Microsoft Teams

Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Manage your team

Add or remove members,
create a new channel, or
get a link to the team.

Add files
Let people view a file or
work on it together.







Microsoft Teams

Make video and audio calls

Click Video call (J4 or Audio call % to call someone from a chat. To dial a
number, click Calls %, on the left and enter a phone number. View your call
history and voicemail in the same area.

Reply to a conversation

Channel conversations are organized by date and then threaded. Find the
thread you want to reply to, then click Reply. Add your thoughts and click
Send .

@mention someone

To get someone’s attention, type @, then their name (or pick them from the list
that appears). Type @team to message everyone in a team or @channel to
notify everyone who favorited that channel.
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Add an emoji, meme, or GIF

Click Sticker < under the box where you type your message, then pick a meme
or sticker from one of the categories. There are also buttons for adding an emoji

or GIF.
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Work with files

Click Files  on the left to see all files shared across all of your teams.
Click Files at the top of a channel to see all files shared in that






