QUICK START GUIDE FOR MICROSOFT TEAMS

Teams is the new collaborative workspace using Microsoft’s Office 365 (0365). With Teams, you can bring

together conversations, content, documents, chat, and video - all in one place to make working with your

team simpler and more efficient.

Accessing Team

Teams via the Web

1. Open a web browser and go to http://www.lehman.edu/logins/
2. Click on Login and then click on Microsoft Office 365 under CUNY Logins

3. Click on LOG INTO OFFICE 365
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Microsoft Office 365 for Education (For Students) NEW

Microsoft Office 365 for Education (For Faculty and Staff)

The City University of New York provides Microsoft Office 365 for Education to students
at narticinatine colleses via the Microsoft Office in Education program. The license

- _ U leave the University, at which point it will be in read-only mode
and you will be prompted to pay a license fee to Microsoft or stop using Microsoft Office
365 for Education.

The Microsoft Office 365 for Education cloud applications and services vary by college
but always include Outlook, online Microsoft Office and the downloadable Microsoft
Office 365 ProPlus suite of Microsoft Office applications.

Students should visit their college website's technology pages or contact their college
Help Desk to confirm participation and login credentials for the Microsoft Office 365 for
Education program. Once confirmed, students can log in at
https://login.microsoftonline.com.

Students should visit their college web site technology pages or contact their college
Help Desk for more information.

Please review the Acceptable Use of University Data in the Cloud Policy [Pof before
storing, synching, and/or sharing data in any of cloud service, including Microsoft Office
365 for Education. The following table summarizes what data can be stored so data is
protected from unauthorized access.



http://www.lehman.edu/logins/

4. Login with your CUNY Credentials (firstname.lastname##@Ilogin.cuny.edu).
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Web Applications Login

If you are logging into a University cloud service offering, such as
Dropbox or Microsoft Office 365 for Education, you agree to abide by
the terms in the CUNY Acceptable Use of University Data in the Cloud
paolicy.

Log in with your CUNY Login credentials:

Username

John.Doe10@login.cuny.edu ‘

Password

Scroll down and select Teams from the list of applications — This opens the Teams web app.
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No recent online Office documents

Share and collaborate with others. To get started, create a new document or
drag it here to upload and open.
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Help Resources
Teams Basics

Microsoft Teams Training

Teams Tips
Microsoft Teams Quick Start Guide

Meetings & Organization

Meeting and Calls in Teams

Record a meeting in Teams

Use Planner in Microsoft Teams

Microsoft Teams: Using Planner to stay organized

Teams & Channels

Organizing teams and channels
Overview of teams and channels
Favorite and follow channels

Work in channels

Video: Filter your activity feed
Video: Manage notification settings

Chat & Calls

Start chats and make calls

6 things to know about chat in Teams
Share your screen in a chat or call
Contact groups in Chat

Please contact the IT Center Help Desk (Carman Hall 108 or (718) 960-1111 or

help.desk@Lehman.cuny.edu if further assistance is needed.



https://docs.microsoft.com/en-us/MicrosoftTeams/enduser-training
https://support.office.com/office-training-center/Teams-tips
https://oit.colorado.edu/sites/default/files/files/Teams%20Quick%20Start.pdf
https://support.office.com/en-us/article/meetings-and-calls-d92432d5-dd0f-4d17-8f69-06096b6b48a8?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://support.office.com/en-us/article/use-planner-in-microsoft-teams-62798a9f-e8f7-4722-a700-27dd28a06ee0?ui=en-US&rs=en-US&ad=US
https://blogs.technet.microsoft.com/skypehybridguy/2017/08/30/microsoft-teams-using-planner-to-stay-organized/
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/updated-guidance-for-organizing-teams-and-channels-including/ba-p/1075140
https://support.office.com/article/video-overview-of-teams-and-channels-c3d63c10-77d5-4204-a566-53ddcf723b46
https://support.office.com/en-us/article/show-and-hide-channels-3f76dffd-78a8-49ca-b8de-28671cb444ba?ui=en-US&rs=en-US&ad=US
https://support.office.com/article/video-work-in-channels-99d33aaa-0743-47c6-a476-eb0a24abcb7e
https://support.office.com/article/filter-your-activity-feed-02b9ece4-6086-4daa-b4c0-627beeacbf08
https://support.office.com/article/manage-notification-settings-348672f7-9ed0-4b96-86ed-d6fdcecb4096
https://support.office.com/article/video-start-chats-and-make-calls-a864b052-5e4b-4ccf-b046-2e26f40e21b5
https://support.office.com/en-us/article/six-things-to-know-about-chat-in-microsoft-teams-88ed0a06-6b59-43a3-8cf7-40c01f2f92f2
https://support.office.com/en-us/article/share-your-screen-in-a-chat-in-teams-2de1c624-7fbe-4b0a-99f2-33385e7d3f18
https://support.office.com/en-us/article/create-edit-or-delete-a-contact-group-in-teams-f66f2e30-df9b-459e-871d-9bc8f025cd3a
mailto:help.desk@Lehman.cuny.edu

