
Teams – Opening Files Easier (Word, PowerPoint, PDFs) 
 
Teams may open ĚŽĐƵŵĞŶƚƐ͕�ƐƵĐŚ�ĂƐ�tŽƌĚ�ĂŶĚ�WŽǁĞƌWŽŝŶƚ�ĮůĞƐ͕�in your internet browser, e.g., DŝĐƌŽƐŽŌ��ĚŐĞ 
 
dŽ�ŵĂŬĞ�ǀŝĞǁŝŶŐ�ǁŽƌŬƐŚĞĞƚƐ�ĂŶĚ�ƉƌĞƐĞŶƚĂƟŽŶƐ�ĞĂƐŝĞƌ�ĂŶĚ�ĂǀŽŝĚ�ůŽŐŐŝŶŐ�ŝŶƚŽ�ŵƵůƟƉůĞ�ǁĞď�ďƌŽǁƐĞƌƐ�Žƌ�ŽƚŚĞƌ�
ůŽĐĂƟŽŶƐ͕�ƚŚŝƐ�ŐƵŝĚĞ�ǁŝůů�ƐŚŽǁ�ǇŽƵ�ŚŽǁ�ƚŽ�ŽƉĞŶ�ĚŽĐƵŵĞŶƚƐ�ĚŝƌĞĐƚůǇ�ŝŶƐŝĚĞ�ƚŚĞ�dĞĂŵƐ�ĂƉƉ�ŝŶƐƚĞĂĚ͘ 
 

1. Open Teams 

a. /Ĩ�ǇŽƵ�ƐƟůů�ŚĂǀĞ�͞Teams Classic͟�ŝŶƐƚĂůůĞĚ͕�ƉůĞĂƐĞ�ƵŶŝŶƐƚĂůů�ŝƚ 

b. Guide: ŚƩƉƐ͗ͬͬƐƵƉƉŽƌƚ͘ŵŝĐƌŽƐŽŌ͘ĐŽŵͬĞŶ-ĂƵͬǁŝŶĚŽǁƐͬƵŶŝŶƐƚĂůů If ǇŽƵ�ŚĂǀĞ�͞OneNote for Windows 10͟�ŝŶƐƚĂůůĞĚ�


