Microsoft Teams

Mobile App for iPhone

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 iPhone

The Microsoft Teams app is available for free in the Apple App Store. When you use the app to make or receive UH
calls, your personal phone number remains private. Instead, caller ID displays the same information that appears
when calling from your campus phone.

Features of the mobile app include:

e Set and 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 app on your phone:

12147 -

< Oma

1. Gotothe App Store. < Bach

2. Search for Microsoft Teams.
Microsoft Teams

3. Tap Install. i. '

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.

Bl 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.
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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 current Status to view more options. \
3. Select your desired status. S LT, Cousar loe>
© Available
© Available
® 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. Cougar, Joe >
Temporary Staff
To change your note:
1. Tap your Profile picture. Available

2. Tap Set status message.
Set work location

Set status message

Notifications
On

Settings

e O R ® ©

\Cancel Set status message Done
X

I am out to IuncH
3. Enter anote.
4. Tap Show when people message me. —
5. Tap Done. /
Show when people message me C

This will show people your status when they message or
@mention you.

Clear after

Set out of office

Out of office
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Note: The images below show what a profile status message looks like.

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

|% Cougar, Joe >

)  Offline

x)
~’

Set work location

| am out to lunch

ChH r

Notifications

Settings

e O /R @

—

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

258 W 6 [

& % C.A:llugfir,Jm Q:. @ @

Status of Cougar, Joe: | am out to lunch

°. Type a message @

56%m

@ ¢
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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. %Chat o Q/

© 1 xR @

Catch up Recent Unread Mentions More

Chats
& UIT Helpdesk Chat M
Rafael: u can go for it too L [

(=8 Discussing Shasta Chatbot Dashb...

Q o B & -9

Activity Teams  Assignments Calendar More

Smith, Lisa Cancel

© UIT Helpgéhk Chat
@ Smith, Lisa

2. Inthe Search field, enter a name. -
3. Tap the person’s name. O brenda
@D stovall

O  microsoft 365
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Viewing a Contact Card

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

1. Tap the person’s name.

2:36 ¢ =C

< “:L anith,Lisa > % ®

?

e Type a message @ ©

©
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2. Tap the person’s name again.

X
Smith, Lisa
Q I\ 3
Find Mute Move to Add
Files

& | Screenshot 2026-08-03 141923....
& Screenshot 2026-08-03 141943....

& Screenshot 2026-08-03 141903....

Apps See al

Add app

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

Smith, Lisa
i Coord 2, IT Documentation

Technology Services & Support

® & o

Last seen just now - Free all day

3:07 PM - Same time zone as you
Contact
B8 Ismith@Central.UH.EDU
& +17137431411

® PpGHS
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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.

Eﬁcmt o Q
@ 41 ®n @

Catch up Recent Unread Mentions More

Chats

UIT Helpdesk Chat 2:65PM
” .

Discussing Shasta Chatbot Dashb... 7/1

Q& ® 8 -2

Activity Teams  Assignments Calendar More
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3.
4. Tap the person’s name.

In the Search field, enter a name.

AN
N

2:37¢

<

New message
To: Smith, Lisa

Suggestions

e smith, Lisa

£

Nop/

@ Davis, Alicia
Mar, Asst Jser Srve Support

uhgosupport

Agr, Web Techno

Coord 2

U

ogy

qgw e r t
alsjldjfjlglh
zIxlclvibin|im_ s

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

e Smith, Lisa
<@y, 0 6 oo

e Test @ >

“Test"” Testing Tested
gwer r ty uiop
a s df gh j k |
& z x ¢c vbnm &

123 space return
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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.

TEHChat o Q
®@ 1 »n @

Catch up Recent Unread Mentions More

Chats

UIT Helpdesk Chat 2:55PM
" .

Discussing Shasta Chatbot Dashb... 7/1

DU

Q & B

Activity Teams  Assignments Calendar More
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Teams Meetings

To schedule a meeting

1. Tap Calendar.

2. Tap the plus symbol.
8:23 =@
4 August Q @
Agenda Day
2 3 a e 6 7 8
Aug 5 Today

Aug 6 Tomorrow

Aug 7 Friday

Aug 8 Saturday J
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3. Add meeting details:
o Title
e  Participants
e Start/end time

4. Tap Done.

N

\\

Cancel New event Done

88 Add participants

Ny
IBJILi Cougar, Joe
M Free

{Z) Share to a channel

@®© Allday

Start

End

giwlejrjtiyjujijolp
alsfidiflalhlilk])!

B zIxlclvib|in|m ks

123 @ space return
® 9

Note: After the meeting is created, everyone invited will receive an email notification with the option to

accept or decline the invitation.
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To edit, cancel or share a calendar event

1.
2.

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

4 o Test meeting

Chat Details Apps

Test meeting
Tuesday, AL st 4, 2026
3:00 -3:30pm

Microsoft Team

2, Share meeting y

Microsoft Teams meeting Join: https://
teams.microsoft.comfmeet/2311523380375447
p=8nwkcnUU4WeYPCBfMC Meeting ID: 231152 3...

s Meeting

See more

Participants (2)

Cougar, Joe

Organizer

Smith, Lisa

Unknown
3 Meeting options
r~» Forward meeting
[ Cancel event
This will cancel the meeting for all participants
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To join a Meeting

Use your iPhone to join Microsoft Teams meetings with audio and video. During a meeting, you can also view shared
content, such as screens, applications, and presentations.

To join a meeting:

1. Inyour Calendar, open the desired Meeting. &2z il
2. TapJoin. < Q) est

Chat Details Apps

Microsoft Teams Meeting
Ty Share meeting invite
m e

Microsoft Teams meeting Join: https:/f
teams.microsoft.comfmeet/2421928874992667
p=rPPxX84rKdN3VeTSnC Meeting ID: 242 192 B8

=>ee more

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

Cougar, Joe >
To forward a call: Temporary Staff

1. Tap your Profile picture. Offline
2. Tap Settings.
Set work location

Shown in chat

Notifications

®
®
@ | am out to lunch
Q
€3

Settings

3. Tap Calling.
X Settings
General
O Appearance System default

log Data and storage

@ Ccopilot

University Of Houston
Profile
Notifications
Chats and channels
People

Calling

&

&)

O]

B

&

€9 Captions and transcripts
Shifts

Walkie Talkie

©

Links In Teams

S0

a) About

g:z Help and feedback
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| |
< Clalling

4. Tap Call forwarding.
5. Tap Forward to.

Incoming calls

Call forwarding o

Forward to Voicema

4 Forward to

6. Choose a forwarding option. My delegates
Contact or number

Voicemail
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