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Getting started
Microsoft Teams provides all functions necessary in the age of online collaboration for business

and education. This guide aims to provide you (the user) with the information needed to get the
most out of Microsoft Teams. Let’s get started.

What do | need to use Microsoft Teams?
1. Anactive internet connection
2. An active NUST email account and password
3. Alaptop, smartphone, tablet, Mac or Desktop PC.

How do | get Microsoft Teams?
For tablets, iPad’s and smartphones, Microsoft Teams can be downloaded from The Google
Play Store for android devices as well as the App Store for Apple devices.

For Windows based laptops and Desktop PC’s, Microsoft Teams can be downloaded using

the following link:
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=wi ndows&arch

=x64&download=true

For Mac’s and iMac's:
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app

Alternatively, Microsoft Teams can be accessed and used from a web browser such as Microsoft Edge
and Google Chrome. Mozilla Firefox is not recommended as there are issues with video and voice.
Safari 11.1+ is also not recommended.
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Signingin
Once Microsoft Teams is successfully downloaded and installed, you will see a sign in page as
below:

Enter your work, school,
or Microsoft account.

Sign-in address

As this document bears reference to staff and students of NUST, signing in is as follows:

For staff:
Sign-in address: “NUST email address” e.g. jdoe@nust.na
Password: “email password”.

For students:

Sign-in address: “Student email address” e.g. 21545145@students.nust.na”,
Password: “labs password”

(Note: This sign in password is independent from e-learning).
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Creating a chat
A “chat” is starting a conversation or sending a message to an individual much like and sms or

WhatsApp message. Once you are successfully logged on to Teams, the left side pane will look as

follows:

Chat Recent Contacts Y

To'tart a “chat”, simply select the
compose icon.

To: ﬁtart typing a name or group

Simply enter the individual’s email
address in the space provided

Once you are in a chat, you can do a voice call, attach a file or a video call or add people to the chat.

Video call

A

Voice call

44—

o
Share screen

Add people to the chat

M Muhekeni, Simon (DICT) Chat 2more v + o o @ 8"
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ﬁype a new message

AV C ©@ @B B Q - B

The 10 icons provide different features within the chat, starting from left to right.

Changes the message format

Sets the message delivery options, high importance or standard.
Attach afile.

Smiley faces

Short videos

Stickers

Meet now — same as video calling

Praise someone

©ENOU A ®WN R

. Messaging extensions — apps
10. Send

These are all the features available when having a chat with an individual. These same functions
apply in a team.
The following section provides information on creating and managing a Team.
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Creating a Team

As with “chat”, the “Teams” icon appears on the left side pane as below:

Recent Contacts

Y

Once you selected Teams, on the
top right corner you will see the

following:

+ .
28 Join or create team

This allows you to create your own
Team or join an existing Team
created by someone else.

Once you selected Join or create, you will

see the following:

Join or create a team

-

Create a team

Join a team with a code

Enter code

Got a code to join a team? Enter it above.

If you select the option to create your own Team, you will need to select the type of Team it will be:

Select a team type

=
= \
-
- 1 I
Class Professional Learning
Discussions, group projects, Community (PLC)

i Educator working group

A

Staff

School administration and
development

Vs

Other

Clubs, study groups, after school
activities

Cancel
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Once you’ve selected the Type of Team it will be, you can then give the Team a meaningful name and
a description for participants to clearly understand the role of the Team.

Create your team

Staff leaders are owners of staff teams and add others as members. Each staff team allows you to
communicate, share important documents, and set up a Staff Notebook to track common
administrative goals.

Name

Description (optional)

Privacy

Private - Only team owners can add members v

Create a team using an existing team as a template

Cancel

After naming the Team and describing and setting the Privacy settings (public or private),
members need to be added and the following window will appear:

Add people to "Test"

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

lStalT typing a name or group

Skip

You add people by their email addresses just like you would in a chat. You can also add people
external to NUST with Gmail addresses or any email as long as that person has Microsoft
Teams.
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Managing a Team
This feature allows the team owner to add more people, remove people, and add a channel (a
specific focus) within a Team.

To manage a Team, click on the icon next to the Team name.

eneral Posts Files Staff Notebook Wiki Wiki =+

=

i 4

% ==

B Delete the team Welcome to the team!

The drop-down list provides the functions needed to manage a Team.

Scheduling a meeting
For staff to schedule a meeting, you will need to make use of Microsoft Outlook.

Simply open your Outlook application, the select the calendaricon at the bottom left

> Online Archive - kcrighton@...

J’The Calendar Feature in Outlook

Once you’ve selected the Calendar icon, you should see you own calendar:
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File Home Send/Receive Folder View Help Q Tell me what you want to do

H R® ® % SEEEE F B 2o ) e

@ Address Book

New New  New New Skype | New Teams Today Next7 Day Work Week Month Schedule Open  Calendar E-mail  Share Publish Calendar
Appointment Meeting Items v Meeting Meetii Days Week View Calendar ¥ Groups ¥ | Calendar Calendar Online ¥ Permissions
New Skype Meeting | Teams Meeting Go To & Arrange | Manage Calendars Share Find
<
= : . . Today &> Tomorrow Saturday
<l » - ¢
April 2020 <« » Aprll 2020 Washington, D.C. b rryser T aE/seF [ il 8 Search Calendar
MO TU WE TH FR SA SU
30 31 1 2 3 4 5 MONDAY TUESD, WEDNESDAY THURSDAY FRIDAY
6 7 8 9 10 11 12
30 Mar 31 1Apr 2 3
13 14 15 16 17 18 19

20 21 2224 25 26

27 28 29 30

May 2020
MO TU WE TH FR SA SU 6 7
TN 2R S
4 5 6 7 8 9 10
1 12 13 14 15 16 17
1" 19 20 21 22 23 24

If you have Microsoft Teams installed on your device, then you will notice the “New Teams Meeting”
icon in the ribbon as in the above image.

You can then give the meeting a Name, invite people via their email addresses, set the time etc.

Untitled - Meeting

File Meeting  Scheduling Assistant  Insert ~ Format Text ~ Review  Help Q Tell me what you wﬁ to do
o 5, B B
° o— i
ﬁ f<] calendar @ * @ X p\/ é’ = show As: [HBusy v O EE € private L:.D.J
— 1 i
Delete 23 Fonwatd < Skype Join Teams Meeting Cancel Address Check Response Q Gt [— Recurrence | Categorize * uidnlmporance Dictate
Meeting Meeting Notes Invitation Book Names Options v . o7 J, Low Importance Y.
Actions Skype Meeting | Teams Meeting | Meeting Notes Attendees Options. Tags Voice ~
(@ You haven't sent this meeting invitation yet. Room Fin.. ~ x
4 | » a
April 2020
> Title it
Mo Tu We Th Fr Sa Su
TIPS
Send
=0 Required 6 7 8 9 10 11 12
13 14 15 16 17 18 19
Optional 20 21 22 (23 ||288 25 26
‘ 8 29 1
Start time Thu 23/04/2020 [£11] 1200 AM v| OAlday [J & Time zones ‘
[Jeood []Fair [l Poor
i & O i
End time Fri 24/04/2020 [5 1200AMm v| <O Make Recurring Choose an available room:
None
Location Microsoft Teams Meeting Eq Room Finder
Join Microsoft Teams Meeting Suggested times:
Learn more about Teams | Meeting options Z:gg:::?::;r:nr;:tjzz‘ﬁ:d
not available during your
working hours.
< » b

For more Microsoft Teams functionalities, kindly follow the link below:

https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-
b1089f0d21d7?ui=en-US&rs=en-US&ad=US

For assistance, please contact the ICT Helpdesk:
Telephone: +264 61 207 2484

Cell + WhatsApp +264 81 249 7885
E-mail: icthelpdesk@nust.na
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