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Lesson 1

GETTING STARTED



Lesson 1: Getting Started

In this lesson, you will learn how to:

* Describe what Microsoft Teams is all about
* Use channels and post messages
 Get help in Teams



Topic A: Getting Started with Microsoft Teams

In this topic, you will learn:

e \What Microsoft Teams is
e How to launch Teams
e About the Teams interface

* How to set up a new team, access different teams,
and leave teams

* How to use the desktop and mobile apps for Teams



What is Microsoft Teams?

* A collaborative, cloud-based workspace where

Office 365 users can send messages, share files,
and more

* Teams can be created for a department, a project,
or for anything you like

e Each team has access to channels, which are

places where people can share messages, files,
and more



What is Microsoft Teams?

* Teams can be public or private
* You can be part of as many teams as you like

* You can join or leave teams as needed

* Microsoft Teams also provides additional
communication tools, such as chat, meetings, file
sharing, and more
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Launching Microsoft Teams?

* You will find an icon on the Office 365 home page

and app launcher, or

Enter “teams.microsoft.com”

of your web browser
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The Microsoft Teams Interface
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Creating a New Team

Ensure that the Teams icon is selected from the

sidebar

Click “Create team”

Select a team type

¥
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Creating a New Team

B 4 | 5 Microsoft Teams x I —+
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O @ ) teams.microsoft.com jfr

Search or type a command

Crimmartad tmamnman

Search

Create your team

Collabora with a group of people inside your organization based on project, initiative, or
common I Watch a quick overview

Team name

Description

Privacy

Private - Only team owners can add members e

Create a team from an existing Office 365 group

Cancel Mext

l/ To start, create a te

B Add team
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Creating a New Team

[}
[O create a public team from o
Collaborate closely with a group of people inside your organization based on project, initiative, or

common interest. Watch a quick overview
Scratch . Teamname
L] Seattle Office

Description

* Enter your information, and

click “Next”

W

Privacy

Public - Anycne in your organization can join

Create a team from an existing Office 365 group

Cancel



Creating a New Team

* You will be prompted to add oo
members

* You can add people, groups,
and distribution lists, which
makes team creation quick
and easy

* Asyou type, suggestions will
be displayed
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Creating a New Team

e Let’s add one user

* Once a team member is added, the dialog changes
slightly

Add members to "Seattle Office" Add members to "Seattle Office"

Start typing a name, distribution list, or mail enabled security group to add to your team. Start typing a name, distribution list, or mail enabled security group to add to your team.

5 Jane Gibson % % Add
Pssst! You can add people, groups, and distribution lists from your organization. Pssst! You can add people, groups, and distribution lists from your organization.

Jane Gibson

JGIBSON

Member v X

Skip Close
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Creating a New Team

The team is now created, with the default channel
(General) displayed:

= kﬁ‘ﬁ General (Seattle Office) X | + W — ] x

& = O i) & nttpsy//teams.microsoftcom/_#/conversa * 1“5 7. =&

= SN TRACIIE _

Favorites Seattle Office > General - Public | No classification
Seattle Office ses

e41f47148d52c

ral?threadid=19:2

Conversations ~ Files Wiki +
General —_—

Welcome to the team!

Here are some things to get going...

©

Add more people I | Create more channels I | Open the FAQ

& John Smith has added Jane Gibson to the team.

Start a new conversation. Type @ to mention someone.

e Add team Ar @ © @ [F G1 - B
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Adding Members to Your Team

e Ensure the Teams icon is selected from the sidebar

* Click “Add more people” from the main screen, or
click the ellipses next to the team name and click
“Add members”

PS| | @ General (seattle Office) X | 4+ - (u] X B & ‘ @5 General (seattle Office) X | + - o X
& S0 M £ hitpsy/teams.microsoft.com, #/c hreadid= 1#47148d! & S 0O @ B https//teams.microsoftcom, # d.skype Yo Y= Lo’ -
© Search or type s command ) Search o type 2 command | e
Favorites Seattle Office > General - Public | No classification Favorites Seattle Office > General Public | No classification
Seattle Office + [ seattie Office
Conversations  Files Wiki U Soeeesoesfiles Wiki +
General = General
% Remove favorite
Welcome to the team! % Manage team Welcome to the team!
Here are some things to get going... Bl Add channel Here are some things to get going...
4t Leave the team
& Edit team
& Getlink to team
5 il Delete the team )
Add more people | | Create more channels | | Open the FAQ | Add more people | | Create more channels | | Open the FAQ
g John Smith has added Jane Gibson to the team. é’ John Smith has added Jane Gibson to the team.
Start a new conversation. Type @ to mention someone. Start a new conversation. Type @ to mention someone.
& Addteam A C O @B S o B & Add team A @O @B G - B




Adding Members to Your Team

 “Add members” dialog box will open, which works
the same way as during signup

« Add members, click “Close” to return to Teams
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Changing Teams

* View your teams using the
Teams icon in the sidebar

* Any teams of which you are
a member are listed in the
contextual task pane

B a ‘ @ Microsoft Teams

< > O @

~ Favorites

el

Seattle Office.

Executive Team

Accounting Department

Boston Office

London Office

Marketing Department

Production Department

Add team

X |4+~

B hitpsy/teams.microseftcom/_#/teamDashboard/s:

Search or type a command

Seattle Office * -

This team is for all users located in the Seattle office

Members  Channels ~ Settings ~ Apps
Search for members Q2 members
Name

(50 Jonn smith
-e

Jane Gibson

Title

Public | No classification

£ Add member

Location Role

Member
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Changing Teams

 To search for a team, click
the “Add team” shortcut a
the bottom of the task
ane

* Type your search term(s) in
the search field and press
“Enter”

B a‘m Microsoft Teams x [

< - O 0 B hitpsy/teams.microsoft.com)_# lboard/se ice;

Favorites

Seattle Office

stive Team

More

Accounting Department
B soston Office

London Office

Marketing Department

Production Department

&' Addteam

Search or type a command

Seattle Office * -

This team is for all users located in the Seattle office.

Members  Channels ~ Settings  Apps

Search for members Q2 members

Name Title

| John Smith

Jane Gibson

Public | No classification

Add member

Location Role
Owner ™

Member \/

B a‘m Microsoft Teams x |

& > O @ O hepsyteamsmicosoficom #/d

Favorites

Seattle Office
Executive Team

More

Accounting Department

B soston ofice

London Office
Marketing Department

Production Department

&' Add team

Search or type a command

Suggested teams

Browse and join any of the following public teams

-

Create a team

tee




Changing Teams

* Related results will be displayed, as well as a tile to
add a team

 Move your mouse over the tile to join it (or, if it is
a private team, request to join it)

Public
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Leaving a Team

* Move your mouse over its name,

and click “Leave the team”

 Click “Leave the team”

B a ‘ [ General (Seattle Office) X ‘ + ~

R O R B httpsy/teams.microsoft.com/ #

Search or type a command

Feverites Seattle Office > General -
B8 sesttie Office 5
- Sns  Files Wiki +
General —

# Remove favorite

% Manage team Welcome to the team!

= Add channel Here are some things to get going...

< Add members

.
7 it tean \d
- .
& Getlink to team
il Delete the team —_— s

Add more people |

o

| Create more channels I | Open the FAQ

& John Smith has added Jane Gibson to the team.

Start a new conversation. Type @ to mention someone.

A ¢ OB &

& Add team

Public | No classification

| E‘WGMEG\(SEEMGOWCEJ X+ v

R O R & hitpsy/teams.microsoftcom,
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eadid=

A Search or type a command

Feverites Seattle Office > General -
B8 sesttie Office
Conversations  Files Wiki +
General —

Welcome to the team!

Here are some things to get going...

& YN (O

Leave "Seattle Office" team

"
i)

Are you sure you want to leave the team “Seattle Office*?

Cancel

pen the FAQ

& John Smith has added Jane Gibson to the team.

Start a new conversation. Type @ to mention someone.

A ¢ OB &

& Add team

click the ellipses,

Public | No classification
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Using Microsoft Teams Desktop and Mobile Apps

To download either app, click your profile icon in the
top right corner of the window and click the

appropriate link:

(=] é‘m General (Seattle Office) X | 4 = (u]

< - O 0y £ httpsy/teams.microsoftcom/

17471

Search or type a command

Favorites Take Microsoft Teams with yc the go. Check out bile af - .
ake Microsoft Teams with you on the go. Check out our mobile aj ‘./ \“Jahr\Smlth

Seattle Office 0 Change picture
General Seattle Office » General © Available
Executive Team Conversations  Files Wiki + [ saved
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e £ Settings
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London Office » Download the mabile app
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Start a new conversation. Type @ to mention someone,
& Addteam A C O @B T e >

Search or type a command

Favorites Take Microsoft Teams with you on the go. Check out our mobile apps.

Seattle Office

Seattle Office > General - public | No dlassification

Executive Team

Conversations  Files Wiki +

Welcome to the team!

Here are some things to get going...

a
=
Add more people | | Create more channels | Open the FAQ
& John Smith has added Jane Gibson o the team.

Start a new conversation. Type @ to mention someone

8 Add team A G O @B G o B



Using Microsoft Teams Desktop and Mobile Apps

The mobile app provides a focused ¢ o B
view on the currently selected
content. Here, you can see a channel:




TOPIC B: Using Channels

In this topic, you will learn how to:

 Create, view, and use channels
e Mark a channel as a favorite
 Follow and unfollow channels



About Channels

* A channelis a central place where users can talk
to each other

* By default, a General channel is created for team-
wide communications and announcements

* Microsoft Teams users can also create their own
channels for different topics

* All team members will automatically be added to
all channels
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Viewing Channels

* Move your mouse over the team and click the
chevron to expand it

* Click the channel you want to display

gS) | @5 General (seattle Office) X ‘ + v _ o %

&< - O m

(D hitps;//teams.micrasoft.com/_#/conversations/General?thread|d=19:2cf50386e4147148d52dbcead70344c@thread.skypet hid = 1L »

[ <= | B (1) General (Seattle Offi ‘ +

& — O W (i) httpsy//teams.micros

Search or type a command

Take Microsoft Teams with you on the go. Check out our mobile apps.

Seattle Office > General - Public | No classification

Seattle Office

General

Executive Team Conversations  Files Wiki +

Welcome to the team!

Here are some things to get going...

Fawvarites

b . Seattle Office

Executive Team

Add more people | | Create more channels | | Open the FAQ

& John Smith has zdded Jane Gibson to the team.

Mare

Type your questions here

@ Add team A ¢ O W B G B
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Viewing Channels

The three tabs at the top of the window allow you
to view different aspects of the channel, and can be
customized:

Seattle Office > General -

ions Files Wiki

Welcome to the team!

Here are some things to get going...
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Viewing Channels

e Note the breadcrumb trail at
the top of the window

Welcome to the team!

Here are some things to get going...

* This shows where you are in
the team

* You can click any item to go to
it

* Click the ellipses to access
channel and team options
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Creating a Channel

* Click the ellipses next to the team name and click
“Add channel,” or click “Create more channels” at
the top of the General channel page

e You will see the “Create a channe

III

dialog box

B 4a | @2 General Uohn Smith) [N X | 4 — o

< > 0O m

E| https://teams.microsoft.com/ #/conversa hreadld=

Search or type a command

Favorites

Public  No classification

ﬂ John Smith > General -+

Crmomeatione  Files  Wiki T

Seattle Office

More * Remove favorite

@ Manage team Welcome to the team!

= Add channel
2 Add Ry bers

€% Leave the team

Here are some things to get going...

& Edit team

& Getlink to team

il Delete the team

Open the FAQ

Add more people

Create more channels

=] 'El‘ﬂ?mne'altsaanleuﬁﬁce] |+ o

=

O @

Favortes
B seoweotice

Ceneral
Expcutive Team

More

1ps/ teams.microseft.ooms /o sations/s altthreadid=1! o 11F4 71 484! 3003 44cthread.sky

Search of type 3 command

n Seattle Office > General -~

Conversations  Files Wiki +

Create a channel for "Seattle Office™ team

Channels are key to organizing team collaboration. Hame them by discussion topic
project. role. location. or for fun. so conversations and content are easy to find by
everyone in the team. Watch  quick averview

Channel name

Events

Description (optional)

The place to post about work-related events!

Public | No classfication
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Creating a Channel

* Enter the channel name and description, and click
Add

* The new channel is now created and displayed

B g | [ Events (Seattle Office) | X ‘ + ~

X

- O
< = 0O 0 (D) hitps//teams.microsoftcom/ #/conversations ead skype8t ¥ *= 4 =

g Seerehorpe s commend —

Favarites Seattle Office > Events @ - Public | No classification
Seattle Office

- Conversations  Files Wiki +
Genera

Events 4]
Executive Team

More

\I/v

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Start a new conversation. Type @ to mention someone.

& Add team A G OBDB G >




Pin a Channel as a Favorite

Pin a channel as a favorite, or remove this indicator, by
clicking the pin icon next to the channel name in either
the task pane or the main window:

it n Undergrad Office [EMP]
IT Services [ORG]
General
NC460 Resources
L) Channel notifications
Mark 8 Praject Team [EMP] £z Pin
General £33 Manage channel
Design

&2 Get email address
Digital Assets Web
@ Get link to channel

o) Connec tors

Go to Market Plan

Research and Development




Channel Notifications

Open the channel, click the ellipses next to its name,
and click “Channel notifications”:

General

NC460 Resources

Get email address
Digital Assets Web

L channel notifications
Mark 8 Project Team [EMP] & Pin
General @3 Manage channel
Design =
@

Get link to channel
Go to Market Plan

Research and Development @ Connectors
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Channel Notifications

You can receive a notification when someone posts in

this channel, and the activity will be recorded on the
Activity tab:

< | @5 Events (Seattle Office)| X | +

& = O m () hitps;//teams.microsoft.com/ #/conversations/Events?ihreadid=109:c

le59121ffdad7ft

& Search or type a command

Favorites ﬂ Seattle Ofﬁce > Events * sen Public | No classification
B st ofiice

_ Conversations  Files  Wiki T

Genera _

Events

Executive Team

More

080
@

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Today

Jane Gibson 11:35 AM

o Ourfamily picnic is tomorrow!
« Reply
Jane Gibson posted a new =2

Start a new conversation. Type @ to mention someone. message
o _ Seattle Office / Events
' Add team A GO @B G




Topic C: Posting Messages

In this topic, you will learn how to:

* Post, edit, reply to, and delete messages

* Expand the compose box to access additional
options

 Add files to a message
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Posting a Message

* To post a message, click in the compose box

* Type your message. When finished, press “Enter” or
click the arrow to send it

a ‘ @8 General (Seattle Office) X ‘ + v - o X B & @ General (seattle Office) X | + = O X
< = O M (@ httpsy//teams.microsoft.com/ # < - O @ (@ hitps/jteams microsoftcom, o ¥ L e
“ Search or type a command g SN R0 ] _

Favorites ﬂ Seattle Office > General - e —— Favorites n Seattle Office > General - Public | No classification
B seovvieoffce B seueorice -

— Conversations  Files Wiki + General Conversations  Files Wikl

— Events

! Welcome to the team!
reeutive Team Welcome to the team! Executive Team
. . Here are some things to get going...
N Here are some things to get going... Mere g iy
ore
-
T
Add more people | | Create more channels | | Open the FAQ
Add more people I | Create more channels | | Open the FAQ
O John Smith has added Jane Gibson to the team
& John Smith has added Jane Gibson to the team. B John Smith has created channel Events. Remove favorite.
& John Smith has created channel Events. Remove favorite.
| Welcome to Microsoft Team | 1
——)-  Start a new conversation. Type @ to mention someone. I 8" Addteam A @ @ @ B G e B

&5 Add team b & OB B S o B
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Posting a Message

Once you have created your message, it will appear in
the channel, visible to all members:

B <« @ General (Seattle Office) X | +
& - O m (i) htipsy//teams.microsoft.com/ #/conv i ?threadid skypet * }f‘; L

e

Public | No classification

e B seattle Office > General -
' Seattle Office
Conversations  Files Wiki +
General —
Events Welcome to the team!

Here are some things to get going...
Executive Team e} getgoing

More

Add more people I | Create more channels I | Open the FAQ

Today

& John Smith has added Jane Gibson to the team,

= John Smith has created channel Events. Remave favorite.

A5 | JohnSmith 11:53 Al

[ )5 ] .
| welcome to Microsoft Teams!

© Reply

Start a new conversation. Type @ to mention someone.

A g OB B o

@ Add team




Expanding the Compose Box

Let’s take a closer look at the commands below the
compose box:

he ¢ © [ B g -
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Expanding the Compose Box

= ‘ @5 General (Seattle Office) X | =

(D) httpsy//teams.micrasoft.com/ #/

wook Loe

thread.skype!

< - 0O a

Search or type a command

Public | No classification

Favorites

n Seattle Office

General

Events

Executive Team

More

2 Add team

ﬂ Seattle Office > General ‘-

wiki +

Conversations  Files
——

Open the FAQ

| Create more channels I

Add more people

O John Smith has added Jane Gibson to the team.

John Smith has created channel Events. Remave favorite.

anu?émszgzo"

Add a subject

S]]

'

Paragraph

Welcome to Micr

¢ Q W B

G R
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Editing a Message

* To edit a message you have posted, move your
mouse over it and click the ellipses in its right corner

* Click “Edit” from the menu that opens

— [m] X = ‘ [ General (Seattle Office) X ‘ + ~

R O R (@ httpsy/teams.microsofteom; #/c

B & [ General (Seattle Office) X ‘ + ~

<« = O 0 (D httpsy//teams.microsoftcom,_#/cony

eadid=

al?threar 604147

“4 Search or type a command A Search or type a command

Favorites n Seattle Office > General Public | No classification Favorites H Seattle Office > General - Public | No classification
Bl seotle Office B seotteOffice
Conversations  Files Wiki + Conversations  Files Wiki
General — General —_—
Events Welcome to the team! fente Welcome to the team!
Here are some things to get going... Here are some things to get going...
Executive Team gs to get going B ecctiveTeam 95 to get going
More More
e
ﬂ . -
e
Add more people I | Create more channels l | Open the FAQ Add more people I | Cresate more channels | | Open the FAQ
Today Today
&' John Smith has added Jane Gibson to the team. & John Smith has added Jane Gibson to the team.
B John Smith has created channel Events. Remove favorite. B John Smith has created channel Events. Remove favorite.
A7 | sonnsmith 11:53 AN v ]

| |
-e

0 | sohnsmith 11:53 AM

2 | welcome to Microsoft Teams!

Welcome to Microsoft Teams!

« Reply

) ® Mark as unread
Start a new conversation. Type @ to mention someone.

& Addteam A @ O @ B St o B
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Editing a Message

The compose box will now reopen, with fewer
commands. Simply make your changes and press
“Enter” to update the message:

B <& | @ General (Seattle Office) % | + — o X

& = O m (@) hitps;//teams.microsoft.com/ #/

Pthreadid

Favorites n Seattle Office > General - Public | No classification
B sestteoffice
Conversations  Files Wiki +
General —
Events Welcome to the team!
n Erecutive Team Here are some things to get going...
More

Add more people | | Create more channels | | Open the FAQ

Today
John Smith has addzd Jane Gibson to the team.

& John Smith has created channel Events. Remove favorite.

) Welcome to Microsoft Teamsfand the General channelf
A e OB - i B

 Reply

Start 3 new conversation. Type @ to mention someone.

@ Add team AC O @B G- B
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Replying to a Message

To reply to a message, click the “Reply” link below it:

bl i

' Seattle off|ce > General wse Public | Mo classification

Conversations  Files Wiki —+

Here are some things to get going...

Add maore people Create more channels Open the FAQ

g John Smith has added Jane Gibson to the team.

B John Smith has created channel Events. Remove favorite.

Last read

John Smith 11:53 AM  Edited
5:"'0 Welcome to Microsoft Teams and the General channel!

¢ Reply

b

Start a new conversation. Type @ to mention someone.

A ¢ @ @ B g .- =



Replying to a Message

* Type and send your message

* Your reply will now be visible in the channel,
indented under the original message

o Welcome to Microsoft Teams and the General channel!

Jane Gibson 11:53 &AM

Thank you John! I'm excited to be here 'Z

A ¢ @ @ B gt -

&V

Reply

A ¢ © [ @ ar e
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Adding Files to a Message

To add a file to a message,
click the paperclip icon

Choose where to add the
ile from

rowse to and choose the
e

ick “Open” to start
uploading it

B & @ Events (Seattle Office) | X ‘ + v

- O & D https;//teams.microsoft.com/ # ions/Events?thre:
4 Search o type a command

Favorites ﬂ Seattle Office > Events # Public | No classification
SeatieOffce

Conversations ~ Files  Wiki T

General
Events
Executive Team
More
A 9}
N\ I /7
Let's get the conversation started
Try @mentioning the people you want to participate in this channel

@© Recent

@i Browse Teams and Channels

& OneDive

AU N\ Products, New Beginning" conference next week.
&' Add team A @ O @B S - B

Open X
& v 4 B> ThisPC » Deskiop v ® | Search Desktop y:]

Organize v New folder

”

# " Microsoft Teams . Conference Agenda
Quick access Shortcut w Microsoft Word Document
a 228KB 57.7KB

& Oneliive
Documents
Email attachmen
@ Music

Pictures

[<]

O ThisPC

¥ Network

v

File name: | Conference Agenda

| [ ies
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Adding Files to a Message

® Te ams Wi I | t h en St ) rt t h e Here is the agendsa for the “New Products, New Beginning” conference next week
upload process

L o
. W h f h d t h = ‘ @ Events (Seattle Office) | X | + = o X
e n I n I S e e g re e n &~ > O 0 & https://teams.microsoft.com/_#/conversations/Events?threadid=19:d0des9121ffd4d7fb73c87boobafo19d@thread.skypes: o = 42 -

o Seareh o e s commend
@

[ ] [ ] [ ]
Favorites H Seattle Office > Events # - Public | No classification
B seotteOffice
’ Coneral Conversations  Files Wiki +
Events

[ -

the arrow or press “Enter” 88,

to send your message

|t will then be added to the
channel

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

John Smith 12:05 PM
{05 | Hereisthe agenda for the "New Products, New Beginning™ conference next week.

m; Conference Agenda.doct

Start a new conversation. Type @ to mention someone.

& Addteam A @ O @ B St o B




Topic 1-C

Adding Files to a Message

Users can click the file to view it within Teams:

B 4a | @F DOCKFile viewer | Micn X | 4+

é — O @ E] https://teams.microsoft.com/_#/docx/viewer/teams/https:~2F~2Facmewidgets.sharepoint.com~2Fsites~2FSeattle Office2~ jf‘? {E ;‘Z‘, \ﬁ’

- SO e s commene
mg Conference Agenda.docx . Close g

Conference Agenda
. Dae

7:00 pmto 9:00 pm | Registration and Reception

7:30 amto 8:00 am Continental Breakfast
Opening Ceremonies
Keynote Addresses:
Name, Company 1
Name, Company 2
10:00 amto 10:30 am |Break

8:00 amto 10:00 am

10:30 amto 12:00 pm | Presentation: Sales and Marketing

Lunch
12:00 pmto 1:30 pm Keynote Address:

0H PacE1OF1
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Deleting a Message

Move your mouse over the
message

Click the ellipses on the
right of it
Click “Delete”

You will be able to undo it
for a short period of time

B 8 @ Events (Seattle Office] | X | & - o x
& = 0O @ & teams microsoft.com Eventsithrez 0des912 TB73CETHO0b readdypel: < 7 e

Bl seattle Office > Events # - Rz (oot

Conversations  Files Wiki T

!.a
\I/V

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

Jahn Smith 1205 PH E R

Here is the agenda for the "New Products, New Beginning” conference next week,

ﬂ; Conferan

« Reply

Start a new conversation. Type @ to mention someone.

Add team A COB B S &

a‘m Events (Seattle Office)| X | 4+ .

< > 0O @ B hitpsy/teams.microsoft.com/ ¢,

4 Search or type a command

Favorites n Seattle Office > Events & - Public | No classification
B sese orice
- Conversations  Files Wiki T
Genera ECNErEtions)
Events
Executive Team
More

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

@ | This message has been defeted, Undo

Today

Start a new conversation. Type @ to mention someone.

&' Addteam A COmB S - B




Topic D: Getting Help with Microsoft Teams

In this topic, you will learn:

* How to access the Help Center
* How to find out about new features
* About slash commands and keyboard shortcuts
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Using the Help Center

* To access the Help Center, click the “Help” button
in the lower left corner of the side pane.

* Select “Topics” to ask for assistance or “Training”
to see educational assets

Help Topics Training What's new About

r_ Ao " i L Y | —

ie .
t < M how to pin a channe\| Q

Topics
Training Results for "how to pin a channel”

Show, hide, or pin a team or channel in Teams
What's new ,
| Pin or unpin a channel. Stay productive with pinned channels! Pinned channels stay at the top of the list so you don’t have to hunt them
down. To pin a channel, go to a channel name and select More options > Pin.This ensures that the channel stays at the top of your list.

Hide, mute, or pin a chat in Teams

3

SnggES-t 3 fE'El ture e Pin a chat. You can pin frequent conversations to the top of your chat list. Select Chat to open the chat list. Find the name of the conversation
Lall you want to pin. Then, select More options > Pin. This ensures that the chat stays at the top of your list. If you change your mind, just select it

Gi‘-Jr_—‘ feed back again and unpin it.

Organize your teams list

To pin a channel, go to a channel name and select More options > Pin. To reorder your teams, select Teams, then click and drag the team
name anywhere in your teams list. Want more? Show, hide, or pin a team or channel. Reorder the teams list. Microsoft Teams Quick Start
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Viewing New Features

The “What’s new” tab lets you quickly see new features
and updates, sorted by date:

Help Topics  Training What's new About

) Search help Q

What's new in Microsoft Teams

March 6, 2020
Tag. you're it!

Create tags and assign people to them so you can @mention a group, role, department, etc. Team owners, try it out for yourselves. Go to a

team, select More options *** > Manage tags. Learn more at Using tags in Teams.

February 28, 2020

Have no fear, editing is here!

Have you ever posted an announcement to multiple channels, only to realize you'd fergotten a channel? Or found a typo in your company-
wide announcement? You're in luck, because now you can edit your cross-posts. Just like you'd edit a single channel post, go to More

wew

options > Edit to change the content of your post and add or remove channels.
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Viewing Keyboard Shortcuts

Click your profile icon and click “Keyboard shortcuts,”
or use the Alt + / command:

B a | 3 T-Bot| Microsoft Teams X | 4

€ > 0@ [am

5/ /teams.microsoft.com/ #

Search or type a command

Rezent € T-Bot v

@T-Bot 12:24 PM
& Accessibility support for Microsoft...

Conversation Help FAQ Videos What's new

© Available >
How do | add a team member? [ saved
If you're a team owner, you can easily add new people. From your Teams #57 Settings
and Channels list, just click *** next to the team name, then click Add
members,
This is helpful! Not what | was looking for
>
Today Download the desktop app
Ea] Download the mobile app
Does 1

Sign out

@ T-Bot 12:24 PM
Here's what you need to know

Accessibility support for Microsoft Teams

For information on accessibility support for Microsoft Teams, follow this
link: Accessibility support for Microsoft Teams.

This is helpful! Not what | was looking for

Type your questions here

A OB B =
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Viewing Keyboard Shortcuts

A list of shortcuts will open:

E 4 | B T-Bot| Microsoft Teams | + v — m] X
I O B httpsy//teams.microsoft.com/_#/con
Keyboard shortcuts
Recent
e I;?:;tsibilily g  [lobal
Show keyboard shortcuts Alt +/ Search Alt + E
Mew chat Alt + N Open settings At +G
Open help Alt + H Close/move focus Esc
List Slash Commands Alt+ K
Navigation
Open Activity Alt + 1 Open Chat Alt + 2
Open Microsoft Teams Alt+ 3 Open Meetings Alt + 4
yboard shortcuts?
Open Files Alt + 5 Previous list item Alt + Up
Next list item Alt + Down Previous tab Alt + Left
Mext tab Alt + Right Reorder selected team (up) Ctrl + Shift + Up
Reorder selected team (down) Ctrl + Shift + Down Jump to goto slash command Alt + Shift + G
Messaging
Compose new message C Toggle full editor Alt + X
Send (expanded compose box) Ctrl + Enter Attach file Alt + A
Reply to thread R
See shortcuts for all platforms  Learn about how we make our app accessible =
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Using Slash Commands

B S ‘ [ T-Bot | Microsoft Teams X ‘ + v

< > O @

Microsoft Teams also offers
many text-based commands

Recent

@T—Eot 1224 PM
1o Accessibility support for Microsoft...

These commands let you
perform shortcuts from the
field at the top of the Teams
window

B hitpsy/teams.microseft.eom/ #,

fgoto

Seattle Office

° Event Planning Committee
Teams

e Production Department
\dd
o Marketing Department

Enter the name of a channel or a team |

Events
Seattle Office

rouay

12:24PM
Does Teams have keyboard shortcuts?

TBot 1224 PM
Here's what you need to know

@

Accessibility support for Microsoft Teams

For information on accessibility support for Microsoft Teams, follow this
link: Accessibility support for Microsoft Teams.
This is helpful! Not what | was looking for

Type your questions here

AH OB B B
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Using Slash Commands

Here is a list of the slash
commands currently available
in Microsoft Teams:

Slash Command

Action

/activity View someone’s activity

/available Changes your Teams status to “Available”
/away Changes your Teams status to “Away”
/busy Changes your Teams status to “Busy”
/call Initiate a call

/dnd Changes your Teams status to “Do Not Disturb”
[files See your recent files

/goto Go to a certain team or channel

/help Get help

/join Join a team

/keys View keyboard shortcuts

/mentions See all of your mentions

Jorg View an org chart

/saved View your saved list

/unread See all of your unread activity
/whatsnew Check what’s new in Teams

/who Ask Who a question




Summary

In this lesson, you learned how to use the Teams

interface and its key elements (including teames,
channels, and messages). You also learned how to

get help in Teams.



Review Questions

1. How do you open Microsoft Teams?

2. What command sequence displays a list of
keyboard shortcuts?

3. How do you access Help?

4. You just posted a message and you realize there
is a typo in it! How do you edit it?

5. List one way to create a new channel.
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