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Executive summary 

RETOUCH NEXUS project will use the Microsoft Teams as a tool for project management and 

information flow. It provides a comprehensive platform that enables team members to 

collaborate, communicate, and manage tasks effectively. More specifically, Microsoft Teams 

will be used for: 

 Team Creation: Teams will be created for each Work Package to keep all the relevant 

information, tasks, and conversations in one place. This way, all the partners who 

involved in each work package can easily access all the necessary resources. In 

addition, a general team will be created to host all the general consortium 

interactions. 

 Communication: Teams offers various communication channels such as chat, voice, 

and video calls, making it easy for the RETOUCH NEXUS members to discuss project-

related matters and share updates in real-time. 

 File Sharing: Teams provides a centralized platform for storing and sharing files, 

ensuring everyone has access to the most up-to-date information. 

 Meetings: Teams allows for virtual meetings, which can be used to conduct project 

status updates, or discuss any issues or concerns. 

 

This Deliverable offers a guideline on how the RETOUCH NEXUS Microsoft Teams Channel can be set 

up for the first time (TUM External clients) and a short introduction on  the day-to-day use of Microsoft 

Teams. Finally, two videos are provided to facilitate further the understanding on how to set-up and 

use Microsoft Teams in RETOUCH NEXUS. 
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RETOUCH NEXUS Microsoft Teams Channel User Guide  

1. Setting up the connection for the first time (TUM External clients) 

 

Before following the instructions below, it is necessary to take the following steps: 

1. Install Microsoft Teams for work or School in your computer (Download Microsoft 

Teams Desktop and Mobile Apps | Microsoft Teams)  

* If using the Microsoft Teams Desktop App, the procedure must be done using Microsoft 

Teams (for work and school) otherwise it will not work. Some computers bring “regular” 

teams installed by default but not teams for work and school. It is important to install the 

latter (or use the web app instead).  

 

2. Install Microsoft Authenticator App on your Smart Phone (Download Microsoft Mobile 

Phone Authenticator App | Microsoft Security) 

 

To set up the connection to the RETOUCH NEXUS Microsoft teams, you will first receive an 

email with the following message :  

 

 

https://www.microsoft.com/en-us/microsoft-teams/download-app
https://www.microsoft.com/en-us/microsoft-teams/download-app
https://www.microsoft.com/en-us/security/mobile-authenticator-app
https://www.microsoft.com/en-us/security/mobile-authenticator-app
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Before accepting the invitation, please verify that the invitation is coming from 

tumde.onmicrosoft.com (See the yellow highlighted are in the image above).  

Then, click the button “Accept Invitation”.  

 

You will receive a verification code to your email, which you must insert on the next screen. 

You will then be redirected to the following page: 

 

Please click the accept button.  

You will be redirected to the Microsoft “Apps Dashboard”. You will not be able to access the 

RETOUCH NEXUS Microsoft team just yet. A second level of configuration needs to be 

performed internally at TUM, after that you will receive an additional message like the one 

below. This is not automatic and may require up to 1 day. If you don’t receive the 

configuration email please contact TUM Juan Pablo Henao Henao (juanpablo.henao@tum.de) 

or Maria Vrachioli (maria.vrachioli@tum.de).  

mailto:juanpablo.henao@tum.de
mailto:maria.vrachioli@tum.de
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You will be asked for permission to open the Microsoft Teams App and then click on 

“Open”. Alternatively you can press cancel and “Use the web app instead”.   

 

At this point your Microsoft teams app will load. When it does, please select your 

image/profile on the upper right corner of the application (see image below) and select 

“TUM”. This will redirect you to a TUM version of Microsoft teams. 
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When doing this for the first time the system will ask you to configure a Multi-factor 

authentication token using the Microsoft authenticator smart phone app. Follow the on 

screen instructions to do so.  

Once you have set a Multi-factor authentication method, you will be able to see the RETOUCH 

NEXUS team on the “teams” tab of Microsoft teams. Click to access. You are now a member 

of the team and can fully use all the communication channels and files associated with the 

activities of the RETOUCH NEXUS project.  

You can also refer to the video in the link below for setting up the RETOUCH NEXUS Microsoft 

team for the first time.   

RETOUCH NEXUS Setting UP Microsoft Teams as a external user.mp4 

Hint : Refer to the next section for how to use the channel for day-to-day matters 

(communication and file storage and sharing). 

 

https://syncandshare.lrz.de/getlink/fiBFJeerMsoGWhUiNtaDAZ/
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2. Day-to-day use of Microsoft Teams 
 

Once you have installed Microsoft Teams and have accessed the Teams for the first time (see 

above), you should be able to see the RETOUCH NEXUS Team on the dashboard of your 

Microsoft teams application. Click the icon to open the team.  

 

 

The team dashboard has two components:  

I. a panel listing all the team “channels” (marked in red below) and  

II. the dashboard for the selected channel (marked in green below, showing the 

dashboard for the channel “General”).  

You can click each channel to access its content.  

 

A “channel” within the team is a communication stream and file storage site for a specific 

project matter. The RETOUCH NEXUS Team has seven channels accessible to all users: a 

“General” Channel for general project matters and one channel for each work package. In 

addition, it has a channel only for the WP leaders, with limited access only to them.  

The first functionality of a channel is communication. If you access the “Posts” tab (marked in 

green below), you will access the communication panel of the channel. There you can read 

and answer comments from other team members and post your own comments and 

questions.    
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The second functionality of a channel is file sharing and storage. Clicking the “Files” tab will 

give you access to the stored files within the channel. Here you can browse, open, and save 

the project files. You can also drag and drop files from your computer to save them into the 

channel and share with the team members.  

 

 

 

You can also open and edit files from the channel. To open a file click on it. The file opens by 

default on the Microsoft Teams platform. 

Alternatively, you can follow the menu selection highlighted on the image below. This will 

allow to open the file on your computer Microsoft Office App. The advantage of this approach 

is that it allows you to use the full functionality of office app. With an internet connection, 

this will also allow you to work collaboratively and concurrently on the same file with other 

team members. After you save and close the document, the progress will be saved to the 

teams channel and the project Share Point site. 
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You can also refer to the intro-video in the link below for learning the basics on how to use 

the RETOUCH NEXUS Microsoft team for day-to-day matters.   

RETOUCH NEXUS Microsoft TEAMS tutorial - day to day matters.mp4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://syncandshare.lrz.de/getlink/fiBFJeerMsoGWhUiNtaDAZ/

