GC Collaboration Microsoft Teams
Install Guide for PC
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Step 1 – Email Receipt
· You will receive a Teams onboarding email from ssc.gccollaboration.spc@canada.ca with a username and password included. This username and password will be used to sign in to Teams.
· To register your Teams account, go to portal.office.com.





 Step 2 – Sign In
· Enter the username provided in your onboarding email (Step 1)
· Click Next





· Enter the password provided in your onboarding email (Step 1)
· Click Sign in
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Step 3 – Additional security verification
· You will now be directed to a page that says “More Information required”
· Click Next 



Step A: How should we contact you?
· Select your Country/Region
· Enter your mobile phone number in the field to the right of the country/region selection (area code and 7-digit phone number with no spaces, e.g. 6135555555) 
· Click Next.
Step B: Text Message
· You will receive a text message on the mobile device phone number that you used above with a six (6) digit code
· Type in the code you received in your text message and click Verify.
















· You will receive a message confirming your phone number and email address. This is in case you need to recover your account at some point 
· You need to verify your phone number
· You can also change the email address if you prefer to receive account recovery information at a different email address than the one you use for Teams.
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Step 4 – Update your password

· You now need to update your password  
· Type in your Current Password and then type in your New Password. Click Sign In.



Step 5 – Download Teams
NOTE: Before installing, make sure you find the correct app on the webpage.
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On the Download screen, click the Get the Windows App button.
NOTE: If your download fails, try a different browser, such as Google Chrome or Microsoft Edge.



After downloading, click the Run button to finish the installation.




Step 6 – Sign in to Teams
· Launch the Teams app. You should get a sign-in page
· Sign in with the @gccollaboration.ca username and updated password.
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Using Teams
You are now ready to use Teams.
NOTE: Most Teams functions are currently disabled. You are limited to collaborating in a group chat, video conference or audio conference meeting. 
Use the menu items at the bottom of your home screen to choose what you want to do – Chat, Calendar, Calls.
Here’s some useful information on how to use Microsoft Teams on a Windows or Mac personal computer:
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7

NOTE: Some of the features shown in the training material may not be the same or available on mobile devices. We recommend you follow the training above even if you plan to use Teams on a mobile device only.

Chat
Chat is similar to Skype For Business. You can create a single chat or group chats by pressing the pen (compose) icon on the top right
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Calendar
You can schedule a meeting by accessing your calendar and pressing the calendar icon on the top right to set the date and invite participants. Participants will be sent an invitation through email with a link to launch video / audio conferencing. 
Calls
You can call a co-worker by going on the call tab and searching the person you want to reach.
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Sign in

zeyad.test5.ssc-spc@gccollaboration.ca

No account?
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< zeyad.test5.ssc-spc@gccollaboration.ca

Enter password
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zeyad.test5.ssc-spc@gccollaboration.ca

More information required

Your organization needs more information to keep
your account secure
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Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 1: How should we contact you?

Authentication phone v
Select your country or region v
Method

® Send me a code by text message

Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply.
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Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 2: We've sent a text message to your phone at +1 6138662449

Verification successful!
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don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click “finish" to close this page.
A Authentication Phone is set to +1 6138662449. Verify

° Authentication Email is set to zeyad.elsaadi@canada.ca. Change

finish cancel
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zeyad.test5.ssc-spc@gccollaboration.ca

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.
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Download the Teams desktop app
and stay better connected.

Get the Windows app
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Thanks for downloading!

Just click the installer to finish up.

Having trouble? Restart download, or use the web app instead.

And to stay informed wherever you go, get Teams on all your devices.

,

@ ios " Android

Legal Privacy and Cookies © 2020 Microsoft

Do you want to run or save Teams_windows_x64.exe (93.1 MB) from statics.teams.microsoft.com?

@ This type of file could harm your computer.
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ssc.gccollaboration.spc@canada.ca Mark as unread

Fri 2020-03-20 12:20 PM

To: Elsaadi, Zeyad (SSC/SPC);

® This message was sent with high importance.
Hello Zeyad Test5,

This is your GC Collaboration On boarding information - An account has been created
for you.

Your username is: zeyad.test5.ssc-spc@gccollaboration.ca
Your password is: Pot77712

Please sign-in at portal.office.com and register your account.

The registration process will allow you to set your own password and will also require you
to link the account to your mobile device as a second factor of authentication.

Thank-you

GC Collaboration Team




