Microsoft 365

Collaborating in Teams



Welcome to Microsoft 365 Teams Essentials
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What You’ll Learn Today

Overview of Microsoft Teams

* Topics covered include:
* |Introduction to Teams in Microsoft 365
Accessing Teams
Teams Overview
Teams Chats, Calls and Calendar

File Management in Teams, Channels, Posts,
Collaboration and Version History

Accessing and Syncing OneDrive and Teams




Lesson 1

Introduction to Teams
in Microsoft 365 7

* Choose the Right Location

e Teams Benefits



Choose the Right Location for Your Files

What, when, and where to store, share, and collaborate on files in Microsoft 365 comes down to
choosing the right application according to how many people are likely to see your document.

OneDrive SharePoint

Teams
Files stored on Teams are shared with a group working together on a project
Designed for collaborative efforts, including file sharing, chatting, conducting meetings,
making calls, and video conferencing.




What are the Benefits of Teams?

B Improved Communication

o 9 Collaboration
S%T@ Ensure everyone’s on the same page

: \ Improved access to real-time updates

@ Cut down on email clutter
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Lesson 2

Accessing Teams

e Access to Teams

« Teams Overview




Access Teams

1. Type Teams in the Search field.
2. To open Teams, click the Teams app.
OR

3. Right-click on the Teams app and select
Pin to start and/or Pin to taskbar.

Pinning apps to the taskbar or start menu

speeds up access to important tools.

Ll | Web @ Documents Settings People Folders Photos

Apps

| @§ Microsoft TE%
i

Run as administrator

w TeamsSetup ¢
R
Teams.
I, =

Unpin from taskbar

Pin to Start

TeamsSetup &

[ FA-T-0 c w_e W

App settings

Uninstall

B Teams_windows_x64.exe

Store

E Teams - Search for apps in the Microsoft Store

Microsoft Teams

¥ Open

Wendy Wesley Wendy. Wesley@tncourts.gov

@ CQuit Teams

Wi Available

@i Busy

Tasks

Wi Schedule Meeting

Wi Start New Chat




Teams Web Overview

Settings

Search Bar

b Q. Search (Ctrl+Alt+E)
a?ﬂf Teams o Q Ov Notes  Test registration < Cha n nel Ta bS
T
@ Unread T Upload ¥ (B Editin grid view [ Share €2 Copy link Add shortcut to OneDrive 2} Download EE Export to Excel — All Documents ~  ED Details
Chat
ﬁ @  Mentions
Teams @j Followed threads Documents > General Tab Menu Bar
Teams and channels
Calendar D Name - Modified ~ Modified By ~ + Add column
= B int A0C_Demo-insight
Planner General 12/8 B Sample Files MNovember 19 Charisse Bonwell Cho
ce . int_ITSD_IFSS 'g Loop paragraph.loop Movember 19 Charisse Bonwell Cho
Riceiion General 6:45 AM
".. Administrators () 6/13
COOP& 1/21
Field Support Manager & 3/14
Apps
Help Desk 197
=  TOC Committee Hub
General &/6
BB int_A0C_Collab-Al
General 924 Content Area
See all yo us!
Teams and Channels

Vertical Toolbar



Ways to Collaborate in Teams

A
=i | Microsoft Teams is a comprehensive collaboration platform that facilitates teamwork, communication, and
(9 | project management. Team members can chat, hold virtual meetings, share files, and collaborate in real-time.
Chat
i Activity Chat Calendar Calls LICEINE
- « The Activity option + The Chat option « Inthe Calendar « The Calls option  In the Teams option, you can
shows notifications allows you to have option, you can enables you to access all your teams and
Calendar and recent activity private schedule and make Teams audio channels
- within your teams conversations with manage meetings or video calls from ¢ You can join discussions,
I*"'_ and channels individuals or groups ¢ The Teams calendar your Chats share files, and collaborate on
* Helps you stay *  You can send integrates with projects
oL updated on messages, share files, Outlook, allowing * The Teams option provides
Workflows important events and use emojis and you to track all access to all your files stored
. and messages GIFs to enhance appointments and in Teams, OneDrive, and
your communication events SharePoint to easily find,
share, and collaborate on
documents
Appz

OneDrive provides direct access to your OneDrive files and folders
Copilot can assist with content creation by generating ideas, outlines, and even full drafts for various documents
View more apps (...) is designed to enhance user experience by providing quick access to additional functionalities

Apps offers apps that can be integrated into the Teams platform to enhance functionality and streamline workflows




Lesson 3

Teams Chats, Callsand =~
Calendar

» Participating in a Teams Chat
« Making Teams Calls
*  Working with the Teams Calendar




What Is Teams Chat and Best Practice

Teams Chat allows team
members to communicate
instantly, improving response
times and collaboration
efficiency.

It provides a centralized space
for conversations and file
sharing, helping teams
collaborate seamlessly.

Teams Chat reduces reliance on
emails by consolidating team
discussions into one platform,
minimizing inbox overload.

Communicate using direct and simple
language to ensure messages are easily
understood by all team members.

Select the right chat channels for
topics to keep conversations organized
and relevant to participants.

Use @mentions to get attention and
ensure important messages reach the
right people promptly.

Allow reasonable time for responses to
reduce pressure and maintain
respectful communication flow within
the team.
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Live Chat

To start a new chat:

@ ‘our status is set to do not disturb. You'll o ations for urgent messages and from your priority contacts. Change settings |~ X

Earlies delivery date is this Friday 11/21 for $6.00, free Monday 11/24.
Thoughts?

Monday should be fine. As | said | gave Faith the docking station | had

1. Click New message.

four status is set to do not disturb. Yeu'll only get
ifications for urgent messages and from your priority

Change settings | X

n 1

DB acts.
L] I
Calarcin T
To: dd v
FI-I° & homa:
David Thomas bl. Just ordered those. expect 10 see those Monday. Is there a ticket | need to update with all the order/shipping details?
i
th m f th ipient o = -
2. Iype € Name O € recipien ‘

Y DB ZE yes | will add you to both - it is part of the g drive replacement tickets

LI "

homas

in the To field or select from % B E

Danielle Lane
M Ao i ] DANIELIELA dered 2.
the recent list i 5
. Piana Chavic ¥
+ Chats
probably but I'm not up ta who else needs their iPad replaced.
& e | ; AM
- 4 Thomas W AM
You're starting a new conversation
- Ese docs are Surface Pro specific.
B Da Type your first message below.
R sorry thought we were talking about the folios - that was my last comment

amas

3. Enter the message in the Type
a message field.

Type a message 3
ype a message v @ B + Li This is yesterday's leftavers from Justice Campbels charging issues.

ahhh - Yes | thought | asked for 3 - 1 to replace mine and then 2 for back ups. Seorry - can you order one more?

Sure can!

Ashanti Reed-Hawkins 118
Type a message 5 OB + B

4. Click Send.

tanhanie Hollidav

f you already have a chat going with someone, you can begin typing
in the box at the bottom of the window.




Live Chat Actions

Actions and apps

Suggested Responses

lSearch for actions and apps Q
TOUay
Jennifer Helgeson 947 AM
& Did you receive the meeting invitation for 11:00 today? @ Attach file
y
[ vesidid |[ Noidiant |[ ves | @ Ee Schedule message
Type a message 2O 6 + | 0 set delivery options
[

Record video clip

/

Schedule meeting

Emoji,

GIFs, and Stickers

# Stream
r~ Forward
o Praise
Reactions € Copy link
Approvals
<> Pin
: » @ Viva Learning
: R & - 99 eee —
& ' ‘ h’ Q & Mark as unread p—
JB° are you free for a call? & Share to Outlook Get more apps
d$ Translation >
More actions >




Group Chats

Group chats are a powerful tool for enhancing communication, collaboration, and team building.

1. Click the New Message button. Chat S i

2. Add members to the group chat. e

essage oc (= 4
e “‘I' David Thomas TY Taylor York X i
To: DB Danielle Beauman X w e

@ Middle TN Group Chat

3. To name the group, click the drop-down

arrow. e o Middle TN Group Chat / i @1
p::h-r; elle B
4. Once the group is named, individual names
are hidden, and the group name displays.
5. To see who's in the group or to add new S

people, click the View and Add Participants S o
button.

Maormin g ,ﬂyO@___

v




Shared Tab in Teams Chat

The Shared Tab in a Teams chat is a dedicated section that displays content exchanged within a

conversation, including files, links, and media.

1. Open your Teams chat conversation.

2. At the top of the chat window, locate and click on
the Shared tab.

3. Browse the list of files, images, and links that
have been shared in the chat.

4. Click on any item to open, download, or view
details.

: No need to scroll through old messages to find
attachments or links.

: Keeps everyone on the same page with easy

access to shared resources.

: Helps maintain an organized workspace within
Teams chats.

(-;a Jennifer Helgeson chi: shared [

(D Recent ) [3 Files @ Links

OB Name

[=| TTT Feedback 10.10.25_v2.docx
@=| 77T Feedback_10.10.25.docx

a 08. Project Closeout
nsightonline.sharepoint.com

Date shared |,

10/8/2025

10/7/2025

10/7/2025

9/16/2025

9/10/2025

Shared by

Michele Medgaus

Michele Medgaus

Michele Medgaus

Michele Medgaus

Michele Medgaus

* OneDrive and Sharepoint Training v2a.pptx
nsightonline.sharepaint.com

9/8/2025

Jennifer Helgeson

E3::| Presales Forecast_Jen Helgeson.xlsx

[@¢| Using Copilot and PowerPoint_FINAL.pptx

B¢| traditional-template-Excel-Copilot DRAFT B2.pptx

a insightonline.sharepoint.com
nsightonline.sharepaint.com

Léman Manhattan | Private School in Lower Manhattan, New York
www lema attan.on

ford Smith Cybersecurity Training | Microsoft Teams
Recap: 3P™ Enablement for Microsoft + (Option 2) Thursday, Jul...

D . oooton

| traditional-template-PPT-Copilot_DRAFT B_Client Review_V2.ppix

[B¢| traditional-template-PPT-Copilot_DRAFT A2 pptx

8/19/2025

8/8/2025

/8/2025

8/8/2025

2/8/2025

8/8/2025

8/4/2025

7/28/2025

7/21/2025

Michele Medgaus

Michele Medgaus

Michele Medgaus

Michele Medgaus

Jennifer Helgeson

Jennifer Helgeson

Michele Medgaus

Michele Medgaus

Michele Medgaus




Teams Phone

Microsoft Teams makes it easy to connect with colleagues through audio or video calls directly from Chat.

e Vo H Oy’ Q] el el Blele el SO0t APQEEST PR SR B0 0T O Dty OISR
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» At the top right corner of the chat window, click the

phone icon.
* From the drop-down menu, select Video or Audio call. PN




Answering Calls

 When someone calls you, a notification pops up
on your computer.

* The notification provides buttons for you
to answer or decline the call:

Accept with video
Accept with audio

. Decline call

@ Wendy Wesley@incourts.gov... - TNAOC

David Thomas
15 calling you

%



Working with the Teams Calendar

The Calendar in Teams is integrated with your Outlook calendar and automatically syncs your appointments
allowing users to schedule, view, and manage meetings and events directly within the app without switching

between platforms.

1. Navigate to the Calendar tab located on the left sidebar of the Teams app.

2. Click on any event to
view details, join the
meeting directly, or
edit the appointment.

o Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts.

(CP E Calendar
@ 3 Teday <

> November 2025

(i) 17 18

a5
Jeams
)

Monday Tuesday
Caiend AN |P01mck=v Reminders to Patti & Dave e
v

8 AM ICIP Training (Placeholder)
5

A | Admin Mesting

Windows 11, OneDrive, Move to Windows 11
SharePoint, Teams Microsoft Teams Meeting Wendy Wesley

NSCE - Judge Ayers Wendy - 2025 Monthly One on One with Brandon
Chambers Wendy's office if at AOC / MS Teams if AWS Patti Marqua &

# Join with an ID 1 Meet now <+ New meeting . N

20 21

Admin Meeting
Luncheon
TN Tower TN rooms 18 2,

Townhall Meeting and
follow up with Lunch at AQC

Stephanie Holfiday "e RSB 5

3. To schedule a new meeting, click the + New meeting button at the top right of the Calendar view.




Working with the Teams Calendar

Fill in the meeting details, invite
participants, and set a date and
time.

Add attendees.

You can also set up recurring
meetings by selecting the
recurrence option.

Teams will handle invitations and
reminders, keeping your schedule
up to date and accessible.

@ our status is set te do not disturb. You'll only get natifications for urgent messages and from your prierity contacts.

New meeting Details Scheduling Assistant

Show as: Busy ~ Category: None ~ Time zone: (UTC-06:00) Central Time (US & Canada) - PResponse options -
£ Addititle
o Add required attendees + Optienal

11212025 [F) 1100 AM ~ —  11/21/2025 [E  11:30AM ~ 30m © ) Allday

Does not repeat

!

Add channel

[

@ Addiocation QOnline meeting . )

= B I U S ¥ A M mmgaphv (S D = S W e -

Type details for this new meeting

E Add an agenda

Change settings x

/==

Options

Whe can bypass the lobby? (T

People who were invited

Record and transcribe

autematically (i)

More options

=Ll - 0




Lesson 4

File Management in
Teams

e Teams Channels
 Channel Posts

* Managing Files and Folders on Teams




The Teams Section of a Teams Site

fP Teams
The section of a Teams site serves as the @
central hub for group collaboration within Microsoft B e
Teams. T 5 i
L . . = FavOTTE
«  Within each team, channels organize conversations, )
files, and meetings, allowing members to % B
communicate, share resources, and work together o | v Teams and channess
SeamleSS|y. vt |~ B i~ A0C Demo-insight
b General
» This structure helps streamline workflows, keeps all | @ soess
relevant information easily accessible, and supports ® kinl
both ongoing and project-based collaboration N
efforts. e

Field Support Manager
Help Desk
TOC Committee Hub
General

<@ int_AOC Collab-Al

General

I'.'ﬂ |j i
T08 AM
7:08 AM
61
%34 AM
I114
971
] NNEg
i"tf‘ S{;.
S 1<
& T A 2
£ nhe
3 "5"'4' 2
2 9m 2
(3 5



Team Creation — TN Court Process

What should | do before | create a new Team?

1. Define the purpose, goals and members to the team

2. Search for an existing Team that meets these needs

3. If thereis already a Team, create a channel

4. If you are not currently a member of the Team, request
access




Creating a Teams Site

* Submit a request through AOC Help Center
(https://tennaoc.atlassian.net/servicedesk/customer/portals)

Creating a Teams Site
 The Governance Team evaluates the request, need, and impact

* Once approved, ITSD provisions the new Team.

 The Team owner is the person who made the request or a
person identified in the ticket.

 Team owners are responsible for:

« Adding Channels (both Standard and Private)
« Adding members to the Team

» Contact ITSD before adding external members to the Team
as guests



https://tennaoc.atlassian.net/servicedesk/customer/portals

Differentiate Between Teams and Channels

Channels are used to sequence information. You can create as many new channels as you need.
The General channel is the default channel associated with the team.

You should think of a team and its channels as a house:

The house = the team

The kitchen = channel 1

In this channel, publications and The living room = channel 2

documents will be exclusively
about "the kitchen".
E.g.: the shopping list for the

IS L2

In this channel, publications and
documents will be exclusively about "the

coming week. The reception hall = living roo.m". |
the general channel E.g.:;c:e list of guests for the coming
month.




Create a Channel

Create a channel
To create a channel: o

Channel name *
1. Right-click the Team name or click | *@ intmsoess @ e .
More options (three dots) to the BT
right of the Team name. Q) e

Toc "8 Hide all channels

e

Choose a channel type * (&

2. From the menu, select Add channel. GE“F&_MMmm_ L |
andard — Everyane on the team has access g
vn int (3 Add channel /

3. Add the Channel name and Ged @ e o/24 |:| Recommend that people show this channel in their channel lists
Description and choose the channel N s o o,
type, Standard, Shared, or Private. ¢ Copyink

) = C—
T Archive
. E—
4. Click Create. C—
E’A Leave team o
Threads ./ | Posts ®
1j-t[ Delete team Lioodcs like chat with replies on Posts reorder by most recent
i shade in theeads, Good for reply. Good for forums and
k- A= Forth JepnasTine ANNOURCAMANTE




Private Channels

Private Teams Channels provide a secure and confidential way to collaborate with select team

members.

Focused spaces for collaboration

Only team owners/members of the private

channel have access

Private channel scenarios:

 Want a focused space to collaborate

» Discuss sensitive information

A lock icon indicates a private channel

Linked to the parent team

Cannot be moved to a different team

Cannot be converted to standard channels
and vice versa

Create a channel
i <
Channel name *
Private Channel ® Q Teams - Q @v
Activity
Description @ :
Unrea
Help others find the right channel by providing a description Chat
e @  Mentions
Teams
Choose a channel type * @ Teams and channels
Private — Specific people on the team have access v . IT-SBOX1
alendar
General 8/18
ayou
Channel owners can change this at any time C%L Private Teams Trainind © 10:08 AM
Teams Training 9:50 AM
m O (@}
OneD
™| = | A 0 Ot See all your teams
o |
Threads O Posts
Looks like chat with replies on Posts reorder by Add members to the Private Channel channel
the side in threads. Good for ply. Good for fq]
back-and-forth discussions. | | announcement its.
Type a name or email
@ Erin Doman Member v X
Erin.Doman@insight.com
q:gENNESSQ\
S s
P B
2 5
% v




Channel Tabs

. GEI‘IEI‘Eﬂ Posts Filles Notes Documents

Allows for messages, Provides access to Allows for linking
announcements, files and documents and displaying a
updates, and replies stored in SharePoint, specific website
within the OneDirive, or other within the channel
conversation thread cloud storage
services

Embeds a shared
OneNote notebook
for note taking and

collaboration

Access and manage

your calendar within
the context of your
team collaboration




Add a Calendar Tab

To add an app as a tab: o 2

Teams Training| Posts Files v Notes Team Training - A How...

1. Navigate to the channel in Teams
where you want to add the tab.

2. Click on the Add a tab (+) icon. s Chamnel caleniar Aot X
3. From the |iSt Of available tab yiuézfe;:fsdcirr]e?a:ezlalaennj:P:z:?e-;etaor:;::li:rizg\C\:i;\jlngslédded to this calendar.
options, select the appropriate item. & @ 4 Tab name
PowerPoint Viva Engage Word Polly [EEIT T E
4. Follow the prompts for the selected
tab. a ¢ » ol ... |
Excel Planner Whiteboard PDF
5. Click Save.
“ 0 B
Website Visio ccah\zlqgg‘r Shg;zz:;int SharePoint
* Meetings created in the E 1 E u .
automatically populate the sender and recipients’ ‘ L
Teams and Outlook calendars. o et - o
Meetings created in the Teams and/or Outlook Add a new app
calendars populate the channel calendar. ropular inyour org .
@& Manage your apps Close @%




Tab Access to an Important Channel Document

To make a document a tab:

1. Navigate to the file in the channel.

2. From the ribbon, click Make this a tab.

OR

3. Click the Show more actions for this item (...) icon.

4. From the menu, select Make this a tab.

5. The file displays as a Tab.

&~ n Teams Training Posts  Files Motes Team Calenddr Assignments.docx

Gn Teams Training Posts Files v Notes Team Calendar e

Documents > Teams Training

B Name ~ Modified O ~ Modified By ~ + Add column

EmailMessages_10_2024 October 2, 2024 SharePoint App

@ 2024 Organization Hierarch G Open > 4 Erin Doman

- .
- Preview .
@ o Assignments.docx N Michele Medgaus

@ How to Work Better with My Team_| Michele Medgaus

&2 Copy lin
@' Weekly Updates £) Make this a tab hele Medgaus

B editingridview @ Open ¥ [ Share & Copylindl ) Makethisatab U] Delete 5P Pintotop

97 Favorite L Download -




Posts/Conversations

The channel Posts tab acts as a central hub where team members can share updates, discuss ideas,
and post important information in an organized and accessible manner.

£

8]
i

e EESSS—

Diipwse - A0

Dl - BAS

e =
TIE R
1 1

Select the channel and then select the
Posts tab to view the conversations.




Start a New Post

. COOP Posts Files COOP & My Q @ -

1. From the Posts tab, click the Post Q
in channel button. —

| \’n Wendy Wesley 34 AM

b | added a tab at the top of this channel. Check it out!
° @ coop
2. Type a Subject for the post.
3. Type the post.
’_‘ Wendy WesIE)l by

4. Change the message format, if _
dd a subject
desired. e J

B f US =i ¥ 4 A 7 & B i'.:l---e

5. Click Post. é

© e +




Attach Files to a Post

To attach files to a post/conversation: D wearwser— JED) .

Add a subject

1. Create the post.

B 7 US =EI¥ &AM 9 @B Q@ -

Click the Actions and apps (+ sign) icon. —

2
3. From the menu, select Attach file (paperclip). @ ' b a
4. Select the file from the list of recent files or © @\ W o u

select Upload from this device. e

Record video clip

Q =

= (Change permissions .
5. Search for and select the appropriate file. — N &) TuCourt s Teams Feiewort
Workflows e Assignments.docx

| . k O Opened 33 minutes ago
C IC pen- E Approvals
Working Better Together_v2.pptx

n Polls - Opened 44 minutes ago

7. Click Post.

- i

Tennessee Courts.xlsx
B Opened 58 minutes ago

Get more apps New Hire Tracker_3.19.24.xlsx
B Opened 60 minutes ago

Attached files are saved to the tab of the channel. e

Attach cloud files

a8 Browse Teams and Channels

wwwwww

2 kS
Y H
R
: : >
T g
°

el

Upload from this device

A

The best practice is to share a link to a file to ensure
everyone is accessing the most current version of the file.

uuuuuuuuu




Link Files from OneDrive to a Post

Activity OneDrive O @ Open ¥ [ Share | & Copylink | @ Copilot ¥ T Delete Yy Fay

To attach a link to a file in a post: ¢

My files > Prof Serv » Aennessee Supreme Court Project > De

e Modified @

Yesterday at 7:3...

1. Open OneDrive. @ tome
| @@ My files

2. Select your file and click Copy link from the — .

f~E]

ribbon. G S o rer " 644365 Teams Taiming DraftBpptx 6 days a0
Return to your Team / Channel and create a Post. |Q ﬁ%:; E- e s
3. Paste the link in the body of the post. w8 © vt | o |
4. Click Post. e

The best practice is to share a link to a file to ensure everyone is
accessing the most current version of the file.




Tag People in a Post

To Tag People to a post/conversation:

1. Start a new post.

2. Type @<name>.

3. Select the name from the list.
4. Type the message.

5. Click Post.

Tagging people in posts ensures that the
tagged individual receives a notification,

drawing their immediate attention to the post.

0 Suggestions

Michell Ruff
Michell. Ruff@insight.com

&% Marci Gilbert-Ramey
‘\‘ Marci.Gilbert-Ramey@insiaht.com

Tennessee SupremejCourts
5
Team
Tennessee Suprefne Courts
5
‘ Team

MindMeister #Mind Mapping
Create mind mgfps to brainsterm and plan with your collaberators in real-
time

E [E=] Share sorgeone’s contact info

o=

&

. Michele Medgaus

&

oTraining
B T U‘ g = 1=

A ap | 93 e [ | o] .-

Michell Ruff please review the presentation




Status Indicators

To view or set status options:

m « Click on your profile picture

Insight Sign out located at the top right
. Michele Medgaus corner of the Teams window.

Michele.Medgaus@insight.com

View account O /

. Michele Medgaus (You)
Michell Ruff 11/10
Please ping me when you're free. | have a meeting at...
a Erin Doman 1173
k

Jennifer Helgeson 1147

® Status Options display. % Did | accidentally hang up on you? Anything else yo...

© Avsiable 47 2 o, e
o Available » To re(flell\alle nOtIflcatlon When Someone “ iifir;tu:::iidyou r'er‘cin"va--sha.eenteredAl[?lh?'sof.‘I
» IS aval a e: 7 rizzona Albri
® susy [ ?ﬂundthecﬂtbling::d placw... |
A © Do ot disturb * Hover over the name of the recipient open e vindon
=
Be right back | and click More options for the kf‘ >
'ﬁ‘ppear away person, [=) Remove from section
A 1l . . &l Mute
@ Appear cfine * Select Notify when available. o
@l Duration ] Manage apps
Y .” . f. t. . &S Workflows
) Reset status ou Wil recelve a conrtirmation: o conylnk
@ You are now following the . [ Remove chat his Qq,“ENNESSQ;
presence of Arizzona Albright R Hide éf' 11 %
2 8
5 &




The Files Tab in a Teams Channel

The Files tab of a team contains all the files created or uploaded by the team, or the files attached using
the Attach file button from the conversation posts.

* Each channel has its own file folder where you can share files for that specific channel.

 To access a folder, go to the channel and select the Files tab above the conversation window.

n Teams Training Posts| Files ~ | Motes PTO Policy.docx
T Upload = Editingridview [ Share © Copylink <# Sync 1 Downlead &> Open in SharePoint t Add Document Library
Documents > Teams Training
II'| Mame - Modified -~ Maodified By ~ + Add column
III;' PTO Policy.docx Yesterday at 12:43 ... Erin Doman



Create New Folders

e e

. General Posts Files ~ [

o
e Folder

1. Click the New button. Word document

Select Folder. el workbook Create a folder w

MName e
PowerPoint presentation _
Project Status|

To create a new folder, select the Team, the
Channel and the Files tab.

i

Enter a filename.

% B &

Select a color for your folder. OneNote notebook

Folder color
Click Create. | Forms survey . . @‘ . . . .

Visio drawing

Lok b

v

[

Clipchamp video

M365_Copilot_on_the_Web_G

" %

M365_Copilot_with_Excel_Generic
= Link

27 Edit New menu

-+ Add Template




Create New Files

To create a new file (Word, PowerPoint, Excel, etc.):

Q. Search (Ctrl+E)

To create a new file, select the Team, the Channel

and the Files tab. n Teams Training Posts Files ~ Notes PTO Policy.doc

1. Click the New button. e 7 Upload a naridview 2 Sharm €3 Conulink G Sunc

2. Select the type of file to create. Folder | éord document X
3. Enter a filename. B Word document

. Excel workbook Assignments| p
4. Click Create. a _ / ocx

@3- PowerPoint presentation

The new file opens in Teams, is saved to the @) OneNote notebook
current folder, and is available for team members Forms for Excel e ‘
tO edit aS We”. ﬂl] Visio drawing

& Clipchamp video

& Link

To open the file in the desktop application, EEEEEESEEE e |

select Editing from the document Tool bar N

and then choose Open in Desktop. 30 e s e ONNES,
252 g:::nvi?\gﬁle, but make no changes 5??’ Q\.a&‘
Rontow -
i ] Open in Desktop '-?j-, H‘Ih',l lll §




Upload Files to a Teams Channel

To Upload a file: n Teams Training Posts Files v Notes PTO Policy.docx

) di Open B

1. Click the Upload button. m T Upload v | 4« o - 1 =i et i e ][
Organize = New folder - o0
° ~
Select FIIeS . A Home O Name Status ate m: ize
. Files E— e
Documents R e z Rjﬁ s gt ©

Select the file (Or f||es) to upload' Folder [ @] (85 ot e T O = s T v—

G TNC (57 11/11/2025 4:25 PM Microsoft PowerPoint Presentati...

[ Desktop

Na

. D .
Click Open. Template R

InSight

H L

y o . rof Serv
M@= ~ Assignments.docx o

David Austin

3 Documents

@ PTO Policy.docx —

G Music

3 videos
You can also upload a file by dragging it Q
from its current location and dropping it

=]

o S TERlmns veinslos emely e iles: * Files uploaded and shared to a channel are accessible to every

member of the team.

* Files can be added to the General channel of a Teams site by

attaching them via the Posts tab. @N%@
AL &
f

-
)
S
\ £
‘vu

* Document uploads do not notify the team. '%




Why should | Download a File from Teams?

Offline access: Access and work when you are offline or do not have
an internet connection.

Sharing: Share it with someone who is not a member of the Teams
workspace or does not have access to Teams.

Collaboration: Work on it using different software or tools not
integrated with Teams.

Archiving: Organize and store important documents for future
reference.

Revise/Customize: Review or edit files locally on your device without
changing the source file.




Download a File

< L Search {Ctrl+E)

TO download a flle: TeamsTraining Posts  Files ~ Notes PTO Policy.docx

1. SeIeCt the ﬁle and CIiCk the £ Edit in grid view Open = Share & Copy link iv Download | =) Rename

Download button.

Documents > Teams Training

OR

D Name ~ Madified ~ Modified By ~ + Add column
2. Click Show more actions for this % \
. . . . Ej 2024 Organization Hierarchy.p... [E| - [|Open * 1n Doman
item (ellipsis) next to the file and

select Download.

oy Praview !
0| ~Assignments.docx ! in Doman

_ Share

0| PTO Policy.docx in Doman
Copy link
Make this a tab

Manage access

Delete

vorite
Download




Lesson 5

» Share Files on Teams
 Copy a Link on Teams
e Share or Copy a Link from an Open File

» Use Manage access




Benefits of Collaborating in Teams

Reduces the attachments

You can pin
P of files to emails.

specific files to

the top of your list v

for easy access.

Attachments
are no longer

Any files you upload lost in emails.

to Teams are
accessible by any
member of your
team.

The main file is

You are always working ,
always in the same

on the most current ] CeNNES;
) location. & f;:f%
version. (8 [=F%° %)
=i

g
5

% il 1

s e




Share Files from a Teams Channel

Sharing files is an integral part of modern collaboration, allowing teams to work together seamlessly regardless
of their physical locations.

< 2 Search (Ctr+E)

To share a file:

Teams Training Posts Files v Notes PTO Policy.docx

1. Select the file and click the Share

button. B Edit in grid view Open

@ Share | @ Copylink ) Makethisatab [ Delete :* Pintotop

OR Documents > Teams Training
a. Click Show more actions for this D vosmes
item (ellipsis) next to the file and © & 2024 organization Hierarchysp.. @ T open | Shfre "RZtQdetOrlgani---rarchy-pptx“ - @ X
egacyretirea-interna
SeIeCt Share' Iﬁ‘i:—l '\;ﬁ«ssignments.docx Preview o . — V. e
2 ichele Medgaus
2. Select the team or channel member & P10 policydoc 5’“‘“‘9_ Add more “
to share the file with. copyine , ] 5 canear
Make this a tab @) Please review the 2024 org Wk iy g

3. Enter a message, if necessary. —— o Canview

Can't make changes

4. Click Edit to change the sharing Delete . Cant download

Can view, but not download

permissions. Faverite > Copylnk | m

5. Click Send.




Copy a Link

< Yy Search (Ctrl+E)
TO Copy a Ilnk to Share a flle: n Teams Training Posts  Files ~ Motes  PTO Policy.
1' SeIeCt the flle and CIICk: B Edit in grid view Open = sShare C) Makethisatab [ Delete s Pinto top
d. The Copy Ilnk bUtton Documents > Teams Training
OR o_ [} Mame -~ Madified ~ Madified By ~ + Add column
b. Click Show more actions for © | & 2024 organization Hierarchyp.. @ s Open > finBoman
this item (ellipsis) next to the & recionments docs @ Preview L boman
file and select Copy link. ) | Share _
0] PTO Policy.docx n Doman
. Copy link
2. Click Copy. e
Make
3. Paste the copied link into the ol © Link created X
apprOpriate |Ocati0n. ‘ https://insightonline.sharepoint.com/:p:/r/sites/M365... Copy
People with existing access can use the link. 3 Settings

Sending a link minimizes the size of sent emails and working on the file outside of Teams.
When a file is shared in Chat the file is usually view-only and permissions need to be changed for

collaboration.




Collaborate with Word, Excel and PowerPoint

Sharing from within a document, spreadsheet or presentation ensures immediate collaboration or co-authoring.

Open the document, spreadsheet, or presentation you intend to share.

Application Symbol
= Share
Word & Share v /
@ EE = oyt

Excel

PowerPoint

1% Share ~
28 Manage Access

1. Click the Share button in the top-right corner of the Share “M365.Oution.ob A 4D Click to send a
interface. O LegacyRetrentemal P—l more flexible method of
& Add a name, group, or em L~ 1
2. Select Share from the Menu. e Sharm,g' )
. o _ - » This option generates a
3. Enter the email addresses of the individuals you wish to e URL that can be

share the document with or choose from your contacts. distributed through

various channels.

4. Specify the permissions (e.g., can view or can edit).

5. Add a message to provide additional context, if desired.

6. Click Send to share the document. @%
& AL L 9

{2 {M al

| 5

2
% Al
%oy trg o




Manage Access

If you are the file owner, the Manage Access option allows users to view the list of people who have access
to a shared document and revoke access at any time. -

i : Manage Access & - X
1. Navigate to the file or folder on Teams.

g#l Training topi..- Sample.docx

Right-click on the file or click Show more @ Share © Stop sharing
actions for this item (ellipsis) and select e
People  Groups-4  Links
Manage access from the menu.
This file has not been shared with anyone yet.

gt M365 Teams Overview Part 1 Demo Qutline.docx G Open >

© @ M365Teams Overview Part 2 Demo Outline..| IL o Preview

® Start sharing
a & Share
&2 Copy link

1 Make this a tab

% Manage access

3. The Manage Access dialog box displays, click on Stop sharing. Stop sharing? X

Only owners of this item will still have accee
Stop sharing Cancel

4. A confirmation message displays, click on Stop sharing.

When you use the link in the Manage access dialog box for a file, it removes any

sharing links that were previously created for that file.




Benefits of Sharing Files

When your files are stored on Teams, it is easier to collaborate in real-time with others because you and
your teammates can be working in the same file at the same time, which is known as co-authoring.

 The Presence indicators show who has the file open and where in the file they are working.

» For co-authoring to work effectively, everyone working on the document must be working on the same
uploaded file. -

O Find and Replace
A g

Presence Indicators

Paragraph
4 3

ntify the Microsoft Teams transition path
+ Access Microsoft Teams

* Navigate within Microsoft Teams




Lesson 6

Version History

* Version History from Teams
* Version History from Teams on SharePoint

* Version History from a File




Accessing Version History from Teams

Version history allows users to track and manage changes made to their files over time.

1. Find the file you want to open in Teams.

2. Click the Show more actions for this item (three dots) icon next to the file name or right-click the file to
open the file menu.

Documents > Teams Training

3. Select Version History.

™  mName -~ Modified @
EmailMessages_10_2024 Qctober 2, 2024
a" 2024 Organization Hierarchy.ppta Open
& o Assignments.docx I oo 5 Preview
& Share

¢ How to Work Better with My Team_
& Copy link

o' Weekly Updates £ Make this a tab

% Manage access

T Delete
7 Favorite
4 Download
=D Rename

&> Open in SharePoint

s* Pinto top

e EB Mowve to

i Copyto

L
2% Automate 1 5?. 4
s B
=
“

2y Version history




Viewing Version History

Version history

1. Most recent version displays at the top - click the et S
column header to change the order. | e

2. Hover your mouse over the file version you wish to o
reVieW. 450 4/5/2024 1:46 PM Michele Medgaus

440 45720 0-31 AM Jill Blasey-Ciociola

3. Click the dropdown arrow to show the available R
actions. 420 4/5/2024 10:16 AM Jill Blasey-Ciocicla

4. Select the appropriate action: o i I

« View - Open the document

* Restore - Overwrite the current version with P View e
the selected version N e' e

- Delete - Remove the selected version . o

You cannot delete the current version. ﬁws@
If a previous version is deleted, it cannot be used as a restore point. 5?«2:11 ﬂ\




Accessing Version History from a File

Open the file (Word, Excel or PowerPoint). You can access Version History while viewing the opened file.

Utilizing this feature ensures that you can easily track progress and recover important information if needed.
From the File Menu: From the File Title:

1. From the ribbon, click on the File tab. 3. Click on the title.

2. Select Info and click on Version History. 4. Select Version History.

0 | File Home E

'he Version Histo I
M365 OneDrive.pptx & O LegacyRetired-Internal « Last Modified: 10m ago ~ e e rSI n IS r‘y pa n e
. .
® displays on the right.
o File name
ome
M365_How to Store Documents_Generic .
M New Smart Start - Change & Training » General » Training Repository » MS Templates » Collaboration - Working with my Team with M365 » Slide Decks. [ M365 OneDrive .pptx] _ N
Version History
| & share | | @ Copypath | | @ Copylocal path | | 5 Openfile location .
= = Location
Protect Presentation e - > T minutes =22
Info E‘ Control what types of changes people can make to this presentation L Slide decks Currant Version
, f%l T S E ' Size 30.2M8 T o v i
y st T @ O R Smart Start - Change & Training » General »... B Jennifer Helgeson
Hidden slides 0
o W GO0t itivi > October 15, 12:33 PM
Inspect Presentation T Add atag Sensitivity 3 T
Pt @ Before publishing this file, be aware that it contains: Categories Add a category Y B Jennifer Helgeson
Check for = Comments | O LegacyRetired-Internal v |
Issues > = Document properties, document server properties, content type information, Related Dat . /
Share author's name and crapped out image date Elaledlbaiy i - - i > November 2, 2023, 5:20 PM
. D @Rty LastModified  11/13/2024 9:37 AM This data is considered gener§| business d.ata created and = Jennifer Helgeson, m Michele Medgaus
Adube POF . 'E’E‘:"‘aim':f‘ Created 9/23/2024 558 PM used to support standard business operations. Most data
: ustom XML data . ; . . b
(Gl & Task Pane add-ins Last Printed will fall into this category. This data is only shared S (Gl TR SR
0 EEmiEEyes externally with the proper contractual agreements in place clober =1, o
Export Related People i
. . B Jennifer Helgeson
[l such as a signed Non-Disclosure Agreement. Examples of
i i Diane Kill - - = -
Cloze |® G (g @ oo this information include general email correspondence,
iew and restore previous versions, . . R 3
Version Aidmas internally shared operating procedures, and general 2 October 10, 2023, 12:03 PM
H Last Modified B i i I W Jill Bl -Ciociola
istory Iy @anewammgau; internal company communications. asey
Learn more
'_H Manage Presentation Related Documents
Ml?n:é‘e [ There are no unsaved changes. . QENNES,S-
Presentation ~ . - Q\
Show All Properties @ Version History
4 L




Lesson 7/

Accessing and Syncing
OneDrive and Teams .

e Access OneDrive from Teams

* Syncing Files from Teams to OneDrive




Access OneDrive from Teams

You can access OneDrive from Teams allowing you to open, share, and collaborate on documents
without leaving Teams.

Accessing OneDrive from Teams
provides:

« Simplified access to files.

M i rks Delive] % People
* Enhanced collaboration B
. oo o EMEN Mechanical Sales ) Medis Linkedin Live
« Simplified file management

Improved productivity

Activity OneDrive 0 [ share & copylink J Download € oOpd
Teams My files Prof Serv InSight > M365
&b
Teams (,—:] Hg
< Discover - M MName t ~

Abreon Internal Channel &

.
- DI PA - POS

General

= Teams Training

General
Demo Files

Workshop

v ' s+¥ Collaboration Team

@ My files

rSx]
A .
<7 Favorites

T Recycle bin

Browse files by

Quick access

C&T - Healthfirst

ACM Resources

Copilot

Generic Courses

Job Aids

MS Curated Content

This integration streamlines your workflow, making it easy to collaborate on files, organize
content, and maintain secure access to your cloud storage in one place.




Syncing Files from Teams to OneDrive

The Sync icon on the Teams Files toolbar allows you to synchronize files and folders from a Teams channel to your
OneDrive/File Explorer.

1. Navigate to the Files tab within your desired Teams channel.

2. Click More commands (three dots) on the toolbar and select Sync on the menu.

. General Posts Files © MNotes Documents Channel Calendar ALL USER Tenant Listin... [#

T Upload ¥ B Editingridview [ Share ©2 Copylink Add shortcut to OneDrive |- Download ¢ Exportto Excel 3 Automate !

o~ Integrate >
|
Documents > General o Sync
f;] Alert me
D Name ~ Modified ~ Meodified By ~ + Add column
5 Manage my alert
Agreements June 4 Mathan Howell

& Open in Sharefoint

We're syncing your files
AOC Migration to SharePoint Movember 12 Nathan Howell ¥ ay

x

¥our cam close this dialog and your files will continue to sync inthe background. ¥ thare i
Mo respanss, you may need to install the latess version of OneDimes.




Syncing Files from Teams to OneDrive

When you click the Sync option, it connects the channel to your OneDrive, so you can access, edit, and manage
files directly from OneDrive/File Explorer even when you’re offline.

Smart Start - Change & Trainii X < - o X
&« T C @& OneDrive > -+ Smart Start - Change & Training - Collaboration - Working with my Team with M365 > Search Smart Start - Change & Training ~ Q
® New ~ T Sort = View - see (B Details
~
@ OneDrive - Insight [J Name Status Date modified Type Size
MNK Exercises [} 11/5/2025 1:02 PM File folder
Kick-Off Job Aids (&) 11/5/2025 1:02 PM File folder
Templates OnPrem to M365 S 11/5/2025 1:02 PM File folder
FINAL COURSES FOR TRAINING Outlines (o 11/5/2025 1:02 PM File folder
2. Forecast Slide Decks (@] 11/5/2025 1:02 PM File folder
@ Getting Started with Microsoft 365 - Day 1G.. < 7/9/2025 12:17 PM Microsoft PowerPoint... 10,037 KB
v &) Insight
> C&T - Janus Teams Phone - General
v Smart Start - Change & Training - C %0
> Exercises
> Job Aids
> OnPrem to M365
> Qutlines
> Slide Decks

Any changes made to the synced files on OneDrive are automatically updated in Teams and
SharePoint when you reconnect to the internet, ensuring your files stay consistent across all devices.




Lesson 8

Accessing Teams from
the Web

e Teams on the Web Overview




Access Teams on the Web

Microsoft 365 for the web lets you view and edit documents stored in Teams directly from your web

browser.

1. Type myaccount.Microsoft.com into your internet browser, M365 opens.

2. From the Navigation Pane select the App Launcher (nine dots) and then select Teams.

3. Your Teams displays.

Eile Edit Yiew Higtory Bookmarks [ools Help

B | B TsDinfestuctureand FeldSu X | Home Page - M X BE My Account x [

nt microsoft.com

I Outiook
Il word
@ Powerpoin
B sharepoint
- Vi

i forms

Explore all your Apps >

Wendy Wesley

Middle-Davidson-AOC

K Teams

B rower Auto...

Wendy Wesley @tncourts.gov

' Why can'tl edit?

Sign out everywhere

Use arrow keys or mouse to move toolbar

-

& G @ | & htips//teamsmicrosoft.com/ve/

Inside Insight - Home

X | @ SharePoint

X @j (1) Teams and Channels | Genera

x +

Security info

I

Keep your verification metheds and security
info up to date.

UPDATE INFO >

Devices

=

Disable a lost device and review your
connected devices.

MANAGE DEVICES >

. - Teams
Activity
8o
w Unread
@  Mentions

) Followed threads
~ Favorites
+ Teams and channels
~[@ int_AOC_Demo-Insight
General

See all your teams

Q

+

12/8

IN

5

General Posts Files ~  Notes

Documents > General

N Name ~
B Sample Files

f2  Loop paragraph.oop

Untitled page

. Press Ctrl+Alt+G to go right to a chat or channel

Test registration

@ Share & Copylink | Download
Modified @ ~ Modified By ~
November 19 Charisse Bonwell Cho
November 19 Charisse Bonwell Cho

@ Export to Excel

+ Add column

o8

tomate v

BP Integrate ¥ @ Sync

= All Documents v

— a X
o
TNAOC Mha

o

Details 7

—1I

See all the organizations that you're a part of.

MANAGE ORGANIZATIONS >

4 éJ
See when and where you've signed in and
check if anything looks unusual,

REVIEW RECENT ACTIVITY




Teams Web Overview

Search Bar

L" O, Type "is:" to narrow your search to Messages. Files or more

m;u Teams - QB . General Fosts Files - <
e
9 Unread T Upload v 8 Editin grid view [ Share € Copylink . Download ¢ Exportio Excel $f Automate v [P Integrate v [ Sync = F All Documents v
Chat
| * %  Discover
< :
o S s Documents > General
(Y  Followed threads
Tab Menu B
~ Favorites a e n u a r
Calls .
=
Training Repository
@ September 10, 2024
Cepilee
[j Name ~ Modified 0 ~ Modified By ~ + Add column
G 1 -Teammate Support Documents June 28, 2022 Friedman, Diana
Apos ) _
Bl > Fireside Chat_04.11.25 Aprl 11 Michele Medgaus
OCM Repository June 28, 2022 riedman, Diana
o Product Training and Installation September 19, 2022 Pavid Gaw
General 1o/28
Tennessee Supreme Tuns I4 Recordings December 13, 2024 pharePaint App
= Standard Teams Folder Structure (Copy C t t !

Il Training Repository

Teams and

Train-the-Trainer April 18, 2023 Michele Medgaus

Channels

@t Insight Change and Training Project Status ...  July 22 Linda Lioyd

Ve rtica I TOOI ba r @t Insight Change and Training Project 5t... o July22 Linda Lioyd




Quick Recap

Introduction to Teams in Microsoft 365
Accessing Teams

Teams Overview

Teams Chats, Calls and Calendar

File Management in Teams, Channels, Posts,
Collaboration and Version History

Accessing and Syncing OneDrive and Teams




QUESTIONS?



THANK YOU
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