MICROSOFT TEAMS - WHAT DO | NEED

e To access Microsoft Teams and other integrated Microsoft products at CNA, you will need to use your CNA
account.

e \Web-conferencing uses a microphone (for the best audio experience, use a headset with a microphone)
and a webcam.

e Teams fully supports the following Internet browsers, with noted exceptions for calling and meetings. This
table applies to operating systems running on desktop computers.

Browser Calling (audio, video, & sharing) Meetings (audio, video, &
sharing)
Microsoft Edge (Chromium- Fully supported Fully supported

based), the latest version plus two
previous versions

Google Chrome, the latest version | Fully supported Fully supported

plus two previous versions Sharing is supported without any
plug-ins or extensions on Chrome
version 72 or later.

Safari 14+ Calls not supported. Group calls Meetings: Fully supported
fully supported. Video: Fully supported
Video: Fully supported Sharing: Fully supported

Sharing: Fully supported

Safari 13.1+ Calls not supported. Group calls Meetings are supported with full
supported with full audio support. | audio support.
Video: Incoming only Video: Incoming only
Sharing: Fully supported Sharing: Fully supported
Firefox, the latest version plus Not supported Meetings are supported only if
two previous versions the meeting includes PSTN

coordinates. To attend a meeting
on Firefox without PSTN
coordinates, users must
download the Teams desktop
client.

Video: Not supported

Sharing: Incoming sharing only
(no outgoing)




Student’s Quick Guide to

Microsoft Teams

Microsoft Teams is an online collaboration platform within the Office 365 Suite where you, your
instructor and your classmates can connect through shared notebooks, chat sessions, virtual
meetings, and resource sharing.

Get Started with Microsoft Teams

To use Microsoft Teams from your home computer:

1. Microsoft Teams is available as part of Office 365, so you may already have it installed on

your computer. If not, go to https://teams.microsoft.com/downloads to download and
install it.

2. Double-click 585 to open Microsoft Teams.

3. Login with your email address.

B Microsoft
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4. Choose "Work or school account” if prompted.

S Microsaft
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Created by you
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https://teams.microsoft.com/downloads

5. Enter your password for your CNA email.
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firstnamelasinameXXd Sed.cnaanl.ca x

Plaase use your CHA Emall 1o Login.
For password change cplicns. ok Passw

CNA Hara  Seflevidd Wb

6. You may get this screen next. If so, just click the X in the top right corner.

B® Microsoft
guy.fillatre@cna.nl.ca

You can't get there from here

This application contains sensitive information and can only
be accessed from:

+ College of the North Atlantic domain joined devices.
Access from personal devices is not allowed.

More details

7. Go through the sign-in process again.

B Microsoft

Sign in
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8. Enter your email address & password.

m Coodbeips ol thet Moath Atlan i

Sagn wm weth yosar rgananationad scoount

firstname.LastnameXXSed.cnanl.ca

Pleass ust your CHA Bmalll 52 Legin
Foe passeoed chandgs optond. chok Fa

9. For security reasons, Check “Don’t show this again”, select No.

B Microsoft
firstname.lastnameXX Bed.cnanl.ca
Stay signed in?

Do this to reduce the number of times you are asked
] 5Ig|’1 N

¥ Don't show this again

Microsoft Teams will then open.

Understanding Teams

e Files is where you can upload files to your teams account. This is linked to your
@ed.cna.nl.ca One Drive account.

Activity is where you locate your activity history such as meetings you have attended or
calls you have made.

E Chat is a chat function where you can message back and forth with any other active
member of the institution.
E Teams is where you locate the teams classes for which you are a member.
&

Calendar is your outlook calendar. This can be accessed via your 365 account, your outlook
account, or teams.

‘. Calls is where you can make calls to any member of the organization.

Planner is where you can set up lists of things to do and track their completion.

BE .. iswhere you find additional apps and features of Teams.



Meet with Instructors and Students

Meetings in Teams include audio, video, and screen sharing.

1. Quickly join a Teams meeting.

Share Resources

Classmates can open PowerPoint and Excel documents directly in Teams — word files through one
drive online - and work together in real-time, even opening a chat to the side of a document. Click

the links below for instructions.

1. Share class materials.

2. Use the Class Notebook.

Learn More About Microsoft Teams

Get started with Microsoft Teams.



https://support.microsoft.com/en-us/office/join-a-meeting-in-teams-1613bb53-f3fa-431e-85a9-d6a91e3468c9
https://support.microsoft.com/en-us/office/use-folders-to-create-read-only-files-for-students-or-other-team-members-0e7791d7-8c9c-4749-9bca-984289477988
https://support.microsoft.com/en-us/office/use-onenote-class-notebook-in-teams-bd77f11f-27cd-4d41-bfbd-2b11799f1440
http://download.microsoft.com/download/D/9/F/D9FE8B9E-22F5-47BF-A1AB-09539C41FCD0/Teams%20QS.pdf
https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d?wt.mc_id=otc_microsoft_teams
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