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Microsoft Teams
Remote Installation Guide

Overview This document details the process for installing Microsoft Teams for remote workers. If you are on
Unitec premises, please install the application from the Software Centre.

Before
You Before you commence the installation process, please shut down Outlook.
Continue
1 Go to the Microsoft Teams website located here:
https://www.microsoft.com/en-nz/microsoft-365/microsoft-teams/download-app

2 Select ‘Download for Desktop’
Download Microsoft Teams
Connect and collaborate with anyone from anywhere on Teams.
e

3 Click ‘Download Teams’

Download Teams for work on your desktop

Download Teams I



https://unitecstaffcommunications.createsend1.com/t/j-l-altyhhk-l-h/
https://www.microsoft.com/en-nz/microsoft-365/microsoft-teams/download-app

4 Click ‘Save’

Do you want to run or save Teams_windows_x64.exe (95.9 ME) from statics.teams.cdn.office.net?

& This type of file could harm your computer. Run Save v | Cancel
H ‘
5 Click ‘Open Folder’
The Teams_windows_x64.exe download has completed. Run Open folder View downloads

Locate ‘Teams_windows_x64’
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Right Click, and select ‘Run as administrator’, and the application will install
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E; Run as administrator
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Pin to Start
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Ea Scan with Windows Defender...
|& Share

Give access to >
Pin to taskbar

Restore previous versions

Send to >

Cut
Copy

Create shortcut
Delete

Rename

Properties

© UNITEC INSTITUTE OF TECHNOLOGY



8 If Teams does not automatically start, click the ‘Find’ Icon

9 Type “Teams” into the search window and either click on the Microsoft Teams app or press the
‘Enter’ key and Teams will start

All Apps Documents Web More w

Best match

“ i Microsoft Teams
App

Apps
Wi Teams_windows_xb4.exe >

Documents - This PC

G- Teams Master >

@ Teams FAQ v1.0 >

@° Teams 9 Sept >

[%]  Teams FAQ v1.0.docx >

A= Teams Deployment Budget 3
20200609

@ Teams 2 Sept >

Search the web

10 After the Teams application has loaded:

a) Start Outlook

b) Go to your calendar

c) Verify that your ‘New Skype Meeting’ icon has been replaced with the ‘New Teams
Meeting’ icon (see image on next page)

If the icon is not present, please restart your computer, start Teams and repeat steps a), b) & c)
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Teams Icon
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4 September 2020 =
o > 24 Septembe
MO TU WE TH FR SA

M1 1 2 3 4 5 THURSDAY

7 8 9
24
14 15 16

21 22 23

END OF GUIDE
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