
User Guide For Create Team & 
Channel Using Microsoft Teams

E-Meeting Platform



01 Click Join or Create Team then 
Click Create Team

02 Select Class for Team



03

04

Create your Team : Enter 
Name , Description and 
Select Private – Only team 
owners can add members.

Add team members : Search by 
name or email then Click Add.
Skip if want to add later.



05 Welcome to  Team Dashboard 



06 Manage Team: 
Click (…) to 
manage.

07 Add Member : Click 
(Add Member) to add

Add team members : Search by 
name or email then Click Add.
Skip if want to add later. Member 
will be notify by email automatically

08



09 Add Channel : Click 
Add Channel for new 
item ( Example : 
Mesyuarat XXXX)

10 Click Add , New 
Channel Done. 



Add or Upload Files in Channel

New : For new File format 
that will be use.
Upload : Existing file or Folder  
from computer or others.
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