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Create a Microsoft Team
1. In the Collaboration Tool, you will see options for Zoom, Teams, and Google 

Shared Drive. Click on the Teams tab.

2. Click Create a team for my class. You will choose the type of team you want 
on the next screen.
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3. Select which type of team you want to create, and click Ok. The main di�er-
ence between a basic team and a class team is that the class team comes 
pre-con�gured with assignment and class notebook features. (Read more 
about additional “class team” features below.)

4. Once the team has been created, you can delete a team or launch Teams.
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Access your course team
You can access your course team in one of three ways:

• Use the Launch teams link in the Collaboration Tool.

• Go to teams.microsoft.com and log in with your ODU email address and 
MIDAS password.

• Use the Microsoft Teams app for Windows, Mac, iOS, or Android. 

Find more information about Teams @ ODU at odu.edu/ts/software-services/
teams.  

Additional resources on using class teams in Microsoft Teams:

• Getting organized in your class team

• Communicate in your class team

• Share and organize class team �les

• Assignments and grades in your class team

• Use Class Notebook in Teams

If you need more help using Microsoft Teams with your course, contact the ITS 
Help Desk at itshelp@odu.edu or (757) 683-3192.

https://teams.microsoft.com
/ts/software-services/teams
/ts/software-services/teams
https://support.microsoft.com/en-us/office/get-organized-in-your-class-team-72e553be-c792-4ba3-bdd1-864b16cdd773
https://support.microsoft.com/en-us/office/communicate-in-your-class-team-ec52ab0b-8f0a-450c-9fe8-3ece7c7a6706
https://support.microsoft.com/en-us/office/share-and-organize-class-team-files-b4633d8b-614a-4168-9cb4-36cd03dea279 
https://support.microsoft.com/en-us/office/assignments-and-grades-in-your-class-team-7cb294be-2c63-4f2d-acf2-299329bcd5bf
https://support.microsoft.com/en-us/office/use-class-notebook-in-teams-e0f77c27-155f-4d4c-83e8-c8e7e5ca9233
mailto:itshelp%40odu.edu?subject=

