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Microsoft Teams is a powerful application in Office 365 that can be used to enhance teamwork through enriched 

collaboration and communication. Microsoft Teams gives your team the opportunity to communicate with fewer 

daily mails and stay organized in one place. 

You’ll get a modern workspace for collaboration, shared files, meeting and conversation center, video and screen-sharing support, 

built-in notifications, bots and a bunch of other smart features.

This guide will help you to unleash your potential with Microsoft Teams.
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Play the video

https://teams.microsoft.com/downloads
https://teams.microsoft.com/downloads
https://teams.microsoft.com/downloads
https://teams.microsoft.com/downloads
https://www.microsoft.com/en-us/videoplayer/embed/RWeqWC?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=
https://teams.microsoft.com/downloads
https://www.microsoft.com/en-us/videoplayer/embed/RWeqWC?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=
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Navigate in Teams

Use these buttons to 

navigate between 

Activity, Chat, Teams, 

Calendar, Calls & Files.

Channels in Teams

Click one to see the files and 

conversations about that topic, 

department, or project.

Start a Chat

Begin a one-on-one 

or small group 

conversation. 

Add Tabs

Highlight apps, 

services, and files at 

the top of a channel.

Use the command box

Search for specific items or 

people, take quick actions, and 

launch apps.

Manage profile settings

Change general settings, 

Theme, your picture, 

notifications and privacy. 

Join or create a team

Find the team you’re looking 

for, join with a code, or make 

one of your own.

Notifications

You can fine-tune what 

notifications you receive and 

how they show up.

Add apps

Launch the Store to 

browse or search apps 

you can add to Teams.

Work on Files

Let people view a file or

work on it together.

Organize teams

Click to see your teams. 

In the teams list, drag a 

team name to reorder it. 

Find personal apps

Add your favorite app 

for yourself or for a 

team.



Get started

The best way to get familiar with teams and channels is to pick a team

and channel and start exploring!

A new Team comes with a lot of stuff. Use what matters

In addition to conversations, you get a SharePoint site and a notebook. 

Then you can add a Planner, a Power BI workspace, website and much more as needed.

Add guests to your Team

Sometimes you'll want to collaborate with people who are outside your organization. Collaborate 

with them in Teams instead of the traditional email, you can add them as a guest. Guests have 

fewer capabilities than team members or team owners, but there's still a lot they can do.
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Teams Channels TabsA Team is a collection of people, conversations, files, and tools all in one place. 

A Channel is a discussion in a team, dedicated to a department, project, or topic. 

A Tab is a tool for content and apps.



Owners

Team owners manage certain settings for the team. They add and remove members, add guests, 

change team settings, and handle administrative tasks. There can be multiple owners in a team.

Members

Members are the people in the team. They talk with other team members in conversations. They 

can view and usually upload and change files. They also do the usual sorts of collaboration that 

the team owners have permitted.

Guests

Guests are people from outside of your organization that a team owner invites, such as partners 

or consultants to join the team. Guests have fewer capabilities than team members or team 

owners, but there's still a lot they can do.

General

Teams

Chat

Calendar

Calls

Files

Apps

Power BI

Top 10 user tips

Every member in Teams has a role, and each one has different permissions. Teams Channels Tabs



Channels are where the work gets done 

Where text, audio, and video conversations open to the whole team happen, where files are shared, and where apps are added.

Files uploaded in Channels are stored in SharePoint

The Files section is the way to work with files in Teams. You don’t need work with SharePoint anymore. Learn more in section about Files.

Send links to documents rather than attachments

One of the advantages of Office 365 is the ability to co-edit documents. Stick to a single file, but it´s a good idea to protect the files with a 

back-up and limit the delete possibilities. Plenty draft copies of a file flying around is now the past.

Track Team tasks with Planner

Add the built-in Planner tab and keep project deliverables, tasks, and reminders in the front of everyone’s mind.

Keep the General Channel for announcements and topics 

You need to have a miscellaneous space. The General Channel is a convenient place for that. 

Channels in Teams are like folders in SharePoint or a shared drive. It’s a way to arbitrarily separate topics that your Team will 

be dealing with. Teams are made up of channels, which are the conversations you have with your teammates. Each channel is 

dedicated to a specific topic, department, or project. Incidentally, each channel gets its own folder for files, further keeping

the Channel topics separate and organized. 
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Keep one Channel for asking meta-level questions

Teams is still new, so there are a lot of tips, tricks, and questions that pop up. Use this space for discussing how you’re working. 

You probably don’t need as many Channels as you think you do

Keep your Channel listing simple to start and allow it to evolve organically. 

Only create Channels when you know you really need them

Try not to end up with too many Channels, which leads to confusion on where to post. So avoid that from the start by not creating a 

Channel unless you really need it.
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Add a tab

Click by the tabs at the top of the channel, click the app you want, and then follow the prompts. 

Use Search if you don’t see the app you want.

Turn your favorite apps and files into the tabs

Pin apps of importance to the front such as Excel spreadsheets, Power BI, websites and more from the +250 apps.
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Tabs highlight the apps, services, and files your team cares about at the top of a channel, so everyone in your team can get to them.



@mention someone

To get someone’s attention, type @, then their name (or pick them from the list

that appears). Type @team to message everyone in a team or @channel to

notify everyone who favorited that channel.

Urgency in conversations is comparable to urgency of an email

Don’t expect an immediate response even if you @mention someone in a 

conversation. Expect the response time to be like if you had sent an email. 

Use the ! button to mark a message as important.

Chats can be one-on-one or in a group

Sometimes you’ll want to talk one-on-one with someone. 

Other times, you’ll want to have a small group chat. In Chat, you can do either.

Channel conversations are public, and chats are just between you and someone else (or a group of people). Persistent chat is the name 

of the game with Teams. It’s a messenger for business to keep things organized, easy-to-follow, and clean. Think of them like instant 

messages in other messaging apps.

General

Teams

Chat

Calendar

Calls

Files

Apps

Power BI

Top 10 user tips



Keep up with information in Teams

Go Activity to watch and respond to your team members activity. 

Catch up on all your unread messages, @mentions, replies, and more.

Share your screen in a chat in Teams

When you're chatting with one or more people in Teams, you can instantly share your screen. 

Go to the chat controls in the upper-right corner and select Share screen button.

Forward emails to Teams for internal discussion before responding via email

Each Channel has an email address. Forward any external emails that require discussion to a Channel to ask for input there. 

It’s a good opportunity to reduce your mail activity.

Respond with emojis

The thumbs-up can be used for acknowledging a message.

Be careful when using Love, laugh, wow, sad, they are often better for less formal messages and private chats.
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Microsoft Teams meeting

Schedule, start or join a Microsoft Teams meeting from your calendar. 

Meetings in Teams include audio, video, and sharing. And because they're online, you'll always have a meeting space and never need a room or 

projector. Teams meetings are a great way to come together with your colleagues and clients both inside and outside of your organization. 

You don’t need to be a member of an organization – or even have a Teams account! – to join a Teams meeting.

Invite guests 

To invite someone outside your organization, type in their email address and they'll get an invite to join as a guest - even if they don't have Teams.

Record your meetings in Teams

Record your meetings in Teams to capture audio, video, and screen sharing activity. The recording happens in the cloud, and is saved to Microsoft 

Stream, so you can share it securely across your organization.

Blur your background in a Teams meeting

Not happy with your backdrop in a video meeting? Try background blur. You’ll appear nice and clear while everything behind you is subtly concealed.

Show your desktop, a specific app, presentation, or any file while in a meeting

Select what you want to share:

- Desktop lets you show everything on your screen.

- Window lets you show a specific app.

- PowerPoint lets you show a presentation.

- Browse lets you find the file you want to show.
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Calls in Teams is the new Skype

Skype for Business will retire on July 31, 2021, which means that Microsoft encourage all new Office 365 customers to start using Teams. 

Microsoft Teams expands on the capabilities in Skype for Business Online by bringing together files, chats, and apps in an integrated app, 

with functionality that enables organizations to move faster and collaborate more efficiently.

Start a call from a chat in Teams

You can make one-on-one or group calls with anyone in your organization directly from a chat without having to host a team meeting. 

These calls are private and won't appear in any team conversation. Entries for the calls will appear in your chat, though.

Add someone to a call in Teams

To add someone new to a group call, select Show participants Add team icon in your call controls, 

then type their name or phone number in the search box.

Make one-on-one or group calls with anyone in your organization directly from a chat without having to host a team meeting. 
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Do you find SharePoint to complex?

Don’t worry! SharePoint in Teams is the engine behind Files, but you don’t have navigate in SharePoint anymore.

Share folders and access 

Share files and folders with other people, grant them access, and limit their edit possibilities. Work on files by yourself or simultaneously with others.

Upload files correct 

If you upload a file into the Files tab in a Channel, it automatically gets saved to SharePoint. 

If you upload a file into a private chat, the file is saved in the uploader’s OneDrive and shared automatically with everyone in the chat.

Work offline and update changes ones

You can work offline and update changes ones you’re back to WiFi.

File Explorer

Tip! If you miss the File Explorer or would like an overview of photos, then ‘Open in SharePoint’ and ‘Sync’ the Channel files to File Explorer.
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Collaboration & Files management



Track Team tasks with Planner - keep project deliverables, tasks, and reminders in the front of everyone’s mind.

Add Apps that makes you work more efficient 
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Groups in Power BI are built on Office 365 groups, too, so now you can add and interact with Power BI groups in your Microsoft 

Teams groups. In your Microsoft Teams channel, you just tap the + sign, then add Power BI as a tab in your channel. Now your 

Power BI report is handsomely displayed in your Microsoft Teams channel. If your team isn't taking advantage of groups in Power BI 

yet, now is a great time to try them. They're a great way to share your dashboards, reports, and datasets with your coworkers. 
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Use the Shift+Enter command to start a new line in Channel and Chat conversations.

Pictures say a thousand words. On desktop use the snipping tool and the Ctrl+V command directly into conversations. On Mobile upload 

your photos to the Teams app.

Use video wherever possible. It really helps who you’re speaking to or meeting with engage with you. It also helps keep everyone focused 

on the call or the meeting rather than multi-tasking to the point of being distracted. 

lay a meeting recording in Teams If you were part of the meeting, go to the chat history in Teams and select ‘Play’ to play the meeting 

recording directly in Teams.

If your organization is set up for it, you can call a phone number directly, even for someone outside of your organization.

Use the command bar to send urgent messages to colleagues while you are in a meeting and don‘t want to change the Video session 

screen to the chat window.

Using Flow within Teams to create workflows easily makes a difference. 

Next time you want to send an email to someone, just send a chat message in Teams if you can. 

Chose your theme – there are 3 options: Default, Dark or High Contrast. 

Look for bots in Apps – They might help you for more efficient.

Here is a top 10 tips from users of Teams. We hope you find some of them useful    
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Download Microsoft Teams

Try it yourself – let us know if you need any help or guidance.

Let’s have an online meetings to discuss your situation

Feel free to book an online meeting trough Microsoft bookings 

– yes, its integrated with our calendar and the meeting will be in Microsoft Teams.

Contact us if you like to know more about Microsoft Teams

+45 70 20 40 09 or hello@toolpack365.com

https://outlook.office365.com/owa/calendar/ToolpackSolutions@toolpack.net/bookings/
https://teams.microsoft.com/downloads
mailto:hello@toolpack365.com

