
Microsoft Teams: walk-
through for small charities



Superhighways – harnessing technology for 
community benefit
Providing tech support to the 
sector for 20 years

• Tech support
• Training
• Consultancy
• Datawise London
• Digital inclusion

Subscribe at https://superhighways.org.uk/e-news/



What we’ll cover today

• How the Teams app can improve your internal 
communications

• Moving around the app and using its features

• The basics of setting up a new Team site and structure it 
using different channels

• Using Team Chat with colleagues or dialing them direct

• Using Teams to set up meetings for internal or external 
stakeholders







First Steps – desktop vs web app



Meeting Toolbar

• This next session is a live demo 
• Please use the meeting chat to ask any questions

Chat
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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 – A way to flag a person or a whole team when you post something 



Live Demo

• This is a live demo 
• Please use the chat window to ask any questions



Useful Links

• 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
• Superhighways Training programme


