How to Send a message using Microsoft Teams

This tutorial will show you how to access your Microsoft Teams
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If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or
stop by the Computer Center on the lower level of the administration building.
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Click the new chat button

Microsoft Teams
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Search for the recipient

Microsoft Teams

Recent Contacts To: I’S,tar-t typing a name or group

MNew chat
Suggested

? Christensen, loseph C.
e" Connor, Terry D.

i: Daoud, Julie

F Ford, Ruby Tomeka

*—- Hartman, Mathan Jeremy

F Kelley, Shelly

;’ Klgin, Lawrence .
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Select the recipient

Microsoft Teams Q) Search or type a command

Chat Recent Contacts W To: john

% Clark, John Scheible

Recent

Gl*  JSCLARDG
MNew chat
70y Zmmer, Charles John, Jr.
L Suggested % (ZIMMERC) Assistant Professor
E ? Christensen, Joseph C. ' Johnson, Deanna Edrea
Assignments DEJOHNO3
-'-.l Connar, Terry D. S
@ @ Ty (@, Welper John M.
Calendar 6’ (WOLPERJ) Adjunct Asst Prof Il
‘L Dacud, Julie
(S, Ernst, John M.

cal k_’— (ERNSTI) Assistant Professor
e Ford, Ruby Tomeka

24 Hampton, Johnathan Taylor
JTHAMPS3

e—- Hartman, Nathan Jeremy

F Kelley, Shelly

'-?' Klein, Lawrence ).

e Oloo, Jack Bobo

6 Schumacher, Anthony C.

% lohnson. Kendal R.

' Schweinefuss, Jacob Andrew

9 Taylor, Andrew Michael

f Warden, Brooke Leigh

Type a new message
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Type here to search

If you need any assistance please contact the IT Helpdesk in one of the following ways.
Browse to www.helpdesk.thomasmore.edu, call 859-344-3646, email helpdeskticket@thomasmore.edu, or
stop by the Computer Center on the lower level of the administration building.
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Type your message and click send
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ﬁ-’. Clark, John Scheible chat Files Organization  Activity
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You're starting a new conversation

Type your first message below.

Hello 1herE-|
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