Accessing an Archived Team

1) You will need to log into your Teams account.
2) Click on “Teams” in the left sidebar.
3) Click on the ellipses (...) in the Teams list

4) Select “Your teams and channels”. 3.

Q. Search (Ctrl+E)
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Note that Teams is currently updating the “Your teams and Channels” view (as

of October 2024). Depending on your version, the instructions differ. Follow the

instruction for the view that most closely resembles your current view.

If you your screen looks like the
image to the right, you already
have the updated view for “Your
teams and channels”.

Please continue on with “Pages 3
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5a)
6a)
7a)
8a)
9a)

Your teams Teams

<

You can identify an archived team by the icon:

To access a Team, just click on the Team name.
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You will see a listing of all your Teams, including both active and archived Teams.
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You can also click on the dropdown arrow and filter by “Archived Teams” as well.

Additionally, you can use the “Search teams” box to search for any Team as well.
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10a) Click on the name of the Channel you want to access. You should now be able to access the Posts
(message board) and Files tab for that channel. Note that all of this will be read only.

11a) To access a different channel, you can click the back button in Teams to get back to the Channels tab of
the Team. Note that you may have to click on it several times to get back to this page. Otherwise, you will
need to repeat the steps above to access another channel.
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5b) You will see a dropdown for “Archived”. Click on the dropdown arrow to expand the section so you can
see all of your Archived Teams. This will include any Team that you were previously a member of.

6b) You will then need to click on the ellipses to the right of the Team name.

7b) Select “Manage Team” from the dropdown menu.
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8b) Click on “Channels” from the menu at the top of the screen.

9b) Click on the name of the Channel you want to access. You should now be able to access the Posts
(message board) and Files tab for that channel. Note that all of this wil be read only.

10b) To access a different channel, you can click the back button in Teams to get back to the Channels tab of
the Team. Note that you may have to click on it several times to get back to this page. Otherwise, you
will need to repeat the steps above to access another channel.
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