
MICROSOFT TEAMS - GETTING STARTED
 Microsoft Teams is a hub for teamwork. It’s a platform for teams to securely edit and collaborate files as well as “like”, “mention”, and 
“comment” on ideas with just a single tap. Customize your Team with channels, notes, website links, and apps. The MS Teams App allows 
work to be done from any location on any device.  MS Teams is a creative and fun way to make teamwork more enjoyable for everyone.
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To create a Channel, go to the 
Team you created(under Teams 
tab), right click > choose Add 
Channel.

When signing into 
Teams, enter your 
gatorlink@ufl.edu 
address.  It will redirect 
to the GatorLink sign in.

To open the Microsoft Teams application, click 
on the Start button (lower left) and type in 
Teams.  Click on Microsoft Teams.

Step 1 - Go to the Teams tab (on left menu bar), 
hover over Create a team, click Create team.

Add members by typing last name,first name.  Within each Team that is created, you 
can add multiple Channels.  Channels are 
conversations you have with your teammates.  
Each channel is dedicated to a specific topic, 
department, or project.

Activity Feed - A summary of everything that’s 
happened in the team channels you follow.

Chat - Chat individually or as a group with other 
Teams members.

Teams - Create or join a Team.  Locate existing 
Teams.  Manage Teams.

Meetings - Schedule or see meetings your 
invited to.

Files - Store, upload, and edit shared files.

Assignments - Use with students.

More Added Apps - Find other compatible apps 
to integrate into Teams.

Step 2 - Select the Anyone 
type of team.

Step 3 - Enter 
a Team name, 
Description, and 
choose a privacy 
setting.  Click 
Next.

On the next page, you can set the member’s 
roles to the left of their name (i.e. Member 
or Owner).  The Owner role has full access to 
the Team and the Member role has selective 
access.  Owners can also adjust the Member role 
permissions within the team.

If you cannot locate the Microsoft Teams 
application, contact IT Help.

Click Add.

Conversations in Channels are public to the 
entirety of that specific Team.  Chat conversations 
are private to those in that chat.


