
Using Microsoft Teams – Basics 
 

Logging in to teams 
Version 1: Access via Office365/web 

1. Visit http://www.esc1.net 

2. Click the “Login Directory” link at the top of the screen 

3. Click the “Office 365 (Email)” link 

4. Provide your login credentials if prompted, then from the application menu (see below), click “Teams” 

 

 
 

5. Once the Teams screen has loaded, click on your Team from the list (Division of Finance) 

 

Version 2: Use the Teams desktop client 

1. Visit https://teams.microsoft.com/downloads 

2. Click the “Download Teams” button 

3. After the file has downloaded, double-click it to install and setup Teams 

4. Open the Teams program from your Start Menu and enter your login credentials when prompted 

 

5. Once the Teams screen has loaded, click on your Team from the list (Division of Finance) 

  

http://www.esc1.net/
https://teams.microsoft.com/downloads


Using “Channels” in Teams 
Channels are like are containers that can be used to categorize your team, typically by department or function. A 

channel for each department in Finance division site has been created for you. All Finance users can navigate to each 

channel by clicking the channel listing on the left side of the Teams window. 

Channels should not be overused and can quickly become confusing if used to categorize projects or peoples. Imagine a 

channel to be a team within a team (e.g., SubHub team in the Finance division). 

 

 

Group Chat in Teams 
All Teams channels support a group chat feature that is real-time and synched to any device running Teams. The chat is 

“rich” in that it supports: 

• Full text 

• Icons/emojis 

• Copy/paste functions 

• Video/voice chat 

• File attachments. 

 

 

  



Sharing/Collaborating on Files with Teams 
One of the more powerful Teams features is the ability to upload files directly to the Teams site and immediately share it 

with everyone that is part of your team. Better yet, any files shared in Teams from your OneDrive or SharePoint folders 

syncs/updates automatically when it’s changed in EITHER location. 

 

 

You can create new files to share/collaborate or upload an existing file from a web location or your local device. 

 

 

 

 

 

 



Once you have created or uploaded a file, it will be shown in the Files listing and is available for anyone in your Team to 

view, modify, and/or delete. 

 

 


