
About Using Teams 

"Teams" is Microsoft's cloud-based communication platform. It has functions 

similar to those of Skype and LINE, but it has the security and scalability 

necessary to support business operations. On Teams, account management is 

centralized, and Nagoya University is conducting this on an organization-wide, 

not individual, level. 

 

Notes 
Teams has a powerful search function, and other users' account information can 

also be easily searched. Poor handling or misuse can lead to security breaches 

that may damage the University or violate other people's privacy. Therefore, as 

a rule, the University will provide Teams licenses and grant permission to use 

Teams only to faculty and staff who complete the registration process. 

 

If you wish to use Teams to conduct seminars or other activities with students, 

we will take requests on a case-by-case basis. In this case, the instructor in charge 

will take all responsibility. 

 

Please note that class instructors who have Teams usage rights can host 

videoconferences (online lectures) with students who do not have Teams usage 

rights. If you are using Teams to share online lectures, you do not have to concern 

yourself with getting Team usage rights for your students. 

 

 

Teams Registration and Setup 

Please email O365@icts.nagoya-u.ac.jp with the user's name, affiliation, and 

Nagoya University email address. You can send multiple users' information in a 

single email. You will be provided a Team license and forwarded a confirmation 

email. 

 

In order to use Teams, you must either download a free app or access the Teams 

website online via your internet browser. Either way, you will be asked to sign 

in, so please sign in using your University Office 365 account. Please note that 

some functions are limited in internet browsers. We strongly recommend that 

you use the Teams apps. 

 



 

 
App download (PC):  

https://products.office.com/ja-jp/microsoft-teams/download-app 

Smartphone app: available at the App Store and Google Store  

Browser: https://teams.microsoft.com/  

 

For information on your Office 365 account and using other Office 365 services, 

please visit "Using Office 365 Education at Nagoya University" (Japanese): 

http://www.icts.nagoya-u.ac.jp/ja/services/office365/  

  

How to Use Teams 

Teams has a wide variety of functions, making a simple introduction difficult. 

Therefore, we will introduce the most commonly used basic functions here. The 

instructions and descriptions of screen layout are current as of April 2020. For 

more detailed steps and functions not introduced here, please check guides and 

other information provided by Microsoft. 

 

Microsoft Teams Usage Manual, Guidebook, and Videos (Japanese): 

https://blogs.windows.com/japan/2020/03/09/teamsguide/  

  

Creating a Team 

1. Select "Teams" from the menu tab on the left side of the screen. 

2. Click "Join or create a team," then select "Create a team." 

3. Choose the type of team. If you're still getting used to Teams, we suggest 

Nagoya University email address 

University Office 365 account 

Please sign in using your University 

Office 365 account 

Please sign in using your Password 



that you choose "Other," as it is quite versatile. 

4. Enter a team name and description. You can also choose whether to set your 

team to Public or Private; however, make absolutely sure that you set it to 

Private. If you set it to Public, anyone can join your team without 

permission, which means that your team can be used for unintended 

purposes. 

5. Enter the users you are registering as part of your team. You can skip this 

step for now and come back to it later.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It may take some time for the new team setup to be completed on the cloud. 

Some Teams functions cannot be used until setup is complete. It may take 30 

minutes until you can use the online meeting (videoconferencing) function.  

  



Managing Your Team 

The person who created the team becomes the team owner. The team owner can 

add other users as team members and create team channels. 

 About channels: Channels are dedicated sections within a team to keep 

conversations organized by topic. For example, if you have created a team 

for your laboratory, you can create channels such as "Study," "Recreation," 

"Administrative Announcements," etc. and use them to chat with other 

members or manage and share files. If you set your channel to Private, you 

can restrict which members can access the channel. 

 About member management: The team owner can add and remove team 

members. If you want to add a large number of members at once, you can 

send out a URL and code to join the team to all relevant users and have them 

register to join the team individually. Team owners can also change other 

general members into team owners, and a team can have multiple owners. 

If a team owner leaves the team, make sure to designate another member as 

the owner. Please make sure that a team always has an owner. 

 

These operations can be accessed by clicking the "Teams" menu tab on the left 

side of the screen, selecting the applicable team, and clicking the three dots (…) 

on the right of the team/channel name. That is also where you can access team 

and channel settings. 

 

 

 

 

 

 

Please note that Nagoya University does not allow non-University members to 

join any teams. This is necessary to ensure that confidential University 

information is not inadvertently leaked to individuals outside the University. 

 

In addition, please note that if a team is not used for one year, a warning will be 

sent to the team owner, and if the team continues to go unused, it will be 

automatically deleted. 

 

Using Videoconferencing 



Videoconferencing is one of the tools offered by Teams to facilitate 

communication between team members. Non-team members (known as 

"guests") can be invited to participate in videoconferences; however, a team 

which plays a foundational role is necessary to hold meetings. 

 

How to Host a Standard Videoconference (No Guests) 

1. Create a team according to the previously described steps (if a team already 

exists, this step can be skipped). It may take up to 30 minutes after creating 

a team to be able to use videoconferencing. 

2. In the menu on the left, select "Calendar," then "New meeting." 

Alternatively, you can also click the date and time on the calendar to open 

the new meeting box. 

3. Enter a meeting title. Then, in the "Add channel" field in the center of the 

screen, enter the team channel name you created in Step 1. You must specify 

a channel in order to host a videoconference (online meeting). After entering 

all applicable information, click "Send" to schedule the meeting. 

4. When the scheduled meeting time approaches, a "Join" button will appear 

on the meeting calendar. The meeting will begin when someone clicks 

"Join." 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to Host a Meeting with Guests 

In order to invite guests without a Teams license (i.e. students) to take part in a 

videoconference, please follow the steps above, then inform guests of the 

meeting URL. There is currently no way to check the meeting URL directly, so 

please follow the steps below to find the URL and send it to your guests. 

 

1. When you click on the meeting in the Calendar, a meeting invitation email 

template will be displayed. On the template, the meeting URL will be listed 

below the sentence "Join Microsoft Teams Meeting." Please right-click the 

URL to copy it to your clipboard. 

2. Forward the URL to your guests. When using Teams to conduct Nagoya 

University lectures, we recommend that you post the URL on NUCT.  

 

 

 

 

 

 

 

 

 

Mastering Chat 

Chat is useful for basic information exchange and communication. Teams has 

two types of chats. 

 Channel Chat: Select the team and channel you wish to chat with from the 

Teams menu tab on the left side of the screen. Then select the "Posts" tab at 

the top of the screen. 

 One-on-One Chat: When you select "Chat" from the menu on the left, your 

most recent chats will be displayed. Select your chat partner from your chat 

history, or select "New Chat" at the top of the screen and choose your chat 

partner. You can also start a group chat by selecting several people. 

 

 

 

 

 

Please right-click the URL to copy it to your clipboard 



 

 

 

 

 

 

 

 

 

The chat mechanism is similar in either case. You can respond to other people's 

messages or start a new conversation by typing a message in the text box at the 

bottom of the screen. You can also send files by dragging and dropping them into 

the message box in addition to sending text messages. In the channel chat, you 

can also switch to videoconferencing on the spot. 

 

Sharing Files 

You can share files quickly and easily in Teams. Open the team channel and 

select "Files" at the top of the screen. You can share a file with team or channel 

members by dragging and dropping it here. Word, Excel, and PowerPoint files 

can also be jointly edited in Teams. Editing can be done even on smartphones, 

tablets, and other devices that do not have Microsoft Office installed, so this 

function is particularly useful when traveling or away on business. 

 

 

 

 

New Chat 

Switch to videoconferencing 



Teams has many other functions that have not been introduced here. It can also 

be connected to a variety of external apps and services, and there are many ways 

to customize it to suit your needs and make it easy and convenient to use. The 

trick to getting the hang of Teams is to test out the many options and tools 

available, even if you're just fiddling around. Please find what works best for 

you, and share any tips and tricks you discover with others. 


