Microsoft Teams Quick Reference
Accessing Teams
There are several ways you can use Teams. They all require your Saskabilities credentials (Email Address and Password). After you have entered your email address, and are prompted for your password, you should see the SaskAbilities logo and colour scheme. If you do not, stop entering in your password as it could be phishing attempt. 
You can log into Teams to chat or join meetings using the following methods:
1. Download the Desktop App for Laptop or Desktop computers
a. Go to the following URL and choose “Download for desktop”
i. https://www.microsoft.com/en-ca/microsoft-365/microsoft-teams/download-app
b. Click “Download Teams”
c. Click Save File or Run
i. If you chose Save or Download file, after it has been downloaded run the file, should be named similar to Teams_windows_x64
d. Run the program, this will install Teams onto your computer
e. This process only needs to be done once, after that it will be installed on your computer. You can find it use the Start Menu for Windows or the Finder bar for Apple Devices.
2. Download the Mobile App for Android or iPhone
a. Open the App Store or Google Play Store
b. Search for Teams
c. Choose Microsoft Teams (Purple icon in the shape of a person)
d. Choose Install
3. Use the web browser client
a. Can be accessed using Internet Explorer, Google Chrome, Microsoft Edge, Firefox or Safari
i. The URL is https://teams.microsoft.com 
b. Choose Use Web App if asked
For the rest of the instructions, the Desktop and Web Browser version are the same.


Finding Someone and Communicating with them
If someone is not in your recent chats, you can find them using the Search function that is located at the top of both Mobile and Desktop Apps. It is indicated by the Search Glass/Magnifying Glass icon. 
1. Click on this and type the persons name you would like to find. 
2. Click on their name once found.
3. Click on the People Tab.
4. Click on the Person you would like to chat with.
a. On Mobile you will be brought to a profile. Click on the Chat Bubble on the left of the icons to start a Chat.
5. To start a voice chat or video chat:
a. Use the Handset/Phone icon for a voice only chat
b. Use the Camera icon for a video chat
i. The person you are calling will have the option to answer with Video or just Voice chat.
Joining a Meeting
Click on the Calendar Tab to find your meetings to join. The Tabs are found in different locations for Desktop or Mobile:
1. For Mobile the tabs are located across the bottom
2. For Desktop the tabs are located across the left side of the app
Click the meeting you wish to join and click on the Join button. This will automatically start a voice or video call into the meeting for you.
Forming a Group Chat
This is done differently for Mobile and Desktop.
1. Desktop
a. Click on the Add People button in the top right.
i. It is the icon that is two people with a plus sign
b. Type in the name of the person you wish to add
c. Click on the person’s name and choose Add
d. Continue doing this until you have everyone you want in the group chat
2. Mobile
a. Click on the 3 dots next to the Video Call and Voice Call icons
b. Choose Create Group Chat
c. Make sure you are in the To: Field, the text indicator should be blinking. If you aren’t click the empty space to the right of the name(s) that are already there.
d. Enter in the person’s name you wish to add and click on their name when it shows up
e. Repeat until you have everyone you wish to add.
