
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.

Quick Commands
If you add a / to the search bar, you will see a 
whole host of commands you can easily use 
to activate your actions/find information as 
quickly as possible.

Also, if you add an @ to the search bar, 
you can follow it by a name to see which 
contacts show up, as well as see which 
team groups they are a part of.
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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.

When creating a new channel, you can
give it a description to explain what 
the channel is for, and set its privacy.
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Urgency Levels
By clicking the ! button when messaging, 
you can set levels of urgency, similar to how 
you can when sending an email. 

This is great if you need to get an answer 
quickly from one of your team members,
you can even pin them to the message by 
adding an @ before their name in the text.

Channels


