
Instructions for e-learning with Microsoft Teams for 

teachers 

You can either start MS Teams via your browser or download the desktop 

version. 

Please note that MS Teams is optimized for the browser "Google Chrome" 

and may not work in other browsers. If you use another browser, please 

download the desktop version! 

For the download open the page  

https://teams.microsoft.com/downloads 

At the bottom of the page you will find the downloads for all devices 

 

Click on the installation file, 

teams will now be 

downloaded. Run the file to 

start the installation.  

 

 

 

 

 

Once MS Teams is installed, you will see this icon on your desktop.  

Double click on the icon to start teams (teams will be opened 

automatically during the first installation). Please continue with the 

registration (step 2). 

Note: For an online presentation you need at least a microphone (laptop 

internal or headset), if you want to be seen, you also need a webcam. 

 

 

https://teams.microsoft.com/downloads


1) Open your browser and go to 

https://www.office.com/ and 

click on Sign in. (This point 

does not apply to desktop 

versions) 

 

2) Enter your e-mail address 

(matrikulationnumber@mail.sfu.ac.at) 

and click Next.  

 

 

 

 

 

 

3) Enter your password and click Sign 

In. (You received your password in a 

separate E-Mail) 

4)  

 

 

 

 

 

5) When you log in for the first time, this window 

appears, click on Weiter (Next). (Sorry for the 

german Screenshot, I could not reproduce this with 

the english version. Translated it says: Further 

Information is needed) 

 

https://www.office.com/


6) You can now choose whether you want to remain 

logged in. If this is the case, click on Yes. If you want 

to log in again each time, click on No. 

 

 

7) Click on Abbrechen (cancel) in 

this window (this is again a 

german screenshot, 

translation: do not lose access 

to your account. But you do 

not have to enter these 

informations, just click cancel (abbrechen))  

You may now have to repeat steps 4 -6!!! 

8)  You will now see the Office365 interface. Click on Teams to start MS Teams 

 

9)  You are now in the user interface of MS Teams. On the left side you will find some 

menu items, click on Teams and then on Your Teams to display your teams. Select 

your faculty as team.  

 

 

 

 

 

 

 

 

 



Per faculty there are several channels (Bachelor, Master, PHD, etc..) 

Please click on the channel according to your course. 

 

 

 

 

10) You can now see all running events in the 

chat window.  Select the desired lecture 

and click on Join. Attention: If only one 

lecture is running, it might not be shown in 

the overview, but is directly in the chat window 

 

 

11) Click Join, to join the lecture. 

 

 

 

 

 

 

12) Once you have started the meeting, you will see another menu bar. (If you don't have 

a presentation, you can start your lecture now). In the following the individual menu 

items are described: 

 

 

a) Duration of the meeting     

 

b) Deactivating/activating the camera   

 



c) Mute/switching on the microphone   

 

e) (Other options)      

f) Show chat - (One chat per lecture is created)  

 Click on the icon to show the chat 

 

g) Show participants   

 

h) End the meeting 

 

 

 

13) Click on End Meeting when the lecture is finished. 

 

 

 

If you have any questions or problems, please contact the IT department on: 

01 798 40 98 444 or send an e-mail to it@sfu.ac.at 

 

 


