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Microsoft Teams is a digital platform that allows you to use
conversations, meetings, files, and applications all in one
place.

You can click the link below to obtain detailed information
about Microsoft Teams:
https://www.microsoft.com/tr-tr/microsoft-teams/log-in

You can download Microsoft Teams to your computer or
mobile device, or use it directly through your web browser
without downloading.

What is Microsoft Teams?

Getting Started with Microsoft Teams

https://www.microsoft.com/tr-tr/microsoft-teams/log-in
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Downloading Microsoft Teams

You can download and install Microsoft Teams on your 
computer or mobile device.

Click the link below:
https://www.microsoft.com/tr-tr/microsoft-
teams/download-app

This guide will proceed using the Download for 
Desktop option.

1. Adım

1

https://www.microsoft.com/tr-tr/microsoft-teams/download-app
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Downloading Microsoft Teams

To continue installation for desktop devices, click:
“Download Microsoft Teams for Windows”

2. Adım

2
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Downloading Microsoft Teams

Run the downloaded file to install the program on your computer.

3

4

5

4. Adım 5. Adım3. Adım
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Installing Microsoft Teams

8. Adım6. Adım

8

When the sign-in screen appears, the installation is complete.

7. Adım
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Signing In to Microsoft Teams 

1. Adım 3. Adım2. Adım

Enter the Microsoft Teams account credentials provided by your university’s Department of Information 
Technology.
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Microsoft Teams Home Screen 

You can privately message your friends from 
this section, send images, videos, files, etc., 
and view files shared with you, events, your 
organizations, and your previous messages.

From this section, you can view the calendar, 
create your own schedule, and organize an 
online meeting at any date and time you 
choose.

From this section, you can access other 
Microsoft applications.
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Microsoft Teams Home Screen

Chat Tab
From the Chat section, 
you can start a new 
conversation or access 
existing chats. You can view all conversations 

here. Online meetings will appear in 
the chat section, and you can 
access the details from within 
the conversation. 

You can access the video of the 
recorded meeting from here.
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Microsoft Teams Home Screen

Calendar Tab
From the Calendar 
section, you can 
schedule future online 
meetings or start 
instant meetings.

Start an instant meeting

Schedule a meeting
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Creating a Meeting

Instant Meeting
To create an instant meeting:
Select “Meet Now” from the 
Calendar tab.

1

2 Copy the meeting link and 
share it with participants.
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Creating a Meeting

Instant Meeting

2

3
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Creating a Meeting

Scheduled Meeting
Click “New Event” in the 
Calendar tab.
After entering the meeting 
details, click “Save.”

Meeting title

At least one participant must be added 
(otherwise, no meeting link is generated).
You may add your own email address.

Start and end time

1

2

3
4

5
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Changing Meeting 
Options
After creating the meeting, click on it to 
modify settings.

From “Meeting Options”, you can change 
permissions.

In the Meeting Access section, participants 
selected under
“People who bypass the lobby” can join 
without waiting for approval.

After making changes, click “Apply”.

2

1

3

Creating a Meeting
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Sharing the Meeting Link

Scheduled Meeting
Right-click the meeting in your 
calendar and select
“Share meeting link.”

At least one participant must 
be added to generate the link.

1

At least one participant must be added 
(otherwise, no meeting link is generated).
You may add your own email address.
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Sharing the Meeting Link

Share the link to your scheduled 
meeting

You can also copy the meeting 
details and share the link from 
there.

At least one participant must be added 
(otherwise, no meeting link is generated).
You may add your own email address.

2

1
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Starting the Meeting

To start the scheduled 
meeting, hover over the 
meeting you created in your 
calendar and select “Join with 
Teams”. Then click the “Join 
now” button to start your 
meeting

2

1
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Starting the Meeting

As an alternative method, you 
can start your meeting by 
clicking on the scheduled 
meeting and selecting the 
“Join” button.

2

3

1
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Meeting Controls

During the meeting, you can 
view participants, share your 
screen, and turn your camera 
or microphone on and off.

You can turn your microphone on or off.

You can turn your camera on or off.

You can view the participant list.

You can share your screen.
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Meeting Controls

To share your screen or 
presentation with other 
participants in the meeting, 
click the “Share” button in the 
application.

To share your entire screen, 
select the “Screen” option.

If your content includes audio, 
enable the “Include computer 
sound” option.

If the content you are sharing contains sound, 
make sure the “Include computer sound” option is 
enabled.

Screen Sharing
1

If you choose to share your entire screen, ! keep in 
mind that everything on your screen will be visible.

2

Keep in mind that sharing your entire 
screen will make all data on your computer 
visible.
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Meeting Controls

If you want to share only a 
specific file, select the 
corresponding window from 
the “Window” section. During 
this sharing, only the selected 
window will be visible to the 
meeting participants.

If your shared content includes audio, enable the 
“Include computer sound” option.

1

To share only a specific file, select the 
corresponding window from the “Window” 
section.

2

If you switch between windows, the other 
windows will not be visible to participants.

3

Screen Sharing
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To record the meeting, click 
“More”.
Check “Record and transcribe” 
and click the “Start recording” 
button to begin recording your 
class video.
In the pop-up window, select 
Turkish as the language and 
click “Confirm”.

1

23

3

Starting the Recording

Creating a Meeting Recording
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To stop recording the ongoing 
meeting, click “More”.
Check “Record and transcribe” 
and click the “Stop recording” 
button to end the recording of 
your video.

Stopping the Recording 1

23

Creating a Meeting Recording
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To share a recording of a meeting 
conducted via Microsoft Teams, 
you can access the meeting 
details from the “Chat ” tab in the 
Teams application. After selecting 
the relevant meeting, open the 
recording in your web browser.

You may be asked to sign in again 
with your Teams account.

1

2

3

Sharing the Recording 
Link

Sharing the Meeting Recording
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To share the video, click 
the “Share” button in the 
top-right corner, then 
select “Share” in the pop-
up window.
Next, click “Settings” in the 
window that opens.

Sharing the Recording 
Link 4

6

Sharing the Meeting Recording

5
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In the Link Settings 
window, select the sharing 
group.

Sharing the Recording 
Link

7

8

Select “People in ktun.edu.tr” for access restricted 
to the university.

Select “Anyone” if you want everyone to have 
access, regardless of internal or external users.

Select “People with existing access” to share only 
with users who already have permission.

Select “Specific people” to grant access to 
particular users by entering their Teams account 
information.

Sharing the Meeting Recording
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In the “Other Settings” 
section, you can determine 
what actions recipients can 
perform with the shared 
video.

Sharing the Recording 
Link

7

8

“Can edit” — Allows recipients to edit the video.

“Can view” — Allows recipients to view the video.

“Download” — The video can be viewed by 
recipients but cannot be downloaded.

Sharing the Meeting Recording
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After selecting the user 
group and configuring other 
settings, click “Apply”.

Click “Copy link” to share the 
generated link.

Sharing the Recording 
Link

7

8

9

Sharing the Meeting Recording
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To download a video of a 
Microsoft Teams meeting, 
access the meeting details from 
the “Chat” tab.

Select the relevant meeting and 
open the recording in your 
browser using your Teams 
account credentials.

1

2

3

Downloading the 
Meeting Recording

Sharing the Meeting Recording
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Use the “Download” option to 
save the meeting recording to 
your device.

Downloading the 
Meeting Recording 1

Sharing the Meeting Recording
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