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Introduction 

to MS Teams
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1. What is Microsoft 
Teams?

2. Teams in the 
Classroom

3. Teams in the 
Workplace

4. Class Discussion



3



Teams in the 

Classroom

4

 MS Teams allows students to work 
together collaboratively on academic 
tasks, projects, or assignments with the 
common goal of achieving specific 
learning objectives.

 Teamwork in the classroom can take 
various forms, such as group discussions, 
group projects, peer reviews, or 
cooperative learning exercises, all of 
which aim to enhance the overall 
educational experience and prepare 
students for real-world collaboration.



Teams in the Workforce

5

Microsoft Teams is a powerful collaboration platform widely 

used in the workforce to enhance communication, 

productivity, and teamwork within organizations. Here are 

some ways in which Microsoft Teams is utilized in the 

workplace:

 Real-time Communication

 Video Conferencing 

 Document Sharing and Collaboration

 Task Management



How do you think you can 

use Microsoft Teams in 

your classroom?

 

How would you use it in the 

field?

Class 

Discussion

6



MS Teams 

Interface 

Navigation
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1. Navigation

2. Activity Feed

3. Chat

4. Teams 

5. Calendar

6. Calls

7. Files

Instructor Demonstrations

Practice the Skills

Review Questions
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Navigating 

in Teams
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Activity 

Feed

• Every action you and others in your team 
do on Microsoft Teams is tracked in the 
Activity Feed. 

• It gathers all your conversations, calls, 
channels, and teams' activities into one 
location. 

• You can filter your feed by pressing the 
filter button shown below.
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Instructor 

Demonstration

Teams Activity Feed

Unread / Read

Filter
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Teams 

Chat
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• View, and send 

private or group 

chats.

• Share files, call and 

video chat all from 

this view



Instructor 

Demonstration

Teams Chat

Search bar

Chat

Files

Messaging

Format messages

Group messages

@mention
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Practice the Skills
16

1. Find your 
instructor in chat

2. Compose but 
don’t send a 

message to your 
instructor (any text 

will do)

3. Change the 
formatting of the 

text in the chat to: 
Italic + Bold

4. Add an Emoji to 
the message

5. Send the 
message as 
“Important”

Make sure to ask for assistance if you are having difficulties with any of these tasks



Sample Message
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Teams
• Shows all the Teams you 

belong to. 

• To view your classroom 

team, click on the team 

icon
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Teams View 19

1

2

3

41. Team Name

2. Class Information 

Menu

3. Channels (one for 

each course)

4. View Panel (views 

whatever class 

info menu you 

have selected)



Instructor 

Demonstration

Teams

Class Notebook

Assignments

Channels - Files
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Calendar 22

Create, manage and join any meetings 

you have, including your class meeting. 



Instructor 

Demonstration

Calendar

Views

Create a meeting

Join meeting
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Practice the Skills
24

1. Create a new 
meeting for 

tomorrow at 1:00 
pm titled “Test 

Progress meeting”

2. Add your 
instructor as an 

attendee

3. Type the following 
details: 

Follow up to last 
week's progress 

meeting. 

4. Save

Make sure to ask for assistance if you are having difficulties with any of these tasks



Sample Meeting
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Calls

27

Make calls and add & 

manage your contacts



Instructor 

Demonstration

Calls

Make calls

View history

Filter history

Contacts

Contact groups

28



29



Files
30



Review Questions

1. What is Microsoft Teams?

2. Explain the difference between one-on-one chats and group chats 
in Microsoft Teams.

3. What is the Files tab in a Channel?

4. What is the purpose of the Activity Feed?

5. What is the "Calls" feature in Microsoft Teams?
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Meeting 

Screen

32
1. Components

2. Meeting Icons

3. Meeting Screen Chat

4. Background Effects

5. How to Share Your Screen

Instructor Demonstration

Practice the Skills

Review Questions



Meeting Screen Icons
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1 3 4 5 6 7 8 92

1. Show / Hide Chat

2. Show / Hide Participants

3. Raise Hand

4. Send a Reaction

5. Change your View

6. Camera On/Off

7. Mic On/Off

8. Share Content

9. Leave



Instructor 

Demonstration

Meeting Icons

Raise Hand

Reactions

Views

Change Background
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Practice the Skills
35

1. Raise your 
virtual hand

2. Send 2 
different 
reactions

3. Change the 
view to 

“Together 
Mode”

4. Change your 
background to 
the view of your 

choice

Make sure to ask for assistance if you are having difficulties with any of these tasks



Meeting 

Screen - 

Chat

36

Send messages, files and more 

with your classmates in the 

meeting room chat. 



Instructor 

Demonstration

Meeting Chat

Format

Attach files

Emojis

Gif

@mention

Show / hide 
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Practice the Skills
38

1. Compose a 
message in your 

meeting chat that 
reads “This is a test 

meeting chat”

2. Change the font 
color of the word 

test to yellow

3. Add a GIF to the 
chat then send.

Make sure to ask for assistance if you are having difficulties with any of these tasks



Sample 
Meeting 
Chat
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Sharing Your Screen
40

Sharing your screen in a Microsoft Teams meeting 
serves several important purposes, including:

1. Collaborative Work

2. Visual Demonstrations

3. Document Review

4. Troubleshooting

5. Presentations

6. Data Sharing



How to 

Share Your 

Screen

1. Click on the "Share" icon. A pop-up menu will appear with 
options for what to share:

a) Your Entire Screen: This option allows you to share 
your entire desktop screen, including all open 
applications and documents.

b) A Window: Choose a specific application or window to 
share. This is useful if you want to share just one 
application, such as a PowerPoint presentation or a 
web browser tab.

c) Microsoft PowerPoint: If you have a PowerPoint file 
open, you can select it directly for sharing.

2. After making your selection, click the "Share" button.

3. Your screen or application is now being shared with meeting 
participants. You'll see a red border around the shared 
content to indicate that it's being presented.

4. To stop sharing your screen, click the "Stop presenting" 
button at the top of the screen, or return to the meeting 
controls bar and click the "Stop sharing" icon (it looks like a 
computer monitor with a "X").
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Practice the Skills
42

1. Instructor to 
choose one 
person in the 
team to share 

their screen

2. Once your 
screen has been 
shared you will 
pick the next 

student to share

3. Students to 
keep sharing until 

each one has 
completed 

Make sure to ask for assistance if you are having difficulties with any of these tasks



Review Questions

1. How can you enable or disable the "Chat" feature during a 
meeting?

2. Describe how to raise your hand in a MS Teams meeting.

3. Why would you use reactions?

4. Why would you want to change your background in meetings?

5. How do you share your screen?
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Links & Resources 44

Welcome to Microsoft Teams - YouTube

Microsoft Teams - Navigation in Teams - YouTube

The Activity Feed | Microsoft Teams - YouTube

Microsoft Teams Chat | Tips and Tricks You Need to Know - YouTube

Microsoft Teams: Calendar and Meetings - YouTube

Microsoft Teams calling made simple - YouTube

How to find and filter files in Microsoft Teams - YouTube

Welcome to Microsoft Teams - YouTube

Microsoft Teams - Navigation in Teams - YouTube

The Activity Feed | Microsoft Teams - YouTube

Microsoft Teams Chat | Tips and Tricks You Need to Know - YouTube

Microsoft Teams: Calendar and Meetings - YouTube

Microsoft Teams calling made simple - YouTube

How to find and filter files in Microsoft Teams - YouTube

https://www.youtube.com/watch?v=jugBQqE_2sM
https://www.youtube.com/watch?v=jE2pe3F9_VY&t=1s
https://www.youtube.com/watch?v=PGxU_F4L3GU
https://www.youtube.com/watch?v=rG4tSPadnrQ&t=4s
https://www.youtube.com/watch?v=rNdMqbhVMwU&t=4s
https://www.youtube.com/watch?v=ykymIT5IL5E
https://www.youtube.com/watch?v=MDGhImBj_hU
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