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Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.
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Sign in Reply to a post

gnvmgio;vgltze!cﬁ? Ii:)aprlticfti:r:\::‘glgrr)?nzizrlgz;c sign in Channel posts are organized by date and then threaded. Find the thread you
Microsoft Teams. s want to reply to, then select Reply. Add your thoughts and choose Send==.
On mobile, tap the Teams icon. Then sign in with

your Microsoft 365 username and password. (If -

you're using Teams free, sign in with that -

username and password.) & ot A
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other tabs. everything that's happened lately in the channels you follow. To set up notifications
for a channel, choose *** next to the channel name, then Channel notifications.
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Start a new conversation. Type @ to mention someone.
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Share a file @mention someone

Select Attach .0 under the box where you type messages, select the file location To get someone’s attention, type @, then their name (or pick them from the list
and then the file you want. Depending on the location of the file, you'll get that appears). Type @team to message everyone in a team or @channel to notify
options for uploading a copy, sharing a link, or other ways to share. everyone who favorited that channel.
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Work with files Add an emoji, meme, or GIF

Select Files Don the left to see all files shared across all of your teams. Select Sticker [ under the box where you type your message, then pick a meme

Choose Files at t.he top of a chanpel to see all files shared in that Fhannel. or sticker from one of the categories. There are also buttons for adding an emoji or
Select Show actions... next to a file to see what you can do withit. In a GIF

channel, you can instantly turn a file into a tab at the top. S ———

I Popular Eearch Gl

@ Clippy Popular stickers and memes

. General Posts Files v Wiki Product Launch Event Laa

3 IT WORKS ON
— l?k OffieeDrama MY MACHINE
O @ C link E] Makethisatab 1 Download
@ Open Vv opy linl lake thisatab & Downloa M5 Meme @ ' g
Documents > General & " I ‘
z

Designers

[ Namev Modified v ,/ Devs I (AN FIX H
) Branding Elements.ppix October 8 ¥ Lol > m
® @) Coffee Pitch Content O1.pptx <+ May12 ® ool RESEARGH [K[AHV[I

@5 Company All Hands Deck 01.pptx May 12 -l [OFAYOT I
& Bee %— 4

R Teamsquatch

272N S TH A= SR CIN I




	Quick Start Guide
New to Microsoft Teams? Use this guide to learn the basics.     
	Sign in, start a conversation, pick a team and channel, or start an impromptu meeting
	Make video and audio calls, reply to a post, @ mention someone, or add an emoji, meme, or GIF.
	Stay on top of things, add a tab in a channel, share a file, or work with files.
	Search for stuff, get help in Teams, add apps, take the next steps with Microsoft Teams, or get other Quick Start Guides. 



