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1. Join a video meeting call 

To join a video meeting on MS teams please follow the steps below: 

1. On a Teams meeting invite, select Join 

2. You have two choices:  

Join Microsoft Teams Meeting: Enter a meeting from your Teams meeting invite.  

Dial-in number and conference ID: Use these if you need to call into the meeting.  

This invite is sent to your email.  

3. Choose the audio and video settings you want. 

4. Select Join now. 

 

Please see the image below. 

 

Option1. Meeting invite sent to your email. 

 
Option2. Meeting invite on your MS Teams Calendar. 

 
 

For further help, please click on the link below.  

https://support.office.com/en-gb/article/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4 

  

https://support.office.com/en-gb/article/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4


2. Add a contact from the same domain 

To add a contact on MS teams please follow the steps below: 

1. Select Calls on your rail 

2. Select Contacts 

3. Click Add contact 

4. Enter the name of the person you want to chat with, if contact is on the same domain their name will pop up. 

5. Select the name and then click add.  

 

Please see the image below. 

 

 

  



3. Add a contact from an external domain 

To add a contact from an external domain on MS teams please follow the steps below: 

1. Select Calls on your rail 

2. Select Contacts 

3. Click Add contact 

4.  When adding a contact from an external domain, enter full email address of the contact and search the contact 

externally, contact will pop up. Select the contact and add. Once finished adding contacts, click close.  

 

Please see the image below. 

 

 



4. Chat with a contact 

To start a chat with a contact on MS teams please follow the steps below: 

1. Select Calls on your rail 

2. Select Contacts 

3. Find a contact 

4. Start chatting.  

 

Please see the image below. 

 

  



5. Create a private team 

To create a team on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select Join or Create a team (bottom left) 

3. Select Create a team 

4. Select Build a team from Scratch 

5. Select Private 

6. Give name to the team (e.g. Staff) and enter any description related to the team 

7. Click Create 

 

Please see the image below. 

 

 

 

Note: Private teams are not visible to everyone. The team owner adds team members. Only invited members can be part 

of the private team.  

  



6. Create a public team 

To create a team on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select Join or create a team (bottom left) 

3. Select Create a team 

4. Select Build a team from Scratch 

5. Select Public 

6. Give a name to the team (e.g. Events) and enter any description related to the team 

7. Click Create 

 

Please see the image below. 

 

 

Note: A Public team will be visible to everyone and anyone can join this team.  

 

  



7. Delete a team  

To delete a team on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to delete (e.g. Staff) 

3. Right click on the selected team (e.g. Staff) and choose Delete the team 

4. Select the check box that shows you understand everything will be deleted 

5. Click Delete team 

 

Please see the image below. 

 
 

 

 

 

  



8. Add members to a team 

To add members to a team please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to add a member (e.g. Staff) 

3. Right click on the selected team (e.g. Staff) and choose add member 

4. Start adding members, once done please click close. 

 

Please see the image below. 

 

  



9. Join teams via link 

To hide/show a team on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to leave (e.g. Staff) 

3. Right click on the selected team (e.g. Staff)  

4. Select Get link to team 

 

Please see the image below. 

 
  



10. View all members in the team 

To view team members on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to view (e.g. Staff) 

3. Right click on the selected team (e.g. Staff) and choose Manage team 

 

Please see the image below. 

  



11. Edit a team 

To edit a team on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to edit (e.g. Staff) 

3. Right click on the selected team (e.g. Staff) 

4. Select Edit team 

 

Please see the image below. 

 
 

  



12. Delete a team member 

To delete a team member on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to delete a team member from (e.g. Staff) 

3. Right click on the selected team (e.g. Staff) and choose Manage team 

4. Click Members and guest to see all members 

5. Select the member you want to delete and click on (X) 

 

Please see the image below. 

 

 

  



13. Leave a team 

To leave a team on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to leave (e.g. Staff) 

3. Right click on the selected team (e.g. Staff)  

4. Select Leave the team 

If you want to be part of the team again, the team owner needs to invite you again in the team.  

Please see the image below. 

 

 

  



14. Hide/Show teams 

To hide/show a team on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to leave (e.g. Staff) 

3. Right click on the selected team (e.g. Staff)  

4. Select Hide 

 

Please see the image below. 

 

 

 

 

  



15. Make a MS teams call 

To make a call on MS teams please follows the steps below: 

1. Select Calls in your left rail 

2. Select Contacts 

3. Search the contact you want call 

4. Select the contact name 

5. Click 📞 to call the contact. 

 

Please see the image below. 

 

  



16. Make a video call 

To make a video call on MS teams please follow the steps below: 

1. Select Calls in your left rail 

2. Select Contacts 

3. Search the contact you want call 

4. Select the contact name 

5. Click on the video symbol to call the contact. 

 

Please see the image below. 

 

 

 

 

 

  



17. Schedule a meeting 

To schedule a meeting on MS teams please follow the steps below: 

1. Select Calendar in your left rail 

2. Select New meeting 

3. Enter New meeting details 

 

Please see the image below. 

 

For further help, please click on the link below.  

https://www.youtube.com/watch?v=HjdN1u1Rg34 

  

https://www.youtube.com/watch?v=HjdN1u1Rg34


18. Create a channel 

To create a channel on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Select the dots on the selected team … 

4. Enter channel name, e.g. Morning tasks 

5. Channel description  

6. Privacy: choose standard – Accessible to everyone on the team  

7. Click on add. 

 

Please see the image below. 

 

For further help, please click on the link below.  

https://support.office.com/en-gb/article/create-a-channel-in-teams-fda0b75e-5b90-4fb8-8857-7e102b014525 

 

 

 

 

 

https://support.office.com/en-gb/article/create-a-channel-in-teams-fda0b75e-5b90-4fb8-8857-7e102b014525


19. Get a channel link 

To get a channel link on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Enter channel’s name, e.g. Morning tasks 

4. Select the dots on the selected team … 

5. Select Get link to channel 

 

Please see the image below. 

 

  



20. Chat on a channel 

To start chatting on a channel on MS teams please follows the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for e.g. staff 

3. Select channel name, e.g. Morning tasks 

4. Start chatting 

 

Please see the image below. 

 
 

 

  



21. Share a file from your local computer 

To share a file from your local computer on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Select the channel, e.g. Morning tasks 

4. Select Files 

5. Select Upload and select the file you want to share with team members to work on.  

 

Please see the image below. 

 

 

  



22. Share a file using one drive 

To share a file using one drive on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for e.g. staff 

3. Select the channel, e.g. Morning tasks 

4. Select Posts 

5. Select Attach and select the file you want to share with team members to work on.  

 

Please see the image below. 

 

  



23. View a shared file 

To view a shared file on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Select the channel, e.g. Morning tasks 

4. Select Files 

5. See shared files listed 

 

Please see the image below. 

 
  



24. Team members can collaborate on a document 

To get Team members working on a document on MS teams please follow the steps below: 

Once file has been uploaded, double click on the file to open on MS Teams and start working on it. 

Please see the image below. 

 

 

  



25. Wiki Tab 

The Teams Wiki tab is your digital notes on a channel level, that includes a hierarchy of sections within listed pages. Once 

you create a new wiki page, your content gets segmented into the sections of the page. 

Add Wiki note on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Select the channel, e.g. Morning tasks 

4. Select Files 

5. Select Upload and select the file you want to share with team members to work on.  

 

Please see the image below. 

  



26. Print a document 

To print a document on MS teams please follow the steps below: 

1. Select the file you want to print 

2. Open the file within MS Teams 

3. Click Editing on the pen sign 

4. Select File > Print 

5. Select Open PDF 

6. Once File is open on PDF you can select Print > Print 

 

27. Edit a channel 

To edit a channel on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Select the channel, e.g. Morning tasks 

4. Select the dots on the selected team … 

5. Click on Edit this channel 

 

Please see the image below

 
 



28. Delete a channel 

To edit a channel on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Select the channel, e.g. Morning tasks 

4. Select the dots on the selected team … 

5. Click on Delete this channel 

 

 

Please see the image below. 

 

  



29. Does MS Teams work on Mac computers? 

MS Teams does work on Mac computers. Mac users can install MS Teams by using a PKG installation file for macOS 

computers.  

Administrative access is required to install the Mac client. The macOS client is installed to the /Applications folder. 

 

Install Teams by using the PKG file 

1. From the Teams download page under Mac, click Download. 

2. Double click the PKG file. 

3. Follow the installation wizard to complete the installation. 

4. Teams will be installed to /Applications folder. It is a machine-wide installation. 

 

To start using MS Teams on Mac  

1. Go to the Applications folder > and click Microsoft Teams 

2. Sign in with your Office 365 username and password 

 

 

 

30. Does MS Teams work on iPhone? 

MS Teams is compatible and works on apple/iPhone devices.  

Go to apple store and search for MS teams and install the app. 

To start using MS Teams on iPhone  

1.  Tap the Teams icon 

2. Sign in with your Office 365 username and password 

  

https://teams.microsoft.com/downloads


31. Save a message 

To save a message on MS teams please follow the steps below: 

1. Select the message you want to save 

2. Click the three dots …  (More options) 

3. Save this message 

 

Please see the image below. 

 

 

  



32. View a saved message 

To save a message on MS teams please follow the steps below: 

1. Select user account 

2. Select save messages 

 

Please see the image below. 

 

 

  



33. Share a screen or documents 

To share a screen or documents on MS teams please follow the steps below: 

1. Select Calls on your rail 

2. Select the User you want to share your screen/document with 

3. Select Screen sharing 

4. Select whether the whole screen or select a certain document 

 

Please see the image below. 

 

 

 

 

 

 

 

 

 

 



34. Filtering on MS Teams 

MS Filtering - replies, unread… 

1. Select Activity on your rail 

2. Select filter (top left) 

 

Please see the image below. 

 

 

 

 

35. Search for content/words 

To search for a content or a specific word, use the MS Teams search box top center.  

Please see the image below. 

 

  



36. Search for shared files on MS teams by name 

To search for shared files on MS teams please follow the steps below: 

1. Select Teams in your left rail 

2. Select the team you want to create the channel for, e.g. staff 

3. Select the channel, e.g. Morning tasks 

4. Select files 

 

Please see the image below. 

 

  



37. Status on MS Teams 

To change your status MS teams please follow the steps below: 

1. Select your account name 

2. Select > 

3. Choose the status 

 

Please see the image below. 

 

Status: Available, Busy, Do not disturb, Be right back, Appear away, Reset status. 

  



38. Change themes 

To change themes on MS teams to Default, Dark, High Contrast please follow the steps below: 

1. Go to your account name 

2. Select Settings 

3. Select General 

4. Select your chosen theme and close the settings window. 

 

Please see the image below. 

 

  



39. Auto start MS Teams 

For MS teams to auto start when turning on the computer, please follow the steps below: 

1. Go to your account name 

2. Select Settings 

3. Select General 

4. Check the box for Auto-start application 

 

Please see the image below. 

   

  

 

 

  



40. Change notifications on MS teams 

To change notifications on MS teams please follow the steps below: 

1. Go to your account name 

2. Select Settings 

3. Select Notifications 

4. Make your preferred choices 

 

Please see the image below. 

 
  



41. Change MS team’s privacy. 

To change your privacy settings on MS teams please follow the steps below: 

1. Go to your account name 

2. Select Settings 

3. Select Privacy 

4. Make your preferred choices 

 

Please see the image below. 

 

 

  



42. Check/test Devices on MS teams (Camera & Microphone) 

To test the camera and microphone on MS teams please follow the steps below: 

1. Go to your account name 

2. Select Settings 

3. Select Devices 

4. Check settings for Speakers, Microphone and Camera 

5. Make a test call. 

 

 

Please see the image below. 

 

  



43. Change Permission settings on MS teams 

To change permissions on MS team please follows the steps below: 

1. Go to your account name 

2. Select Settings 

3. Select Permissions 

4. On the Permissions area make your preferred choices 

 

 

Please see the image below. 

 

  



44. Change call settings on MS teams 

To change permissions on MS team please follows the steps below: 

1. Go to your account name 

2. Select Settings 

3. Select Calls 

4. On the Calls answering rules area make your preferred choices 

 

 

Please see the image below. 

 

 

  



 

End of MS Teams Training 

 

 

I hope you enjoyed learning about MS Teams with Clarion! 

If you need any further help, please feel free to contact Clarion IT. 

 

 

Clarion Communication IT Ltd 

T: 0333 222 6633 

W: clarioncomms.com 

'Technology - Intelligently Applied' 
 

 

 

Click on icons below to find out more... 
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