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Signing in to Microsoft Teams

To open Microsoft Teams:
1. Click the Microsoft Teams icon on your dock.
To Sign in to Microsoft Teams:

1. Inthe Sign in Address field, enter your Microsoft 365 email address (for example:
CougarnetID@cougarnet.uh.edu).

Click Next.

In the Password field, enter your CougarNet password.

Click Sign in.

In the Microsoft Authenticator app, enter the number displayed on the screen.

Tap Done on the Microsoft Authenticator app.

ok wnN

Note: Your username and password will be automatically saved after the first successful login.

Welcome to Teams

Pick an account to continue

Join a meeting
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Sign in to Microsoft Teams using the web browser

Noe

Nouksw

Go here: teams.microsoft.com

In the Sign in Address field, enter your Microsoft 365 email address (for example:
CougarnetID@cougarnet.uh.edu).

Click Next.

In the Password field, enter your CougarNet password.

Click Sign in.

In the Microsoft Authenticator app, enter the number displayed on the screen.
Tap Done on the Microsoft Authenticator app.

Bl univERsITY OF HOUSTON
Microsoft 365

jeougar @cougarmet.uh.edu

Approve sign in request

9 Open your Authenticator app and approve the
request. Enter the number if prompted.

82

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.
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https://teams.microsoft.com/v2/

Microsoft Teams Main Window

Microsoft Teams brings chat, meetings, calling, files, and apps together in one place.

Teams
Access teams and
channels for

Chat List

Access recent chats, organita
conversations, and start ney

Search

Search for people, messages,
files, and apps.

Profile & Settings
Manage your account, status,
and Teams settings.

collaboration. discussions.
@ ¥ ¥ l{].’
v R
Calendar )
Schedule, join, and = Chat ! 2026-2027 Staff Council General Meeting (Opent... = chat +« & [[E “ase @
manage meetings. S
i = 2026-2027 Staff Council General Meeting (Open to all UH
-, a ouncil neral Meeting (Open to al oa
LI ;
S 8 More Options
Calls . g ¢ Access additional chat m
= &

Make and receive
calls and access
voicemail.

Chat

Start and manage
one-on-one or group
conversations.

Apps
Access Microsoft and

third-party apps.

options and settings.

<

2026-2027 Staff Council General Meeting (Open to all UH -
" 2 View recap

’ e T ’ -

5m14s

Benefits of Microsoft Teams

e Chat and collaborate in real time.
e Stay connected from your desktop or mobile device.

e Organize discussions, files, and projects in teams and channels.
e Quickly find messages and shared content.
e Access Microsoft 365 apps in one place.

Using Microsoft Teams for Macintosh




Microsoft Teams Chat Window

Microsoft Teams chat lets you connect with individuals, groups, and meeting participants in
one place.

More options

Video call
@ @ Cougar, Joe \
2y Cougar, Joe n
| [+
(1 Video call
Audio call ———— & Audio call
You're starting a new conversation
Type your first message below.
Send
Type 3 message
Type a message »'2_; (_) f\ 7] é -+ };_;‘

Format message

Rewrite with
Emoji Attach file copilot

Apps and message
extensions

Loop components

Note: Available chat features may vary based on your Microsoft 365 licensing and

permissions.
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Add a Contact to Speed Dial

Create a Speed Dial list for people you contact frequently. Adding contacts to Speed Dial allows you
to quickly call or chat with them without searching for their name each time.

Add Someone to Speed Dial

1. Select Calls from the Teams navigation pane.

ke

o0o

g
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2. Under Speed dial, select Add a contact. You can select Add a contact at either the top or
bottom of the Speed dial list.

3

Speed dial S

Add people to speed dial for quick access.

C0° Add /

3. Search for the person by name.
4. Select the person from the search results.

Add to speed dial

co

‘i;“v Collin, Scott
é%‘p Marketing Director

Cougar, Joe
Accountant
g""% Conference Room
il Main Press Office

my Coleman, Jack
College Advisor
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5. Select Add. Add to speed dial

Cougar, loe
-" jeougar@CougarNet.UH.EDU

6. Click Save. Add contact

First name *

Joe

Last name

Cougar

Email

jeougar@ CougarMNet.UH.EDU

Phone

+17137431411

Company

L
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Note: The contact will now appear in your Speed dial list for quick access.

Speed dial o

E Cougar, Joe
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Make a Call

Call a phone number

1. Select Calls from the Teams navigation pane.

2. In the Dial a number field, enter the phone number.

3. Select Call.

®

Activity
oo
o

Teams

\ Calendar
it 2
Calls

®

Chat

Qo
L =

Peaple

8

Assignments

oD

OneDrive

Calls Personal

= /

GHI

PORS

ABC

JKL

TUV

DEF

MHNO

WXYZ

12
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Answer a Call

To answer a call:

1. When you receive a phone call, an incoming call notification appears on your screen.
2. Select the Answer button to accept the call.

@ External +1713-743-1000

J Cougar

Accept Decline call
with audio

13
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Pop out a Chat in Teams

Open a chat in a separate window to continue conversations while working in other areas of Teams.
Multiple chats can be opened in separate windows at the same time.

To Pop Out a Chat

1. Select Chat from the Teams navigation pane.
2. Hover over the picture icon of the conversation you want to open in a separate window.

2 cha QB

Unread 1ats Meeting chats

— Cougar, Joe
\ Accountant
Calenda
N = . CMC Site: Updating 7/30
9 Recording is ready

2026-2027 Staff Council General Meet... 8/6

Recording is ready

Qo
oo

People

3. Click the Start a conversation chat icon.

Cougar, Joe
Accountant

™SMe &4 o ¢ m

O
(&0
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Note: You can also select More options (three dots) and choose Open in new window.

/
9 [ﬁ;ﬂ Cougar, Joe Q;/I /

. @ Open in new window =
% Hernandez, Maria
Cola ) &3 Mark as unread
o .
= UH Jackson, Daniel @ Move to 5

(=) Remove from section
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Send a Chat Message

Start a one-on-one or group chat to communicate with other Teams users.

1. Select Chat from the Teams navigation pane.

@®

AcCtiv

oo
)

Teams

o
S

o

Oo
=

People

2. Select New chat (the pencil-and-paper icon) at the top of the Chat list.

Chat S
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AN

3. Inthe To: field, enter the name of the recipient.
4. Select the person to start a new chat with.

pd

To:

7~

Cougar, loe

P

I!- i Cou ar,Jue/
o g

Accountant

5. Type your message in the message area.

6. Select Send.

Y

[Type a message

17
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Set Up Voicemail

To set up voicemail

1. Select Settings and more (...) next to your profile picture, and then select Settings.

€ Teams Premium benefits

<7 Pinwindowontop ~ %7

\(0:3 Settings =

Cast

4 Downloads

Zoom — (100)% + )
(® Help >
& Feedback >

G Keyboard shortcuts

[J Get the mobile app

18
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2. Select Calls.

&3

/

0 Q0D ¢ 2% 800D N

Settings

Find in Settings (¥ F)

General
Appearance

Chats and channels
Notifications and activity
Accounts and orgs
Privacy
Accessibility
Devices

Calls

Files and links

App permissions

Recognition

19
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hw

Under Manage voicemail, select Record a greeting.
Follow the prompts to record and save your greeting.
Click the dropdown menu to choose what happens when the call is redirected to voicemail.

Manage voicemail

Manage voicemail

Record a custom greeting ecord a greeting

Choose a language for your default greeting Q ~ /

rd

Write a custom greeting

Choose what happens when the call is redirected to voicemail Let the caller record a message

Set up text-to-speech customized greeting option

u've recorded a greet it'll override tr
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Listen to Voicemail in Outlook

When you receive voicemail, the message appears in your Outlook inbox.

To listen to your voicemail in Outlook

1. Go to your Outlook Inbox.
2. Inthe search box, search for voicemail.

Current Mailbox Q  voicemail

Note: To listen to voicemail, double-click the file or select an option from the drop-down menu.

Voice Mail (8 seconds) - Inbox + jcougar@cougarmet.uh.edu

[/ Delete [ Archive g Move [ Flag v [ MarkUnread () Sync & Block & Recall

(2% Summary by Copilot
Voice Mail (8 seconds)

O +17137431411 <noreply@skype.vojgemail.microsoft.com>
To: © Cougar, Joe

audio.mp3 *
15.4 KB
Preview
Download All - Preview Al
Open
o - . I
Yeah, this is just Steve testing the voi Downiosd n done.

You received a voice mail from 17137431411

Thank you for using Transcription! If you don't see a transcript above, it's because the audio quality was not clear enough to transcribe.

Set Up Voice Mail
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Listen to Voicemail in Microsoft Teams

To listen to voicemail in Microsoft Teams

1. On the left side menu, click Calls.

2. Click All.

3.

Select Voicemail.

oCo

oo

Teams

Calendar

Missed

Incoming

QOutgoing /
Voicemail

22
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4. Select the voicemail to hear.

~ History

+1713-743-1411 & /

= Forwarded to voicema

Voicemail ~ =

8/10/26
9s

5. Click the arrow to listen to voicemail.

Details
+1 713-743-1411
Voicemail

\fm done.

> @

Yeah, this is just Steve testing the voicemail thing. |

0:00 1x

23
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View Missed Calls in Microsoft Teams

View missed calls from your call history and return calls directly from Teams.

To view missed calls

1. On the left side menu, click Calls.

2. Click All.
3. Select Missed.

o0

oo

Teams

Oo
==

People

24

Missed
Incoming
QOutgoing

Voicemail
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Schedule a Teams Meeting in Outlook

Schedule a Microsoft Teams meeting directly from Outlook and invite participants inside or outside
the University. Meeting invitations include a Teams meeting link and may also include dial-in

information if available for your account.

To schedule a Teams meeting in Outlook

1. Open your Outlook Calendar.
2. Click New Event.

== B New Event

23

30

24

31

August 2026

T W T F

28 29 30 3

22

29

Add the meeting title, date, time, and attendees.
Enter any meeting details or agenda information.
Click the option for a Teams meeting.

Select Send.

o unhkWw

\> Send v \E" Discard . Busy D 15 minutes before E] Mark as Private

. Calendar (jcougar@cougarnet.uh.edu)

79 test

Smith, Lisa

© 8/20/2026 from 1:00PM v to  1:30PM v Alday @&

@ Does not repeat

© Add a location

C Aptos 2 % &4 v ¥ v B / V)

&5 Attendee Options

@ Scheduling Assistant # Attach

Optional E

[u!ﬁ Teams meeting O

Meeting attendees will receive an invitation containing a link to join the Teams meeting. Depending
on your organization's configuration, dial-in information may also be included in the meeting

invitation.

25
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Join a Meeting Without a Teams Account

People without a Teams account can join a Teams meeting using a supported web browser or the
Teams app.

1. Open the meeting invitation and click the link.

Microsoft Teams meeting /

Join: https://teams.microsoft.com/meet

Meeting ID:

Passcode:

Need help? | System reference

Dial in by phone
United States, Houston
Find a local number

Phone conference ID:

For organizers: Meeting options | Reset dial-in PIN

2. If prompted, choose whether to:
e Open the meeting in the Teams app, or
e Continue in your web browser.
Enter your name if prompted.
Choose your audio and camera settings.
Select Join now.
If a meeting lobby is enabled, wait for the organizer or another participant to admit you to
the meeting.

o unhkWw
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Forward Calls

1. Select Settings and more (...) next to your profile picture, then select Settings.

/11
e

< @ Teams Premium benefits

\ <2 Pin window ontop ~ % T

£33 Settings %,

xpiratiol

Cast

2. Select Calls.

Settings

Find in Settings (38 F)

General

Appearance

Chats and channels
Notifications and activity
Accounts and orgs
Privacy

Accessibility

Devices

/

M OO0 e DD HOOLY &

Calls
Files and links
App permissions

Recognition
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3. In When you can’t answer a call, click the drop-down menu and select the option to
Redirect to voicemail.

Call handling and forwarding

> Manage call handling and forwarding

Forward all calls Off @ /

e
v

When you receive a call Do not ring anyone else v

When you can't answer a call Do not redirect calls %

28 Using Microsoft Teams for Macintosh



Transfer a Call

To transfer a call

1. Inthe Conversation window, click Transfer.

.

N\

Oo 5% ] e
e & g 00 Sz @ & ~
Transfer Consult Dial pad Hold People Copilot More Mic Leave

2. Enter the name of the person to transfer the call to.
3. Choose an option from the drop-down menu.
4. Click Transfer.

AN

\Transfer the call

% Cougar, Joe X /
L

Transfer to an audio call %

[] Ring back if there's no answer.

[J Include a call topic for the recipient ® /
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Change Your Profile Picture

To change your profile picture

1. Select your profile picture in the upper-right corner of Microsoft Teams.

2. Select Change profile picture.

w

\ University Of Hous... Sign out

—

Cougar, Joe
jcougar@CougarNat.UH.EDU

View account ©

@ na meeting >
@ Set work location >
@ Set status message >

@®  Add another account

=z i e = )

Select Upload picture.

Browse to and select the picture

you want to use.
Select Save.

Change your profile picture

T Upload T/ Remove

1t'll be updated for all of your Microsoft 365 apps. Close

e
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Configure Audio/Video Devices

To access device settings

1. Select Settings and more (...) next to your profile picture, then select Settings.

/11

< & Teams Premium benefits

\ <? Pin window ontop ~ & T

§23 Settings %,

xpiratiol

Cast

2. Select Devices. .
Settings

Find in Settings (3 F)

General

" Appearance

Chats and channels
Notifications and activity
Accounts and orgs
Privacy

Accessibility

/

Devices
Calls
Files and links

App permissions

M @0 2% 0HODYS

Recognition
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3. Under Audio devices, choose the speaker, microphone, or headset you want to use.

4. To verify your settings, select Make a test call.

Audio

<y Audio settings

Speaker
Microphone

Automatically adjust mic sensitivity

\ Sync device buttons

This lets you use all the buttons on your device. The Teams button will always work.

(25 Make a test call

N\

MacBook Pro Speakers (Built-in) v

MacBook Pro Microphone (Built-in) ~

on @D

on @D

5. Under Video, select the video device you want to use.

Video

(% Video settings

Preview

Camera

FaceTime HD Camera \/

32
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Set Your Presence Status

To change your status

1. Select your profile picture in the upper-right corner of Microsoft Teams.
2. Select your current status (for example, Available, Busy, or Do not disturb).

University Of Hous... Sign out

Cougar, Joe
jcougar@CougarNet.UH.EDU
View account O

@ nameeting

® Set work location >

@ Set status message >

@®  Add another account

n = o i - [ a

3. Choose the status you want to display.

@ nameeting >
@ Available %
@ Busy ?

@ Do not disturb
Be right back
Appear away

® Appear offline
(© Duration >

O Reset status
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Change Your Teams Settings

To change your Teams settings

1. In Microsoft Teams, select Settings and more (...) next to your profile picture in the upper-
right corner, then select Settings.

-

ﬂ | & Teams Premium benefits
D C
N
<2 Pin window ontop ~ T
§o3 Settings %,
xpiratiol
Cast

2. In the Settings window, select the category you want to modify and update the available
options as needed.

Settings

Find in Settings (3 F)

General

Appearance

Chats and channels
Notifications and activity
Accounts and orgs
Privacy

Accessibility

Devices

Calls

Files and links

App permissions

M o022 HEOLOLY &

Recognition
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Start a Group Call or Meeting

Microsoft Teams provides several ways to connect with multiple participants. Choose one of the
following methods to start a group call or meeting.

Option 1: Add Participants to an Active Call

1. During a call, select People or Participants from the call controls.

Oo ] .
(5 =X 00 &2 & 8 o —
Transfer Consult Dial pad Hold People Copilot More Mic Leave

2. Inthe Invite people box, enter a name, phone number, or email address.
3. Select the person from the search results.

AN

Participants

(& Share invite

In this meeting (1)

Cougar, Jloe

Organizer

35
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Option 2: Start an Instant Meeting

1. Select Calendar from the Teams navigation pane.

2. Select Meet now.

o
e

el
;]
=]
L=
L]

AN

(1 Meet now

D

3. Enter a meeting name if desired.

4. Click Start meeting.

AN

Start a meeting now

Meeting name

IT Support Center Meeting

&2 Get a link to share

36
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5. Choose your audio settings.
6. Select Join now.

ﬁ Computer audio

&  MacBook Pro Microphone (Built-in) - [ @

‘1] MacBook Pro Speakers (Built-in) -

) Phone audio
Room audio

Don't use audio

Cancel

7. Click Add participants.

Invite people to join you X
Copy and share the link to invite someone.

& Copy meeting link

&% Add participants

9 Share via default email
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8. Add participants to the meeting or click Share invite.

Participants

v In this meeting (1)

Cougar, Joe
Organizer

\nvite someone or dial a number

(& Share invite

EC )

38
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Start a Video Call

Microsoft Teams allows you to start a video call from a chat, add participants during the call, and
enable or disable your camera at any time.

Start a Video Call

1. Select Chat from the Teams navigation pane.

Co
==

People
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2. Open an existing chat or start a new chat.
3. Select Video call (camera icon) from the drop-down menu.

AN

N

X

TrClil Video call

- & Audio call

Audio call +1713-743-1000

40

Using Microsoft Teams for Macintosh



Add Participants to a Video Call

1. During the call, select People or Participants from the call controls.

AN

O & & 6 © 8 @ dh B - o« X @ -~

Chat Q&A People Raise React View Copilot Polls Apps More Camera Mic Share Leave

2. Inthe Invite people box, enter a name, phone number, or email address.
3. Select the person from the search results to add them to the call.

Participants =B O

Invite someone or dial a number Q
(= Share invite

v In this meeting (1)

% Cougar, Joe
5 Organizer

(™
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End a Video Call

1. Select Leave to leave the call.
2. If available, select Leave or End call for everyone (meeting organizers only).

AN

N\

O O & 6 © B oo @ o X @ -~

Chat Q&A People Raise React View Copilot Polls Apps More Camera Mic Share Leave
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Turn Video on or off During a Call or Meeting

1. During a call or meeting, select Camera from the call controls to turn your video on or off.

AN

N

[
H @ & ¢ © B @ db U T -~
Chat Q&A People Raise React View Copilot Polls Apps More Camera Mic Share Leave
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Share Content in Microsoft Teams

Share Your Screen

1. During a call or meeting, select Share (the screen-sharing icon) from the meeting controls.

& b H - N L X | @ ~

Apps More Camera Mic Share Leave

Copilot Polls

2. Under Screen, select the screen you want to share.

D @ - w2 ¢ @

pilot Apps More Camera Mic Share
Share content Include sound (@ )
Presenter mode
O Add background
\ Screen Window (2)

Microsoft Whiteboard
Start Whiteboard

~

Foy Content from camera
L"2  Share a document, a whiteboard, and more

PowerPoint Live
See your notes, slides, and audience while you

present.

@< Fall Briefing 2026

@< Intune Pre-Enroliment Guide
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Give Control

1. While sharing, select Give control from the sharing toolbar.

N [ NS /
0a2o6s B s o

Camera

Annotate More Stop sharing

04:30:28 W & B : P =

Camera Give control  Share sound  Optimize t Annotate Stop sharing

[Give control of your screen to/(

e

@ Hernandez, Pablo
Cougar, Joe
Organizer

3. To regain control, select Take back or Stop sharing.

0a3053 W &Y N & Vi : o

Camera ! Take back Share sound Optimize A Annotate

Stop sharing
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Stop Sharing

1. Select Stop sharing from the sharing toolbar.

04:30:53 & Gl AN w ) : (E3)

2

Camera ! Take back Share sound  Optimize | i Annotate Stop sharing
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Share a File in Microsoft Teams

Sharing a file in a chat

1. Open the chat where you want to share the file.
2. Select Attach (paperclip icon) below the message box.
3. Select Upload from this device.

Type a message

e Attach cloud files

T Upload from this device

by O ¢ ¥ B + P
el

4. Browse and select the file.
5. Select Open.

N

@ Recents
=9 Shared
Favorites

A\ Applications
(= Desktop
D Documents
® Downloads
Locations

& iCloud Drive
{2} mrharvey
& Google...

& Office 2...

Tags

A
<
88
<

@ Recents ¢ Q Search

Today

Screenshot 2...at 12.47.59 PM
Screenshot 2...at 12.48.18 PM
Screenshot 2...at 12.49.25PM
Screenshot 2...at 12.50.02PM
Screenshot 2...at 12.50.15PM
Screenshot 2...at 12.50.48 PM
Screenshot 2...at 12.53.27 PM

== Screenshot 2...at 12.53.39 PM -

_ Screenshot 2...at 12.54.38 PM

Screenshot 2026-09-09 at 12.53.39PM
PNG image - 245 KB [

Information Show More

,

@ mrharvey > @ Desktop > Screenshot 2026-09-09 at 12.63.39PM

/
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6. Add a message if desired, then select Send.

test

’ p

@ recens

=

A Appbcasons

B oeskion
[® Documents

| @ pownloads

& iCoud drive
2t marvey
& Googe

o

m - m -

Screenshot 2..a1 12.4759PM
Screenshot 2. at 12.48.18PM
Screenshot 2. a1 12.49 25PM
Scroanshet 2..01 1250.02PM
ol 2,01 1250.15PM

8 Deskiop

& People in this chat with the link can view
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Save a file from a chat

1. Open the chat containing the file.
2. Select More options (...) next to the file.
3. Select Download.

pd

@ TSS_trifold_complete...

oy b o

ch

pa

Py

Il ® Openin BroM

Technology Comi

713-743-1411

4 Download’

® Share

& Copy link

% Summarize for me

&£ Workflows

4. Click Open file.

Downloads

Open File

B

(o | TSS_trifu‘Id/((prlete 4 (2).pdf

s

=

5. Once the file is open, click File, Save As and choose a folder location.

6. Select Save.
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Record a Meeting in Microsoft Teams

Start Recording

1. During a meeting, select More (...) from the meeting controls.
2. Select Record and transcribe.
3. Select Start recording.

) & 6 @& B8 - ™, & @

A

N
v Controls Rooms Copilot y More Camera Mic /e

@ Start recording @ Record and transcribe >

. Meeting info
&, Start transcription @ g

8 Turn on Facilitator

4. Click Confirm. - 5

Start recording and transcription X

Select the correct language to ensure the accuracy of features that
process audio.

Spoken language

English (US) v

v More options

Choose what to record Video and audio ~
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Note: A notification will appear to all participants indicating that recording has started.

e

(@ Starting recording and transcription... X

i

@ Recording and transcription X

Started by you. Let everyone know they're
being included. Privacy policy

Recording Indicator: The red dot indicates that meeting recording is currently in progress.

® © test

O @@ © 02:24
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Stop Recording

1. Select More (...) from the meeting controls.
2. Select Record and transcribe.
3. Select Stop recording.

/7
&G 68 @ & &
Controls Rooms Copilot y More Camera Mic /Sha/
2 Record and transcribe 2
(® Stop recording rd ®

Meeting info
Ee Stop transcription © Meetingi

: Turn on Facilitator
&) Show transcript &8

@ Timer

4. Select Stop. Stop recording and transcription?

Note: A notification will appear indicating that the recording has stopped.

@ Recording and transcription have stopped. X

You stopped recording. If you change your
mind, you can start them again anytime.
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Access a Meeting Recording

1. Open the meeting chat.
2. Locate the meeting recording.
3. Select the recording to play it.

test =~ Vi
September 10, 2026 9:46 AM - 9:50 AM & Iew recap

& 1 speaker

iﬂéb_ Transcript i-]élk Attendance +48

@® Set to expire

53 Using Microsoft Teams for Macintosh



Assigning a Delegate

A delegate can make and receive calls on your behalf and manage certain call-related settings.
Delegates are commonly used by administrative assistants and others who support users with high
call volumes.

To assign a delegate

1. Select Settings and more (...) next to your profile picture, then select Settings.

R
¢ &P Teams Premium benefits
P C
<? Pinwindowontop ~ % T
§o3 Settings 8,
xpiratiol
Cast
Settings

2. Select Calls.

Find in Settings (3 F)

General

Appearance

Chats and channels
Notifications and activity
Accounts and orgs
Privacy

Accessibility

Devices

v

M OO0 e DD HODODY &

Calls
Files and links
App permissions

Recognition
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3. Under Manage delegates or Delegation, select Add a delegate.

Manage delegates

Manage delegates

O

E’O‘i Delegates can make and receive calls on your behalf. They'll be notified when you change call settings to send your calls to Add a delegate
them

4. Enter the person's name in the Add a delegate box.
5. Select the permissions you want to grant.

0o Add a delegate
v}

Delegates can receive and make calls on your behalf. Once you add a delegate, select them to choose what they can do

Add a delegate Type a name or number

Your delegates

v % Cougar, loe W

Make calls

Receive calls

Change call and delegate settings
Pick up held calls

[J Join active calls

Announce when delegates join the call off /i)

You will only be notified when delegates join an active call
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To manage or remove a delegate

e Uncheck the permissions you set for that delegate.

Or

e C(Click Delete.

s0o Add a delegate
w

Delegates can receive and make calls on your behalf. Once you add a delegate, select them to choose what they can do
Add a delegate Type a name or number

Your delegates

Cougar, Joe 0

=

Make calls

(< J <

Receive calls

<]

Change call and delegate settings

<]

Pick up held calls

O

Join active calls

Announce when delegates join the call
gates | off @)
You will only be notified when delegates join an active call
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Scheduling a Meeting on Behalf of Another User

If you have delegate access to another person's calendar, you can schedule a Microsoft Teams
meeting on their behalf using Outlook.

Updated Requirements
e You have delegate access to the person's Outlook calendar.
e You are signed into Outlook and Microsoft Teams.
e The person's account is configured to create Teams meetings.

1. Open the calendar of the person for whom you are scheduling the meeting.
2. Create a New Meeting.
3. Enable the meeting as a Teams meeting from the drop-down menu.

Add online meeting v

v None /

@ Teams meeting l

) Zoom

4. Enter the meeting title, attendees, date, time, and any meeting details.
5. Select Send to send the invitation to attendees.

® Test « Calendar » jcougar@cougarnet.uh.edu

» Send “~ T Discard ® bBusy L) 15 minutes before & Mark as Private &5 Attendee Options @ Scheduling Assistant 2 Attach

@® Calendar (jcougar@@cougarnet.uh.edu) v

99 Test

=} Smith, Ann X Optional  [3]
@  9/10/2026 from 11:00AM  + o 11:30AM  ~ Alday @

> Does not repeat v

© Add a location @ Teams meeting v

11
1]
\“
|
1l
I
<
N

i Aptos 2 A & ¥ v B
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Create a Poll in Microsoft Teams

Use the Polls app in Microsoft Teams to gather feedback, collect responses, or conduct a quick vote

in a chat, group chat, or channel.

1. Open the chat, group chat, or channel where you want to create the poll.

2. Select Add a tab (+).

r'q
test Chat Shared Recap Attendance Breakout Rooms Q&A +1

e

3. Search for and select Polls.

pd

lSearch for apps

_
0@ = s s

Polls Whiteboard Word Excel PowerPoint

oo
oo

OneNote Website

4. Click New poll.

e

<O My recent polls

L Suggestions
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5. Select the Poll type.

m Polls X

How do you want to boost engagement?

Multiple Choice z Quiz
@ Quick stand-alone question with ® Question with correct answer to
different options gauge comprehension

Word Cloud Rating
é) Open text res dis é Gain insight from your

in a dynamic word cloud respondents’ reactions

Ranking
™ Allow respondents to rank items

6. Enter your question and response options.
7. Click Launch Now.

u Polls 4

@ Multiple Choice

Test [

Option 1 D
Option 2 P
-+ Add option L Multiple selections

@ Add question

Add from suggestions X
How are you feeling today? (]
Which task do you want to take on? ®
What risk do you see? &

S

£23 Mames not recorded | Results shared | Priv Launch now Save as draft
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