How to Access Microsoft Teams Online

Step 1: Open Your Web Browser

Open your preferred web browser such as Google Chrome, Microsoft Edge, or Mozilla
Firefox.

Step 2: Go to the Microsoft Teams Website

In the address bar at the top of your browser, type 'https://teams.microsoft.com' and
press Enter.
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Step 3: Sign In with Your Microsoft Account

You'll be taken to the Microsoft Sign-In page.
1. Enter your email address (work/school).

e.g. - (JohnD@mandela.ac.za/s231000000@mandela.ac.za)
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2. Click Next.

3. Enter your Windows login password & sign in.
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Please note that if prompted to verify your sign-in session, follow the MFA login
process to verify yourself as per norm & if you are required to set up MFA first, refer
to link below where our MFA setup guide is located, click on the tab ‘multi-factor
authentication’ to access guide

https:/lict. mandela.ac.za/frequently-asked-questions

Step 4: Choose 'Use the Web App Instead’

If prompted, click 'Use the web app instead' to continue using Teams in your browser.
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Step 5: Welcome to Microsoft Teams!

You are now in Microsoft Teams. You can join/create teams, start or join meetings, chat,
and access files.

We're setting things up for you...

We advise that you turn on/allow notifications from MS Teams on your browser to stay up to
date with important information:
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Tips:
- Bookmark https://teams.microsoft.com for easy access.
- For best results, use Microsoft Edge or Chrome.

- Enable pop-ups if you're joining meetings.

Troubleshooting:
- Forgot password? Click 'Can't access your account?' on the sign-in page.
- Teams won't load? Try clearing browser cache or switching browsers.

- Still having issues? Contact ICT support/ log a case on crm.mandela.ac.za.
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