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Microsoft Teams – Creating a Team

Creating a Team in Microsoft Teams 

Here is a guide to creating a Team in Microsoft Teams through the Microsoft 365 application.

1. From Microsoft 365 Dashboard, click Teams icon
2. Click on “Join or create team” button 
3. Click on “Create team” 
4. Click on applicable Team template
5. Create Team name and settings
6. Add Users to your Team
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Microsoft Teams – Creating a Team

From Microsoft 365 Dashboard, click Teams icon

At the Microsoft 365 dashboard, 
click on Teams icon on the far left.
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Microsoft Teams – Creating a Team

Click on “Join or create team” button

Click on ‘Join or create team’ button in the 
top right-hand corner.
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Microsoft Teams – Creating a Team

Click on “Create team”

Click on the “Create team“ button to 
create a new team or enter code to 
join a pre-existing team.
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Microsoft Teams – Creating a Team

Click on applicable Team template

Click on applicable Team template 
button. Each one should provide a 
brief description of its function.
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Microsoft Teams – Creating a Team

Create Team name and settings

Give you Team and provide a 
description (optional).

You can also select the privacy 
setting of the Team to Private or 
Public
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Microsoft Teams – Creating a Team

Add Users to your Team
You should now be able to add 
LBCC users to your specific Team.
Begin typing in their name and it 
should pre-populate search 
results that you have the option 
to select.
You also can skip this step 
altogether.
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Microsoft Teams – Creating a Team

Your Team Page

Your Team will complete 
setup and you should now be 
able to start using it.
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Microsoft Teams – Creating a Team

Contact Page

If you would like help with the process, or have any other LBCC Technology questions, 
feel free to contact the ITS Faculty & Staff Help Desk!

•Phone: (562) 938-4357
•Email: helpdesk@lbcc.edu
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