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How to login to Office.com

Enter your UHCL email address, ie doej@uhcl.edu to login

) Office 365 Login | Microsoft Offic X+
&« (¢ & office.com

222 Apps B FootPrints20 PROD [l FootPrints Service P 3% Sign in to Cisco Fin.. M Profiles Tool Home  [v] SPAM PureMessage m UHCL E-Commerce... Bﬂ UHCL Webmail End User Lic

=. Microsoft I Office Products ~ Resources ~  Templates Support My account

Hello, Karon. Welco

Sign in as wintersk@uhd.edu

Sign in

User your UHCL single sign-on password to login to office:

B Microsoft

wintersk@uhcl.edu

Enter password

Fargot my password

Sign in with another account
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User can choose to say signed in or not. Itis a good idea to stay signed in if users are planning on
using Office365 routinely throughout the day.

Click on Yes and check the box, “Don’t show this again”.

Be Microsoft
wintersk@uhcl.edu
Stay signed in?

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

#| Don't show this again

Once user is signed into Office365, the following screen is displayed:

Q) Microsoft Office Home x 4+

= c @ office.com/?auth=2

if Apps B FootPrints20PROD [l FootPrints Service P... il Sign in to Cisco Fin.. [ Profiles Tool Home  [V] SPAM PureMessage [ UHCL E-Commerce.. [J9 UHCL Webmail [ End User License A.. @ Campus Recreation.. @ UHCL Recreation a...
Office 365 L2 search

Good morning Install Office

+ o @ & % @ % % © & &

Start new OneDrive Word Excel PowerPoint OneNote SharePoint Teams Gas

Notebook
A 2 <

Admin All apps

Sway Forms

Only applications user has been given access will appear. Click on the Teams icon.
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Once you get into the Teams Application, the following screen will be presented: You can create
specific groups or simply choose from the UHCL Contacts to add contacts to your team. In this
example there is a group called Students and a group/called UCT. Click on the 3 .’s to add contacts to

yout team.
) Microsoft Office Home X @ Puckett, Ed | Microsoft Teal
&« c @ teams.microfoft.com/_#/conversations/19:004

B Apps B FootPrints20 PROD | FootPrints Service P.. ik Sign

Microsoft Teams

Recent Contacts

Favorites

Students

uct

AB_ Barth, Amy

JF_ Ferrell, Joyce

EK_ Kirchner, Elyssp

M Livingston, Mike

KL Lotero, Kurt

AM_ Mireles, Anthgny W

e Puckett, Ed

RR_ Ramirez, Richgrd Salazar

JR_ rodriguezjohr@uhcl.edu

MSe smithmich@uhcl.edu

e Valdez, Dave

UHCL Contacts

@ Black, Albert

B_ Blake, Ira K

e Hart, Aaron

v

28" Create a new contact group
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User’s can click on the Chat icon to initiate communication back and forth to contacts.

) Microsoft Office Home X @@ Puckett Ed|MicrosoftTeams X + - X
< C @ teamsmicrosoft.com/_#/conversations/19:0049afc7-3725-42ad-91ff-494655dbdbed_fc6ef751-8193-4049-9b76-b3b06e2df645@unq.gbl.spaces?cty=chat B3 a :
i Apps B FootPrints20 PROD [l FootPrints Service P... ki Sign in to Cisco Fin. Profiles Tool Home ] SPAM PureMessage [l UMCLE-Commerce.. [JA UHCL Webmai End User License A.. @ Campus Recreation.. @ UHCLRecreationa. QB Office 365 Training.. @8 Office 365 Acct Login »

Microsoft Teams 4 Search or type a command
Chat Recent Contacts ‘l Puckett, Ed Chat Files Organization Activity -+
1119 AM

Favorites.
Hey Ed, this is Susie. | loaded Teams, didn't go thru an install just came up. Bout to check the add in

Students option for Outlook. N

ver G Puckett, Ed_11:19

A8 Barth, Amy
JE. Ferrell, loyce FI”GERS
B Kirchner, Elyssa
M1 Livingston, Mike

KL Lotero, Kurt

AM, Mireles, Anthony W CROA’JED!
‘- Puckett, Ed

R, Ramirez, Richard Salazar

IR, rodrigueziohn@uhcledu

M, smithmich@uhcl.edu

0 Valdez, Dave

UHCL Contacts

@ Black, Albert L

1B Blake, Ira K

@ Hart, Aaron |

In order for Teams to be available in Outlook to schedule a meeting, the user will need to download
Teams onto their desktop. To download, click on the following icon in the lower right hand corner of
the screen.

The system will begin the download process and execute. After the application is installed it will open
to a screen that looks like this. User will also see a shortcut on the desktop for Teams as well.
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Join a team

-
[ 1
L 1]

Join a team with a code

Enter code

Got a code to join a team? Enter it above.

Once the desktop Teams is installed, close Outlook, close Teams, testart computer/device in that
order. After restart, bring up the desktop version of Teams first, then open Outlook. Go to the
Calendar icon at the bottom of the Outlook page. User should now see an icon on the menu ribbon for

New Teams Meeting. Click on that icon and schedule a meeting much like a Skype meeting or any
other meeting.

Send / Receie Folder View Acrobat
— I_l| @ & — —
(m) O - O r )

s &= w [E

MNew Mew Mew Mew Skype Mew Teams — Today Mext7
Appointment Meeting ~ [tems ~ Meeting Meeting Days

Mew Skype Meeting  Teams Meeting GoTo M
4 March 2020 y f

4« » March 2020

50 MO TU WE TH FR 5A
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-

Meeting Insert Format Text Review ' Tell me what you want to da...
= @ W=
x E2 Calendar E = -.E ol x i ‘/@ & =
Delete £ Forward - Appointment Scheduling Skype lain Teams Meeting Cancel Address Check Response
Assistant Meeting Meeting Motes Invitation Book Mames Options~
Actions Show Skype Meeting Teams Meeting ' Meeting Motes Attendees

'ﬂ"‘r’u:uu haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

To.. ||
Subject |
Send
Location |Micrnsn1‘tTeams Meeting
Start time |Wed 3/11/2020 E|| |12:mgm ,| All day event
Endtime | Thu 3/12/2020 | [12:00 am -

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

It is recommended to use the online version for setup since it will bring in all UHCL contacts available
to add to user’s list. Either desktop or online version can be used once a team is established and codes
assigned accordingly.
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