Top Teams Tips

Welcome to our Top Teams Tips guide, which will show you
features of Microsoft Teams that you may find beneficial to
improve your efficiency and productivity across your
internal communications.

Teams Search Bar-} Quick Commands
If you add a / to the search bar, you will see a
A whole host of commands you can easily use
factivity See someone's activity to activate your actions/find information as
quickly as possible.

Javailable Set your status to available

faway Set your status to away

Also, if you add an @ to the search bar,
forb Set your status to be right back you can follow it by a name to see which
fbusy Set your status to busy contacts show up, as well as see which
call team groups they are a part of.

Jfchat

Jdnd i@Hannah

files See your recent files
Hannah Atherley

ffind Search the page (HANNAHA) Marketing Manager

Hannah Gardner
(HANNAHG) Head of Client Suppert

/goto Go right to a team ar channel
/help Get help with Teams
Jjoin loin a team Andrew, Hannah, and Mick
[keys See keyboard shortcuts
/mentions See all your @mentions
forg See somecne’s org chart
/pop Pop out a chat into a new window
[saved See your saved st
Jtestcall Make a test call
Junread See all your unread activity

Jwhatsnew See what's new in Teams

fwho Ask Who a question about someone




Lil
Team Channels

You can add channels to team groups to segment them down. These channels
allow you to add specific members from the main group into it, where it has
it's own chat and meeting rooms that is separate from the main group.

Teams Create a channel for "Lily - Marketing Team" team

Channel name

Your teams Design Idea Channel

Description (optional)

Main Team ’} m Lily - Marketing Team
General

Channels Design Idea Channel

Channel to discuss any design ideas we can implement.

Privacy

Standard - Accessible to everyone on the team I:I:l
When Creating a neW Channel, you Can Standard - Accessible to everyone on the team

give it a description to explain what
the channel is for, and set its privacy.

Private - Accessible only to a specific group of people within the team

Urgency Levels

By clicking the ! button when messaging,
Standard you can set levels of urgency, similar to how
Message wil be sent a5 usual | you can when sending an email.

Important
Message will be marked as important

Urgent This is great if you need to get an answer
Recipient notified every 2 min for 20 min quickly from one of your team members,
you can even pin them to the message by
adding an @ before their name in the text.
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Suggestions

Paul Burney

paulb@lilycomms.co.uk

Paul Fletcher

PaulF@litlycomms.co.uk




