Microsoft Teams

Mobile App for Android

UIT is not responsible for charges incurred when using
the Microsoft Teams mobile app on your smart phone.
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Microsoft Teams for Android

A Microsoft Teams mobile app is available for Android devices through the Google Play Store. If you use the app to
make or receive UH calls, your personal phone number will remain private. Caller ID will display the same
information that appears when placing a call from your campus phone.

Features of the mobile app include:

e Setand view presence status

e Search for people and contacts

e  Startachat

e Join a Teams meeting

e View shared content, applications, or screen sharing
e Startagroup chat

e Transfer calls

e Access voicemail

Install Microsoft Teams

To install the Microsoft Teams mobile app on your phone:

1. Using your phone, access the Google Play store. 919 B Sl 88%0
2. Search for Microsoft Teams. & microsoft teams Q ¢
3. Tap Install. /
o  Microsoft Teams A
& Microsoft Corporation e
4.6% A 500M+
8M reviews @ Everyone @ Downloads

Sign into Microsoft Teams

In the Sign in Address field, enter CougarNetID@cougarnet.uh.edu (your full Microsoft 365 email address).
Tap Next.

Enter your CougarNet password.

Tap Sign in.

Tap the Approve Sign-in prompt from Microsoft Authenticator.

Tap Yes.

S

Note: For the initial sign in you will need to tap the next few prompts (Next and Got it!).

NOTE: To prevent receiving calls after hours, sign out of the Microsoft Teams mobile app. To sign out, tap your profile
picture, go to Settings, and select Sign Out.



Manage Your Presence and Message Status

To change your Profile status

You can change your status from Available to Busy, Do not disturb, Be right back, or Away.

1. Tap your Profile picture. =
2. Tap the current Status to view other options.

3. Select your desired status. \ Ul UITGSB 111 Demo1 >
© Available

Available v

(<]

Busy
Do not disturb
Be right back
Away

®  Appear offline

() Reset status

To enter your Profile message note

Enter information or a message you would like others to see.

To change your note: 10:40

1. Tap your profile picture.
2. Tap Set status message. Ul UITGSB 111 Demo 1 >

\ Away
@  Set status message

Q Notifications

On

9:28 @ © S . 86%8
3. Enter a note. & Setstatus message v
4. Tap Show when people message me.
5. Tap the Checkmark. Out of the office for the week. hed
31/280
Show when people message me .




Note: Here are images of what the status message looks like.

e  From the main account it would look like this in the Mobile app.

9:28 B L

Ul uITGSB 111 Demo1 >

©  Available
\ @ Set work location
@ Out of the office for the week

D Notifications

e  From the main account of another user, it would look like this in the Mobile app.

045 ® I -

& v, UIT.GSB 111 Demo... o &

CHAT FILES MORE

\ Hello

Out of the office for the week




Search for People and View Contact Information

To search for a contact
Your Microsoft Teams contacts are the same on all devices where you use Microsoft Teams.

1. Tap the Search icon.

9:47 | B d 84%m

%Chat o Q_:
¢ 1w @\

Catchup Recent Unread Mentions More

Favorites

A Phase Out of UH Alias
I Demo on Mobile Cougar Card

0 & & @ B -

Activity Chat Teams Assignm.. Calendar  More

2. Inthe Search field, enter a name.
3. Tap the person’s name. \ d40 4B ¥R 4 E%0

$Smith. Lisa (]

m People Files Meetings Group «
\' ™
25| smith, Lisa i
g

O UIT Helpdesk Chat




Viewing a Contact Card

To view the Contact Card of a person you have searched for:

1. Tap the person’s name.

2:08 . o= . 68%m

@smmun” o g o
0’ Type a message ©® @ 9
© @ 0 @
11213145167 )18)19]0
QIWIEJR|TIYJUJIJOJP
AISIDIFIGIH]JIK]L
& Z X C VB NM @
# English (US) J
) »




2. Tap the person’s name again. 2088 W.405%8

(..
Smith, Lisa >
R Q
Mute Move to Find More
Media See all

Note: The contact card displays the person's details, including when they were last active online.

209@ = . BB%e

w

/P

AT, Smith, Lisa

“i b

¥
L)

z
5 Coord 2, IT Documentation

<)

Svevid Technology Services & Support

P & O
In a call * Free at 3:00 PM
o " inpisied

2:08 PM - Same time zone as you

Contact

& Ismith@Central.UH.EDU
¢ +17137431411

@ pGHS




Start a Chat

There are several ways to start a chat. You can tap the Search icon at the top of the screen to find a contact or tap Chat
and then select the New Message button. In this example, the Chat option is used.

To start a new chat:

1. Tap Chat.
2. Tap New message.

9:47 L 84%m

% Chat O Q

¢ 1 ®r @

Catchup Recent Unread Mentions More

Favorites

.3 Phase Out of UH Alias
6 Demo on Mobile Cougar Card y

\e

}‘éeasm'

Activity Chat Teams Assignm.. Calendar More




3. Inthe Search field, enter a name.

4. Tap the person’s name.

~—
|

948 B o =, 4 B4%8
< New message
To Smith, Lisa
Suggestions
{{‘—'-“\‘
= Smith, Lisa
\ -:_:;! Coord 2, IT Documentation
Rivera, Janet
Mgr, Academic Technologies
@ & i} ]
11213141561 7]18]9]0
gwer tyuiop
afjsjdifjglh}ijlik]l!
BN (z x| c v|b  n|m| s
1#1 English (US) . Q

a1l @ v

EC

10



5.

Enter a message, then tap the arrow to send it.

®

1

1

(=

S @ 0O

83%m

? Tesd @ »

& ] &

2132145167 )8)9]0

g h j k I
zixlclvibin]im| &

English (US) .

11




Receive a Chat Message

When someone sends you a chat message, Teams displays a notification to alert you to the new message.

e Toview a chat message, tap the Chat notification at the bottom of the screen.

9:47 o= 84%m

% Chat o Q

(@] =3 N @

Catchup Recent Unread Mentions More

Favorites

6 Phase Out of UH Alias
6 Demo on Mobile Cougar Card

}‘9 ®

Activity  Chat Teams Assignm.. Calendar  More
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Add People to an Existing Chat Conversation

To add someone to an existing chat conversation:

1.

2.

From the chat conversation screen, tap the iicon in the upper-right corner.

Tap More.

103308 o= 82%.
‘.8‘ Smith, Micah
é Last seen 10:03 AM % @

Hey Maricela. The Mobile Card
Android Guide looks good. I'm not
able to verify the apple and apple
watch since | don't have those
devices, but it looks easy to follow.

Smith, Micah > //

I\ Q

Mute Move to Find More
Media See all
ki P
Files See all

G 0365AccountForm.aspx

Apps See all

+ Add app

° Power Apps

13



3. Tap Create group chat.

g‘ Create group chat

E3)  view profile

12278
4. Enter the name of the person you want to invite. & @ Smith, M,
© Availabl
5. Tap the person’s name.
T davis
\ Davis, Peppa
Mgr, Asst, User Srvc Support
g Davis, Isabella
Systems Administrator |

14



Note: Once the first message is sent, the group chat opens and notifies all added participants.

12:28 P o= 70%8

<« !l' Smith, and Davis Qa @ @

S Re ds, M. added Davis, P and Smith, M to
the conversation
) M
Test |8
o ype a message © @ @

15



Teams Meetings

To schedule a meeting

1.

Tap Calendar.
2.

Tap the plus symbol.

812 e
% August ® Q
Agenda Day
M T W T
2 3 4 ] ° 7
Aug 6 Today
8:00 AM

30 min

OT REPORT UPLOAD &

[~}

Aug 7 Ton

8:00 AM E DAILY IVY BOT REPORT UPLOAD
0 min

"
©

- —_ .
5) =]
Assignm.. Calendal

P P ®
w0
Activity Chat Teams

More

/

Q4% e

(=]

16



3. Add meeting details:
e Title
e  Participants 813 & B ™ = .1 93%8
e Start/end time Y

X
4. Tap the checkmark when done. \‘\
rd

New event v

F«r]r: title

23 Add participants
% Cougar, Joe
Free
& Share to a channel
©®© All day

Thu, Aug 6, 2026 8:30 AM

Thu, Aug 6, 2026 9:00 AM
Free : No suggesti
(o0} Repeat Never
(|4 Teams Meeting
@ C atlor
& Sensitivity Nohe
o Show as Busy

Note: After the meeting is created, everyone invited will receive an email notification with the option to accept or
decline the invitation.

17



To edit, cancel or share a calendar event

1. Tap the event in Calendar to open it.
2. Select either Edit, Cancel event, or Share meeting invite.

820 ® 0 01%8
&« O Test @ :
CHAT DETAILS APPS

Test Meeting
Thu Aug 06, 2026
All day

Microsoft Teams Meeting

=5 Share meeting invite

R, +1346-352-9827 (Tollhited States

Join Edit

Microsoft Teams meeting Join: https://teams
microsoft.com/meet/2740049284563377p
=1poewGT8dvM1D8LJIHD Meeting ID: 274

See more

Participants (2)

Cougar, Joe
Organizer

Smith, Lisa

Unknown

5§3 Meeting options
~ Forward

[f_?] Cancel event
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Joining a Meeting

Use your Android phone to join Microsoft Teams meetings with audio and video. You can also view shared content
during the meeting, including screens, applications, and presentations.

To join a meeting:

820mP
1. Inyour Calendar, open the desired Meeting. <« O Test
2. TapJoin.

CHAT DETAILS APPS

Test Meeting

Microsoft Teams meeting Join: https://teams
microsoft.com/meet/2740049284563377p
=1poewGT8dvM1D8LJIHD Meeting ID: 274

3. Tap Allow.
4. Tap either Mic or Video.
5. TaplJoin now.

[} ¥ ()

Video is off Mic is off Device

More join options

Joinnow v
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Manage Call Forwarding

To forward your call:

1. Tap your Profile picture.
2. Tap Settings.

3. Tap Calling.

20

Q, Search in settings

General
O Appearance
Q Notifications

Ooo Data and storage

@ Copilot

University Of Houston

poX Profile

G Chats and channels

(S Calling

Captions and transcripts
8] People

Shifts

Walkie Talkie

is)) Links in Teams
[l O

92380 L
Smith, Lisa >
ord 2, IT Documentat
@ Available
®  setwork location
@ Set status message
O Notifications
@ Settings
-+ Add account
92380M ® = 87%m
& Settings




4. Tap Call Forwarding.

5.

6.

Tap Forward to.

Choose a forwarding option.

ciee ) Jal ] w4 86%m

ra Clal.!inﬂg. .

incoming calls

Call forwarding i)

Forward to Vaicemail
gr4e0P = 86%m

& Forward to

Voicemail

Contact or number
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