


Microsoft Teams
Introduction Guide (v1.2)

All Queen Mary’s information technology resources provided by the 
University are subject to acceptable use regulations found here: 
https://www.its.qmul.ac.uk/governance/policies/regulation/council-
regulation/

https://www.its.qmul.ac.uk/governance/policies/regulation/council-regulation/


Accessing MS Teams 

There are three ways you 
can access MS Teams 

• Web browser

• Desktop App

• Mobile App

Log in to MS Teams using 
your QMUL credentials: 

• abc123@qmul.ac.uk for staff

• ab12345@qmul.ac.uk for students

mailto:abc123@qmul.ac.uk
mailto:ab12345@qmul.ac.uk


1. From the Office 365 App Launcher   ⋮⋮⋮

2. Select Teams
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Accessing MS Teams – web browser 

MS Teams works in any 
modern web browser on 
Windows, Mac OS and Linux
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Accessing MS Teams – Desktop App 

Download MS Teams 
desktop client for:

• Windows (you can install it 
yourself on QMUL managed 
PC or laptop)

• MacOS

• Linux DEB or RPM

https://products.office.com/en-gb/microsoft-teams/download-app
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=osx&arch=&download=true
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=linux&arch=x64&download=true&linuxArchiveType=deb
https://teams.microsoft.com/downloads/desktopurl?env=production&plat=linux&arch=x64&download=true&linuxArchiveType=rpm
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Accessing MS Teams – Mobile App 

Download MS Teams 
mobile app for:

• iOS

• Android

https://aka.ms/iosteams
https://aka.ms/androidteams


Document Management – Compliance
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Office 365 tools like Email, SharePoint, OneDrive and Teams  offer extensive file 

sharing capabilities. 

• Always consider information security, GDPR compliance and QMUL 
information classification, when uploading files to the cloud and sharing 
them with others.

• Please be aware that all staff and students need to remain compliant with 
GDPR and other relevant regulations when storing data. Individual research 
participant data and other sensitive data should therefore, not be 
transferred to SharePoint, OneDrive or MS Teams.



Document Management – Compliance
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1. QMUL Office365’s tools should always be used over other third party 

solutions

2. Users need to be aware of rules and restrictions on the use of SharePoint 

(SP), OneDrive for Business (ODfB)  and MS Teams

For further information on Data 

Governance Policy please refer to 

the relevant guide. 

The associated processes and 

guidance documents can be found 

on the IT Services T&Cs and the 

Information Governance webpage.

The information classification 

of a file affects if it is suitable to 

be stored in SP/ODfB/Teams.

Consider the appropriateness 

of sharing files and folders, 

especially with external users.

There is guidance on what 

SP/ODfB are best for and what 

they can and cannot be used for.

http://www.arcs.qmul.ac.uk/media/arcs/policyzone/Data-Protection-Policy-v03.0.pdf
https://www.its.qmul.ac.uk/services/service-catalogue/items/it-security.html
https://www.its.qmul.ac.uk/governance/policies/
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Create you first Team 

Watch this short video

The following slides will 
help you get started with  
MS Teams. For more 
training materials, visit 
these online resources:

• Microsoft Teams 
video training

• End User training

https://youtu.be/CiqswR65RlQ
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
https://docs.microsoft.com/en-us/microsoftteams/enduser-training
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Give us your feedback 

Let us know about your 
MS Teams experience:

its-feedback@qmul.ac.uk

mailto:its-feedback@qmul.ac.uk?subject=QMUL%20MS%20Teams



