
LEARNING & DEVELOPMENT, HR  1 

 

 

 

 

 

Helpful Tips for Using 

Microsoft Teams 

 

 

 

 

 

 

 



LEARNING & DEVELOPMENT, HR  2 

 

Contents 
MS Teams .................................................................................................................. 3 

Get Started .............................................................................................................. 3 

Teams ..................................................................................................................... 3 

Channels ................................................................................................................. 4 

Team Owners ......................................................................................................... 5 

Notifications and Settings ....................................................................................... 5 

Accessibility ............................................................................................................ 6 

Chat ........................................................................................................................ 6 

Meetings and Calls ................................................................................................. 8 

Files ...................................................................................................................... 11 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LEARNING & DEVELOPMENT, HR  3 

 

MS Teams 
 

Get Started 
 

Sign in and Get Started 

Chat and Share Files 

 

Teams 

 
Learn about teams and channels  

Team owner, member, and guest capabilities  

Video: Go to guide for team owners  

Video: Get your team up and running  

Learn about teams and channels  

Team owner, member, and guest capabilities  

Add members to a team  

Manage team settings and permissions  

View analytics for your teams  

Show or hide a team or channel  

Find more information about a teammate  

Use @mentions to get someone's attention  

Using tags in Teams  

Add content and notes to a team  

Reorder the teams list  

Leave a team  

 

Ways to join a team  

 

Find and join a team  

Use a link or code to join a team  

Create a link or a code for joining a team  

 

https://support.microsoft.com/en-us/office/sign-in-and-get-started-with-teams-6723dc43-dbc0-46e6-af49-8a2d1c5cb937
https://support.microsoft.com/en-us/office/chat-and-share-files-in-teams-d7978db0-33b5-4ad3-93ac-ef0bd3c2a670
https://support.microsoft.com/en-us/office/learn-about-teams-and-channels-5e4fd702-85f5-48d7-ae14-98821a1f90d3
https://support.microsoft.com/en-us/office/team-owner-member-and-guest-capabilities-in-teams-d03fdf5b-1a6e-48e4-8e07-b13e1350ec7b
https://support.microsoft.com/en-us/office/75f9669b-bd8f-457d-b60b-ac2ac9c8ead4
https://support.microsoft.com/en-us/office/get-your-team-up-and-running-702a2977-e662-4038-bef5-bdf8ee47b17b
https://support.microsoft.com/en-us/office/learn-about-teams-and-channels-5e4fd702-85f5-48d7-ae14-98821a1f90d3
https://support.microsoft.com/en-us/office/team-owner-member-and-guest-capabilities-in-teams-d03fdf5b-1a6e-48e4-8e07-b13e1350ec7b
https://support.microsoft.com/en-us/office/add-members-to-a-team-in-teams-aff2249d-b456-4bc3-81e7-52327b6b38e9
https://support.microsoft.com/en-us/office/manage-team-settings-and-permissions-in-teams-ce053b04-1b8e-4796-baa8-90dc427b3acc
https://support.microsoft.com/en-us/office/view-analytics-for-your-teams-5b8ad4b1-af34-4217-aff4-cd11a820b56b
https://support.microsoft.com/en-us/office/show-hide-or-pin-a-team-or-channel-in-teams-91a37043-acea-49b0-9dfc-aec37b2e92b8
https://support.microsoft.com/en-us/office/find-more-information-about-a-teammate-in-teams-34797ba3-e0da-47f6-bc02-04fdfb2cc62c
https://support.microsoft.com/en-us/office/use-mentions-to-get-someone-s-attention-in-teams-eb4f059d-320e-454e-b111-03361d4d6855
https://support.microsoft.com/en-us/office/using-tags-in-teams-667bd56f-32b8-4118-9a0b-56807c96d91e
https://support.microsoft.com/en-us/office/add-content-and-notes-to-a-team-1edae27c-25c8-4c1e-9a6d-c06cfb3e4c44
https://support.microsoft.com/en-us/office/reorder-the-teams-list-afe19b9e-b6e8-4a6b-8627-dddb4f774b65
https://support.microsoft.com/en-us/office/leave-a-team-e481005d-3ec6-4694-b300-375472ba4076
https://support.microsoft.com/en-us/office/find-and-join-a-team-9f284981-39a1-486d-b43d-ab2dcc4c1e0f
https://support.microsoft.com/en-us/office/use-a-link-or-code-to-join-a-team-c957af50-df15-46e3-b5c4-067547b64548
https://support.microsoft.com/en-us/office/create-a-link-or-a-code-for-joining-a-team-11b0de3b-9288-4cb4-bc49-795e7028296f
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Ways to create a team  

 

Create a team from scratch  

Create a team from an existing team  

Create a team from an existing group  

 

Channels 
 

Learn about teams and channels  

Teams can have standard or private channels  

Show channel info  

Show or hide a team or channel  

Team member and guest capabilities  

Customize channel notifications  

Check a channel for notifications  

Delete a channel  

 

Create or manage channels  

 

Create a channel  

Change moderator roles and settings in a channel  

 

Share info in a channel  

 

Send a message to a channel  

Send an announcement to a channel  

Send an email to a channel  

Cross-post a channel conversation  

 

Share between Teams and Outlook  

 

Share to Outlook from Teams  

https://support.microsoft.com/en-us/office/create-a-team-from-scratch-174adf5f-846b-4780-b765-de1a0a737e2b
https://support.microsoft.com/en-us/office/create-a-team-from-an-existing-team-f41a759b-3101-4af6-93bd-6aba0e5d7635
https://support.microsoft.com/en-us/office/create-a-team-from-an-existing-group-24ec428e-40d7-4a1a-ab87-29be7d145865
https://support.microsoft.com/en-us/office/learn-about-teams-and-channels-5e4fd702-85f5-48d7-ae14-98821a1f90d3
https://support.microsoft.com/en-us/office/teams-can-have-standard-or-private-channels-de3e20b0-7494-439c-b7e5-75899ebe6a0e
https://support.microsoft.com/en-us/office/show-channel-info-in-teams-61c3319d-a2c0-4b60-99b9-3226b9e248f9
https://support.microsoft.com/en-us/office/show-hide-or-pin-a-team-or-channel-in-teams-91a37043-acea-49b0-9dfc-aec37b2e92b8
https://support.microsoft.com/en-us/office/team-owner-member-and-guest-capabilities-in-teams-d03fdf5b-1a6e-48e4-8e07-b13e1350ec7b
https://support.microsoft.com/en-us/office/customize-channel-notifications-in-teams-c72b8c07-37e1-4a0b-82c9-fdfda04f15b2
https://support.microsoft.com/en-us/office/check-a-channel-for-notifications-in-teams-56cae2de-69c0-445e-ae7f-7d8f5d205857
https://support.microsoft.com/en-us/office/delete-a-channel-in-teams-973f9014-53db-4165-8ab4-365021fe36b7
https://support.microsoft.com/en-us/office/create-a-channel-in-teams-fda0b75e-5b90-4fb8-8857-7e102b014525
https://support.microsoft.com/en-us/office/create-a-channel-in-teams-fda0b75e-5b90-4fb8-8857-7e102b014525
https://support.microsoft.com/en-us/office/send-a-message-to-a-channel-in-teams-5c8131ce-eaad-4798-bc73-e33f4652a9c4
https://support.microsoft.com/en-us/office/send-an-announcement-to-a-channel-8f244ea6-235a-4dcc-9143-9c5b801b4992
https://support.microsoft.com/en-us/office/send-an-email-to-a-channel-in-teams-d91db004-d9d7-4a47-82e6-fb1b16dfd51e
https://support.microsoft.com/en-us/office/cross-post-a-channel-conversation-in-teams-9c1252a3-67ef-498e-a7c1-dd7147b3d295
https://support.microsoft.com/en-us/office/share-to-outlook-from-teams-f9dabbe9-9e9b-4e35-99dd-2eeeb67c4f6d
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Reply to missed activity emails from Outlook  

 

Team Owners 
 

Create a team from an existing group  

Create a team from an existing team  

Add members to a team  

Accept or deny requests to join a team  

Make someone a team owner  

Change team settings  

Renew a team  

Make a public team private  

Delete a team  

Remove someone from a team  

Archive or restore a team  

 

Manage channels  

 

Set guest permissions for channels  

Change moderator roles and settings in a channel  

 

Add guests  

 

Add guests to a team  

Guest capabilities in Teams  

 

Notifications and Settings 
 

Manage notifications  

Six things to know about notifications  

Troubleshoot notifications for Teams mobile apps  

Fix notification issues in the Android app  

https://support.microsoft.com/en-us/office/reply-to-missed-activity-emails-from-outlook-bc0cf587-db26-4946-aac7-8eebd84f1381
https://support.microsoft.com/en-us/office/create-a-team-from-an-existing-group-24ec428e-40d7-4a1a-ab87-29be7d145865
https://support.microsoft.com/en-us/office/create-a-team-from-an-existing-team-f41a759b-3101-4af6-93bd-6aba0e5d7635
https://support.microsoft.com/en-us/office/add-members-to-a-team-in-teams-aff2249d-b456-4bc3-81e7-52327b6b38e9
https://support.microsoft.com/en-us/office/accept-or-deny-requests-to-join-a-team-94d538c6-e3c8-4471-9780-05c9c5282024
https://support.microsoft.com/en-us/office/make-someone-a-team-owner-09eb80c1-9f3b-4f6c-b6c0-45555d46ee2a
https://support.microsoft.com/en-us/office/manage-team-settings-and-permissions-in-teams-ce053b04-1b8e-4796-baa8-90dc427b3acc
https://support.microsoft.com/en-us/office/renew-a-team-20a9f69d-f336-42bc-8665-c8860a58f716
https://support.microsoft.com/en-us/office/make-a-public-team-private-in-teams-6f324fbc-6599-4612-8daa-ff5d35a746bf
https://support.microsoft.com/en-us/office/delete-a-team-c386f91b-f7e6-400b-aac7-8025f74f8b41
https://support.microsoft.com/en-us/office/remove-someone-from-a-team-91610d8b-c182-4cab-8f31-1ed8d3d316ee
https://support.microsoft.com/en-us/office/archive-or-restore-a-team-dc161cfd-b328-440f-974b-5da5bd98b5a7
https://support.microsoft.com/en-us/office/set-guest-permissions-for-channels-in-teams-4756c468-2746-4bfd-a582-736d55fcc169
https://support.microsoft.com/en-us/office/change-moderator-roles-and-settings-in-a-channel-6ac54758-3440-4f6a-9bd5-cebf97cb7ea6
https://support.microsoft.com/en-us/office/add-guests-to-a-team-in-teams-fccb4fa6-f864-4508-bdde-256e7384a14f
https://support.microsoft.com/en-us/office/team-owner-member-and-guest-capabilities-in-teams-d03fdf5b-1a6e-48e4-8e07-b13e1350ec7b
https://support.microsoft.com/en-us/office/manage-notifications-in-teams-1cc31834-5fe5-412b-8edb-43fecc78413d
https://support.microsoft.com/en-us/office/six-things-to-know-about-notifications-abb62c60-3d15-4968-b86a-42fea9c22cf4
https://support.microsoft.com/en-us/office/troubleshoot-notifications-for-teams-mobile-apps-6d125ac2-e440-4fab-8e4c-2227a52d460c
https://support.microsoft.com/en-us/office/fix-notification-issues-in-the-teams-android-app-ec1c3677-a9e9-4857-a49f-20f4902aa2e5


LEARNING & DEVELOPMENT, HR  6 

 

Explore the Activity feed  

Reorder your teams list  

Change your picture  

Change app settings  

Change the app theme  

Customize the Activity feed  

Favorite a team  

Manage team settings  

Change your status  

Set your status message  

See who's online  

 

Accessibility 
 

Accessibility support for Microsoft Teams  

Switch to high contrast mode  

Use a screen reader  

Keyboard shortcuts  

Answer a call with the keyboard  

Navigate conversations with the keyboard  

Zoom in and out  

Change message font size  

 

Chat 
 

Six things to know about chat  

Start a chat  

Send a message to a channel  

Video: Create and format a post  

Hide, unhide, mute, or pin a chat  

Pop out a chat  

https://support.microsoft.com/en-us/office/explore-the-activity-feed-in-teams-91c635a1-644a-4c60-9c98-233db3e13a56
https://support.microsoft.com/en-us/office/reorder-the-teams-list-afe19b9e-b6e8-4a6b-8627-dddb4f774b65
https://support.microsoft.com/en-us/office/change-your-picture-in-teams-7a711943-9248-420e-b814-c071aa8d9b9c
https://support.microsoft.com/en-us/office/change-settings-in-teams-b506e8f1-1a96-4cf1-8c6b-b6ed4f424bc7
https://support.microsoft.com/en-us/office/change-settings-in-teams-b506e8f1-1a96-4cf1-8c6b-b6ed4f424bc7#bkmk_howdoienablehighcontrastmode
https://support.microsoft.com/en-us/office/explore-the-activity-feed-in-teams-91c635a1-644a-4c60-9c98-233db3e13a56
https://support.microsoft.com/en-us/office/show-or-hide-teams-and-channels-9d999159-4fc3-4f6a-acf0-02d786484734
https://support.microsoft.com/en-us/office/manage-team-settings-and-permissions-in-teams-ce053b04-1b8e-4796-baa8-90dc427b3acc
https://support.microsoft.com/en-us/office/change-your-status-in-teams-ce36ed14-6bc9-4775-a33e-6629ba4ff78e
https://support.microsoft.com/en-us/office/set-your-status-message-in-teams-22e02023-3840-40c7-b701-6676821aeab3
https://support.microsoft.com/en-us/office/see-who-s-online-in-teams-c73fd49c-a2aa-4703-8ab7-7a54b23869d7
https://support.microsoft.com/en-us/office/accessibility-support-for-microsoft-teams-d12ee53f-d15f-445e-be8d-f0ba2c5ee68f
https://support.microsoft.com/en-us/office/change-settings-in-teams-b506e8f1-1a96-4cf1-8c6b-b6ed4f424bc7#bkmk_howdoienablehighcontrastmode
https://support.microsoft.com/en-us/office/basic-tasks-using-a-screen-reader-with-microsoft-teams-538a8741-f21b-4b04-b575-9df70ed4105d
https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2
https://support.microsoft.com/en-us/office/answer-a-call-with-the-keyboard-in-teams-ea4d2ed3-46fc-462c-a86e-11b671543dc7
https://support.microsoft.com/en-us/office/navigate-conversations-with-the-keyboard-in-teams-2c0348da-81e0-4298-8597-846b6647a8a3
https://support.microsoft.com/en-us/office/zoom-in-and-out-of-teams-dc3cd3d8-efb5-4995-8b31-434b3943ba52
https://support.microsoft.com/en-us/office/change-message-font-size-in-teams-1e5ee8cc-ce92-4d11-b853-5e7980981d28
https://support.microsoft.com/en-us/office/six-things-to-know-about-chat-in-microsoft-teams-88ed0a06-6b59-43a3-8cf7-40c01f2f92f2
https://support.microsoft.com/en-us/office/start-a-chat-in-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://support.microsoft.com/en-us/office/send-a-message-to-a-channel-in-teams-5c8131ce-eaad-4798-bc73-e33f4652a9c4
https://support.microsoft.com/en-us/office/create-and-format-a-post-e66777da-636b-49eb-9408-b0d88b212885
https://support.microsoft.com/en-us/office/hide-unhide-mute-or-pin-a-chat-in-teams-9aee02ef-713d-495b-8a73-9762d8e4b066
https://support.microsoft.com/en-us/office/pop-out-a-chat-in-teams-cff95cb0-34af-423f-8f69-fe9106973790
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Share your screen in a chat  

Create, edit, or delete a contact group  

Video: Start chats and make calls  

Do your one-on-ones in Teams  

Send and read messages  

Format a message  

Copy and paste in messages  

Edit or delete a sent message  

Use read receipts for messages in Teams  

Send a file, picture, or link  

Send an emoji, GIF, or sticker in Teams  

Like or react to messages  

Mark a message as saved or unread  

Mark a message as important or urgent  

Send Praise to people  

Translate a message  

Send code snippets in a message  

Use Markdown formatting  

Use Immersive Reader  

Using Cortana voice assistance in Teams  

Share to Outlook from Teams  

Send messages to Skype for Business users from Teams  

Use suggested replies to respond to messages without typing  

Four things to know about group chats  

Start a group chat  

Hide, mute, or pin a chat  

Share your screen in a chat  

Leave or remove someone from a group chat  

Search for a message  

Resume an old conversation  

https://support.microsoft.com/en-us/office/share-your-screen-in-a-chat-in-teams-2de1c624-7fbe-4b0a-99f2-33385e7d3f18
https://support.microsoft.com/en-us/office/create-edit-or-delete-a-contact-group-in-teams-f66f2e30-df9b-459e-871d-9bc8f025cd3a
https://support.microsoft.com/en-us/office/b3203920-9608-409e-9766-f59c4a9d5a48
https://support.microsoft.com/en-us/office/do-your-one-on-ones-in-teams-8b8486f0-55ac-4421-9cf6-53024c67590d
https://support.microsoft.com/en-us/office/send-and-read-messages-in-teams-b29e60ec-76af-4d97-8c3c-a4e36f2b64aa
https://support.microsoft.com/en-us/office/format-a-message-in-teams-9f7c64e4-0316-472f-b1e8-430cebcfc1e5
https://support.microsoft.com/en-us/office/copy-and-paste-in-messages-37e94b44-0b77-4091-87f7-b448a114de26
https://support.microsoft.com/en-us/office/edit-or-delete-a-sent-message-in-teams-5f1fe604-a900-4a07-b8b7-8cf70ed6b263
https://support.microsoft.com/en-us/office/use-read-receipts-for-messages-in-teams-533f2334-32ef-424b-8d56-ed30e019f856
https://support.microsoft.com/en-us/office/send-a-file-picture-or-link-in-teams-0e930dcd-46fd-42c3-8d7d-15af4f9bcfca
https://support.microsoft.com/en-us/office/send-an-emoji-gif-or-sticker-in-teams-174248c9-e64d-4de1-9f41-3199cc0751ad
https://support.microsoft.com/en-us/office/like-or-react-to-messages-834681bf-ad45-4c12-a384-82db7208d5c8
https://support.microsoft.com/en-us/office/mark-a-message-as-saved-or-unread-in-teams-3f04cba4-7f80-42ca-9983-cd93676c7420
https://support.microsoft.com/en-us/office/mark-a-message-as-important-or-urgent-in-teams-ea99d5b6-1317-4550-8d75-86ff14cd4462
https://support.microsoft.com/en-us/office/send-praise-to-people-50f26b47-565f-40fe-8642-5ca2a5ed261e
https://support.microsoft.com/en-us/office/translate-a-message-in-teams-d8926ce9-d6a6-47df-a416-f1adb62d3194
https://support.microsoft.com/en-us/office/send-code-snippets-in-a-message-in-teams-5406fe2b-2771-4b9a-bd73-656914f6ab3c
https://support.microsoft.com/en-us/office/use-markdown-formatting-in-teams-4d10bd65-55e2-4b2d-a1f3-2bebdcd2c772
https://support.microsoft.com/en-us/office/use-immersive-reader-in-microsoft-teams-a700c0d0-bc53-4696-a94d-4fbc86ac7a9a
https://support.microsoft.com/en-us/office/using-cortana-voice-assistance-in-teams-274bb2f0-d962-4182-b45d-307435cea256
https://support.microsoft.com/en-us/office/share-to-outlook-from-teams-f9dabbe9-9e9b-4e35-99dd-2eeeb67c4f6d
https://support.microsoft.com/en-us/office/send-messages-to-skype-for-business-users-from-teams-990cd8a2-7f9d-4d15-b92e-059b1018fd15
https://support.microsoft.com/en-us/office/use-suggested-replies-to-respond-to-messages-without-typing-010c54e1-a613-4771-94ed-76d7fb77cba5
https://support.microsoft.com/en-us/office/four-things-to-know-about-group-chats-in-teams-d563174d-ca98-440c-ade1-69176512122d
https://support.microsoft.com/en-us/office/start-a-chat-in-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://support.microsoft.com/en-us/office/hide-unhide-mute-or-pin-a-chat-in-teams-9aee02ef-713d-495b-8a73-9762d8e4b066
https://support.microsoft.com/en-us/office/share-your-screen-in-a-chat-in-teams-2de1c624-7fbe-4b0a-99f2-33385e7d3f18
https://support.microsoft.com/en-us/office/leave-or-remove-someone-from-a-group-chat-7db55a67-0ba4-4409-a399-5ed502a1d094
https://support.microsoft.com/en-us/office/search-for-messages-and-more-in-teams-4a351520-33f4-42ab-a5ee-5fc0ab88b263
https://support.microsoft.com/en-us/office/resume-an-old-conversation-in-teams-ab9f99a1-65a6-47b8-ba8a-79aa7352977d
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Video: Save a post or message  

Filter the activity feed  

Video: Filter your activity feed  

 

Meetings and Calls 
 

Meetings  

Overview of meetings in Teams  

Join a meeting  

Using video in Teams  

 

Calls  

Four things to know about calls  

Start a call from a chat  

Call a phone number  

 

Joining a meeting  

 

Join a meeting  

Video: Join a Teams meeting  

Join a meeting without a Teams account  

 

Participating in a meeting  

 

Using video in Teams  

Change your video background  

Share content  

Video: Show your screen during a meeting  

Share computer sound  

Take meeting notes  

Raise your hand  

Multitasking in a meeting  

https://support.microsoft.com/en-us/office/4b23e433-5254-418e-96c5-fd1ef4620bc8
https://support.microsoft.com/en-us/office/explore-the-activity-feed-in-teams-91c635a1-644a-4c60-9c98-233db3e13a56
https://support.microsoft.com/en-us/office/filter-your-activity-feed-02b9ece4-6086-4daa-b4c0-627beeacbf08
https://support.microsoft.com/en-us/office/meetings-in-teams-e0b0ae21-53ee-4462-a50d-ca9b9e217b67
https://support.microsoft.com/en-us/office/join-a-meeting-in-teams-1613bb53-f3fa-431e-85a9-d6a91e3468c9
https://support.microsoft.com/en-us/office/using-video-in-microsoft-teams-3647fc29-7b92-4c26-8c2d-8a596904cdae
https://support.microsoft.com/en-us/office/four-things-to-know-about-calls-in-microsoft-teams-2b883a81-dd15-41bd-a6ba-39deef141027
https://support.microsoft.com/en-us/office/start-a-call-from-a-chat-in-teams-f5138c9d-df4c-43d8-9cf6-53400c1a7798
https://support.microsoft.com/en-us/office/call-a-phone-number-from-teams-20d24ace-2851-4c29-8441-30dd2a5cf078
https://support.microsoft.com/en-us/office/join-a-meeting-in-teams-1613bb53-f3fa-431e-85a9-d6a91e3468c9
https://support.microsoft.com/en-us/office/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4
https://support.microsoft.com/en-us/office/join-a-meeting-without-a-teams-account-c6efc38f-4e03-4e79-b28f-e65a4c039508
https://support.microsoft.com/en-us/office/using-video-in-microsoft-teams-3647fc29-7b92-4c26-8c2d-8a596904cdae
https://support.microsoft.com/en-us/office/change-your-background-for-a-teams-meeting-f77a2381-443a-499d-825e-509a140f4780
https://support.microsoft.com/en-us/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.microsoft.com/en-us/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7
https://support.microsoft.com/en-us/office/share-sound-from-your-computer-in-a-teams-meeting-or-live-event-dddede9f-e3d0-4330-873a-fa061a0d8e3b
https://support.microsoft.com/en-us/office/take-meeting-notes-in-teams-3eadf032-0ef8-4d60-9e21-0691d317d103
https://support.microsoft.com/en-us/office/raise-your-hand-in-a-teams-meeting-bb2dd8e1-e6bd-43a6-85cf-30822667b372
https://support.microsoft.com/en-us/office/multitasking-in-a-teams-meeting-01835df8-c655-435e-9ad8-d756caa2ba07
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Setting up a meeting  

 

Schedule a meeting  

Schedule a Teams meeting from Outlook  

Start an instant meeting  

Video: Create instant meetings with Meet now  

Invite people to a meeting  

Video: Tip: Meet in a channel  

Start a new Teams meeting on Surface Hub  

Add a dial-in number for a meeting  

Video: Manage meetings  

See all your meetings  

Using Cortana voice assistance in Teams  

Broadcasting audio and video from Teams with NDI  

 

Recording a meeting  

 

Record a meeting  

Play and share a meeting recording  

Delete a meeting recording  

Edit a recording transcript  

 

Make calls  

 

Four things to know about calls  

Start a call from a chat  

Call a phone number  

Answer a call  

Add someone to a call  

Make multiple calls at the same time  

https://support.microsoft.com/en-us/office/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
https://support.microsoft.com/en-us/office/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f
https://support.microsoft.com/en-us/office/start-an-instant-meeting-in-teams-ff95e53f-8231-4739-87fa-00b9723f4ef5
https://support.microsoft.com/en-us/office/create-instant-meetings-with-meet-now-26e06837-853d-4df1-a729-06bf700d4ecf
https://support.microsoft.com/en-us/office/invite-people-to-a-meeting-in-teams-4bc5981c-446e-4e93-866a-d757466b556a
https://support.microsoft.com/en-us/office/tip-meet-in-a-channel-519ad2a0-9b74-49bb-97ee-0d4c4494a7c5
https://support.microsoft.com/en-us/office/start-a-new-teams-meeting-on-surface-hub-ba3da3ff-99e0-4f97-acfe-a56d1575814f
https://support.microsoft.com/en-us/office/add-a-dial-in-number-for-a-meeting-in-teams-7c33e972-e5a2-4b32-aabd-09c0c5f18424
https://support.microsoft.com/en-us/office/manage-meetings-ba44d0fd-da3c-4541-a3eb-a868f5e2b137
https://support.microsoft.com/en-us/office/see-all-your-meetings-in-teams-cebd0b41-5cab-42bd-a6dc-bca46bda7b35
https://support.microsoft.com/en-us/office/using-cortana-voice-assistance-in-teams-274bb2f0-d962-4182-b45d-307435cea256
https://support.microsoft.com/en-us/office/broadcasting-audio-and-video-from-teams-with-ndi®-technology-e91a0adb-96b9-4dca-a2cd-07181276afa3
https://support.microsoft.com/en-us/office/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://support.microsoft.com/en-us/office/play-and-share-a-meeting-recording-in-teams-7d7e5dc5-9ae4-4b94-8589-27496037e8fa
https://support.microsoft.com/en-us/office/delete-a-meeting-recording-in-teams-b1ff8102-72da-4a6c-9979-d03a55d9b65d
https://support.microsoft.com/en-us/office/edit-the-transcript-of-a-meeting-recording-in-teams-2f461386-e39a-4444-b9e2-5787da1da11b
https://support.microsoft.com/en-us/office/four-things-to-know-about-calls-in-microsoft-teams-2b883a81-dd15-41bd-a6ba-39deef141027
https://support.microsoft.com/en-us/office/start-a-call-from-a-chat-in-teams-f5138c9d-df4c-43d8-9cf6-53400c1a7798
https://support.microsoft.com/en-us/office/call-a-phone-number-from-teams-20d24ace-2851-4c29-8441-30dd2a5cf078
https://support.microsoft.com/en-us/office/answer-a-call-in-teams-780c6946-2061-4efc-82c3-336aabfc7da0
https://support.microsoft.com/en-us/office/add-someone-to-a-call-in-teams-267fb0c9-275a-4047-8412-7b2654dc29c3
https://support.microsoft.com/en-us/office/make-multiple-calls-at-the-same-time-in-teams-f925b2ad-6a9c-4f3b-a305-37e1494f30a5


LEARNING & DEVELOPMENT, HR  10 

 

Put a call on hold  

Transfer a call  

 

Manage calls  

 

Manage your call settings  

Call forwarding, call groups, and simultaneous ring  

Share a phone line with a delegate  

Park a call  

Check your voicemail  

View or add contacts  

View your call history  

Turn off automatic video in a call  

Control calls using a headset  

 

Live Events 

 

Get started with live events  

Live event organizer checklist  

Schedule a live event  

Invite attendees  

Produce using Teams  

Produce using an external app or device  

Best practices for producing  

Present in a live event  

Share system audio  

Attend a live event  

Participate in a Q&A  

Use live captions  

 

https://support.microsoft.com/en-us/office/put-a-call-on-hold-in-teams-c824515c-77d9-46d1-bd0e-5d760c69f517
https://support.microsoft.com/en-us/office/transfer-a-call-in-teams-b7f40f14-e083-46b9-b739-68038c8f73a0
https://support.microsoft.com/en-us/office/manage-your-call-settings-in-teams-456cb611-3477-496f-b31a-6ab752a7595f
https://support.microsoft.com/en-us/office/call-forwarding-call-groups-and-simultaneous-ring-in-teams-a88da9e8-1343-4d3c-9bda-4b9615e4183e
https://support.microsoft.com/en-us/office/share-a-phone-line-with-a-delegate-16307929-a51f-43fc-8323-3b1bf115e5a8
https://support.microsoft.com/en-us/office/park-a-call-in-teams-8538c063-d676-4e9a-8045-fc3b7299bb2f
https://support.microsoft.com/en-us/office/check-your-voicemail-in-teams-f8d568ce-7329-4fe2-a6a2-325ec2e2b419
https://support.microsoft.com/en-us/office/view-or-add-contacts-in-teams-4828b70a-0194-4272-9895-cfa9468273cf
https://support.microsoft.com/en-us/office/view-your-call-history-in-teams-6457f0cb-4af6-46a0-936d-349e262e7355
https://support.microsoft.com/en-us/office/turn-off-automatic-video-in-a-call-in-teams-a32bd419-00a4-4da6-898c-242b745a21c7
https://support.microsoft.com/en-us/office/control-calls-using-a-headset-in-teams-65d6e104-444d-4013-b8c2-f11317dd69a8
https://support.microsoft.com/en-us/office/get-started-with-microsoft-teams-live-events-d077fec2-a058-483e-9ab5-1494afda578a
https://support.microsoft.com/en-us/office/teams-live-event-organizer-checklist-44a80886-0fd9-42e5-8e7c-836c798096f8
https://support.microsoft.com/en-us/office/schedule-a-teams-live-event-7a9ce97c-e1cd-470f-acaf-e6dfc179a0e2
https://support.microsoft.com/en-us/office/invite-attendees-to-a-teams-live-event-99c34ccc-296d-40c5-b06c-b0afbc6674f8
https://support.microsoft.com/en-us/office/produce-a-live-event-using-teams-591bd694-121d-405c-b26d-730315e45a22
https://support.microsoft.com/en-us/office/produce-a-teams-live-event-using-an-external-app-or-device-b0026c9d-fd37-4bb3-bffc-6961f221fbe9
https://support.microsoft.com/en-us/office/best-practices-for-producing-a-teams-live-event-e500370e-4dd1-4187-8b48-af10ef02cf42
https://support.microsoft.com/en-us/office/present-in-a-live-event-in-teams-d58fc9db-ff5b-4633-afb3-b4b2ddef6c0a
https://support.microsoft.com/en-us/office/share-sound-from-your-computer-in-a-teams-meeting-or-live-event-dddede9f-e3d0-4330-873a-fa061a0d8e3b
https://support.microsoft.com/en-us/office/attend-a-live-event-in-teams-a1c7b989-ebb1-4479-b750-c86c9bc98d84
https://support.microsoft.com/en-us/office/participate-in-a-q-a-in-a-live-event-in-teams-01d57b8c-23b9-4cff-adc0-4e57618b59b4
https://support.microsoft.com/en-us/office/use-live-captions-in-a-live-event-1d6778d4-6c65-4189-ab13-e2d77beb9e2a
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Files  
 

Explore the Files list  

Edit a file  

Download a file  

Move or copy files  

Sync file libraries  

Delete and recover files  

Share a file  

Share a file with someone outside your team  

Share a file to multiple channels in Teams  

Share a file from cloud storage  

Share a folder from cloud storage  

 

 

IT Services have further information on MS Teams on their webpage 

https://www.maynoothuniversity.ie/it-services/microsoft-teams 

 

https://support.microsoft.com/en-us/office/explore-the-files-list-in-teams-287ba970-2bdf-473d-a2da-76247ea4cf8f
https://support.microsoft.com/en-us/office/edit-a-file-in-teams-257a5e88-205a-4fb5-bbf1-c78c3e64de86
https://support.microsoft.com/en-us/office/download-a-file-from-teams-c55bc870-7419-4d18-acdd-dc102d6d2b4a
https://support.microsoft.com/en-us/office/move-or-copy-files-in-teams-f83ed547-359b-4fc8-bf5a-60467f53dd60
https://support.microsoft.com/en-us/office/sync-file-libraries-to-a-team-67a90549-4741-46df-8ae6-c6e2004f5b95
https://support.microsoft.com/en-us/office/delete-and-recover-files-in-teams-a591d771-89a6-49e2-ab7e-271936fe3c4e
https://support.microsoft.com/en-us/office/share-a-file-in-teams-0c4d34ee-5dd8-46d5-ab35-0d227b5e6eb5
https://support.microsoft.com/en-us/office/share-a-file-with-someone-outside-your-team-in-teams-66eda318-bb54-497b-b093-d1b572ca115b
https://support.microsoft.com/en-us/office/get-a-link-to-a-file-in-teams-7bd003ce-87e2-4b4e-9f30-b27ef5ea471f
https://support.microsoft.com/en-us/office/share-a-file-from-cloud-storage-in-teams-dcbaf68c-bba7-4bde-af52-55be6a1e20f1
https://support.microsoft.com/en-us/office/share-a-folder-from-cloud-storage-in-teams-988f8305-a0e2-44d8-9246-fcca7dd32e93
https://www.maynoothuniversity.ie/it-services/microsoft-teams

