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MICROSOFT 365 
APPS

• Portal: office365.acadiau.ca

• Access to all applications, 
anywhere, and on any device

• Allows you to connect, share, 
and collaborate with anyone, 
on any device, with safe and 
secure web and desktop
apps 

• You get a free subscription to 
the Microsoft Office suite on 
up to 5 devices
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Always sign in with your Acadia email address/User ID

If you use the Desktop version, a lot of your login issues go away.

office365.acadiau.ca


TEAMS INFORMATION

Teams is a hub that lets you chat, have calls, 
meetings and collaborate on documents

• Check out the HUB Service Portal for
• Teams How-To’s
• Quick Reference Student Guide
• Technical Success with Teams
• Teams Meeting Best Practices

Download the desktop version

https://hub.acadiau.ca/TDClient/KB/ArticleDet?ID=935
https://hub.acadiau.ca/TDClient/KB/ArticleDet?ID=952
https://hub.acadiau.ca/TDClient/KB/ArticleDet?ID=952
https://hub.acadiau.ca/TDClient/KB/ArticleDet?ID=951


THE “ME” MENU



SETTINGS

• General
• Layout
• Teams Meeting Experience

• Notifications
• Amplify or quiet the noise

• Devices
• Set up your camera and 

microphone

• Calls
• Set up your “voice mail”



SETTINGS -
DEVICES
Check your Audio and 
Camera devices



NOTIFICATIONS



Navigation

Activity & Notifications

Chat

Teams & Channels

Calendar



CHAT



CHANNELS



MEETINGS

• Outlook 
• From the Teams classroom channel
• Link from within ACORN
• The meeting link is the same from wherever 

you access



Join Meeting



TALK TO YOUR PROFESSOR

• Your professor will have online classroom expectations:
• How the meeting will be created
• How to Raise your Hand and ask a question
• How to enter a class (e.g. video/no video)
• Recording of a class
• Back up plan: what happens when you hit a 

technology bump (e.g.  when your internet or theirs 
fails)

• Office Hours
• Teams Classroom Activation



Teams Top Tips

Use the Desktop Version 

Ensure you are logged into your Acadia account rather than a previous non-Acadia Microsoft 365 
Account  

Update your Settings

Enable the “New Meeting Experience” within General Settings

Ask for help
From Technology Services

From your Professor



ts-chat.acadiau.ca

HUB Self Service Portal 
(hub.acadiau.ca)

•Find Answers
•Request Assistance

helpdesk@acadiau.ca

902-585-4357;
1-888-609-3330

Email

@TSAcadia

@AcadiaTS

hub.acadiau.ca

ts.acadiau.ca
• Maintenance Window and Communications

Safety & Security Emergency 
Notifications

HOW YOU GET A HOLD OF US HOW WE GET A HOLD OF YOU





More?

Technology for Learning at Acadia

Welcome to Acadia University

Go to this Sway

https://sway.office.com/WOMmfSWlx98mQ6k1?ref=email
https://sway.office.com/WOMmfSWlx98mQ6k1?ref=email

