
 
 

Teams 365 Student User Guide 
 

Phases 1-5 and Final Dissertation Edit 
 



Upon entry into the Doctoral Program, doctoral students will have a Teams 365 account 



 
3. Once you click on the Teams 365 icon, you will be taken to your designated Portfolio 
– CDS Dissertation [you should see your name indicated]. Students are the owners of 
the Team. Students add or delete faculty and/or dissertation committee members to the 
team. 
 
4. To add a faculty member, click on the ellipses at the top of the Portfolio and select 
Add member. Use faculty members’ @email.phoenix.edu email addresses only. 

 
 
 
5. Student and/or faculty can post to conversations, upload files (please use .docx files 
only) or add additional tabs to the Team (see Bonus Material). When sending 
conversations, follow the directions as outlined in the Conversations section. 

 
 
 



 
6. Selecting names from the Conversation @ menu to send an email and link directly to 
the team members’ @email.phoenix.edu email addresses.  
 

 
 
 
7. To upload a file specific to a Phase, click on the Files tab. (Use this process for each 
Phase to which you wish to submit a draft for review. For Final Dissertation Edit, use 
Phase 5 folder.) 

 
 
 



8.  Then, select the Upload button. Please only upload files with .docx extensions for 
Teams 365 compatibility purposes. You can covert .doc files by resaving the document. 
If unfamiliar with how to convert .doc to .docx files, please watch this 1 minute and 44 
second YouTube video. 

 
 
 
9.  After uploading a file for faculty review, please advise team members that the 
document is upload and in what Phase. Uploading a document should be done when 
faculty are scheduled to review the document per the classroom assignment. 

 
 
 
10. Once faculty provide feedback on the document, the student can review comments 
on the document by clicking on the document under the Files tab and selecting Show 
Comments. 

 
 
  



Some best practices for Students and Faculty when using Teams 365: 
�x 



2. Choose which item you wish to add. Website was picked. 

 
 
3. Paste-in the URL and name the Tab. 
 

 



4. And, the Tab appears with the information. 
 

 
 


