
 
 

 go.fresnou.org/edtech @FresnoEdTech: 

You can create your own custom team and quickly add students or staff by 

providing them with a join code. Here are the steps: 

Step 1: Open the Teams  desktop app or go to Office 365 and click Teams 

Step 2: Click Join or Create Team  Step 3: Click Create team 

 

Step 4: Select a Team type (Class is used by Teachers and Students) 

 

Step 5: Type in a team name, select a Privacy option, and click Next 
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 go.fresnou.org/edtech @FresnoEdTech: 

Step 6: You can search for people by name and add them here, or you can click  

Skip and add them later. 

 

 

To add more members or provide a Join Code: 

Step 1: Click on the More Menu next to the Team name and click Manage Team. 

 

Note: To add an outside guest, type 

in their complete email address. 
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 go.fresnou.org/edtech @FresnoEdTech: 

Step 2: Click Add member 

 

Step 3: To provide a Join Code, click Settings 

 

Step 4: Click Team Code then click Generate 

 

Step 5: Share the code with your audience. Click Full Screen if you are projecting. 

 

Step 6: Tell your audience to open the Teams  desktop app or go to Office 365 

and click Teams 

Step 7: Tell them to click Join or Create Team 
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 go.fresnou.org/edtech @FresnoEdTech: 

Step 8: Have them type the code into the Join a team with code field, then click 

Join Team. 

 

 

Note: Your team code can be removed in settings to prevent others from joining 

the Team. You can also reset the code when new members need to be added. 
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