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  Microsoft Teams 
Quick Reference Guide 

The Teams Program Screen 

Getting Started 

Sign In: Enter your email address in the Sign In 
field, then click Sign In. Enter your password in 
the Password field, then click Sign In.  

Sign Out: Click your account icon in the upper-right, 
then select Sign Out. 

Set Your Status: Click your account icon in the 
upper-right, click your current status, then select a 
new status from the menu. 

 Available Online and available 

 Busy On a call, in a 
meeting, or otherwise 
busy 

 Do Not 
Disturb 

Online, but does not 
want to be disturbed 

 Be Right 
Back 

Will return shorty 

 Appear 
Away 

Currently away from 
computer or idle 

Set a Status Message: Click your account icon in 
the upper-right, then select  Set Status 
Message. Enter a message into the text field, then 
click the Clear status message after list arrow 
and select when the message should expire. Click 
Done. 

Chats 

Start a New Chat: Click the New Chat  button at 
the top of the Teams window. Start typing the 
name of the person you want to chat with, then 
select their name from the search results. Enter a 
message in the Compose box, then click Send . 

Resume a Recent Chat: Click the Chat button on 
the App bar. Click the Recent tab at the top of the 
List pane, then select a contact from the Recent 
list. 

Start a Chat with a Contact: Click the Chat button 
on the App bar. Click the Contacts tab at the top 
of the List pane, then select a contact from the 
Contacts list. 

Start a Group Chat: Click the New Chat  button 
at the top of the Teams window. Start typing a 
person’s name, then select their name from the 
search results. Start typing another name, then 
select another contact from the search results. 
Repeat until you have all the contacts you want. 

Format Text: Click the Format  button below the 
Compose box. Select the text you want to format, 
then use the formatting options available. Click the 
More Options ••• button to access additional 
formatting options. 

 

 

 

 

 

General 

Go to Search ................... Ctrl + E 

Start a New Chat ............. Ctrl + N 

Show Commands ............ Ctrl + / 

Show Keyboard 
Shortcuts ........................ Ctrl + . 

Goto ............................... Ctrl + G 

Help ................................ F1 

Settings  .......................... Ctrl + , 

Zoom In .......................... Ctrl + = 

Zoom Out ....................... Ctrl + -  

Navigation 
Activity ............................ Ctrl + 1 

Chat ............................... Ctrl + 2 

Teams............................. Ctrl + 3 

Calendar ......................... Ctrl + 4 

Calls ............................... Ctrl + 5 

Files ................................ Ctrl + 6 

Messaging 

Go to Compose box ........ C 

Expand Compose box ..... Ctrl + Shift + X 

Send from Expanded 
Compose Box ................. Ctrl + Enter 

Attach file ........................ Ctrl + O 

New Line ......................... Shift + Enter 

Meetings and Calls 

Accept Video Call ............ Ctrl + Shift + A 

Accept Audio Call ............ Ctrl + Shift + S 

Decline Call ..................... Ctrl + Shift + D 

Start Audio Call ............... Ctrl + Shift + C 

Start Video Call ............... Ctrl + Shift + U 

Toggle Mute .................... Ctrl + Shift + M 

Toggle Video ................... Ctrl + Shift + O 

Toggle Fullscreen ............ Ctrl + Shift + F 

Toggle Background Blur .. Ctrl + Shift + P 

Calendar 

Schedule a Meeting ......... Alt + Shift + N 

Go to Current Time .......... Alt + . 

Previous Day/Week ......... Ctrl + Alt + m 

Next Day/Week ............... Ctrl + Alt + o 

View Day ......................... Ctrl + Alt + 1 

View Workweek ............... Ctrl + Alt + 2 

View Week ...................... Ctrl + Alt + 3 

Keyboard Shortcuts 

Free Cheat Sheets 
Visit ref.customguide.com 

List Pane 

App Bar 

Content Pane Command Box 

Compose Box 

New Chat button 
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Chats 

Send Important and Urgent Messages: Click the 
Set Delivery Options button, then select 
Important or Urgent. 
x Important messages will be marked with a  

symbol. 
x Urgent messages will be marked with a 

symbol and will repeatedly notify the recipient 
until the message is read.  

Insert an Emoji: Click the Emoji  button and 
select an emoji from the menu. 

Insert a GIF: Click the GIF  button, then 
search for a GIF. Select a GIF from the search 
results. 

Insert a Sticker: Click the Sticker  button, 
select a sticker category or search for a sticker, 
then click a sticker. 

Invite People to a Group Chat: Click the Add 
People  button at the top of a chat screen. 
Start typing a person’s name, then select their 
name from the search results. Choose how 
much of the conversation they’ll be allowed to 
see, then click the Add button. 

Pin a Chat to the Top of the List Pane: Hover 
your mouse over a chat in the List pane, click 
the More Options ••• button, then select  
Pin. 

Mute a Chat’s Notifications: Hover your mouse 
over a chat in the List pane, click the More 
Options ••• button, then select  

 Mute. 

Share a File: Click the Attach File  button 
below the Compose box, select a file source, 
select a file, click Open, then click Send. 

Teams 

Join a Team: Click the Teams button on the 
App bar, then click  Join or create a team. 
Select a public team, search for a team, or enter 
a team code in the Enter code field. Click a 
team’s Join Team button. 

Create a Team: Click the Teams button on the 
App bar, then click  Join or create a team. 
Click the Create Team button, then click Build 
a team from scratch. Select a privacy level, 
enter a team name and description, then click 
Create. Add team members by searching for 
their names and selecting them from the search 
results, click Add, then click Close. 

View a Team Channel: Click the Teams button 
on the App bar, then click a team channel in the 
List pane. 

Start a Channel Conversation: Enter a message 
in the Team channel’s Compose box, then click 
Send . 

Reply to a Channel Conversation: Click a 
conversation’s  Reply button, then enter a 
message and click Send . 

 

Teams 

React to a Message: Hover your mouse over a 
message in a team channel, then click a 
reaction from the menu that appears. 

Save a Message: Hover your mouse over a 
message in a team channel, click the More 
Options ••• button, then select  Save this 
message.  

View Saved Messages: Click your account icon 
in the upper-right, then select  Saved. Click a 
saved message to view it. 

Create a New Channel: Hover your mouse over 
a team in the List pane, click the More Options 
••• button, then select  Add channel. Give 
the channel a name and description, then click 
Add. 

View a Channel File Library: While viewing a 
team channel, click the Files tab. 

Upload a File to a Library: While viewing a file 
library, click the  Upload button, select a file, 
then click Open. 

Create a New File in a Library: While viewing a 
file library, click the  New button, select a file 
type, then enter a file name and click Create. 

Share a Link to a Library: While viewing a file 
library, click the  Get Link button, select 
whether you want a Teams link or a 
SharePoint link, then click the Copy button. 

Meetings 

Schedule a Meeting: Click the Calendar button 
on the App bar, then click the New meeting 
button. Enter a meeting’s name, date, and time, 
then choose a location or team channel. Click 
Schedule. 

Join a Meeting from a Channel: View the team 
channel the meeting is taking place in, locate 
the meeting in the Content pane, then click a 
meeting’s Join Now button. Or, click the 
meeting to view its details and then click the 
Join button. 

Join a Meeting from the Calendar: Click the 
Calendar button on the App bar, click a 
meeting, then click the Join button. 

View a Meeting Conversation: While in a 
meeting, click the Show Conversation  
button on the controls toolbar. 

Show Meeting Participants: While in a meeting, 
click the Show Participants  button on the 
controls toolbar to display the People pane. 

Mute a Meeting Participant: While the meeting’s 
People pane is displayed, click a participant’s 
More Options ••• button and select Mute 
Participant. 

Take Meeting Notes: While in a meeting, click 
the More Actions ••• button on the controls 
toolbar and select Show Meeting Notes. 

Meetings 

View Meeting Notes: View the team channel 
that a meeting took place in, then click the 
Meeting Notes tab. 

Record a Meeting: While in a meeting, click the 
More Actions ••• button on the controls toolbar 
and select Start Recording. Click the More 
Actions ••• button again and select Stop 
Recording when you’re finished. 

View a Meeting Recording: View the team 
channel that a meeting took place in, locate the 
meeting in the Content pane, then click the 
recording. 

Toggle Camera in a Meeting: While in a 
meeting, click the Camera  button on the 
controls toolbar to turn it on or off. 

Toggle Microphone in a Meeting: While in a 
meeting, click the Microphone  button on the 
controls toolbar to turn it on or off. 

Blur the Camera Background: While in a 
meeting or call, click the More Actions ••• 
button on the controls toolbar and select Blur 
My Background. 

Change Audio and Video Devices: While in a 
meeting or call, click the More Actions ••• 
button on the controls toolbar and select Show 
Device Settings. Click the list arrows for audio 
devices and the camera to select from available 
devices. 

Share Your Screen: While in a meeting or call, 
click the Share Screen  button on the 
controls toolbar. Select your whole screen, a 
specific window, or a PowerPoint presentation 
from the screen sharing pane. Click the Stop 
Sharing  button when you’re done. 

Calls 

Make a Call: Click the Calls button on the App 
bar. Use the number pad (if your organization 
supports it) to dial a number, then click the Call 

 button; or click Contacts in the List pane and 
click a contact’s Call  button.  

Answer a Call: When someone calls you, a 
notification will appear. 
x Click  to answer as a video call. 
x Click  to answer as an audio call. 
x Click  to decline the call. 

Place a Call on Hold: While on a call, click the 
More Actions ••• button on the controls toolbar 
and select Hold. Click the Resume button 
when you can return to the call. 

Transfer a Call: While on a call, click the More 
Actions ••• button on the controls toolbar and 
select Transfer. Start typing the name of who 
you want to transfer the call to, then select their 
name from the search results and click 
Transfer. 

Check Your Voicemail: Click the Calls button 
on the App bar and click Voicemail in the List 
pane. Click a voicemail message to play it. 
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Product:

Webex Meetings, Webex Teams
Operating System:

Mac, Web Browser, Windows Desktop
Release:

WBS33, WBS39, WBS40
For

User

Apr 7, 2020 | 106358 view(s) | 1913 people thought this was helpful

The Cisco Webex Education Connector for Students
Learn how to use the Webex Education Connector. With the Webex Education Connector, you can
attend live lectures as a remote student, participate in class discussions, share �les, have meetings,
and schedule o�ce hours with your teacher. It seamlessly integrates with Canvas by Instructure,
Blackboard Learn, Moodle, Brightspace by D2L, Sakai, and more.

Cisco Webex Education Connector Classroom collaboration is an easy way to message a classmate or instructor, chat with a group, and
share �les you're collaborating on. Learn how it works here.

Teams

In Cisco Webex Teams, teams help you keep everything organized by categorizing multiple spaces under a common theme. You have a
team for your course, and you may have spaces for smaller groups within the course,

Sign in using your Webex Teams credentials the �rst time you go to the Classroom Collaboration tab from the Webex Education
Connector in your course.

Classroom Collaboration in the Webex Education Connector
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Spaces

In Cisco Webex Teams, all your work takes place in spaces where you can send messages, make calls, have video meetings,
whiteboard, and share �les. Spaces work best for a group of people collaborating on a speci�c topic or single project. A General space
with all the members of your team is available by default. You can create new spaces with multiple people or message someone directly.

Send a Message

When you send a message to a person for the �rst time in Cisco Webex Teams, you create a conversation just between the two of you.
The next time you message that person, your conversation picks up right where you've left it. When you send a message to a space, all
the members of that space can see your message.

Share a File

Easily and quickly share a �le, like a lecture notes or a group project, using Classroom Collaboration. You have a few di�erent options for
sharing �les.

You can join meetings scheduled by your instructor.

1 Select the Upcoming tab.

2 Select Join when it's time to join the meeting.

You can view your past meetings and any recordings in the Past Meetings tab.

From the Webex Education Connector in your course, go to Webex Teams > Spaces.1

Select the space or the person you want to send a message to.2

Write your message and press enter.3

Drag and drop the �le into the message area or click + Attachment and select a �le.1

Select Share to send the �le.2

Virtual Meetings in the Webex Education Connector
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Was this article helpful?

Yes, thank you! Not really

Your instructor can host o�ce hours using the Webex Education Connector. The available dates and times are in the O�ce Hours tab. To
schedule time with your instructor, do the following:

1 Select the instructor you want to meet with, their name is available in a drop-down list on the left of your screen.

2 Select an available time slot from the list and select Con�rm Meeting.

3 Select Done.

O�ce Hours in the Webex Education Connector



/



 

© 2020 CustomGuide, Inc. 

 

Your Organization’s Name Here 
Add your own message, logo, and contact information! 

 
To learn more, contact ref@customguide.com  |  612.871.5004 

 

  Zoom 
Quick Reference Guide 

The Zoom Meeting Screen 

Getting Started 

Download the Zoom app: Visit the Zoom website 
at zoom.us, click the Resources link at the top of 
the Zoom page, select Download Zoom Client, 
then click the Download button next to the 
version of the app you want. 

Sign In: Open the Start Zoom app, enter your 
email address and password in the fields, then 
click Sign In.   

 

Join a Meeting 

Via a Link: Click a Zoom meeting link, give the 
Zoom app permission to open, wait for the meeting 
host to admit you, then click Join with Computer 
Audio. 

Using a Meeting Code: Click the Join button. 
Enter the meeting ID, then click Join. Enter the 
meeting password, then click Join Meeting. 
Choose whether to join with or without video, wait 
for the meeting host to admit you, then click Join 
with Computer Audio.  

 

Mute / Unmute: Toggle your 
microphone off or on. If you’re not 
talking, keep your microphone muted 
so that background noise does not 
disrupt the meeting. 

While your microphone is muted, you 
can press and hold the spacebar to 
temporarily unmute yourself. 

You can also click the menu arrow 
next to the Mute / Unmute button to 
change your microphone or speaker 
or access other audio settings.   

Stop / Start Video: Toggle your 
camera off or on. Depending on the 
etiquette of the group, you may turn 
off your camera when not actively 
participating to reduce distractions. 

You can also click the menu arrow 
next to the Stop / Start Video button 
to change the camera used for the 
meeting, change your virtual 
background, or change other video 
settings. 

Security: Control several security 
settings for your meeting. You can 
lock the meeting, toggle whether to 
use a waiting room, and control 
whether participants can mute 
themselves, toggle their camera, or 
share their screen. 

Manage Participants: Pop out the 
Participants pane, where you can see 
who is in the meeting and who is in 
the waiting room. You can mute 
specific people, mute everyone, invite 
new people, and remove people from 
the meeting. 

Chat: Pop out the Zoom Group Chat 
pane, where you can send chat 
messages to everyone else in the 
meeting, or choose a specific person 
to send a message to. You can also 
share files here. 

Share Screen: Lets you share your 
entire screen, a single window, or a 
whiteboard that you and meeting 
attendees can draw on. 

Record: Record a video of the 
meeting. Depending on the features 
of your account, you can record a 
meeting to the cloud or to your 
computer.  

Reactions: Display a reaction emoji 
on the screen that other meeting 
participants can see. You can choose 
from a hand raise emoji, or an 
applause emoji. 

Meeting Controls 

Free Cheat Sheets 
Visit ref.customguide.com 

Toolbar 

Full Screen 
button 

Video thumbnails 

End Meeting 
button 

Meeting Info 
button 

More Options 
button 

Meeting Tips 

Prepare Your Space: Connect to a meeting from a quiet space with few distractions. If you’re going to 
be sharing your camera, check your background to make sure that there’s nothing that would distract 
others. If you’ll be sharing your screen, don’t have unnecessary windows or browser tabs open. 

Mute Your Microphone: When you’re not talking, mute your own microphone so that any unexpected 
noises from your end don’t disrupt the meeting.  

Use Headphones: When you hear an echo during a meeting, it’s because someone’s microphone is 
picking up the audio from their speakers and repeating it. Using headphones will prevent this feedback. 

Test Your Camera and Microphone Ahead of Time: You can test both your camera and microphone 
in the Zoom app’s Settings screen to make sure that both are working properly before joining a meeting. 
This prevents you from delaying a meeting by setting up your camera and microphone after it starts. 

Wires Over Wireless: Wired connections, for both your computer and audio devices, tend to be more 
reliable than wireless connections. Connect your computer via ethernet instead of Wi-Fi when possible, 
and use a headset that connects by USB or audio jack instead of Bluetooth. 

 



 

© 2020 CustomGuide, Inc. 

 

Your Organization’s Name Here 
Add your own message, logo, and contact information! 

 
To learn more, contact ref@customguide.com  |  612.871.5004 

 

 

Host a Meeting 

Host from the Zoom App: Click the New 
Meeting button, then click the Join with 
Computer Audio button. 

Host from the Zoom Website: Click the Host a 
Meeting link, select whether to use video (or to 
use screen sharing), give the Zoom app 
permission to open, then click Join with 
Computer Audio. 

View Meeting Info: Click the Info button in the 
upper-left corner of the meeting window. Click 
outside of the Info popup to close it. 

Admit a Guest: Click the Admit button that 
appears when a guest joins the meeting, or click 
the Manage Participants button and click the 
Admit button next to a guest’s name. 

End a Meeting: Click the End Meeting button in 
the bottom-right corner of the meeting window, 
then click End Meeting for All. 

Schedule a Meeting 

Schedule from the Zoom App: Click the 
Schedule button, then enter a meeting topic and 
description. Set a date, time, and duration for the 
meeting, set a meeting ID and password, and 
choose audio and video options. Choose a 
calendar to save the meeting to, then set the final 
meeting options and click Schedule. 

Schedule from the Zoom Website: Click the 
Schedule a Meeting link, then enter a meeting 
topic and description. Choose a meeting date, 
time, and duration, then set a meeting ID and 
password. Choose audio and video options, then 
click Save. 
 

Manage Scheduled Meetings 

Start a Scheduled Meeting: Click the Start 
button for a meeting when it appears in the 
Upcoming Meetings pane, or click the Meetings 
tab at the top of the app window, select a 
scheduled meeting in the left pane, then click the 
Start button in the right pane. 

Edit a Scheduled Meeting: Click the Meetings 
tab at the top of the app window, select a 
scheduled meeting in the left pane, then click the 
Edit button in the right pane. Modify a meeting’s 
information, then click Save. 

Delete a Scheduled Meeting: Click the 
Meetings tab at the top of the app window, select 
a scheduled meeting in the left pane, click the 
Delete button in the right pane, then click Yes. 

Manage Meeting Participants 

View Meeting Participants: While in a meeting, 
click the Manage Participants button to display 
the Participants pane. 

Mute and Unmute Participants: In the 
Participants pane, click the Mute button next to a 
guest’s name. Click Unmute to unmute them. 

Remove a Guest: In the Participants pane, click 
the More button next to a guest’s name and select 
Put in Waiting Room (to send them back to the 
waiting room until you re-admit them) or Remove 
Guest (to remove them entirely). 

Lock a Meeting: In the Participants pane, click the 
More Options button in the bottom-right corner 
and select Lock Meeting. 

Change a Meeting Host: In the Participants pane, 
click the More button next to a guest’s name and 
select Make Host. 

The Zoom App Screen 

User Account 
icon 

Upcoming 
Meetings 

New Meeting 
button 

View tabs 

Settings icon 

Share Your Entire Screen: Click the 
Share Screen button, select Screen, and 
click Share. 

Share a Single Window: Click the Share 
Screen button, select a window, and click 
Share. 

Share a Whiteboard: Click the Share 
Screen button, select Whiteboard, and 
click Share. Click a drawing tool on the 
toolbar to use it to draw on the screen. 

Share a Portion of your Screen: Click 
the Share Screen button, click the 
Advanced tab, select Portion of Screen, 
then click Share. Click and drag the green 
box to move the shared portion, or click 
and drag the edges of the box to resize it. 

Pause Sharing: Move your mouse to the 
top of the screen to reveal the toolbar, then 
click Pause Share. Click Resume Share 
to resume sharing your screen. 

Annotate the Screen: Move your mouse 
to the top of the screen to reveal the 
toolbar, then click Annotate. Click an 
annotation tool from the toolbar, then draw 
on the screen. Click Mouse to stop 
drawing, or click the annotation toolbar’s 
Close button to close it. 

Stop Sharing: Click the Stop Share 
button at the top of the screen. 

Whiteboard & Annotation Tools 

Mouse: Stop annotating and resume 
using the mouse on the screen. 

Select: Select drawings and 
annotations. 

Text: Add text to the whiteboard or 
screen. 

Draw: Draw lines, arrows, and shapes. 

Stamp: Insert a selected shape 
wherever you click. 

Spotlight: Use a laser pointer or insert 
an arrow with your name. 

Eraser: Remove individual shapes, 
stamps, drawings, or text. 

Format: Choose the color and 
thickness of drawings, or the font, size, 
and style of text. 

Undo: Undo your last drawing edit. 

Redo: Redo an undone action. 

Clear: Clear the entire whiteboard or 
annotated screen. 

Save: Save the whiteboard or 
annotated screen as an image. 

 

Screen Sharing 


	QuickStart-MSTeams
	QuickStart-Webex-Students
	QuickStart-Zoom

