Accessing Files in Teams via @tcmi.org

This is atemporary guide for how to access files from Teams and Sharepoint if you have a
@tcmi.org email address and are a staff member. If you are a student or faculty member
looking for our general guide on how to find and open files in Teams, please visit this guide.

Step 1: Click the Account Switcher

1. Click on the account switcher is at the top right of the web page indicated by the
Red Rectangle.

2. Click on the words TCM International Institute fully spelled out.
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Step 2: Visit the TCM International Team
1. Locate the TCM International Institute Team in the left menu and click on General.

2. Clickthe Files tab at the top center of the web page (it’s located below the search
bar).
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| @ General (TCM International In X k+

C (6 com)_? 112527-116¢-45a0-b7d0: 9527IQ.. A e

Microsoft Teams Q_ search

Teams = (7__‘/‘ General posts Signature Generator Microsoft Guide @@ +

Your teams
n Class: Hybrid Learning c m m +

Polly  Freeha Kahoot!  Add tab

(); TCM International Institute

General o

Kaleb Heitzman Yesterday 2:26 PM

Some words...

Hi all, Kaleb here. We're on a journey. Trying to keep up with technology is a 24/7 job and up front | want to recognize that some
of us, maybe most of us, are worn out by it. Change after change, and update after update, it wears us thin. Some of us love
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trying to deal with technology issues post-Covid, because of the the war in Ukraine, as well as trying to get ready for the future.
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Last Step: View the Files List

Currently, everyone has access to the following files provided in the view below.

com/_- 112627-f

Microsoft Teams Q Ssearch

o~
Teams = (z_./‘ General posts Files - Signature Generator Microsoft Guide Q@D +

Your teams T Upload v Editingrid view & Share @ Copylink &3 Sync -+ All Documents v

Class: Hybrid Learning D t G |
ocuments eneral

TCM International Institute
> [ Name Modified - Modified By - + Add column
General

Catalog {  January 31 Kaleb Heitzman
Guides March 9 Kaleb Heitzman
Handbooks ¥ January 31 Kaleb Heitzman

Media { Monday at 9:59 AM  Kaleb Heitzman

Syllabi ' Monday at 7:33 AM  Kaleb Heitzman

& Join or create a team




There is a much larger list of files and folders and we will work with you to gain the correct
access. Your list will contain folders and files that only you and your teammates have
access to without accidentally viewing files that you shouldn’t see and vice versa. This is an
example of other files and folders that you may eventually have access to as needed.
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