
Here is the main hub which will 
allow you to select exactly what 
secƟon of the Teams applicaƟon
you would like to access. 

In the Teams secƟon, you can see all of 
the teams that you are a member of 
here. New messages noƟficaƟons will 
appear beside the team name. 

Shared files, notebooks, polls, and 
informaƟon from other applicaƟons 
can be found here. 
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Here is the main hub which will 
allow you to select exactly what 
secƟon of the Teams applicaƟon 
you would like to access. 

The current conversaƟon in the 
Team will appear here. 

Enter new messages 
here. You can aƩach 
files, emojis, videos, and 
more. 

You can join or create
teams here. 

Shared files, notebooks, polls, and 
informaƟon from other applicaƟons 
can be found here. 
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In the Teams secƟon, you can see all of 
the teams that you are a member of 
here. New messages noƟficaƟons will 
appear beside the team name. 
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Further informaƟon on Teams can be found here: 

hƩps://docs.microsoŌ.com/en‐us/microsoŌteams/teams‐overview 

hƩps://support.office.com/en‐us/arƟcle/create‐a‐team‐for‐classes‐in‐microsoŌ‐teams‐fae422eb‐58b7‐4431‐9ff2‐a4b9b6ae7c5b?ui=en‐US&rs=en‐US&ad=US 

hƩps://docs.microsoŌ.com/en‐us/microsoŌteams/enduser‐training 

MicrosoŌ Teams 



Assignments Chat 

MeeƟngs Files 

The MeeƟngs secƟon will pull your schedule directly 
from your Outlook calendar. New meeƟngs can be 
scheduled here as well. 

The Files secƟon will load files you have received or shared 
from across the Office 365 plaƞorm. You will be able to share 
these with your Teams. 

Assignments can be shared within your team to help keep 
track of ongoing projects. 

The Chat feature allows you to communicate within your 
Teams. 


