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Lesson 3

COMMUNICATING IN CHANNELS



Lesson 2: Communicating in Channels

In this lesson, you will learn how to:

* Manage messages
* Do more with messages
* Manage files in a channel



Topic A: Managing Messages

In this topic, you will learn how to:

* |dentify new messages
* Mark messages as read or unread
* Like and save messages



ldentifying New Messages

* Teams with new messages
will be bolded in the task
pane

* A badge will be displayed on = = =
the ACtIVIty icon in the . I —
sidebar

* You may see a notification if
vou have followed the
channel that the message was
posted in



Topic 2-A

ldentifying New Messages

When you open the channel, a line will in
where your new messages start:

Search or type a command

Favorites Take Microsoft Teams with you on the go. Check out our mobile apps.

Seattle Office
(= | General Seattle Office > General - Public | No classification
- Event Planning Committee  ++e Conversations  Files Wiki

HISIE aIe SUNHIE UIHYS W Yyew yuiiy...

.

Add more people Create more channels Open the FAQ

g John Smith has added Jane Gibson to the team.

Last read

John Smith  2:40 PM
o Welcome to Microsoft Teams and the General channel!

< Reply

Start a new conversation. Type @ to mention someone.

Add team by @ @ @ B i o =S

+

&



Topic 2-A

Marking Messages as Read and Unread

* Move your mouse over the message, clicking the
ellipses in its right corner

e (Click “Mark as unread”

Search or type a command

worites Take Microsoft Teams with you on the go. Check out our mobile apps.
Seattle Office
General Seattle Office > General Public | No classification
B et Plonning Committee - Conversations  Files  Wiki -

HIElE are 3UIIE UnNyYs W yet yuiy..

Add more people I | Create more channels

©

| Open the FAQ

&' John Smith has added Jane Gibson to the team.

Last read

John Smith 2:40 PM wee m
@  Welcome to Microsoft Teams and the General channell
© Mark as unread

Start a new conversation. Type @ to mention someone.

"

e Add team Ay & @ @ B i e B



Liking a Message

* Simply move your mouse
over a message and click
the thumbs-up icon

* The number of likes will
now be displayed beside
the message

* You can move your mouse
over the icon to see who ST —
has liked it




Topic 2-A

Saving a Message

* Move your mouse over the message and click the
bookmark icon

* The item will be immediately saved

(5] E‘WGenem\ﬁean\eomcel X |+ v - o x

< - O o £ httpe/feame microsoft.com #

Pthreadid=10:41ae:

“ Search or type a command

Favorites Seattle Offlce > General Public = No classification

Seattle Office B
Conversations  Files Wiki  +

More

Welcome to the team!

Here are some things to get going...

| Add more people | | Create more channels | | Open the FAQ |
Today
& John Smith has added Jane Gibson to the team,
Save this message
y ‘\‘ John Smith 2:40 PM B R
(i | Welcome to Microsoft Teams and the General channel!

€ Reply

Start a new conversation. Type @ to mention someone.

Ay OB B S B

& Add team




Topic 2-A

[ ]
B a ‘ @ General (seattle Office) X | + - o x
&~ = O 0 £ htips://teams.microsoft.com/ al E
@ Search or type a command
Fovertes Seattle Office > General - 7 sotnsmit
Seattle Office N Change picture
Conversations ~ Files Wiki
More @ Available >

Welcome to the team!

Here are some things to get going...

[ ] [ ]
V I W V I . Keyboard shortcuts
» About >
a
Download the desktop app
) ) ) ) Download the mabile app
CIICKING your proftiie 1Icon an
| Add more peaple | | Create more channels | | Open the FAQ
. . (] 14
& John Smith has added Jane Gibson to the team.
John Smith  2:40 P\ LR
Welcome to Microsoft Teams and the General channel!
© Reply
° ) Start a new conversation. Type @ to mention someone.
IIS WI S OW yOU| Save E— N -

items in the contextual task e ——
pane

e Details of the selected item
will be shown in the main
window

Saved Seattle Office > General - Public | No classification
AW Seattie Office/General n
&2 John Smith: Welcome to Conversations  Files  Wiki T

Microsoft Teams and the

7m ago

Welcome to the team!

Here are some things to get going...

olly (O]

@

| Add more people | | Create more channels | | Open the FAQ

&' John Smith has added Jane Gibson to the team.

John Smith 2:40 P L RO
Welcome to Microsoft Teams and the General channel!

© Reply

Start a new conversation. Type @ to mention someone.

A ¢ O @B g - B




Topic 2-A

Saving a Message

To remove an item from your Saved list, click the
bookmark icon in this window or from the channel:

B & @ General (Seattle Office) X | + - m| x

< > O M & hitpsy//teams.microsoft.com/ _#/apps/34b0125

= Eeanh o o _

Saved - ’ _—
e Seattle Office > General Public  No classification
@), Setle Office/General Q’J

g John Smith: Welcome to Conversations  Files Wiki 1

Microsoft Teams and the

Tmago

Welcome to the team!

Here are some things to get going...

| Add more people I | Create more channels I I Open the FAQ

S John Smith has added Jane Gibson to the team

A7 | sohn Smith 2408M N
We Welcome to Microsoft Teams and the General channel!

& Reply

Start a new conversation. Type @ to mention somecone.

[ © I T R =T B




Topic B: Doing More with Messages

In this topic, you will learn how to:
 Use mentions and announcements
* View your activity

 Search in Teams



Topic 2-B

Using Mentions

name, or click their name in the menu that pops up
* Complete the message as usual

Seattle Office

More

Search or type a command

* Type the at symbol (@) followed by the user’s

Seattle Office > General -

Conversations  Files  Wiki

o
+

Welcome to the team!

Public | No classification

Here are some things to get going...

| Add more people I | Create more channels I | Open the FAQ
Today
& John Smith has added Jane Gibson to the team.
N 70“ Suggestions
Jane Gibson
S ol
&' Addteam

jgibson@acmewidgets.onmicrasoft.com
@Jane

LRCR
As

A ¢ ©@ @ B o

Jane Gibson please create a channel for your team!
¢ 0@ B &

Send




Topic 2-B

sing Mentions

 The user will be notified they have been mentioned
with several indicators, including a pop-up
notification

 When the user opens the channel, their mention(s)
will be highlighted

Search or type a command Search or type a command

Fay Take Microsoft Teams with you on the go. Check out our mobile apps. rites. Take Microsoft Teams with you on the go. Check out our mobile apps.
i it .es Public ' No classification -
B EentPaoning Comittee Event Planning Committee > General General Seattle Office > General - Publc | No clssiction
General Conversations  Files  Wiki + . Event Planning Committee  +++ Conversations ~ Files Wiki =+
- oileLzalon =

Welcome to the team!

>
Here are some things to get going
- Add mare people | | Create more channels | | Open the FAQ
ﬂ @ & John Smith hes added Jane Gibson to the team.
: i @ John Smith 240 w1
T Wl Welcome to Microsoft Teams and the General channel!
« Rey
o 5
DR I | Creste more channels I | Open the FAQ & John Smith has added Armando Tyler to the team.
Last read

Jane Gibson has added John Smith to the team.

John Smith  3:04 PM @

John Smith has left the team.

o | Jane Gibson please create a channel for your team!

® ®

John Smith has left the team.

« Reply
John Smith mentioned you

Start 3 new conversation. Type @ to mention someone. e Office / General

& Add team by ¢ O BB o




Using Announcements

Simply type the at symbol (@) followed by the
channel or team you want to address:




Topic 2-B

Viewing Your Activity

To view your activity, click the Activity icon from the
sidebar:

& | [F General (Seattle Office) X | + — m] X

€ 5 0 6 8

//teams.microsoft.com; -

‘thread|

4 Search or type a command

Feed ™ v Seattle Office > General - Public | No classification

| Jane Gibson 22mago
19 Seattle Office / General

‘Welcome to Microsoft Teams
and the General channel!

Conversations  Files Wiki +

Add more people | | Create more channels | Open the FAQ

S John Smith has added Jane Gibson to the team,

John Smith  2:40 PAM N
Welcome to Microsoft Teams and the General channel!

& Reply
& John Smith has added Armando Tyler to the team.

John Smith 3:04 PM
Jane Gibson please create a channel for your team!

¢ Reply

Start a new conversation. Type @ to mention someone.

A ¢ QBB - B




Topic 2-B

Viewing Your Activity

* You can use the Feed menu at the top of the task
pane to narrow down the display

* Or, click the Filter icon to customize the results
even further

] FE‘ﬁGensra\(Seatt\eur"ﬁ::s) o4+ v o % & @‘$Generﬁl(§eame0fﬁce] X |4+ o~

— [m] x
¥ = 7 8 - < = O o ) httpsi//teams.microsoft.com/_#/conversations/General?threadld=19:41aeafe691cf4e268851204a13fc77f@thread

pesu Pig = L .

~ - O o & hitps;//teams.microsoft.com_#/conversations/General?threadid=19:d1aeafe691 cfde26

- 5 Feed v 2 - .
Feed v@ v Seattle Office > General - il Mg st a ee @ Seattle Office > General - Public | No classification
Activity -
- M n-Gib: 23 @ Unread
— 29 G Conversations Files Wiki + e :::lll;:;:ﬁce/GsneraTag les Wiki +
Team Activity s Welcome to Microsaft Teams | & Mentions
and the General channel! & Replies
My Activity
& Likes
5 Apps

Add more people | | Create more channels | Open the FAQ

Add more people I | Create more channels I | Open the FAQ




Topic 2-B

Searching in Teams

* Click in the Search field, type your terms, and press

“Enter”
* Results will be displayed in the contextual task pane

& - O @ £ hiips//teams.microsoft.com/

matketng pen . —

B 4 ‘ @ Microsoft Teams X ‘ + v

& - O @ B hitps//teams.microsoft.comy_/co 941 read skypesic
= arketing i | —
Favorites Q, Search for marketing plan Public  No classification

B 4 ‘ @8 General (eattle Office) X ‘ + v

People  Files hréd

é John Smith thage
¥ We've just released our new
marketing plan!

Seattle Office
Conversations  Files  Wiki T
General —_—
More John Smith / News and Events
Welcome to the team!
Here are some things to get going...
~e
\d
) .

Check out your search results on the left

| Add more people | | Create more channels | | Open the FAQ

2! John Smith has added Jane Gibson to the team.

LRUR

| | dohn smith 2000
o | Welcome to Microsoft Teams and the General channell

« Reply

Start a new conversation. Type @ to mention someane.

A ¢ O @B o

&

Add team




Searching in Teams

* Click any item to see it, or use the tabs at the top to
filter your results by messages, people, or files

* Click the Filter icon for more advanced options

CCCCC




Topic C: Managing Files in a Channel

In this topic, you will learn how to:

e Use the Files tab

* View, create, upload, manage, and move posted
files

e Add additional file services



Topic 2-C

Viewing Posted Files

* To view a list of all files uploaded to a channel,
navigate to it and click the Files tab

* To view any file, click its name

a ‘ B¢ General (Seattle Office) X | +

<« - O @ A

f4e268

Search or type a command

Public | No classification

Favorite: -+
e H Seattle Office > General
. Seattle Office
Conversations  Files Wiki 1 !
General
More Wi General
John Smith
. ] New Upload o Getlink B OpeninSharePoint + Add cloud storage
General
News and Events v Type Name Modified = 9]
] Conference Agenda.doox 1m ago
2m ago

Marketing Plan.pdf

Favorites

. Seattle Office

General

More

B oo smitn

General

News and Events

= | 5 General (Seattle Office) X | +

&< > D m £ hitpsy/teams.microsoft.com/ #/fles

19:41aea cfde

Search or type a command

Public = No classification

H Seattle Office » General -
o

Conversations ~ Files ~ Wiki
W General

] New Upload o Getlink B> Openin SharePoint  + Add cloud storage

v Type Name Modified (&)

1m ago

ﬁ Conference Agenda.docx




Topic 2-C

Viewing Posted Files

* The file will then be displayed within Teams

 Click Close to return to the Files tab

ACME WIDGETS
MARKETING PLAN

Eving Forward




Topic 2-C

Creating a New File

* (Click the New icon on the toolbar and choose what

you want to create

* |f you choose to create an Office document, the
related application will open in another tab

=] a‘mcenemwﬁeameomcm X |+ v

< - O 0 https//teams microsoft.com/_#/fles

hreadid=19:41a

Search or type a command

Public | No classification

Favorite: .
e ﬂ Seattle Office > General -
B sestve offce
Conversations  Files Wiki + 2
More —
B ot smith i General
Genera il New Upload o Getlink B> Open in SharePeint =+ Add cloud storage
News and Events
Folser Modified ~ @)
@8 Word document
51
03 Bxcel spreadsheet m ago
6m ago

@3 PowerPoint presentation

=] a‘mcenemwﬁeameomcm X |+ v

« - O o & httpsy//teams.microsoft.com/_#/files/(

Favorites
B seoreofce

More

B ot smith

General

News and Events

cfae2e

9:41

Search or type a command

ﬂ Seattle Office > General -

Conversations  Files Wiki +

@ General

R Open o Getlink [ Make this a tab

v

Type Narme
] Conference A
Marketing Plan.paf

& Download

@ Delete

Public | No classification

Modified ~ o]




Creating a New File

* |f you choose to create a folder, you will be
prompted to name it to continue

* This folder can now be used to organize files just as
you would on your desktop

sssss

eeeeeeeeee

77777




Topic 2-C

Uploading a File

] fﬁ‘mGenera\(Saameﬂfﬁce] X |+ v — o X

L O B htps//teams.microsoftcomy_#/files/Generalzthreadid=19:41aea e26

Search or type a command

 Add new files from your

Favorites ﬂ Seattle Office > General - Public | No classification
° B sestveoffice
Conversations  Files Wiki 7
More _—
B soro smith i General
General

] New @ Up@ad & Getlink B> Openin SharePoint  + Add cloud storage

News and Events
C O m m a n d . o )
W] Conference Agenda.docx 13m ago
Marketing Plan.pdf 13m ago

* When you click this icon, the
Open dialog will appear T —

Organize « Mew folder :: - [ 9

ES

Microsoft Excel Worksheet Shortcut

 Navigate to your file, select it, --= | = &5 BT
and click “Open” >

a
> [ This PC

= Email attachmen
= Music

Pictures

w

File name: | Marketing Project Plan V| Allfiles v




Topic 2-C

Uploading a File

File will be added to Teams:

B Fﬁ‘ﬁ4:3ener'al{Sea|‘tIeCil’ﬁce] X+ v

< > 0@ o

s://teams.microsoft.com; -

“ Search or type a command

Public | No classification

Faveritas ﬂ Seattle Office > General -+

n Seattle Office
Conversations wiki + 3

Files
More
n John Smith n General
General ] New Upload & Getlink B Openin SharePoint 4+ Add cloud storage
News and Events
o Type Name Modified » (@]
—_— nﬁ Marketing Project Plan.xlsx Just now e
ﬂi Conference Agenda.docx 13m ago e
Marketing Plan.pdf 14m ago

@ Add team




Topic 2-C

anaging Files

| rﬁ‘m General (Seattle Office) X | + v

< > 0O @

* To modify a file, click on it to

B hitpsy//teams.micrasoft.com/_#/files/Gen

7 Search or type a command

Favorites H Seattle Office > General - Public | No classification
[ B sestveofice
Conversations  Files Wiki  + &7
More -
B omsmith i General
Genera [® Open ¢ Getlink [ Makethisatab  Download [ Delete -+ | X
News and Events
[ ] v Type Name Madified » 0
o YO u WI S e e CO m m a n S I O @ Conternce Agendacoce m ago
Marketing Plan.paf 4m ago
’ ’ B S ‘ [ General (Seattle Office) X | + _ o x
< = O & B htps//teams.microsoftcomy_#/files/Generalzthreadid=19:41aea 402681851204a13 ¥ = 7 e

the file

* The ellipses will show a menu
with commands to move,
copy, and rename the file, or
open it in SharePoint

Favorites
B sestveoffice

Mare

B ot smith

General

News and Events

Search or type a command

H Seattle Office > General -

Conversations  Files Wiki

@i General

[® Open f Getlink [4 Make this a tab

4 Download [ Delete @
(]
[Is]

v Type Name
] Conference Agenda.docx =
Marketing Plan.pdf L4

Public = No classification

Move
Copy
Rename

Open in SharePoint




Topic 2-C

Managing Files

You can also click the ellipses next to the file’s name
to see even more options:

] a‘mcenemwﬁaamemﬁce} X |+ v — o X

L O £ https//teams.microsoft.comy_#/files

“ Search or type a command

Feveries H Seattle Office > General - ol
B seoreofce
Conversations  Files  Wiki + 7
More
B ot smith @i General
Genera [ Open ¢ Getlink [4 Makethisatab & Download [ Delete =+ X

News and Events

v Type Name Modified + (o]

m Conference Agy

0

Edit in Teams

Marketing Plan.pdf
Open in Word Online

Open in Word

Open in SharePaint
5 Move

[ Copy
L Download
@ Delete
=f Rename
& Getlink

[Z Make this a tab

& Addteam




Topic 2-C

Moving Files

e Select file and click M

Options menus

* The “Move to” dialog

B E‘mGenem\ﬁesmeUfﬁce) X |+ v

&< - 0O o £ hitpsy//teams.microsoft.com/ #/file

Favorites

Bl seete Office

General

WDX 2025 Conference

More

B ot smith

General

News and Events

— a X

* ¥k L oe

chann

Search or type a command

Public | No classification

ﬂ Seattle Office > General -

Conversations  Files Wiki T ¢
@i General
[ Open P Getlink [4 Makethisatab & Download [ij Delete +:+ X
v Type Name
0 Copy
[x B Marketing Project Planalsx < Rename
] e e B> Open in SharePoint
Marketing Plan.pdf 15m ago

will open

Move to
nii Browse Teams and Channels

4@  OneDrive

Type

i General

Name =

Cancel

ove on either of the More

Modified

Move



Moving Files

* We have chosen a new
channel that does not yet - -
have any files

* When you click “Move,”
the operation will be
completed

CCCCCC

* You will be brought back to
the Files tab in the original
channel you were working
with



Summary

In this lesson, you learned how to communicate
within channels using messages. You also learned
how to manage messages and files.



Review Questions

1. How do you mark a message as read or unread?

2. How do you add other services to Microsoft
Teams from a channel?

3. Whatis the difference between a mention and
an announcement?

4. How do you “like” a message?
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