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Introduction 
TeamViewer is a software application which allows a user to remotely connect to a Personal Computer 

(PC) which resides in a different location. 

The purpose of this document is to provide a quick user reference guide for TeamViewer installation, 

setup, and use.  

The complete TeamViewer (Version 15) User Guide can be found here: 
https://dl.teamviewer.com/docs/en/User-Guide-TeamViewer-Remote-Management.pdf 
 

Installation 
TeamViewer must be installed on the “host” PC which is the computer into which you want to connect.  

TeamViewer must also be installed on the “client” (or “remote”) PC which is the local computer being 

used for connection into the host PC.  A proper connection can be made when both the client and the 

host PCs have the software running on them at the same time. 

The installation of TeamViewer can be accomplished by following the below steps. 

 

Step 1: Download the installation executable file 
 Visit the TeamViewer web site 

https://www.teamviewer.com/en-us/ 

 

 Click on the Download button to receive the installation executable 

 

 When the download completes, the file will be located in the “Downloads” folder 

 

 

https://dl.teamviewer.com/docs/en/User-Guide-TeamViewer-Remote-Management.pdf
https://www.teamviewer.com/en-us/


3 
 

Step 2: Run the installation executable 
 From within windows explorer, double-click on the TeamViewer_Setup.exe file and follow the 

installation instructions  

 When asked if TeamViewer is being used for personal or professional use, select the personal 

use option. 

 

Setup 
 

Host Computer – Collect ID# and set TeamViewer to start with Windows 
 The TeamViewer installation places a shortcut onto the desktop 

 

 
 

 Locate and double-click the TeamViewer desktop icon on the host computer to open the 

console.  Select Remote Contol on the left navigation menu: 
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 Make a note of the ID# located in the Your ID field (highlighted in blue above).  This ID will be 

needed when trying to connect to this host PC from the remote PC. 

 

 Make sure to select the Start TeamViewer with Windows checkbox (also shown above).  This 

will allow TeamViewer to automatically start up with windows and be readily resident for the 

remote PC. 

 

Create a User Session 
 

Connect to the Host Computer from the Client (Remote) Computer 
 Open the TeamViewer console on the local client (remote) computer by clicking on the 

TeamViewer Desktop  icon 

 

 Select the Remote Control menu option in the left navigation menu 
 

 
 

 In the Partner ID text field, enter the Host ID # (captured in the Host section) 

 Select the Remote Control radio button just below the Partner ID field 

 Click the Connect button 
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Session Menus and Options 
 

Creating Concurrent Connections 
 Once the connection is established successfully, you will be presented with the windows login 

screen on the host PC.  You can proceed by entering your credentials to login. 

 

 In the upper left corner of the session window, you will see the host’s computer name in a tab.  

The gray triangle shown just beneath indicates that this tab is the active tab selected and 

corresponds to the desktop shown in the content window (beneath the tab). 

 

 

 Clicking on the Plus sign (highlighted in yellow below), will allow the user to open a separate 

concurrent connection and session to a different host. 

 

 
 

 Once completed, a second tab will appear and display a different hostname.  The gray triangle 

will indicate to the user which host desktop is selected to appear in the content window.  The 

user can switch between the different host computers by clicking on the tab corresponding to 

that host computer. 

 

 The upper right corner of the session window will display the “free license for non-commercial 

use” indicator in the title bar. 

 

 

Session Window Menu 
 The session menu appears in the top center of the session window and provides functions that 

can be used during the active user session. 
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Hide / Show the Session Menu 
 The “up arrow” (highlighted in yellow below) can be clicked to hide the appearance of session 

menu in the session content window when working on the host computer. 

  
 

 Once hidden, a “down arrow” is shown.  A click on the down arrow would allow the session 

menu to re-appear. 

 
 

 The option to switch to full screen mode is located left of the up/down arrow 

 

Session Menu: Disconnect from the Current Session 

 

 When you have completed all of the intended work on the host computer, you can click on the 

End Session button in the session menu to disconnect the current session and lock the host 

computer. 

 

Session Menu: Home 

 

 The Home menu option provides the user with specific information about the host computer: 

o Processes 

o Performance statistics 

o Security setup 

o Session’s connection statistics 

o Device information 

o System Environment information 

  

Session Menu: Actions 
      

 

 The Actions submenu contains options to end the current user session, lock or reboot the host 

computer. 

 Select the Send key combinations checkbox to use the combinations on the host computer. 
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Session Menu: View 
       

 

 The View submenu contains possible display adjustment options for the following: 

o Scaling 

1. Best Fit option (automatically selected) 

2. Original 1-1 option 

3. Scaled option 

 

o Screen Resolution provides the different screen resolution size display options which 

and indicates the currently selected resolution with a checkmark. 

 

o Switch to full Screen provides the view option to fill the screen to the full size of the 

session window content.  As described above, this option is also available just beneath 

the session menu. 

 
 

Session Menu: Files & Extras 
 

 

 The Open file transfer menu option presents the user with an open “file mover” dialog window 

which contains a file directory from the local (remote) computer (on the left side of the screen) 

as well as a file directory from the host computer on the right side of the screen.   

See screenshot below. 

 

 To transfer files from the local computer to the host computer, you would select the proper 

directories on the local (remote) pc to list the files on the left side.  On the right side, for the 

host computer, you would also select the directory to where the files would be copied. 
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 Once the correct directories are selected, then you would highlight the file(s) to be copied on 

the left (local pc) side and then click the Send button. 

See screenshot below. 

 

 Before the file transfer with directories and files selected 

 

 After the file transfer has completed, the files will be listed on the host (right) side. 
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Transferring files with Cut-And-Paste 
 Rather than use the “file mover” dialog window to copy files from the local computer to the 

host computer, the old fashioned cut-and-paste technique can be used instead. 

 

 On the local (remote) computer, minimize the TeamViewer session window by clicking the 

minimize button in the upper right corner. 

 
 

 Then, while looking at the local computer’s desktop, open windows explorer and navigate to the 

location of the file to be copied over to the host and select it. 

 
 

 Press <Control> C to place the file(s) into the copy buffer. 

 

 Then, maximize the TeamViewer session window on the local computer to see the host 

computer 

 

 On the host computer, navigate to the destination folder where the file is to be placed 

 

 Press <Control> V to paste the file into the host’s destination folder. 

 

 
 

 Note:  To use cut-and-paste or any other key combination, make sure to select the Send key 

combinations checkbox in the Actions submenu as shown in the below screenshot. 

 

 

 

 


