Microsoft Teams

Mobile App for iPhone

UIT is not responsible for charges incurred when using
the Microsoft Teams mobile app on your smart phone.
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Microsoft Teams on a Mobile Device

A Microsoft Teams app is available for free in the iPhone App Store. If you use the app to make and receive UH calls,
no one will see your personal phone number. The caller ID information will display the same information that appears
when you call someone from your campus phone. Features of the mobile app include:

e  Publish and view status

e Search Global Address Book/Personal Contacts

e Initiate instant messages (IM)

e  Participate in multi-party IM

e |Initiate email to a Contact

e Microsoft Teams - Microsoft Teams audio and video

e  Click Join in the meeting reminder to join a meeting or conference call

e View shared desktop or program

e Start an unscheduled group conversation with multiple participants directly from your client or device
e Transfer a call

® Access voice mail

Install Microsoft Teams

To install the Microsoft Teams app on your phone:

Using your phone, access the App Store.
Search for Microsoft Teams.

Tap Install.

Enter your Apple ID and password.

e

4.8
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What's New

Bug fixes and performance improvements

Sign into Microsoft Teams

While connected to a cellular or Wi-Fi network:

Locate the Microsoft Teams app on your Home screen.

Tap the app.

In the Sign in Address field, enter [your_cougarnet_ID]@cougarnet.uh.edu (your full email address).
In the Password field, enter [your_cougarnet_password].

Tap Sign in.

A wWN e

Note: For the initial sign in you will need to tap the next few prompts (Next and Got it!).

NOTE: To prevent from getting calls after hours make sure to sign out of the Microsoft Teams mobile app. To sign out
of the Microsoft Teams mobile app tap Your profile picture -> Settings > Sign Out.
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Set Your Status

You can change your status from Available to Busy, Do not disturb, Be right back, or Away. Do Not Disturb is the
only status condition that prevents the app from ringing your phone.

To change your status:
1. Tap Your profile pic. @ 2. B

2. Tap the current Status to view more options.
3. Select the desired status.

LELS]

© Available

Busy
Do not disturb
Be right back
Away

® Appear offline

Reset status

Enter Your Note

Enter information or a message you would like others to see.

To change your note:

1. Tap Your profile picture.
2. Tap Set status message.

In acall
Set status message

[a) Notifications

Cancel Set status message

ype @ to mention someone in your status

3. Enter anote.
4' Ta p Done' Show when people message me .

This will show people your status when they
message or @mention you.

Clear after Today -
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Note: Here are images of what the status message looks like.

e  From the main account it would look like this in the Mobile app.

114

@ Min, Ann

In acall

@ | am out to lunch

Notifications

e  From the main account of another user, it would look like this in the Mobile app.

of Ann M.: | am out to lunch
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Search Contacts

Your Microsoft Teams contacts are the same no matter which Microsoft Teams device you are using. If a Microsoft
Teams contact is added using a Microsoft Teams client on your computer or desk phone, the contact will appear in the
Contacts List on your iPhone.

To search for a contact:

1. Tap More (the three dots) at the bottom.
2. TapCalls. . . .

3. Inthe Search field, enter a name.

Reorder

Shifts

Camera Cast

Edu Class Not... Edu Staff Not.

View a Contact Card

To view the Contact Card of a person you have searched for:

e Tap the Contact Card icon.

Cougar

Cougar First Impressions
Mg, Program 2

Cougar First Impressions
B o & M &

cfi@Central.UH.EDU
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Call or Send an Instant Message (IM)

To call or send an Instant Message (IM) to a contact:

Tap More (the three dots) at the bottom.

Tap Calls.

In the Search field, enter a name.

Tap the person’s name.

Tap the IM icon, Phone icon, or tap the phone number if it’s listed
below.

ukhwNe

Cougar First Impressions

P o & M &

mail
cfi@Central.UH.EDU

Receive an Instant Message

When someone sends you an instant message (IM), an IM alert appears at the bottom of the screen.

e Toview an IM, Tap the Chat alert at the bottom of the screen.

1:27
@ Chat
Search

LL'- Hotz, Randy A

‘o You: thank you!

TPP Discussion Session (...
Ali,: Thank
o uir Offlce Hours

rruyn Har\rey +4

b The IT Crowd

Power: Subject: Microsoft Stream Of

Rod rlguez Haydee D

Gillet, John C ue
o  had to remove the application and st
o UH DLAP Pru]ez:l | TSS Disc..

m Nguyen David
20
[{
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Schedule a Meeting

To schedule a meeting:

1. Tap Calendar.

2. Tap the plus symbol.

3. Add meeting details:

Title
Participants
Date

Time
Description
4. Tap Done.

Cancel New event

2 Title

8& Add participants

@ Ma, Amy

B Share to a channel
© Allday

Start

End

Repeat

Lo

Show as

Description
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To edit, cancel or share a calendar event

1. Tap the event in Calendar to open it.
2. Select either Edit, Cancel event, or Share meeting invite.

6:45

< Duo Mobile

L4 o Event

Chat Details

oll) United States

Meeting Microsoft Teams meeting Join on your
computer or mobile app Click here to join the
meeting Or call in (audio only) +1

Participants (2)

0 UIT GSB 111 Demo 1
Organizer

Arroyo, Rafael C

Meeting options

Forward meeting
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Join a Meeting

You can join the audio and video portion of a Microsoft Teams meeting using your iPhone. During a meeting, you are
able to view a shared desktop or program.

To join a meeting:

1. Inyour Calendar, open the desired Meeting. < 0 Update! New Help Desk Virtua... ..,
2. TaplJoin.

Chat Details More

Update! New Help Desk
Virtual Assistance

Hey guys, Use this Teams meetings for
password reset, email update requests. Thank
you, Rafael Arroyo University of Hou ¢ r

3. Tap either Mic or Video off option.

4. Tap Join now.
Active Shooter Training (By: Sgt. Dina Pade...

Wideo is o
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Forward Calls to Voice Mail or Another Number

To forward your calls:

1. Tap Your profile pic.
2. Tap Settings.

3. Tap Calling.

4. Tap Call forwarding.
5. Tap Forward to.

11

Min, Ann

Inacall

Set status message

Notifications

On
Settings
What's new

Add account

x Settings

General

0 Appearance

, Pride theme

lop Dataand storage

a#® Translation

University Of Houston

O Profile

Notifications
Messaging
People

Calling

< Calling

University Of Houston

Incoming calls

Call forwarding ..

Forward to Voicemail
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14 Forward to

6. Choose a forwarding option.

Voicemail
My delegates

Contact or number

Availability of Collaboration Tools

The following collaboration tools are available when you join a meeting:
e Participate in instant messaging

e View a shared program or desktop
e VView meeting video
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