:
• Sending agendas and setting context before the meeting, creating momentum
• Sharing live applications and taking meeting notes, keeping attendees engaged
during the meeting
• Posting files and action items after the meeting, ensuring timely follow-through
Record your meeting, making it easy for those who couldn't attend to get caught up
Keep important meetings at your fingertips by pinning them for easy access
Assess which audio and video devices are best for your meeting needs

Access the recorded version of this session on-demand here: Run effective meetings with
Microsoft Teams — on demand

2. Learn to use apps in Microsoft Teams Access third party services to do even more
directly from Teams
Audience: End users, intermediate course
Prerequisites: 'Get started with Microsoft Teams' or 'Switch from Skype for Business to
Microsoft Teams' class, or a general knowledge of how to use Teams
Duration: 1 hour
After this session, you will be able to:
•
•
•
•

See how applications, bots and connectors can help you be more efficient while
working in Teams
Select an application, bot or connector for your workspace
Install an application, bot or connector
Use an application, bot or connector in your workspace

Page

16

TEST: Take the level 2 knowledge assessment: https://aka.ms/TeamsKnowledgeCheckLevel2

Level 3: Advanced: Learn tips for taking Microsoft Teams to the next level: Strategies and
features to get more from Teams
Audience: End users, intermediate course
Prerequisites: 'Get started with Microsoft Teams' or 'Switch from Skype for Business to
Microsoft Teams' class, or a general knowledge of how to use Teams
Duration: 1 hour per session
Part 1: Effective workspaces
Explore ways to determine the best approach for creating workspaces for projects and
workgroups.
After this session, you will be able to:
•
•
•
•

Decide if your team is best served by a team and channels or a group chat and
meetings
Create a workspace for your team to provide the best collaboration experience
Use a personal team to simplify your productivity
Determine best practices for Teams

Part 2: Get more from Teams
Learn tips and tricks for managing and organizing work and communications in Teams.
After this session, you will be able to:
•
•
•
•

Implement strategies to manage and organize your work
Leverage formatting best practices to help get your messages noticed (and responded
to)
Easily find files, chats and projects
Simplify your workday

TEST: Take the level 3 knowledge assessment: https://aka.ms/TeamsKnowledgeCheckLevel3
Access the recorded version of Part 1 of this session: Learn tips for taking Microsoft Teams
to the next level - Part 1 — on demand
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Access the recorded version of Part 2 of this session: Learn tips for taking Microsoft Teams
to the next level - Part 2 — on demand

10. Troubleshooting
For technical issues contact Helpdesk@bruford.ac.uk
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For questions relating to how you will use Teams in your module studies please ask your
individual tutors.

