
Teams essentials 
for better 
collaboration



What does Superhighways do?

Superhighways helps small charities and 
community groups gain essential digital 
and data skills backed by the right tech to 
achieve their goals.

We are a programme of Kingston Voluntary Action



What we’ll be 
covering

✓Structuring & settings
✓Posts
✓Files
✓Adding apps
✓Chat
✓Meetings
✓Management  

I’ll be demoing then you can have a play!



What’s your experience?

✓Let’s see how Polls in a Teams call work!







https://support.microsoft.com/en-gb/teams


✓ Gives you AI notetaking and recap 
functionality, including multiple 
language captions

✓ Plus other security and 
customisation options

✓ Non profit UK pricing – circa £40 per 
user per year (look for the Upgrade 
option when using Teams – you 
can opt for a 30 day free trial to test 
features before committing)

https://support.microsoft.com/en-us/teams/meetings/overview-of-microsoft-teams-premium
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Updating to the latest version
✓Click on the 3 dots to the left of your profile pic or initials in the top right of your screen 

and then click Check for updates



Teams settings

✓Click on the 3 dots to the left of 
your profile pic or initials in the top 
right of your screen and then 
Settings (the cog wheel icon)

✓ Now choose 
from the left 
hand menu (or 
work your way 
through) to 
customise the 
default settings



Changing your Status

✓Click on your profile pic 
or initials

✓Change your Status 
(this automatically 
updates e.g shows Busy 
when you’re in a Teams 
call), but you can 
override. Do not disturb 
will pause notifications 

✓ You can also Add 
another Teams account. 
When listed, you can 
then switch between 
different Teams you are 
a member of.



Choose your preferred layout



Posts tab (broadcast messaging)
✓ Send a message to a 

Channel

✓ @Mention specific 
people  or the whole 
channel

✓ Click on the Plus to 
Schedule your post

✓ Hover over someone 
else’s message to add 
an emoji (thumbs up 
and more) 

✓ Reply to posts in a 
thread

✓ Click on the 3 dots for 
more options including 
Pin the post for everyone

(See screenshots in Chats 
section for further info) 



Searching & filtering to find things

✓ Use the Search bar at the top of Teams to search on 
keywords

✓ Refine your answers by Filtering on Messages, Files 
etc

✓ To find Pinned posts or chats – click on the Open 
details icon            at the top right hand side of your 
screen

✓ Similarly you can use the Search icon at the top of 
the left hand menu in Teams or Chat, The Unread 
filter can be quite helpful!



Shared tab (used to be called Files) ✓Click on new to create a file to 
store in that location. You can also 
add a file or web link
✓Upload files from your device
✓Everyone in that Channel will have 
access



✓Click on the 3 dots to the right of the file name to access the menu

Working with files

✓Choose where you want to open the file (you can override 
the default with your own preference

✓Choose from a range of other options to manage your file 
including Copy link and Rename file

✓Pin to top for the file to display above the list giving quick 
access

✓Move or Copy the file to a place of your choice (within the 
Team or to another Team)



Adding other Apps

✓ Select the App you want to add for example 
Forms

✓Click on the + icon in the top menu to the right and choose Apps

✓ The App should now show in the menu bar – 
you may need to click on the + to see it in a 
drop down underneath



Some Chat tips

✓ Type your message and click on the arrow to send

✓Click on the A with pencil icon to access the standard formatting options

✓Click on the paperclip icon to attach files (either upload from device or paste an image 

✓Click on Chat in the left hand menu and the Pen/Square icon to start a new chat



Chat tips continued

✓Click on the + icon for more options

✓ This includes the Schedule message feature where you can set a 
date and time for your message to send – very useful!



Chat tips continued

✓ Hover a chat message you’ve received and choose an Emoji reaction (we use thumbs up 
a lot to show we’ve seen a message). Click on the Emoji + icon for more.

✓Click on the 3 dots ellipsis for more 
options

✓Click on the quotation marks to reply 
to a specific message (it shows inline)

✓ These includes Pinning the message (so stays visible), Creating a Planner 
task or in More actions – send to Outlook or set up other Workkflows



Group chats

✓When you start a new Chat - just add multiple people to turn into a Group chat

✓ You can then choose what chat history they can 
see

✓ Add a Group chat name if you’d like to by clicking on the pencil icon next to the member 
names

✓At a later date you can add additional people by clicking on the People 
+ icon at the top right 



Setting up a Teams meeting from Outlook
✓ You can do this from your Outlook calendar – create a calendar entry and as soon as you 

have added an attendee, depending on your settings, either the Teams meeting option 
will show as on, or you might need to manually click, to toggle it on



Setting up a Teams meeting from the Teams Calendar
✓ Alternatively, you can create your Teams call directly in the Teams calendar (see left hand 

vertical menu bar) 

✓  Now invite attendees as usual – they will get a link to the Teams call included in their 
calendar invite so they can click to join

✓Click on Response 
options and toggle 
on/off the options – 
Hide attendee list is 
similar to BCC in email.



Meeting options
✓Click on Options for more settings

✓Click on Options for more settings and work your 
way down the list to override default settings



Settings when joining a meeting



Choose / add a background
✓ Before you Join a meeting, Click on 

Effects & avatars and More video effects

✓Choose from Blur or one of the 
background options. Or click Add new to 
upload your own

✓ Your background image should satisfy 
the following formatting requirements

✓ If you have writing – it will show as 
‘back to front’ to you, but the right 
way round in the meeting for others!



Meetings tool bar
Useful features:

✓ Switch between Gallery & Large gallery / 
Together mode

✓When someone is screensharing – choose to 
have Gallery at the top and / or to view in Full 
screen or Focus to see a larger screenshare 
view

✓ Turn on Live captions (even if you’re 
presenting, each person needs to do this 
themselves) and you’ll see ‘subtitles’ at the 
bottom of your screen

✓ Start transcription – only visible if you set up 
the meeting.  A transcript of the meeting will 
then save for you to reference later.  It will 
show in a left hand bar by default, but you 
can then choose to hide. If you have Premium 
Copilot – you will get an AI recap



Sharing screens
✓Click on the Share icon to the right of the 

microphone icon on the tool bar

✓ Then click on the Content only screen to share. This 
is the first Presenter mode (you can also use 
another Presenter mode such as Sie by Side or 
Reporter

✓ If you want to share screens and play a video – 
remember to toggle on Include computer sound



Sharing interactive Apps
✓ You can also link and share other Apps to your 

Teams meetings to make them more interactive

✓One option is a Poll – you can set up in advance 
and then launch from the Meeting tool bar

✓ You can also set up and prepare a Whiteboard in 
advance of a meeting and then Share this so 
everyone can interact within the meeting window 
e.g. add sticky notes when doing a practical 
exercise. Choose one of a good range of templates



Breakout rooms

✓Click on the Rooms icon on your Teams call 
toolbar

✓Click on Create rooms and select how many 
you need (see drop down) 

✓ Now choose whether you want participants to 
be assigned Automatically or Manually and 
then click Create rooms.  (They won’t open just 
yet)



✓Click the 3 dots to manually 
make any changes needed and 
e.g. to Add another room

✓Click on the Cog wheel icon to open the 
Settings window

✓ Here you can change other default options 
and e.g. Set a time limit for your breakout 
room



Accessing recordings & transcripts

✓Option 1: Go to Chat, find the meeting in question and select it in your left-hand list.  Then look 
for the Transcript option and click to open or download



Accessing recordings & transcripts

✓Option 2: Or go to your calendar and double click on the Meeting entry & click on 
Transcript



Recordings – beware of expiry settings

✓ The default expiry for Teams meeting recordings is 60 days

✓ You can override this by hovering over the recording and selecting Manage

✓You can download the video file and choose where to store it OR you can click on 
the arrow and Extend by 60 days or Remove expiration entirely 



AI Recap (with Teams Premium or Copilot Premium)

✓If you turn on Transcription, an AI Recap 
will automatically be generated – giving 
a summary and actions list.

✓Click on View recap in the Meeting chat

✓Click on 
the arrow to 
expand / 
collapse 
sections

✓Copy to 
share with 
others

✓Have a 
listen to the 
Audio recap!



Managing your Team
✓ Hover over your Team name and then click on the 3 dots ellipsis

✓ In the options list, click Manage team

✓Click on the Members tab at the top

✓ If you are a Team owner, you can add 
Members and give Roles

✓We’d suggest having more than one 
Owner for a Team (in case they are off 
sick or leave the organisation)

✓ If you invite an external person to your 
team (this may need to be enabled in 
your M365 Admin portal), they will show 
as a Guest



Adding channels

✓Click on the 3 dots ellipsis to the right of your Team name to Add a channel

✓Give your channel a name (to add an icon – 
click the Windows key on your keyboard,  
usually to the left of your space bar, and the 
full stop key)

✓Choose the appropriate access level. Private 
channels will be indicatged by the padlock 
icon next to the name. You then choose 
which members of your team can access.



Digital Foundations programme
Screen shot from our digital foundations programme web page - click to go to the page.  Communications made easy; Digital basics  Websites for communities

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


Thanks for 
listening
Kate White
info@superhighways.org.uk
www.superhighways.org.uk 

mailto:info@superhighways.org.uk
mailto:info@superhighways.org.uk
http://www.superhighways.org.uk/
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