QUICK TECH TIP

www.quicktechtip.com

Installation of Microsoft Teams - Windows

1. Navigate to
https://www.microsoft.com/en-
sg/microsoft-teams/log-in

& Click on Download Teams

. o\
I- Microsoft | Teams Products v  Solutions v Resources v Pricing  More Microsoft 365 Download Teams Sign up for free LF’\;}

The Together Mode and Large Gallery View features are rolling out to customers now. Learn how to turn on these new features

Welcome to Microsoft Teams

now to chat, meet, call, and collaborate all in‘one place.

“ Downioad oW
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2. CIle on DOWnload for desktop =' Microsoft | Teams Products v  Solutions v Resources ~ Pricing  More Microsoft 365 Download Teams (R,

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Teams.

Download for desktop
Download for mobile
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3.

Choose Download for Windows 10

Download Microsoft Teams for Windows desktop

i [ |
L[| L ||
Teams for home Teams for work or school

Download for Download Teams
Windows 10

Download for
Windows 11
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4. Save the Downloaded File into your

Downloads Folder
&« v This PC Downloads

Organise ~ New folder i

B This PC Name Date modified

¥ 3D Objects No items match your search.
P Desktop
E Documents

Downloads

Music

BH Pictures

g Local Disk (C)

= New Volume (D)

File name: | Teams_windows_x64

Save as type: |Application

A Hide Folders
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5.

Once the download is done, open your
File Explorer & navigate to the
Downloads folder & double click the file
so that it can start installing

You're all set when you see this page

Microsoft

Welcome to Microsoft Teams!

Chat and collaborate with your co-workers in one app.

Continue as

TAN TEE BING
21051247@myrp.edu.sg

Use another account or sign up
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Installation of Microsoft Teams - macOS

1. | Navigate to https://www.microsoft.com/en-

sg/microsoft-teams/log-in & click on
Download Teams

B Microsoft | Teams Products + Solutions v Resources - Pricing  More Microsoft 365

The Together Mode and Large Gallery View features are rolling out to customers now. Leam how to turn on t

[

Welcome to Microsoft Teams!|
in now to chat, meet, call, and collaborate all in one place.

T -
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2.

Click on Download for Desktop

B® Microsoft | Teams roducts -

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Tearns.

S
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3.

Click on Download Teams

Download Teams on your desktop for work

’

Download Teams

Learn how to use Microsoft Teams

w © Q &

Get started Meetings

Tips and tricks Microsoft Teams for Education
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4.

After it has been downloaded, go to your
Downloads folder to see the file & click it to
start Installation

AirDrop
Recents
Applications
Desktop
Documents

Downloads

iCloud Drive

Red
® Orange
@ Yellow
® Green
Blue

@ Purple

Downloads

® Teams_osx.pkg
® 7o0m.pkg

Date Added

110 MB Installe..ackage Today at 2:30 PM
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5.

Click on Continue

Introduction

#® |nstall Microsoft Teams

Welcome to the Microsoft Teams Installer

You will be guided through the steps necessary to install this
software.

Continue
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6.

Click Install to install in the default folder,
or click on Change Install Location to
change your installation folder

#® |nstall Microsoft Teams
Standard Install on “Macintosh HD"

BTt et This will take 265.6 MB of space on your computer.

Destination Select Click Install to perform a standard installation of this software
on the disk “Macintosh HD".

Installation Type

Change Install Location...

Go Back Install
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7.

Authenticate yourself to begin installation
of the software

Introduction

Destination Select

Installation Type

Installation

Installer

Installer is trying to install new software.

Touch ID or enter your password to
allow this.

Use Password...

Cancel
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8.

Once the installation is done, you will be
greeted with the sign-in page of Microsoft
Teams & you're all set

B Microsoft X

7

Welcome to Microsoft Teams!

Collaborate with your coworkers or coordinate with your social groups in one app.

Pick an account to continue

R Wander Lee

xwander30@outlook.com

TAN TEE BING
18035033@myrp.edu.sg

E' TAN TEE BING
21051247@myrp.edu.sg

Use another account or sign up

e ————————————————————
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Creating Microsoft Teams Account

1. Go to https://account.microsoft.com/account/ and click on Create
a Microsoft Account

1 Inbox

C & account.microsoft.com)

i Microsoft account

Your info

Create a Microsoft account >
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2.

Enter the email you want to sign up with Microsoft & click Next

B® Microsoft

Create account

teebingt30@gmail.com

Signowt TermsofUse  Privacy & Cookies |
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3.

Create a password & click Next

& signup.live.com)

B Microsoft
< teebingt30@gmail.com
Create a password

Enter the password you would like to use with your
account.

Show password

Signowt TermsofUse  Privacy & Cookies |
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4. | Go to your email & get the code to verify your email address

= M Gmail Q  search mail = ®
F oo « o 0 i 2 0 € D » 1otz > B

ampose
[w Verify your email address inbox x -
Y Stamed Microsoft sccount beam <sccount securitynorsplyaccountpratection microsofi.coms 2250 (Uminutes ago) Ty
© Snoozed tame -
> Sent Microsoft account °
oo Verify your email address

More

R

Meet

o finish setting up your Microsoft account, we just need to make sure that this email address is yours,
W New meeting

To verify your email address, use this security code: 3845

& Join a meeting

1If you didn't request this code, you can safely ignere this email. Someone eise might have typed your email address by

Hangouts mistaln

Qo N

Thanks,
The Microsoft account team
Na recant chat

Start & new ane

 Reply » Forward

i 9
e ——————————————————————
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5. | Enter the code sent to your email address & click Next

& signup.live.com)

B2 Microsoft
& teebingt30@gmail.com

Verify email

Enter the code we sent to teebingt30@gmail.com.

If you didn't get the email, check your junk folder or

try again

3845
| would like information, tips and offers about
Microsoft products and services.

Choosing Next mean:
Agreement and privacy and

Signowt TermsofUse  Privacy & Cookies |
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6.

Solve puzzle to prove that you’re not a robot

& signup.live.com)

B2 Microsoft
< teebingt30@gmail.com

Create account

Please solve the puzzie 50 we know you're

not a robot

Signout  TermsofUse  Privacy & Cookies |
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7.

Click on your preference (whether you want to stay logged in or
not) Hit no for now

B2 Microsoft

teebingt30@gmail.com
Stay signed in?

Stay signed in so you don't have to sign in again
next time.

Don't show this again

-

Terms of use  Privacy & cookies  +++
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8. | Your account is successfully created when you see this page

i Microsoft account

e Add your name s £ G pmamor

Subscriptions Family Devices Discovery
o $ - b .
Buy Microsoft 365 Family One happy connected family Get support for your device A new way to give

Family including Word, Excel, Powe

Add a member

Payment & billing Rewards Privacy Security
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9. | Go to the Microsoft Team application & click on Use another
account or sign up

¥ Microsoft X
a r

Welcome to Microsoft Teams!

Collaborate with your coworkers or coordinate with your social groups in one app.

Pick an account to continue

TAN TEE BING
18035033@myrp.edu.sg

R Tee Bing Tan
wanderle.3010@gmail.com

@ TAN TEE BING
21051247@myrp.edu.sg

Use another account or sign up

e ——————————————————
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10.

Enter the email you registered for earlier & click Next

s Sign in to Microsoft Teams X

BY Microsoft
Sign in

teebingt30@gmail.com|

No account? Create one!

Privacy statement ©2021 Microsoft
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11.

Enter your password & click Next

Microsoft Teams

B® Microsoft
teebingt30@gmail.com

Enter password

Forgotten your password?

Email code to teebingt30@gmail.com

Terms of use Privacy & cookies
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12. | Enter the following details & click Next

[ ] Microsoft Teams

B® Microsoft

teebingt30@gmail.com
Add details

We need a little more info before you can use this app.

First name Surname

teebing Tan

To keep your account in good standing, we require your
date of birth.

Date of birth
1 4 January 4 2000 2

Country/region
Singapore

ar

Cancel Next

Terms of Use Privacy & Cookies
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13.

Click Next to confirm your age

Terms of Use

Microsoft Teams

B® Microsoft

teebingt30@gmail.com

Please confirm your age

You have selected 1/1/2000 as your birthday.

Please hit Next to confirm or Back to correct.

0
=

Privacy & Cookies

z
]
=3
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14,

Verify your number

Terms of Use

Microsoft Teams

B® Microsoft

teebingt30@gmail.com

Add your phone number

This app requires your number. It will be added to your
Microsoft account as another username, so make sure
that you use your own. Learn more

Singapore (+65)

4>

80239564

We'll send you a text to verify this number.

Cancel Next

Privacy & Cookies
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15.

Account created!




