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There are several ways that you can 

access MS Teams 

1. If you receive an email that someone is trying to notify 

       you, you can click on the button “Open Microsoft Teams”

2.    Look for the Microsoft Teams icon on your desktop.

 Double click the icon and it will open.

3. If you don’t have the icon already on your desktop, go to 

the Search area and type “Microsoft Teams” in the box 

and the app will appear.

When you see the App appear, click on Open

How to access MS Teams
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When you open the app and see it in your Taskbar, make sure 

you pin it to your Taskbar to find it easily
– Right click on the MS Teams icon and click on “Pin to taskbar”

The good thing is that a Setting within your profile has a default 

that is set to “Auto-start application” meaning it will open 

whenever you start up your laptop.

How to access MS Teams (cont.)
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MS Teams Landscape – Left Navigation Bar

Activity:  Here you’ll see latest activity related to 
you.  Mentions, reactions, teams you’ve been 

added to etc.

Chat:  Contains two different lists: 
Chat will display a list of chats in chronological 
order. 
Contacts allows you set up groups.  You can 
group people by departments or project teams.  

Teams:  Here you’ll find all the teams you belong 
to or have created (as owner). 

Calendar:  Shows your own calendar as well as 
the calendars of the various teams you belong 
to.  Here you can schedule meetings as well. 

Calls: This will take you to your contact groups 
where you can perform Speed Dial calls. 

Files:  Is a great way to find all the recent 
documents you’ve worked on, whether from your 
Teams or OneDrive.  It also shows the location 

of the file. 
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MS Teams Landscape – Arrow Nav / Chat-Contacts / Search

Back/Forward arrows:  
These arrows function just 
like the arrows in a browser 

window.  You can go 
backwards or forwards in the 

direction where you have 
been navigating from 
window to window. 

Chat - Chat or Contacts:  
Chat contains a list of conversations in 

chronological order.
Contacts show those individuals you 
have set up in Groups that will make 

them easy to find.  

Search bar:  The Search feature is very versatile in  that it 
allows for many different types of searches.  It is robust 
enough that it will search for key words, it will search for 
Contacts, @Mentions and has a list of built in commands 

you can use if you start it with a slash ( / ).
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MS Teams Landscape – Contact Profile

Contact Profile:  When you 
hover over your chat contact 
profile pic or icon, you will be 

shown their availability 
status, company title, 

department, work phone 
number and work email 

address.  
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MS Teams Landscape – Chat tab

Chat area: You can see your 
Conversation in this area of 

the Chat.
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MS Teams Landscape – Files tab

Files:  The Files tab will contain all the files that you 
shared within a Chat.  Everyone that has been pulled into 

the Chat can work on those files.



10

MS Teams Landscape – Organization tab

Organization:  Choosing this tab will show you where the 
Contact is located in the Organization.  It is synced with 

the Azure Active Directory and Outlook so as that changes, 
so will this representation.
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MS Teams Landscape – Activity tab

Activity:  This tab will 
display all the activity 

that this Contact has had 
in Teams that you have 

in common. 
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MS Teams Landscape – Video-Audio Calls / Share screen / Add people

Video call:  If you would like 
to have a Video chat with 
this contact, click on this 
icon to call that person.

Audio call:  If you would 
like to have an Audio chat 
with this contact, click on 

this icon to call that person.

Start sharing your screen:  
When you’re chatting with 
one or more people, you 
can instantly share your 

screen.  Click on this Share 
icon and choose a window 

to share.  Other participants 
in the chat will receive a 

notification asking them to 
accept your share.

Add people:  
Whenever you 

need to add 
someone to a 
chat, video call 
or audio call, 
click on this 
icon, start 

typing a name 
and then click 

Add.
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MS Teams Landscape – Profile / Settings

Status:  This 
shows your 
availability 

including the 
hours/days 

associated to 
how long 

you’ve been 
away. 

Saved:  You will be 
able to find all your 

saved messages here. 

Settings:  Clicking on 
this icon will open a 
separate Settings 

window with multiple 
sections to review.

To review all information tied to your profile click on your 
profile picture or icon.

This pop-up screen 
contains all the 

Settings associated 
to your profile. You 

can click through each 
section to learn about  
and customize them.
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Creating Contact Groups

It is very easy to 
Create a New 

Contact Group for 
individuals we 

communicate with 
on a frequent basis
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Make sure you are in the Contacts tab in the Chat window

At the bottom, click on Create a new contact group

The Create a new contact group pop-up box will appear.  Type a group 

name in the “Type a contact group name” area.  Click on the Create 

button.

Creating Contact Groups (cont.)
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The Group name will show up in the Chat window   

Click on the three ellipsis (…) to the right to show 

More options
– You will see that you have three options

- Add a contact to this group

- Rename this group

- Delete this group

Click on Add a contact to this group.  

The Add to contacts pop-up will appear.

Creating Contact Groups (cont.)
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Start typing a name in the Type a name area; you will notice that it is a predictive field and will show a list of names 
from Active Directory that matches the criteria you’re typing.  When you find the Contact you’re looking for, click on 
their profile information and then click the Add button.  You will now see the Contact in the group.

Creating Contact Groups (cont.)
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Starting a Chat

Persistent Chat 
ensures you never 
lose the thread and 

can easily find 
information within 

the chat
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You have several ways to start a chat

– In the Chat list, click on the name of a Contact you want to chat with under the:
- Chat dropdown (Contacts shown in chronological chat order)

- Contacts dropdown (Contacts contained in Contact Groups)

– You can also click on the New chat icon to the right of the Chat area and that 

will open an area for you to Enter name, email, group or tag

Starting a Chat (cont.)
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If you are starting a new chat with a Contact, you will see this in the 

Conversation window

If you are continuing a chat, you will see the previous history of your 

chat with that contact in the Conversation window

At the bottom of the Conversation window, you can type your message 

in the Type a new message area

Starting a Chat (cont.)
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Below the Type a new message area, are icons that will enhance your chat conversation experience.  
Here they are with short explanations:

         Format – when you click on this icon, a line of formatting options will be shown for you to use to

                          help craft your conversation; hover over them to see their definitions

  (bold, italic, underline, strikethrough, highlight, font color, font size, paragraph format,

                           clear formatting, indenting, bullet or numbering lists, quote, insert link & more options)

          Set Delivery Options – clicking on this icon will bring up 3 options that will help to bring

       attention to your chat

                Standard – no special attention needed (default)

                Important – message marked as important

                Urgent – needs immediate attention; notified every 2 minutes

Making chats informative and fun
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Making chats informative and fun (cont.)
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Making chats informative and fun (cont.)
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Making chats informative and fun (cont.)
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Making chats informative and fun (cont.)
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The ellipsis to the right of the emojis are what you would imagine… more options! 

Here is a quick overview of what they mean

Making chats informative and fun

Save this message Use this to save a chat message.  Please keep in mind it save the 
whole conversation and not just the line you performed the action on.  To 

retrieve it, click on your profile photo and click on "Saved" and you will see 
all your saved messages.

Edit You can actually change a message with this feature and the recipient(s) 
in your chat will get the update.

Delete If you choose to delete the message you sent, use this feature.  The 
recipient(s) may have already seen the message, but it will disappear 

from yours and their view.

Mark as unread This feature will place a "Last Read" line into the conversation and if you
you filter a conversation to only show what is "unread", those messages 

will appear. (To undo it go to the Contact and click on “Mark as read”)

Share to Outlook Choosing this option will send the single message to an email in Outlook. 

Translate Should you get a message that’s not in your default language, you can 
click on this and it will translate the message within your chat.

Immersive reader This feature turns the entire MS Teams window into a "reader screen" with 
a large font for those that are not able to read a small size font.  If you click 

on the Play button at the bottom, the text will be read to you out loud.
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Tips and Tricks

• To obtain a larger selection of emojis, click on the emoji face, then on your 
keyboard, at the same time, type the Windows key         and semi-colon (;) and a 
larger selection of categories for emojis will pop-up

• When we fully cut over to MS Teams and you receive an email that could probably 
be contained within a chat, click on the ellipsis to the right of Reply, Reply All and 
Forward in an email and from the dropdown choose Reply with IM or Reply All with 
IM.  The email message will be sent to 

   MS teams as a chat.
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The Difference between Teams & Channels

• Teams are a collection of people, content, and tools surrounding different projects and events 
within an organization.  Examples: launching an application, creating a digital war room, 
departments or office locations) 

 They can be…

• Private – for only the owner(s) and invited users

• Public – open to anyone within the organization

• Channels are dedicated sections within a team to keep conversations organized by specific 
topics, projects, disciplines—whatever works for your team!  Conversations, files and notes across 
team channels are only visible to members of the team and it’s where the work actually gets done. 

 They can be…

• Standard – Accessible to everyone on the team

• Private – Accessible only to a specific group of people within the team
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How to set up Teams

Make sure you are in the Teams section of 
the left navigation panel. 

At the bottom of the section, click on 
Join or create a team

Click on Create team
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How to set up Teams (cont.)

More than likely you will want to Build a team from scratch, 
but you do have the option to 
create one from an existing team. 

Choose whether you want it to be 
Private or Public 

Note:  You can change a 

Public team to a Private team

but understand that it will no 

longer be discoverable to new

Members.
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How to set up Teams (cont.)

More than likely you will want to Build a team from scratch, 
but you do have the option to 
create one from an existing team. 

Choose whether you want it to be 
Private or Public 

Note:  You can change a 

Public team to a Private team

but understand that it will no 

longer be discoverable to new

Members.
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How to set up Teams (cont.)

Type in your Team Name and fill in a short 
description for the purpose of the team.  
Click Create.

Now that you have your Team, you will want to 
add members to the Team.  
Click on the ellipsis (…) to the right of the Team
name, and choose Add member from the list.
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How to set up Teams (cont.)

When you start typing in the fill area, if 
that person is in Active Directory, it will 
show the full name.  

Click on the member’s name and then 
click on Add.  You can continue to add 
members to the Team and then when 
you’re finished, click on Close.  
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How to set up Teams (cont.)

To add a Guest or someone outside the 
company, fill in the email address of the 
person you wish to add.  Click on Add then 
Close.

You will also want to go into your settings to 
set the Guest permissions.  They won’t have a 
lot of flexibility but you can choose what they 
can do within the channels.

Click on the ellipsis to the right of the team 
name and choose Manage team.  Under the 
Settings tab you will find the Guest 
Persimssion
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How to set up Channels

Now that you have your Team and Members, you will want to add 
Channels.

Click on the ellipsis (…) to the right of 
the Team name and choose 
Add channel from the list.
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How to set up Channels (cont.)

Give the new channel a name.

The Description shows as optional but it’s 
always a good idea to describe something 
whenever possible.  

Choose the Privacy setting of Standard or 
Private. 

It’s also a good habit to get into, to check the 
Automatically show this channel in 
everyone’s channel list.  They can always hide 
it from view at anytime.  Click Add to add the 
channel.
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Adding Smartsheet to MS Teams channels

Click on the Team channel where you 
want to add the Smartsheet

Near the top, under the Search area, click 
on the plus sign (+) to “Add a tab”

Choose the Smartsheet app for your tab
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Adding Smartsheet to MS Teams channels (cont.)

Check the box for Post to the channel 
about this tab.

Click Log In.



39

Adding Smartsheet to MS Teams channels (cont.)

Click on Your Company Account.
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Adding Smartsheet to MS Teams channels (cont.)

Check to make sure the Username is 
correct then click on Next.
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Adding Smartsheet to MS Teams channels (cont.)

Click on Allow.
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Adding Smartsheet to MS Teams channels (cont.)

Choose the sheet you want to add.
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Adding Smartsheet to MS Teams channels (cont.)

Be sure to choose all the radio buttons 
and check boxes as shown below then 
click on Save.
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Adding Planner to MS Teams channels

Click on the plus sign (+) to “Add a tab”

Choose the Planner app for the tab.
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Adding Planner to MS Teams channels (cont.)

Choose the radio button to Create a 
new plan or Use an existing plan from 
this team.

Check the box for Post to the channel 
about this tab.

Click Save.
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Adding Planner to MS Teams channels (cont.)

You now have an area where you can enter Tasks.
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Q&A
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