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Accessing Microsoft 365 Teams

1) First, use this link to directly download and install Microsoft Teams to your

computer. Click on Download Teams. Then, follow the installation steps.

Microsoft Teams Get started Downloads Sign up for free

Teams on your desktop. It's just better.

‘ 1 Download Teams ’



https://teams.microsoft.com/downloads#allDevicesSection
https://teams.microsoft.com/downloads#allDevicesSection

2) Here, you will enter your CUNYFirst/Blackboard username, followed by
@student.qcc.cuny.edu. It will be FirstName.LastName##@student.qcc.cuny.edu.
The numbers you enter are the last two numbers of your emplid. Your emplid can

be found on your student ID card. Click Sign-in.

Microsoft Teams

< &
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Enter your work, school,
or Microsoft account.

FirstName.LastName##@student.qcc.cuny.edu




3) After entering your username, you will be taken to CUNY Web Applications login.

Enter the same username and CUNYFirst/Blackboard password.

57

Web Applications Login

If you are logging into a University cloud service offering
Dropbox or Microsoft Office 365 for Education, you agree
the terms in the CUNY Acceptable Use of University Data
policy.

Log in with yg NY Login credentials:

€ username you entered cafMwgt be identified.

Username

FirstName.LastName#&#@Ilogin.cuny.edu

Password



4) Besides installing Microsoft Teams on your computer, you can sign in to your
Office 365 account and use Teams from there. Before logging in to Office 365,
make sure the browser you are using is either Google Chrome or Microsoft Edge.

There are multiple ways to login. The first way is to go to gcc.cuny.edu, go to

Login, and click on Office 365 student email. From there, click on “Login to access

Office 365 student email messages”.

Faculty/Staff eMail
Office 365 Student Email CUNYfirst

‘eMail Password Reset CUNY Portal

Faculty/Staff Dialogues Degree Works Dashboard

Starfish

TigerCard

I] Office 365

Queensborough’s Student Email
System

Microsoft Office 365 offers 50 GB for message storage, Office applications (Word, Excel, PowerPoint, OneNote
& Access), Web and mobile device support, and excellent email security.

Login to access Office 365 Student Email messages | 2

students will be done only through Office 365.


https://www.qcc.cuny.edu/

Microsoft Login

The second way to login is to go to portal.office.com.

5) Here, you will login with your CUNYFirst/Blackboard credentials. It will be
FirstName.LastName##@Ilogin.cuny.edu. The numbers you enter are the last two

numbers of your emplid. Your emplid can be found on your QCC ID card. Click

next.

BS Microsoft

Sign in

( FirstName.LastName##@login.cuny.edu ?

Mo account? Create one!

Can't access your account?

Sign-in options



http://portal.office.com/

CUNY Web Application Login

6) You will be taken to CUNY Web Applications Login. Enter the same
CUNYFirst/Blackboard username and the CUNYFirst/Blackboard password. Click
Login. (Keep in mind that if you need to reset your password, you need to do it

through CUNYFirst/Blackboard).

v

Web Applications Login

If you are logging inte a University cloud service offering, such as
Dropbox or Microsoft Office 365 for Education, you agree to abide by
the termggs = gcceptable Use of University Data in the Cloud

Log in with your CUNY Login creden

Username

Password

> Forgot ™8 W User
> Forgot Username > Manage your Account

7) Choose if you would like to remain logged in.

THE GREATEST
\EHAM INIERSTY
IH THE WERLD

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

No Yes




8) You will find Microsoft 365 applications at the top. From there, choose Teams. You

also have the option to install the Office suite on your computer.

Good afternoon Install Office
+ o @ ® $ W B T & @&
Start new OneDrive Word Excel PowerPoint OneNote SharePoint e Sway Forms
otebook
All apps

9) In Microsoft Teams, you can create or join a team, make video/audio calls, instant

message, upload/create files, and schedule working hours.

Microsoft Teams - e

Teams 23] 2" Join or create team

CATS QCC SSD Staff

~ Your teams




10)

11)

video/audio calls. You can also create a contacts list by clicking on Contacts and
Create a new contact group. To start chatting, click on the new chat icon that is
adjacent to the search bar at the top, or you can search for the person(s) that you

want to chat with using the search bar. Keep in mind that only those that are in

Teams Menu Breakdown

By clicking on Activity, it will open up your team’s feed.

Microsoft Teams

AF & Amy made you an owner
of QCC 55D Staff

AF 88" Amy added you to QCC 3/12
55D Staff

CH & Missed call from Carlos 3/12

Unknown number

By clicking on Chat, you will be able to instant message and make

the QCC database will appear.

-

L X

Have private conversations

Sometimes you just want ta chat or video call privately one-on-one or with a group.

° Private chat and calling




12) By clicking on Teams, you can access the teams that you are a part of, or you

can create/join a team.

Teams 25" Join or create team

HlicmeateTens Gl R -

¥ Your teams

.&r : —‘

CATS QCC SSD Staff

13) When you click on a team, you can start a conversation with your team

members under Posts.

< All teams GeneFies Staff Notebook @ Team

QCC SSD Staff

General ’ @
=

Welcome to the team!
Try @mentioning the team name or staff names to start a conversation

= Amy Flannery has added Vivian Fernandes and 2 others to the team

=
AF Amy Flannery /12 Iy 2
Welcome to the new age of collaboration!
« Reply
g Amy Flannery has made Savitri Kemraj a team owner.

< Start a new conversation. Type @ to mention someone. >




14) By clicking on Calls, you are able to see missed calls, and you can make

video/audio calls.

Sl i ‘

Microsoft Teams £
Calls Speed dial
%, Speed dial
@ Contacts &5 Add speed dial %" New group
@ History Suggested contacts
[= Voicemail Amy Flannery Carlos Herrera
AF Aviay CH Away
O g [ I
%, Make a call 1)
. . . )
15) By clicking on Files, you are able to access your Teams’ files.
Microsoft Teams = Search or type a command ‘
Files ﬁ Microsoft Teams

Views

(D) Recent

* Microsoft Teams

Cloud storage

@ OneDrive

See what everyone's working on.

Easy access to active files from all of your teams.
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