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1. Settings to change ‘Activity’ into a virtual TEAMS ‘Inbox’

77777 Change Settings to select what appears in ‘Activity’

A Better Way To Work

Global Notification Settings [P I I X Each Channel
control ‘Activity’ 0915_'0"‘?[ can be adjusted
Global Notification separately

All Posts Settings
+ Replies by Channel

Channel Posts

Global
@Mentions

‘Activity’ Q
— |nb0x Activity

Chat @Mentions

Other

e.g. Calendar Select on/off
Viva ...
WorkingSmert QY b o e o o 7
[
lobal Settings for Tailoring ‘Activity’ — Key i |
Global Settings for Tailoring ‘Activity’ — Key items only
Nav Bar Notifications and activity Change to ‘Daily :
o to reduce emails in Outlook
. B Chats and channels Turn On ‘
sty — - OI@ @Menuonsl IG‘n QI @Mentions messages
9 Mark s read likely to require action
@ (==] Voicemail from Michael 1 ‘
Chat 63 2666 | 5 Notification settings
P
& 0|& Likes and reachonsl Off' to reduce clutter
Teams
s
A I @  Postsin all shown channe\sl Show in Activity
Calendar . ha o
O ' Ll B ‘Show in Activity' to include ALL Posts
- » o 7 -
=2 g . + ‘Include replies
9 dllO e %4
[ S 0
OneDrive o (alendarl
Newinvites, pdates and cancel tions sent to me
Wihen pecpi forward mestings e organized i
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Global Settings to change — in detail

;u%:‘,‘ Feed =
60 Mark all as read
@ . Anna mentioned you
Chat on Products > 25 WSM TEAMS £33 Notification settings
&
Teams
[
1. Activity
Calendar
. 2. Dots ...
> 3. Settings Wheel
A ‘Notification settings’
OneDrive
Motdaatan sed sty
.- - S——
v
m.
- o
ar -
a - e
- i
==
‘ = Missed activity emails
Motifications and activity

Chats and channels

a I@ @Mennonsl

Channel and team @mentions

Turn On @Mentions - Messages likely to require action

Tag @mentions
Everyone in chat @mantians
Nearby in cnat @rnentions

Perscnal @mantions

Aat Replies to my channel posts and replies

[5)  Replies to followed thresds

Show in Activity w

Show in Activity

Show in Adtiity v

Show in Activity

Show in Activity

a |5 Likes and reactions | ‘Off" to reduce clutter

‘Show in Activity’ to include in ALL Posts
+ ‘Include replies’

i Posts in all shown channels

I Include replies l.
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Mesting start nct#cations

NAte Uil | join or sencia

Mgeting crat retCaLGnS
message

Meet new start netifications

Banner snd ringtore

Manige ntifications

Calendar

[ Calendar
Qff

‘Off x 2
Calendar Invites duplicated in Outlook

Mew invites, updates and canceliztions sent to me

When pecple forward meetings |'ve organized

Ao
a o o @ -~
¥ e o @ v

2. Settings for ‘Activity’ — by Channel
For each Channel, click on the dots next to the Channel name > Channel notifications

& < arch (Ctrl+Alt +E 5,
.-.1?., Teams - T 4 . 40 Learning Materials Posts Files Notes Foll to agree howtow.. B Ingermsl Sharing (P O~ - 2]
D o o "
To Increase Priority
| i Channel notification settings = ‘Banner and feed’
Priority Training TEAM > 40 Learning Materials {Banner = pPop-up notification)
Q:‘\ All new posts
o - Motify me every time there is a new post in this channel
torials I I
— ’ i B nd feed
o o ) Channel notifications Include replies e =
—— .. Pty Tof o Channel mentions v Only show in feed
— _ _ )
WEMES 3 Manage channel .. G o off
20Food To Reduce Priority = ‘Off
apps il addr g aoc ;
B3 Get email address (5t0p5 in (Act.lv.lty! ) P
m_! &2 Get link to channel Tip
: & Rename channel ‘Feed’ = ‘Activity’
WEntertal 0\ ows
20¥
30 Budget| T=J Archive channel
s

Til Malata rhannal
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3. Channel Types & Set-Up Options

Note:

iz Channel Setup Options

A Better Way To Work

Use Standard Channels wherever possible
Tasks do not work in Private or Shared Channels

Create a channel

Channel name *

Shared
Team + Certain people outside
the Team (No Tasks)

Letters, numbers, and spaces are allowed

Standard
Description
Help others find the nght channel by providing a descripti Everyone n the Team

[Crnn;zst*arr\g ype* O -
Select Standard

Everyone on the tean

Layout
Channel owners can change this at any time

Shared
People or teams in your org or outside your org can have access.

- = |
[r— G] Private
C— Specific people oo the team have access.
Threads ® Posts o ;
Looks e chat with reples on Poans recrncer by most recent
e ick in threads. Good for reply. Good for forums and

back-and-tonn douTsion: arnounCETaRTS

Private

Only Specific people in
the Team (No Tasks)

Threads (Do not use) Only Use Posts

Single Threaded Chat | Multi Threaded Posts

T ~

7777 The ‘Goldilocks' method to building TEAMS & Channels

A Better Way To Work

Confidential Create
material PRIVATE Channel
(Restricted Assign Tasks? |
to some people
in the TEAM)

Create
Yes another TEAM
New TEAM
Only invite
people who “ 7
can have 700 small” A(?ld FEple Assign Tasks?
not in the TEAM Create

access to
ALL Standard
Channels

SHARED Channel

We have the
right people
in the TEAM

Create
STANDARD Channel

Just right”?

>

& can Assign Tasks

WorkingSm@rt
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4. Linking Files to Messages

" - &
ﬁaﬂ

A Better Way To Work

People outside TEAM- Posts: Add file links from another TEAM

2\
=

— ‘ Tim Gunning
l iw
- Add a subject

General |Posts fries Wiki +

Recent

1
X

in Channels

WorkingSm@rt

&l o

Calendar . Browse Teams and Channels
B IF U S =i ¥V & M 99 &
:%?, Type a message Beasch for actions andl apps Q & OneDrive
£ At
(o}
Oneorive T Set delivery options ]  Upload from my computer

*  Stream

T)sks:F::.i"_ QD ® @ & Viva Learning

O rois

| B workilows
B updates
@ roms
O weather

Get mare apps

Tty People outside TEAM- Posts: Add files link from another TEAM

A Better Way To Work

OneDrive
Activity [ My fil

) Recent
Chat &8 Shared
i
Teams
Calendar

P

[ B owomon Select Another TEAM to access files
Cally | [ ofice Party Tearms for .

B Offico Party Teams for WiorkingSmart Fit 41T > Documents > Genersh a
(-] Y ame v
© O FProgress Reporidoc May 12 Prority Manageme.
lﬂ- Tom Gregor March 1 Tim Gunning l

‘Attach’ = ‘Attach File link’

¥ 1 selacted

to Post

in Chanrh

WorkingSm@rt
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A Better Way To Work

in Channels

WorkingSm@rt

People outside TEAM- Posts: Add file link from another TEAM

Sharing settings
Progress Report.docx

Share the link with

(&) people in your organisation

O]

‘ Tim Gunning

(@) only PM London non-products

Select more options

Add a subject (B) People with existing access 5 Can edit
= Make any changes
- & (®) people you choose Ly o Canreview
B 7 U S ¥V & s Paagfph Con anly sisggest changes 2
e o Conview
Type a message... Can't make changes
[ Can edit
Progress Report.do Cancel Apply

Pecple in your organization with the link can edit

2 ©@F B R & = a

iz People outside TEAM- Email: use Attachments

A Better Way To Work

Classic
Outlook
Email

WorkingSm@rt

Poll to agree how to use Microsoft TEAMS

x
File  Message Insert Options  Formi
ﬂ B &- A « w « Dacuments - Office Party for WorkingS.. > General v (@] Search General F-
snacn ook == 7 _
File - | flrem Organize ~  New folder =- 10 @
Recent Items 5 Apps ) Name Status Date modified Type
s MASTE
nit Londan » Attachments I B4 John Smith.docx [ 29/11/2022 13:53 Microsoft \
> il Desktop ¥ Maria Morais.docx (&) 29/11/2022 1353 Microsoft \
Functions Index > [l Documents @ Paula Osborne.doci [a] 29/11/2022 1353 Microsoft
CAUsers! Priceitgh —
> P Documents - Office Party fq ] = 23/01/2025 14:07 Microsoft

arePoint - Priofity Management London

> B Documents - Practice TEAM

Microsoft Copilot Chat Files

> Microsoft Teams Chat Files .

m '::Hv '::M:?:‘."ﬂm:fiﬁ for Wor File name: |Progress Reportd
) Friors nsgemens s > Sel

CAUsers PriityManagement0

\ Priority Management quatation MASTER
CuUsess PrirtyManagementOpiPriority Management LondoniPM London non-products.

E"@ Browse Web Locations >

7 BrowseThis pe._.

20/01/2025 12:57 Microsoft

File Explorer opens.up »
Find Team
> Select Channel > Files

ect File
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@Zﬁ‘sz People outside TEAM- Chat: use Links to share files

A Better Way To Work

] Q. Search w ]
°® 2 chat - = O R _John Reece chat fils [0 GG -
)
Chat & "y URECEED & Attach cloud files T Upload fron  bearch for actions and apps Q

Teams t

J;” John Reece =day 16:32 5§ Schedule message

ol " ] L ¥ Set delivery options

= B4 Record video clip | &

Greiive

B John Reece €8 Schedule meeting

sesday 1633
Praner "

the public team should be ready for you

]

*  Stream
@ Vivaleaming

Adds a Link to File i
1 m Polls

@& Attach cloud files @ roms
Tip: - -
Avoid ‘Upload’ as all " Uplon : et move apps

files go into same
folder in OneDrive Tipe 3 message v e o>

T e Sharing Options

A Better Way To Work

Sharing settings
Progress Report.doex

Share the link with

,.
(&) People in your arganisation
Share with people in you

®

args arganization sccount

Select more options

required

‘ Tim Gunning () only PM London nan-praducts

= ) )
(&) people with existing sccess

Add a subject I 5 Canedit

.
o) Make any changes
(B) Peoe you choose e anychane

Ly = canreview

B 7 U S V A M regyh / e ows B O
More settings
Can view

& Canedit " Can't make changes

Type a message...

Cancel Apply

People in your organization with the link can edit

. Progress Report.do
o o

in Channels 2 0@ e 8 e+ File Sharing options =2 I

WorkingSm@rt
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5. Combined or Separate Chats & Channels

A Better Way To Work

Turn off new ‘Combined Chats and Channels when it arrives — confusing?

WorkingSm@rt

]
Q
Adtivity
O]
Chat

[z}
Teams

Calendar

Calendar

%

calls

Planner

(@}

OneDrive

@

Copilot

®

Loop

Settings

General

Appearance and accessibility

Chats and channels

Notifications and activity
Accounts and orgs
Privacy

Devices

Calls

Captions and transcripts
Files and links

App permissions

Mo E =20 60 oy &

Recognition

@ About Teams

< Q. Search (Ctrl+E)

Chats and channels

@ Viewing chats and channels

See chats and channels in a combined list or keep them separate.

=

Combined O

Separate @

Chats and channels list

Show message previews for chats and team names for channels

Show time stamps
Show at top of your list
Filters

Copilot

Discover

® Hide inactive channels
Periodically hide channels you haven't looked at in a while.

Hide now

cee L prority Managem. A" - o

E < 3 Settings

- Cast
@ Help >
o
& Feedback >

| Zoom — (100)% -+ |
Keyboard shortcuts pJ

(J Download the mobile app 4

on @D
on @D
on @D

off @ )

6. Linking TEAMS Files to File Explorer

A Better Way To Work

File
Explorer

WorkingSm@rt

Gateway #3: Working offline + familiar access - via File Explorer

® First set-up Links in OneDrive on Nav Bar

P Documnents - Office Party for & +

“ T c ‘% OneDrive

@ New
~ @ Your Name - OneDrive
> 10 Reports
10 Workshop Local files
Apps
> Attachments
>l Desitop

» | Documents

> P De

- Oiffice Party for

v

> P Documents - Practice P6& Office Party
Meetings
Microsoft Copilot Chat Files
Microsoft Teams Chat Files

» Microsoft Tearns Data

»

= Documents - Office Party for WorkingSmart MASTER >

T Sort = View
O Name - Status

10 Entertainment o

20 Food o

30 Budget a

40 Guests o

General fa) 20/01/2025
Learning Materials o 2000172025 1140

o o i
Search Documents - Office Partyf  Q
(B Details
Type Size
o fold
fal
=0
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’/@Z"’ZZ File Explorer: Find TEAMS to Link in OneDrive + ‘More Places’

A Better Way To Work

W OreTrive
Q B share G2 copylink 4@ Sync L Download & Open in Sharefoint Wl Expor

OneDrive + Add new

My files » Documents - Operations = > General

(R Home
B Mame ~ Modified

| |y files

88 shared - DR A

©F Favorites

T Recycle bin

Browse files by

& people

B Meetings

& Media

Quick access.

B +# Team - Private Channel
B TeAMS Project Execution.,

B Fractice TEAM for o

WorkingSmart e

77T File Explorer: ‘More Places’ = All TEAMS Folders

A Better Way To Work

- Prorty Management loncon ), - O X

(@)

OneDrive

. RS Sales Tearn . Office Party for WorkingSmart MAS

(R Home

B My files
&8 shared
©F Favorites

W Recycle bin

‘ Priosity Training - Gep B - Office Pa
Browse files by

& People
Clare 12 Jan Practice
B Meetings

& Media

e - MASTER WSIM Office Party TEA... . MASTER WSMT Office Party TEA... . MASTER WSON Office Party TEA...
1B iR Team - Private Channel
™ TEAMS Project Execution...

B Fractice TEAM for the TE...
MASTER WSPT Cifice Party TEAM... Office Party for WorkingSmart M. Office Party Teams far Working5_..

. Ofgem Office Party 9 May 2024 . Operations . P66 Office Party TEAM & Aug
WorkingSma@rt [ I ; Iore piaces' "] - Perth/London Team T pag Londan non-products T pw London Products
—
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A Better Way To Work

]

OneDrive

WorkingSma@rt

File Explorer: Set-up Links with ‘Shortcuts..” to view in File Explorer

| Onecrive «e Prority Maragement Lordon JfJ,

‘ B Addshortcutto Onebrve | o e e e v Betho b S T

| & Priority Training - Grp A - Office Party >|Do<u |

@ > In channels
3 My files
~ In site libras

&3 Shaced ry —
€Y Favorites
W Recydebin 0O Name ~ Modified ~
Browse files by S Bl 10 Entectainment Afewsecondsago  Gunaing. |
& People B “20F00d
B Meetings pe

S 30Budget Monday at 9:44 AM
@ Media

Bl 40 Leaming Materials Monday at 9:44 AM
Quick access
@ Priority Training - Grp A - Bl Generol Monday at 9:44 AM

@ Priority Training - Grp A < Added a shortcut to Priority Training - Grp A -
& Priovity Training - Grp 8 - Office Party in
More places...

~ a x

A Better Way To Work

(@)

OneDrive

WorkingSma@rt

File Explorer: Colour TEAMS folders PURPLE for visibility

Apps Gunning. Tim (Prior 0 fems
{Ictobs G200, na ivate
£ Remove |,m(mm
Heetings 4 Download o
Notebooks pate
ED Rename
OneNote Loog Files jate

& Open in OneDrive

ED Detaits

Quick access 8 Move to
& Priority Training - Grp A -
& Priority Training - Grp A - . Folder color ]
& Priority Training - Grp B - ...
More places.. .
ED Details

o
o
e @)
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777 File Explorer: Identify TEAMS PURPLE Folders

A Better Way To Work
G CrOrive B = v |

Q OneDrive My files

OneDrive

+ Add new Y Name Modified * Modified By ~  File size ~ Sharing Activity

(0 _Home Apps
- My files Atta

&5 Shared

Gurning, Tim (Pricn 0 iterns

R Documents - Priority Training - Grp A+ Abouta minute..  Gunning, Tim (Prior 5 items €2 Owner: Prior.

7 Faworites

T Recycle bin Meetings
Browse files by
£ Pecple

Meetings

B Media

Cuick access

& Friority Training - Gip 8 - ..

Mg places

WorkingSmart

Tty Gateway #3: Working offline + familiar access - via File Explorer

A Better Way To Work

TEAMS Folders are under
OneDrive in File Explorer R e

Right click file

or folder
for options including

& AIM device

&> Free up space

T Sert - = View -

- Prigrity Management London| Name

» [ 10 Reports 10 Entertainmess

10 Workshop Local files 20 Food & 20/01/2025
> Apps 30 Budget y - Status
Attachments 40 Guests 20/01' % &y Available online = Not open
’ 'fmp eners! S EON Available on this device = Open
> @ Documents Leaming Materials 20/01/2025 11
> B® Documents - Office Party for WorkingSmart (W Always ava- < 1nis device
I > B® Documents - Practice P66 Offce Party Note: AVOID — Sync issues?

Mot CopiotCrat e TEAMS folders appear in Purple

Microsoft Teams Chat Files

File » Microsoft Teams Data
Explorer [ W -
- Open File Explorer =
WorkingSm@rt
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Zﬁ@

A Better Way To Work

File
Explorer

WorkingSma@rt

;,C"”Zfz@

A Better Way To Work

Important Warnings about Sync Issues

~ o Tim - Prigrity Management London
> [P 10 Reports

» 10 Workshop Local files

¥ Apps
» Attachments
» @l Desktop

» [ Documents

Name

PE Documents - Office Party fory + - o X
e 3 (&) ¢ OneDrive > - Documents - Office Party for WorkingSmart MASTER > Search Documents - Office Party f  Q
@ New - T Sort~ = View - ees (B Detaits

l 10 Entertainment

Never Delete a Channel folder

20 Food
30 Budget
40 Guests

General

Learning Materials

I{ » P Documents - Office Party for WorkingSaae MA

» P Documents - Practice PE6 Office Party
5 Meetings
¥ Microsoft Copilat Chat Files

¥ Microsoft Teams Chat Files

» Microsoft Teams Data

Never Add new fold

May delete the TEAMS Channel

Hard to see in TEAMS

ers or files at ‘top’ level (i.e. Channels)

Resolving Sync Issues

File
Explorer

WorkingSma@rt

Faste B I U~
-

Cigboard K 1o resolve it

There is a sync issue in OneDrive
Click to leam maore about this issue and how >

P I T T——— Q
Fle  Home Insert D'J @ OneDrive - Priority Management L ]
I L (awossoon | I

b Work Report.doo:

WSMT - W5 TRGMS

I Work Report doox

20 WSMT - WS TEAMS

General

Uplo:

l Upen folder

Screenshot 2024-07-19 172712.png

hots

View oniing

swordi [0 Test Prechesion: On  TH kccesubiity: Good 10 go

H @ OneDrive - Pricrity Management L... ] ‘

[aa] A

@ » Syncissues @ ¥ @_,

Sy — ,‘ - a 4

© Comments | | & Editing ~| B

o Sy  Choose Best Way

to Resolve

@ Resolve the

The online version and the versiol

'nave changes we couldn't merge.

—> Open in Office to merge changes
Office will merge the changes from both versions or let you pick the
to keep.

wour computer will have a "-TG-Priority-London™ added

to its name, and

file you want
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A Better Way To Work

File Explorer: View files now to confirm Linking is working

General * + - g X

; &« P c <& OneDrive l ++  Documents - Office Party for WorkingSmart MASTER > General l Search General Q

) New - &% © i} = (0] T sort - = vView - e (B Details
|- a Priority Management]] O Name ; Status Date modified ype :
| 10 Workshop Local files @ John Smith.docx o 29/11/2022 1353 ‘File Explorer" opens
I > T Apps B Maria Morais.docx & 29/11/2022 1353 Micrasaft Ware| documents in

> Attachments @ Paula Osbome.docx & 29/11/2022 13:53 Microsaft Waord DESkTOp AppS

> [l Deskiop &4 Progress Reportdacx o 1517 Micrasoft Word D 18Ke

» [ Documents |§§J?_ Reece Jones.docx \ 4] 20/01/2025 1257 Microsoft Word D... IBKB|

> P Documents - Office Party for“brh'mSmarl]

> P Documents - Practice  Office Party
» Meetings T it

Ty it now:
> Microsoft Copilot Chat Files

See files in General Channel

s Microsoft Teams Chat Files

. > Microsoft Teams Data
File
Explorer I > Notebooks
P
| Sitems 1item selected 179 KB Available when onling
WorkingSma@rt

7. Archive TEAMS

’@Za Archive TEAMS when finished — Makes it Read only (Members need to hide)

A Better Way To Work
a < QU Saarch (Cirl+E) Priority Managem_ & ‘ o X
&_03 Chat Q B . General Posts Shared Notes P66 Practice Gen Motes P66 practice Tasks  Workspace [ F o~ B Q-
-] Unread || Channets | Chats | Unmuted |~
v (@ Fractice P66 Office Party S Hide all ch | [pdate to the report by next Friday.
,. - & Hide all channels
. 10 Entertainment 6th _
& o]
o 20 Food oo Add member sort
o 30 Budget lw

30 Budget Tth August

40 Leaming Materials

You must be the Owner
to Archive a Team

30 Budget

(% Add channel
83 Manage team
Repal

D Managetags o

& Copy link

Want to archive the Practice P66 Office Party team?

This will freeze all team activity, but you'll still be able to remove members and update

roles. Go to Manage teams to restore the team.

(] Make the SharePoint site read-only for team members

Cancel

i
T Archive l

ki
Leaming Materials 28/022023
« [ PMLINT Office Party TEAM 8 Oct G Leave team 24 1045

00 General

W Delete team

- 10 Entertainment oe1o2024 had YO Ye + B
20 Food 071072024
30 Budget oe/v2024
Leaming Materials o7naz02e

;

EN ~ (@ MASTER WSON Office Party TEA

WorkingSm@r!|

Archive
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8. Index for Learning Guide

Index WorkingSm@rt with Microsoft TEAMS Learning Guide

A-M Unit-Page Nos

M-Z Unit-Page Nos

Activity Feed 2-4 + A-4

Best Practices Communication 2-2

Mobile using Teams A-4

Best Practices Creating and Using Teams 3-2

Planner Accessing 4-8 +ATl

Best Practices Delegation 4-3

Planner Tab adding to a Channel 4-7

Best Practices Esprit de Corps 1-3

Planner Tasks accessing by Team Member 4-12

Best Practices High Performance Teams 1-5

Planner Tasks assigning 4-12

Best Practices Teams Configuration 5-2

Planner Tasks Changing Progress 4-12

Best Practices WorkSm@rt Surmmary A-18

Planner Tasks Completing 4-11

Channels adding Tabs 3-11 + AID

Planner Tasks Creating 4-9

Channels Managing 3-10

Planner Tasks Managing Tasks Best Practices 4-17

Chat creating Group 2-6 +AlS

Posts creating within a Channel 2-7

Chat creating with a Contact or Existing
Group 2-5

Power Automate to Create Tasks in Qutlook A-15

File existing uploading within a channel 2-11

Search Functions 2-10

File Folders in Teams Best Practices 2-8

Setting Up Teams 5-5

File Folders Structure 2-8

Setting Your Status Message 5-9

Files managing within a Channel 2-9

Settings Calls 5-10

Files Shared Accessing 4-4

Settings Motifications 5-10 = Al3

Keyboard Shortcuts for Teams A-2

Settings Privacy 5-7

Meeting Best Practices 2-14

Settings Quiet Hours A-14

Meeting Breakout Room Best Practices 2-18

Teams and Channels Focus 3-12

Meeting Breakout Rooms Setting-up 2-18

Teams Creating 3-4 & A-4 + A-6

Meeting Setting-up 2-15

Tool Bar Customizing 5-4
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