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Lesson 4

CUSTOMIZING CHANNELS



Lesson 3: Customizing Channels

In this lesson, you will learn how to:

e Customize channels
e Add tabs to a channel



Topic A: Customizing Channels

In this topic, you will learn how to:

e Rename a channel

e Access the channel’s email address and SharePoint
ink

e Delete a channel



Presenter
Presentation Notes
Once you start creating channels, you may want to customize them to make them more relevant to you. In this topic, we will learn about some of these features.



Topic 4-A

Renaming a Channel

Open the channel page

Click the ellipses next to
Its name

Click “Edit this channel”

=

é

= ‘ @ News and Events (Seatt X | +

O m G hitpsy/teams.microsoftcom;_#/convers

News3%20and%20Events?threadld=19:12631413274d4fe49

Search or type a command

Favorites

Seattle Office

Seattle Office > News and Events # =

Genera AT
[l Delete tts channel

News and Events

More

8 Add team

Connectors

a %

Follow this channel

Open in SharePoint

(O

Get email address

! . '! o Getlink to channel
1
N 7

\ 4

Let's get the conversation started

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

Start a new conversation. Type @ to mention someone.

2 O0BB G -

Public = No classification



Presenter
Presentation Notes
You can also access this menu by moving your mouse over the channel’s name in the task pane and clicking the ellipses that appears.
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[ ]
B a ‘ 5 News and Events (Seatt X ‘ + ~ _ o x
& O o O hitpsy/teams.microsoft.com News3%20and%2 9:1263 %2

“ Search or type a command

Fevertes Seattle Office > News and Events ® - Al oCTmizim
B) seattie Office
Conversations  Files  Wiki  +
General (SN

News and Events

° ° ° More
' Edit "News and Events" channel in “Seattle Office” team
Channels are key to organizing team collaboration. Name 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 overview
Channel name
Marketing News and Events
wnere you can cnange e
News from our Marketing team!
rted
C aI lI Ie I Ial I Ie aI l OI - ! =
[ ] [ ]
2 Add team ) B G o B

<//teams.microsoft.com

* Once finished, click “Save” - —

“Z Search or type a command

et Seattle Office > Marketing News and Events & - Publc | No cassfication
Seattle Office
. Conversations  Files Wiki T
Genera O ETEIES

Marketing News and Events

* The change will be applied
and noted in the channel

More

2 8¢
\I/v

Let's get the conversation started
Try @mentioning the people you want to participate in this channel

———p E  John Smith changed channel name from News and Events to Marketing News and Events.

Start a new conversation. Type @ to mention someone.

&' Add team

B & - >




Topic 4-A

Accessing the Channel Email Address and Link

You will also see links in the More Options menu to
get an email address and link to the channel:

B a ‘ @7 Marketing Newsand Ev X | + X

— [m]
< = O m & hiipsy/teams.microsoft.com/ #/ 494 bid = 4Lo®

“ e

arket

Favorite: ) . ) .
e Seattle Office > Marketing News and Events # T Public No classfication
Seattle Office
Coners Conversations  Files Wiki & Edit this channel
Marketing News and Events W Delete this channel
4 Connectors
More
& Follow this channel

Open in SharePoint

Get email address

% @]e

Get link to channel

%0

Let's get the conversation started
Try @mentioning the people you want to participate in this channel

B John Smith changed channel name from News and Events to Marketing News and Events.

Start a new conversation. Type @ to mention someone.

A OB B S - S

+

&5 Add team



Presenter
Presentation Notes
The link to the channel provides users with direct access to it, while the email address will allow users to post to the channel by sending a message to that address.
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Accessing the Team’s SharePoint Page

* When you create a team, an Office 365 group and
SharePoint site are automatically created

* You can access this site from the More Options menu

B 4a Marketing News and Ev X ~ — o X
9
& = O @ B https://teams.microsoft.com/_#/conversations/Marketings620N ews% 2 did=

Search or type a command

et Seattle Office > Marketing News and Events # -~ potc oo denlcation
Seattle Office
c Conversations  Files Wiki & Edit this channel
Geners oIt mans

Delete this channel

[E])

Marketing News and Events
40 Connectors
More
B2 Follow this channel
B> Open in SharePoint

£ Get emaitdddress

! . 'a & Getlink to channel
Wy
\ | ST

Let's get the conversation started
Try @mentioning the people you want to participate in this channel

& John Smith changed channel name from News and Events to Marketing News and Events,

Start a new conversation. Type @ to mention someone.

25 Add team A @ © @B G o B
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Accessing the Team’s SharePoint Page

This will open the SharePoint group site in a new tab or
window:

L= | ﬁ Marketing News and Events | H'D Seattle Office - News ar X | 4+ ~ — [m] X

< > O m ) https//acmewidgets sharepoint.com/sites 9620Documents/Forms/Allitems.asp:

Office 365 8 John Smith
PO Search N . a
Seatt‘e Oﬁc\ ce 3¢ Not following  Group conversations
Home Public group £ 3 members
Conversations
-+ New ~ T Upload ~ |& Share @ Copylink £g Sync  --- = All Documents 7 @

Documents

Shared with us
Documents > News and Events

Notebook

Pages [ Name Modified Modified By +

Site contents

Recycle bin

& Edit

This falder is empty

Drag files here to upload.

Feedback

Return to classic SharePoint
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Deleting a Channel

You can access this command from the ellipses menu:

B 8 | fF Marketing Newsand Ev X | + - ] *
& = O n ) hitps//teams.microsoft.com/ # Events?threadid
Eq Search or type a command
Faverites Seattle Office > Marketing News and Events # - pubicllio chsrication
Seattle Office
Conversations  Files Wiki & Edit this channel

Genera ——
Marketing News and Events [ Delete this channel
48 Conney

E Follew this channel

More
B> Open in SharePoint
&1 Get email address
a & Getlink ta channel
k2t
| P

/

Let's get the conversation started

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

& John Smith changed channel name from News and Events to Marketing News and Events.

Start a new conversation. Type @ to mention someone,

&5 Add team A & O @ B Gt e B




Topic 4-A

Deleting a Channel

B a ‘ @5 Marketing Newsand Ev X | +

* When you click this command,
you will be notified that all
conversations will be deleted,
although files will still be
accessible from the sidebar
Icon

Favorites
B seattie Office
General

Marketing News and Events

More

& Add team

< > O @ 5 https://teams.microsoft.com/_#/conversations/Marketing%20News%20and%20EventsTthreadid=19:1263

Search or type a command

Seattle Office > Marketing News and Events & -

Conversations  Files Wiki  +

Delete "Marketing News and Events" channel from "Seattle
Office” team

Are you sure you want to delete the channel "Marketing News and Events"? All
conversations will be deleted. Your files are still accessible here.

Let's get the conversation started

Try @mentioning the people you want o participate in this channel
Today
= John Smith changed channel name from News and Events to Marketing News and Events.

Start a new conversation. Type @ to mention semeone.

A ¢ QBB S -

413274d4fe404 * o LB

o

Public | No dlassification

X

* Click “Delete” to complete the
operation




Topic B: Adding Tabs to a Channel

In this topic, you will learn how to:

e Add, rename, and remove tabs
 Use tab conversations


Presenter
Presentation Notes
Another way you can customize channels is by adding or removing tabs. By default, each channel has tabs for Conversations, Files, and Wiki, but these can be modified or removed as necessary.



Topic 4-B

Adding a Tab

To add a new tab to a channel, click the plus sign at
the end of the tab list:

B < ‘ [ Events (Seattle Office) | X ‘ + - _ O %
httpsy//teams.microsoft.com/ #/co Events?threadid=19: = 4
P I~
- e
v
Favorites H Seattle Office > Fvents & - Public | No classification
n Seattle Office
c | Conversations  Files Wiki T
eneral —
Events
More
0 -
A 4
Let's get the conversation started
Try @mentioning the people you want to participate in this channel
= John Smith changed channel name from WDX 2025 Conference to Events.
Start a new conversation. Type @ to mention someone.
& Add team A & O @ B St o B
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Adding a Tab

oose the app you want to add

B = | @ Events (Seattle Office) | X ‘ + -« _ o x

<& o O (Y & httpsy/teams.microsoft.com/ #

Search or type a command

Favorites Public | No classification
Add a tab X
' Seattle Office
Turn your favorite apps and files into tabs at the top of the channel. ISsar(h Q
General
Events
Tabs for your team
More
E s QT @3
||l|
Forms OneN PDF Planner Power Bl PowerPoint
SharePoint Stream Website
All Tabs
nel
Adobe Cre...  Adobe Sign Asana Bitbucket Calendar B... Empsense

Erochand h Fittab Haldor Pla Hontenita iGlaha (R

5] Add team &, @ @ @ =l @1 e =3



Presenter
Presentation Notes
You can choose from Microsoft apps, websites, PDF documents, and third-party add-ins. Here, we are adding OneNote:



Topic 4-B

Adding a Tab

* You will be prompted to

specify settings

* Here, we are creating a new

notebook just for this
purpose

 We will also post to the

channel to let everyone

know about the new feature

B a ‘ G Events (seattle Offi

< > 0O @
Favorites
General

Events.

More

B sereoffice

ice)| X ‘ + v — (m] x
£ hitpsy teamsmicrosoft.com) & e = 4 2
“ Search or type a command =
H Seattle Office > Events & Public | No classification

Conversations  Files Wik +

OneNote About X

B Use OneNiote notebooks to callaborate on digital content and share it with
your team.
Learn more

(®) Create a new notebook Notebook name

Event Ideas

Browse notebooks

Paste a OneNote link

rted
Post to the channel about this tab his channel
Start a new conversation. Type @ to mention someone.
& Add team b G © B G o B
B = ‘ @ Events (Seattle Office) | X ‘ + v - o x
~ - O @ B httpsy/teams.microsoft.com/ #/tab::170
¥ Search or type a command
Favorites H icati
H Seattle Office > Events # - Public | No classification
eattle Office
Conversations  Files Wiki Eventldeas~ + 8 . 0 O
General =
Events -
Home Insert Draw View Open In OneNote Saved
More
>

& Add team

Friday, March 16, 2018 10:51 AM
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Using Tab Conversations

Custom tabs have a Conversation option, just like
wiki pages:

B «j‘m Events (Seattle Office) | X | 4 =~ = (m] X

< = O o ) httpsy//teams.microsoft.com/_#/tabz1704281130/Events?thread

4 Search or type a command

Favorite: H if i
avorites E Seattle Office > Events & - Public No classification
. Seattle Office

- Conversations  Files Wiki Eventldeas~ =+ %J ) [ o=

Genera —

Fvents Home  Imsert  Draw  View  Open In OneNote ~

M 1051AM
More N e  Tabconversation has begun.

m; Event Ideas
Friday, March 16, 2018  10:51 AM

& Add team

3 5 A ¢ OB B -

Sl
v




Topic 4-B

Using Tab Conversations

e Allows team members to talk about tab’s contents

 |nformation will be stored in the channel, but
linked back to the source

* Manage these automated posts in the same way
as regular channel messages

B <« 5 Events (Seattle Office) | X | + v - (m] x B 4 ‘ @ Events (Seattle Office) | X | 4 o = (] >
& = 0O o () https:/teams.microsoft.com/_# rents?threadid=1¢ 82fc6 8« ¥ = L' - &~ - 0O m B hitps://teams.microsoft.com/_# nts?threac
g G E O e : S L
Favorite: . . P Favorites . . P
auorites ﬂ Seattle Office > Events # Public | No classification avorites ﬂ Seattle Office > Events # Public | No classification
B seoreorice B seoreofice
Conversations  Files Wiki Eventldeas + Conversations  Files Wiki Eventldeas +
General — General —
Events Bl John Smith changed channel name from WDX 2025 Conference to Events. Events Bl John Smith changed channel name from WDX 2025 Conference to Events.
Today Today
More Mare
John Smith 10:51 &AM A7 | Johnsmith 1051 A1 @ AN]
Tab conversation has begun. 9 Tab conversation has begun.
f Delete
m; Event Ideas mi Event Ideas @ Mark as unread
70, John Smith 10:53 AM T, John Smith 10:53 AM
“l&@ Great idea! |'ve added sections for Social and Corporate. /& Greatidea! I've added sections for Social and Corporate.
« Reply & Reply




Topic 4-B

Renaming a Tab

* Click the drop-down arrow next to it and click

* Type the new name and clic

“Rename”

B 49 ‘ [ Events (Seattle Office) | ‘ + v

< - 0O @

Favorites
n Seattle Office
Genera

Events

E] hitpsy//teams.microsoft.com/_#/tab:17

— [} bas

Search or type a command

H Seattle Office » Events & -

Conversations  Files Wiki  Event Ideas v

Home Insert ) =0 Rename

> @ Remové

Friday, March 16, 2018  10:51 AM

Public | No classificatin
+ 5 .2 0O

10:51 AM
Tab conversation has begun.

Event Ideas

10:53 AM
Great idea! |'ve added sections for
Sacial and Corporate.

K “Save”

= | @5 Events (Seattle Office) | ‘ + v

< > 0O @

B hitpsy//teams.micrasoft.eom/ #,

@ Search or type a command

F: ite
e B Seattle Office > Events & -
B sestveofice
Conversations Files Wiki Eventldeas~ =+
General EEn T CeIER
Ezs Home Insert Draw  View  Open ln OneNote =
More N

Friday, March 16,2018  10:51 AM

Rename Event Ideas
Tab name

Brainstorming Notebook

Public = No classificatien

8 . 0

10:51 AM
@  Tab conversation has begun.

0:53 AM
sreatideal I've added sections for
«ocial and Corporate.

=

Reply

, A COBE & -

[

=k




Topic 4-B

Renaming a Tab

The change will now be applied:

& = | ¢ Events (Seattle Office) | x | 4+ — O X

& = O m ) httpsy//teams.microsoftcom, #/tab:1704281130/Events?threadid=19:f04627f366734e0fb50d82fc6955b5b@thread.skype 7,‘5{ }"E 7 = -

-

Favorites E Seattle Office > Events #® - Public No classification
- Seattle Office
Genera Conversations  Files WikilBrainstorming Motebook ~ |_ 5 O O

Events

®

Home Insert Draw View Open In OneMote A 10:51 AM

More 3 "'y  Tab conversation has begun.

m' Event Ideas
Fl'idi&f, March 16, 2018 10:51AM

AW, 10:53 AM

- g. Great idea! I've added sections for
Social and Corporate.
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Removing a Tab

* To remove a custom tab, click the drop-down
arrow next to it and click “Remove”

e (Click Remove to com

® a ‘ 5 Events (Seattle Office) | X | + v

€ > 0 @ 6w

Favorites

Bl seette Office
General
Events

More

teams.microsoft.com/_#/tab

Search or type a command

ﬂ Seattle Office » Events

Public | No classification

Conversations  Files Wiki Brainstorming Notebook v+ SV O e

Home  Insert  Draw =P Rename

> (]

. 1051 AM
g Tab conversation has begun.

10:53 AM
- Great ideal I've added sections for
Social and Corporate.

Friday, March 16,2018  10:51 AM

olete the operation

® a ‘ 5 Events (Seattle Office) | X | + v

€ > 0 @ 6w

Favorites
Bl seette Office
General

Events

More

teams.microsoft.com; #/tzb

Search or type a command

ﬂ Seattle Office » Events #® -

Cor Files  Wiki v+

Home  Insert  Draw  View  Open In OneNote

Remove Brainstorming Notebook

The "Event Ideas” tab will be permanently removed. This will not delete the
OneNote notebook.

a 10:51 AM

~ab conversation has begun.

0:53 AM
sreat ideal I've added sections for
‘ocial and Corporate.

==

Reply

A2 OB

B &

&
v



Presenter
Presentation Notes
Note that you can rename and/or remove the Wiki tab, but not the Conversations or Files tabs.
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