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How to use Microsoft Teamsonline

Microsoft Teams online is now many people choose to replace Zoom when this software is having information
security problems.

Along with Zoom learning online, now Microsoft Teams is also selected by many teachers or companies to
conduct online exchange. Microsoft Teams supports users to teach and learn on a variety of platforms, from
Microsoft Teams on PCs, Microsoft Teams on phones to using Microsoft Teams online in browsers. Using
Microsoft Teams online is useful when you do not want to install Microsoft Teams on your computer, but some
features are similar when using on a computer or phone. The process of registering a Microsoft Teams online
account is also very simple and is guided in the article below.

Instructionsfor creating an online Microsoft Teams account
Step 1
First, users access the link below and then click Sign in to signin to your Microsoft account.

1. Access Microsoft Teams

Microsoft Teams

Work remotely without feeling
remote.

Get your school signed up for free:=

Just need video calling for personal use? Click here =

Next, you log into your Microsoft account to use Microsoft Teams online. If you do not have a Microsoft
account, click Create one to create a new account.

How to create a Microsoft Teams account refer to the article How to create a Microsoft account.
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Note to teachers, if the school has an Office 365 package, using the email provided by the school will use the
more advanced version of Teams.

BT Microsoft

Sign in

Email, phone, or Skyp

Mo account? Create one!
Can't access your account?

Sign-in options

Step 2:

After successful login, users click on Use the web app instead to use the online version of Microsoft Teams in
the browser.
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Download the Teams desktop app
and stay better connected.

Get the Wir lows app

Use the web app instead

Next, you are asked to use Microsoft teams for what purpose, then click Next below and fill in the personal
information to compl ete the account creation.



a" Microsoft

Ban muoén st dung Teams nhu thé
nao?
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(@} Cho trudng hoc
DE két ndi hoc vién va gidng vién tham gia vao cac
khoa hoc va du an, trong 1dp hoc hoac truc tuyén

() Cho ban bé va gia dinh
Dung dé€ goi thoai hoac goi video trong cudc séng
hang ngay

O Cho céng viéc
Dé phdi hop vdi ban cing nhom bét ké ho & diu

Step 3.

In the Microsoft Teams interface to invite othersto join Teams, click Teams and select I nvite people.
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Display interface with copy link for you to send to those who want to join Teams. People who receive the link to
join Teams will have an email sent to them to join Teams.
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Invite people to join the META org

Pending requests

(a) Copy link
https://teams.microsoft.com/join/krlgbn9suo5q
ot Invite your contacts
— Add people from your email contact list

@ Invite by email

Send an invitation to any email address

Step 4:

To create aclass or group, we click on Create team as shown below.

-ﬂ Search or type a command

W Join or create a team

>

Create a team

25" Create team

Next, choose the type of group of classes: Private (need Host to join), Public (everyone can join) and Org-wide
(everyone in the organization automatically joins).



What kind of team will this be? X

(A Private
4 People need permission to join
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Anycne in your org can join

ﬁ Org-wide
Everyone in your organization autematically joins

Then create a group name and click Create to create the group.

Some quick details about your private team X

Team name

|Give your team a name

Description

Let people know what this team is all about

Continue adding class member sto the study group, click Add to add.

Add members to Lép Van A1

Start typing a name, distribution list, or secunty group to add to your team. You can also add people
outside your organization as guests by typing their email addresses.

Start typing a name or group




Step 5:

So you have created a class in Microsoft Teams. You can now create a separate channel in the classroom.
Click onthe 3-dot icon at the classroom group and select Add channel .
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Then you also fill out the channel information for the class with the following content.Click Add to add
channelsfor the class.



Create a channel for "Lép Van A1" team
Channel name

Chudng 1-Van hoc trudc 1945 ®

Description (optional)

Chid d& van hoc 1945

Privacy

Standard - Accessible to everyone on the team v (D

D Automatically show this channel in everyone’s channel list

Picture 6:

Now in the classroom interface, teachers can download study files and lectures.

v Chuong 1-Van hoc truéc 1945 Posts  Files Wiki
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Let's get the conversation started

Try @mentioning people you want to collaborate with, or add some tabs to customize your sp

+

Add tab

Start a new conversation. Type @ to mention someone.
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Y ou finished reading the article "How to use Microsoft Teams online" edited by the TipsM ake team. We hope
this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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