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Todays topics:
• Creating a Team
• Channel Areas
• Adding People to a Team
• Sending a Chat Message
• Creating a Video Meeting
• Scheduling a Video Meeting
• Tools for Video Meetings
• Using the “Add a tab” feature
• Chat
• Calendar
• Calls
• Files
• Creating a Team Channel



Stand alone desktop app



Web Version



This is where you create your own team, or discover existing ones.



In the upper righthand corner, 
select “Join or create team”



Select “Create team”





Fill in the 
requested 
info and 
select next.





Start typing a 
name, select the 
correct suggestion 
and select “Add”.



Enter Info.

Select “Create a team 
from an existing 
Office 365 group.



Here, you can select to 
include all the members 
of another existing team 
in your new team.



Now that we’ve created our team, we 
can click on it to open it up and see 
some of the things we can do.



This area, “Posts”, shows 
conversations, video call 
history and files shared.

The “Files” area is 
a collection of all 
the files shared.

The final area, “Staff Notebook”, 
is for use with OneNote. 

This is where we can make a 
post or start a conversation.



Start a conversation by typing @ 
and the 1st initial of either the first 
or last name to get suggestions of 
people in your group. Select a name 
and type your message, hitting 
enter to send. 

The other things included are 
applications that you may want to 
investigate using with Teams, but 
that’s beyond the scope of this 
introduction tutorial. 





Below the box to start your conversation 
are several buttons. Were going to look at 2 
of them. 
1st, lets look at the paperclip.



This is where you go to add files to the 
“Posts” area. You can select from the 4 
options and you are given a file browser to 
find and attach your file.



The 2nd button we’ll look at is the movie 
projector, which allows to begin a video 
call.



Select “Meet now”.

We’ll get to “Schedule a 
meeting” in a moment.



I can select the … next to a team 
member and select “Ask to join”.

Teams then calls the team 
member and asks them to 
join the video call.

When they join…



Select the red “phone” box 
to end the video meeting.

Select the 
camera to turn 
your camera off

Select the 
microphone to 
mute yourself.



Lets look at some other useful tools on the toolbar.



Mousing over the         button gives us the “Share” option.



Clicking the      button presents a variety of 
things on our computer that we can share 
as part of the video meeting. I’ll select a 
PowerPoint presentation from my list.



As you can see, the presentation 
takes over most of the screen, 
but our presentation tools are 
still available, as well as our 
video toolbar.



Mousing over the … 
shows that this gives us 
“More actions”

Clicking the … 
provides our menu



Were interested in 2 actions 
here. “Start Recording” and 
“Blur my background”.

“Start recording” records 
the video meeting and 
sends you a link as well as 
places a copy in the “Posts 
area”

“Blur my background” 
does just that.







Now you can see we have activity in our “Posts” area, 
including a copy of the meeting recording. 



Now we’ll select 
“Schedule a meeting”



This screen provides 
the ability to select 
times, attendees, 
locations and 
provide details.

Once you’ve entered 
you info, select the 
“Schedule” button.



Your scheduled meeting will 
appear in the “Posts” area. While 
we have specified someone to 
attend, anyone on the team is 
free to attend.



You’ll also get a reminder 
from your Outlook Calendar.



We now have a new “Meeting Notes” 
are, this was generated automatically 
with our scheduled meeting.



Its just a simple text area to keep whatever notes 
you want to



Selecting the “+” 
gives us the option 
to “Add a tab”.



For our demonstration, we’re 
going to add an Excel tab to our 
Teams space.

But first, have need to upload the 
excel file using the “File” area.



We need to first select the “File” 
area, then we can select “Upload”.



Select the proper file and then 
select “Open”.



Now we can go back and select the “+” 
area and select “Excel” from the “Add a 
tab” menu.



Here we are given the option to 
change the tab name and select 
the file that we just uploaded to 
create our new tab. 
We can then select “Save”.





Now we have a new tab 
across the top. Everyone in 
the Team has the set of tabs 
and can access all the 
information contained in 
them.



There are four more tools we want to take a 
quick look at before we go:
• Chat
• Calendar
• Calls
• Files



To chat with someone they must be part of you 
contacts list. If it is someone on one of your 
teams, they will be part of your contacts. If you 
need to add a contact, just click the “…” to the 
right of a group title and start typing their 
name. Pick the correct name from the 
suggestions.

Once the correct contact is available, click on 
their name to start a chat.



Type your message and hit 
enter to start your chat.



Next up is the “Calendar”



As you can see, it is a quick, 
convenient version of your 
Outlook calendar. No jumping 
back and forth to see when 
you’re available. 



Now  we’ll take a look at “Calls”.



Click the “Make a call” button



In the box that pops up, begin 
typing in the name of the 
contact you want to call.

When you see the contact, 
click on their name.



Click the phone button 
to begin the call.





Finally, lets take a look at “Files”



The “Recent” group is a list of files that you 
have accessed recently. The Location 
column tells you where that file is stored.



Microsoft Teams shows 
you files you have 
uploaded or shared within 
the application.



OneDrive provides 
access to files 
stored in your 
OneDrive account.



This area contains files that you have 
downloaded from within teams, such as a file 
shared in a chat or within that teams files.

You can also access the files on your machine 
by clicking the “Open Downloads Folder” in the 
upper righthand corner.



All this time we have been 
working in the “General 
Channel” which is made 
automatically when we create 
a Team. A “Channel” is an 
area for a particular topic, 
project or meeting.

You create your channel by 
selecting the “…” to the right 
of your Team name and 
clicking on “Add channel” in 
the menu.



Next we can give our new 
channel a relevant name 
and add a description.

We can adjust our 
“Privacy” settings. We 
can leave it at “Standard” 
and select the button to 
show the channel to 
everyone.



If we click the dropdown 
arrow in the privacy box, 
we have the option of 
selecting “Private”. If you 
select “Private” you’ll be 
asked to add members of 
the team to allow them 
to access the private 
channel.



After we’ve put in our 
relevant information and 
selected the 
“Automatically show…” 
options, we just select 
“Add”



We now have a new 
Channel for our 
team to work in.
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