O Accessing MS Teams at Queen’s:
A Quick Start Guide for Visiting Students

As a student at Queen’s University Belfast you have access to Microsoft Office 365. MS Teams is an app of MS Office 365, which allows for
participation in video and audio calls, as well as a vehicle for collaboration and engagement with your lecturers and your peers.

For any virtual induction sessions running during Pre Semester Engagement, week commencing Monday 14 September, you will be joining
sessions virtually using MS Teams. A dedicated training site to explain MS Teams can be found here.

Welcome to MS Teams and Logging In

Explore the platform and find out more about what MS Teams is used for here

Remember! You log into MS Teams using your Queen’s credentials, which is your student number and password to access QUB systems.
You will have you received your password when you were invited to register as a QUB student. If you have forgotten your password you can
reset it here

Download the app! To get the best experience of MS Teams we recommend you download the App for your desktop computer. You can also
download the App on your Android or Apple device. We recommend downloading the App before your first scheduled meeting on MS Teams.

Joining a meeting or online session:

You will be sent a meeting/event link to join the session by the QUB staff who have organised the event. Click on the link at the time the
meeting/event is due to start and select the appropriate option in your browser; “Open Your Teams App” or “Continue on this browser,” if you
don’t have the App. Find out more about joining your meeting or event here

Top Tips for MS Teams Meetings!

Wear headphones! Wearing headphones during a Teams Meeting will significantly improve the Meeting experience by cutting
down on feedback.

Mute your microphone! Upon joining a larger MS Teams meetings/events, make sure your microphone is muted before you
join to prevent feedback!

Slow or poor signal internet? Turn off your video to save bandwidth.


https://www.qub.ac.uk/directorates/InformationServices/Services/Office365Queens/
https://qubstudentcloud.sharepoint.com/sites/Office365training/SitePages/Microsoft-Teams.aspx
https://support.microsoft.com/en-gb/office/welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?wt.mc_id=otc_microsoft_teams&ui=en-us&rs=en-gb&ad=gb
https://pss.qub.ac.uk/pwm/private/Login
https://support.microsoft.com/en-us/office/join-a-meeting-in-teams-1613bb53-f3fa-431e-85a9-d6a91e3468c9#bkmk_link&ID0EAABAAA=Desktop

Getting started with Teams...
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Online MS Teams Guidelines

. Use the Chat? function to ask questions if required
 These will be monitored by QUB staff and addressed appropriately
« Usually time for Discussion / direct Q&A at the end

- Closed captions/Subfitles? are available

« At the end if you want to ask a question you can ‘raise your hand’
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