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Teams

Good for your functional 
groups

Web, apps, install

Replace email for internal 
communication

Project/matter-based focus



Teams - Activity



Teams – Chat



Teams - Presence



Teams - Calendar



Teams - Files



Teams - Search



Teams - Meetings



Teams – Audio, Video and Screen 
Sharing





Teams - Apps



Teams –
More Apps



Teams –
Workspaces/Channels

• Creating a New Team

• Channels in Teams
• Organizing Your Team Channels

• Adding Tools to a Channel

• Permissions
• Automations

• Channel Meetings



Teams - Workspaces



Teams - Channels



Teams – Channels - Tabs



Teams Resources
Microsoft Teams video training - Office Support
https://support.office.com/en-gb/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-
b1089f0d21d7?ui=en-US&rs=en-GB&ad=GB&fbclid=IwAR3ujbBu168VK2G1Tv_5o8-
rnSrO9sUD_mmonhq8ht5fSqzAqQ1cc6NKwdc

Turn on or turn off guest access to Microsoft Teams | Microsoft Docs
https://docs.microsoft.com/en-us/microsoftteams/set-up-guests

Helping Email Addicts Adjust to Microsoft Teams | LinkedIn
https://www.linkedin.com/pulse/helping-email-addicts-adjust-teams-jamie-laporte/

Microsoft Teams vs. Slack: What's the Difference?
https://www.pcmag.com/article/349274/microsoft-teams-vs-slack-whats-the-difference

Microsoft Teams: impressive new meeting features to rival Slack - The Verge
https://www.theverge.com/2019/3/19/18272357/microsoft-teams-video-background-customization-
whiteboard-live-events-features

https://support.office.com/en-gb/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-US&rs=en-GB&ad=GB&fbclid=IwAR3ujbBu168VK2G1Tv_5o8-rnSrO9sUD_mmonhq8ht5fSqzAqQ1cc6NKwdc
https://docs.microsoft.com/en-us/microsoftteams/set-up-guests
https://www.linkedin.com/pulse/helping-email-addicts-adjust-teams-jamie-laporte/
https://www.pcmag.com/article/349274/microsoft-teams-vs-slack-whats-the-difference
https://www.theverge.com/2019/3/19/18272357/microsoft-teams-video-background-customization-whiteboard-live-events-features


Teams Resources

What’s new in Microsoft Teams
https://techcommunity.microsoft.com/t5/Microsoft-Teams-Blog/What-s-new-in-Microsoft-Teams-the-
Enterprise-Connect-feature/ba-p/

Electronic Frontier Foundation calls out Slack on retention policies – how does Teams compare? OnMSFT.com
https://www.onmsft.com/office365/electronic-frontier-foundation-calls-out-slack-on-retention-policies-how-
does-teams-compare

End user training for Microsoft Teams
https://docs.microsoft.com/en-us/microsoftteams/enduser-training

Add A Meetings Calendar to Microsoft Teams 
https://techcommunity.microsoft.com/t5/Healthcare-and-Life-Sciences/Add-A-Meetings-Calendar-to-
Microsoft-Teams/ba-p/774961

https://techcommunity.microsoft.com/t5/Microsoft-Teams-Blog/What-s-new-in-Microsoft-Teams-the-Enterprise-Connect-feature/ba-p/
https://www.onmsft.com/office365/electronic-frontier-foundation-calls-out-slack-on-retention-policies-how-does-teams-compare
https://docs.microsoft.com/en-us/microsoftteams/enduser-training
https://techcommunity.microsoft.com/t5/Healthcare-and-Life-Sciences/Add-A-Meetings-Calendar-to-Microsoft-Teams/ba-p/774961


QUESTIONS?

Email Catherine at
csandersreach@ncbar.org

Catherine Sanders Reach, MLIS
Director, Center for Practice Management

North Carolina Bar Association
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