
An intro to MS Teams

https://products.office.com/en-GB/microsoft-teams/group-chat-software


What we’ll cover
• What is Teams?
• Teams desktop & web app
• Updating Teams
• Channels
• Posts
• Chat – individual & groups
• Files – navigating, editing & collaborating

Join on Thursday for a session looking at Calls & Meetings



What is Teams?!
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Update to the latest version of Teams
• Click on the 3 dots to the left of your profile pic / initials at the top right of your screen
• Click Check for updates



The left hand menu bar
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Structuring your Team with Channels



Align work groups and manage projects



Start typing @ and then the 
name of the person, team, 

channel or tag to generate a 
list of suggestions

Select the person or group of 
people you want to notify

@mention – to flag a person or team when posting



Creating and using Tags

Click on the 3 dots next to 
your Team name

Select the Tag tab and 
manage or Create a tag. Then 
you can @mention a Tag and 

all members will be alerted



• An online collaboration space for your team
• Conversation, Wiki & Files tabs by default
• Add your own extras e.g. Planner, Forms, Weblinks
• Upload key documents and collaborate in real time (no more 

attached docs)
• Chat and @mention to alert colleagues
• Arrange meetings – links with Outlook calendar + video / audio 

calls
• Invite external partners into the space (or what about 

trustees?)
• Teams video training

Microsoft Teams – a summary

https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://products.office.com/en-GB/microsoft-teams/group-chat-software


Further resources to help you get started…

✓ New to Teams – we'll show you around - Superhighways 
blog post with screen shots

✓ Getting started with Teams – chats, calls and 
meetings - Superhighways blog post with screen shots

✓ Microsoft Teams Quick Start Guide - MS resource
✓ Microsoft Teams YouTube channel - Good range of 

videos as reminders or to share with others
✓ Microsoft Teams Video Training - as above
✓ Instructor Led Live Training - from Microsoft - book a 

date and join

https://superhighways.org.uk/latest/new-to-teams-we-ll-show-you/
https://superhighways.org.uk/latest/getting-started-with-teams-c/
https://superhighways.org.uk/latest/getting-started-with-teams-c/
http://download.microsoft.com/download/D/9/F/D9FE8B9E-22F5-47BF-A1AB-09539C41FCD0/Teams QS.pdf
https://www.youtube.com/watch?v=jugBQqE_2sM&list=PLXPr7gfUMmKxiPKpMocZRkA-AUDI9N1RB
https://support.microsoft.com/en-gb/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-us&rs=en-gb&ad=gb
https://docs.microsoft.com/en-us/microsoftteams/instructor-led-training-teams-landing-page#pivot=home&panel=home-all


Digital Foundations programme

Find out more about the Digital Foundations programme

https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations
https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations


About Superhighways
Providing tech support to small local charities in London 
for over 20 years
✓ Support
✓ Training
✓ Consultancy
✓ Digital inclusion
✓ Datawise London
✓ See all services
✓ E-news sign up

https://superhighways.org.uk/training-advice-and-technical/training/
http://www.datawise.london/
https://superhighways.org.uk/training-advice-and-technical/
https://superhighways.org.uk/e-news/


Kate White & Paul Firby

info@superhighways.org.uk
@SuperhighwaysUK

Thank you for listening

mailto:info@superhighways.org.uk
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