How to Create an Account with Teams

1. Start from the sign-up page:
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software?rtc=1

B Microsoft | Teams products v Solutions v Resources -  pricing  More Microsoft 365

Microsoft Teams

Meet, chat, call, and collaborate in just one
place.

See plans and pricing >

2. Enter an email to connect to Microsoft Teams

Microsoft Teams

B® Microsoft

Enter an email

We'll use this email to set up Teams. If you already have a
Microsoft account, feel free to use that email here.

Emai
techatsiu@gmail.com

3. Click Next
4. You will be asked “How do you want to use Teams?”
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5. Choose “For work and organizations”

Microsoft Teams

B® Microsoft

How do you want to use Teams?
O For school
To connect students and faculty for courses and

projects, in a classroom or online

O For friends and family
For everyday life, to make audio or video calls

'@' For work and organizations
To work with teammates wherever they are

Next

6. Click Next

7. If you don’t already have a Microsoft account, you will be asked to Create an

account with Microsoft Teams

NOTE: If you DO have an account, you will be asked to sign in. Then go to

Step 20.

Microsoft Teams

B® Microsoft

Create account

Looks like you're new here. We'll create a new
account with techatsiu@gmail.com.

Create account

Microsoft Teams

B® Microsoft
techatsiu@gmail.com
Enter password

Passward

|:| Keep me signed in

Forgot password?

Sign in with Windows Hello or a security key

Sign in with a different Microsoft account

TechDawgs



8. You will be prompted to create a password for this account.
9. Create a strong password.

Tips for a strong password:
e Use a “passphrase” — something that you can easily remember
o EX: Southernlllinois1869
e Don’t use your first name, last name, or any sensitive information

Microsoft Teams

B® Microsoft
« techatsiu@gmail.com

Create a password

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

|:| Show passwaord

10.  Click Next
11.  Fill out your country/region and birthdate

Microsoft Teams

B® Microsoft
< techatsiu@gmail.com

Create account

We need just a little more info to set up your
account. Your date of birth helps us to provide you
with age-appropriate settings.

Country/region

United States v

Birthdate

July v 4 v 1907 v
Next
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12.  Click Next
13.  You will be prompted to verify the email

Microsoft Teams

B® Microsoft

< techatsiu@gmail.com

Verify email

Enter the code we sent to techatsiu@gmail.com. I
you didn't get the email, check your junk folder or

try again.

Enter code

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

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

14. Go into your email.
15. Copy the code in the email. See example below to find the code.

Verify your email address 1o x

Microsoft account team <account-security-noreply@accountprotection.microsoft.coms=
tome »

Microsoft account
Verify your email address

To finish setting up your Microsoft account, we just need to make sure this email address is yours,

To verify your email address use this security code] 0690

If you didn't request this code, you can safely ignore this email. Someone else might have typed your email address by mistake.

Thanks,

The Microsoft account team

= Reply » Forward
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16. Paste it into the “Verify Email” textbox

Microsoft Teams

B2 Microsoft

4 techatsiu@gmail.com

Verify email

Enter the code we sent to techatsiu@gmail.com. If
you didn't get the email, check your junk folder or

try again.

0690

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

Note: you can uncheck the box “I would like information, tips, and offers
about Microsoft products and services”

17.  Click Next

18. You may need to verify you are not a robot. If it asks you to verify you are
not a robot, follow the directions on the screen. If it doesn’t ask you to verify,
then skip this step.

Microsoft Teams

BB Microsoft

« techatsiu@gmail.com

Create account

Please solve the puzzle so we know you're

not a robot
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19.
20.

21.
22.

Type your first and last name into the textboxes (middle name is optional).

If you are using a company or organization account, type their name into
the “Company name” field. If you are not using a company or organization
account, just type any phrase into the field.

Microsoft Teams

B® Microsoft

The last few details

First name Last name
tech Middle name dawgs

Company name
Southern lllincis University

Country or region

United States

~

Impeortant note: As admin, you'll be responsible for the personal data of people
in your Teams org. as wel| as for data management requests they submit to you.
Microsoft may email people in your Teams arg about infarmation, tips, and offers
about Microsoft Teams and related products and services. Learn more.

By clicking Set up Teams, you agree to our terms and conditions.

We may provision your Teams Free tenant in any facility where Microsoft stores
and processes customer data, Thic means that your data may be stored at rest

within any of the regions and countries where such facilities are located. We w

comply with all applicable law with res to data transfers. Teams Free is NOT
intended for official public sector, government, or educational use.

Set up Teams

Click “Set Up Teams”
Microsoft will begin setting up teams.
At this point your account has been set up for Microsoft Teams.
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Further Notes - Opening a Meeting from Sign-up
23. The page will refresh after setting up and you will be prompted to either
“open the Microsoft Teams app” or “Open the web app”

C @ teamsmicrosoft.com/dl/launcher/launche

Microsoft Teams

Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Already have the Teams app? Launch it now

24. You can open Microsoft Teams using any of the following ways:
A. If you already have the Microsoft app downloaded, feel free to click on
“Open Microsoft Teams” in the pop-up
B. If you don’t have the Microsoft app and would like to use it click
“Download Microsoft Teams”
C. If you wish to use the webpage version only, click “Use the web app
instead”
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