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Lesson S

CUSTOMIZING YOUR TEAMS EXPERIENCE



Lesson 5: Customizing Your Teams Experience

In this lesson, you will learn how to:

* Manage your Teams profile
* Manage teams
 Add bots and apps to Teams



Topic A: Managing Your Teams Profile

In this topic, you will learn how to:

* Update your profile picture
* Change your status

* Change Teams settings
* Log out of Microsoft Teams



Updating Your Profile Picture

* Click your profile icon in the
top-right corner of the Teams
window

* Click the “Change picture”
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link
* Remove the current picture
(resetting it to your initials, as

shown here), or upload a
new one

> participate in this channel




Topic 5-A

Updating Your Profile Picture

* Browse to your image, select it, and click “Open
* Click Save” to complete the operation
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[E  John Smith changed channel name from WDX 2025 Conference to Events.

Start a new conversation. Type @ to mention someone.
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Updating Your Profile Picture

Close the dialog as your changes have been applied:
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Changing Your Status

* Microsoft Teams lets you set your status so your
colleagues know whether you are available or not

* You can set your status from the profile menu
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Let's get the conversation startcu

Try @mentioning the people you want to participate in this channel

B John Smith changed channel name from WDX 2025 Conference to Events.

Start a new conversation. Type @ to mention someone.
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Changing Your Status

The icon in the bottom corner of a person’s profile
icon (including your own) will indicate their status:

n

A

ohn Smith 3:00 PM  Edited
Don't forget about the marketing team lunch tomorrow!

«' Reply

Start a new conversation. Type @ to mention someone
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Changing Your Status

You can also set a status
message that can appear when
others view your contact card or
when they message youl.

0O Show when people message ®

me

Clear status message after

Today h v
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Changing Your Teams Settings

To change your personal Teams settings, click your
rofile menu and click “Settings”:
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Let's get the conversation startc.
Try @mentioning the people you want to participate in this channel
Yesterday
B John Smith changed channel name from WDX 2025 Conference to Events.
Today

B | JohnSmith 300PM Edited
R % | Don'tforget about the marketing team lunch tomorrow!

& Reply

Start a new conversation. Type @ to mention someone.
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Changing Your Teams Settings

ne Settings dialog will open

ne General category (displayed by default)
lows you to change the theme and language

[
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Settings
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Topic 5-A

Changing Your Teams Settings

The Notifications category =«
allows you to customize 2 o
notifications for all Teams

events:

Mentions
Personal mentions
Channel mentions

Team mentions

Messages

Chat messages

Replies to conversations | started
Replies to conversations | replied to
Likes

Followed channels

Other

Team membership changes
Team role changes

Sound

Email frequency

Chat with Skype for Business

Changing this option will restart the app

Banner and email

Banner and email

Banner and email

Banner and email

Banner

Banner

Banner

Banner and email

Banner

Banner

Call, mention and chat

Once every hour

Enabled
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Logging Out of Teams

To log out of teams completely, click the profile
menu and click “Sign out”:
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Let's get the conversation starteu U

Try @mentioning the people you want to participate in this channel
Yesterday

E)  John Smith changed channel name from WX 2025 Conference to Events.
Today

a John Smith  3:00 PM  Edited
\-ﬂ Don't forget about the marketing team lunch tomorrow!

© Reply

Start a new conversation. Type @ to mention someone
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Topic B: Managing Teams

In this topic, you will learn how to:

* Edit a team’s name, description, and privacy

* Access team settings to manage its members,
channels, settings, and apps

e Delete a team



Topic 5-B

Editing the Team

* To change the name, description, and/or privacy

of your team, move your mouse over its name
in the task pane

* Click the ellipses and click “Edit team”
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Topic 5-B

Editing the Team

Make your changes and click “Done” to return to
the Teams window:

Edit "Seattle Office" team

Collaborate closely with a group of people inside your organization based on project, initiative, or
common interest. Watch a quick overview

Team name

Seattle Office

Description

This team is for all users located in the Seattle office.

Privacy

Public - Anyone in your organization can join ~

Cancel



Topic 5-B

Accessing Advanced Team Settings

To access advanced team settings:

* Move your mouse over name in the task pane and
click the ellipses

* Click “Manage team” from the menu
* Advanced settings window will open
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anaging Team Members
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Managing Team Members

To remove a member, move your mouse over their
name and click the “X” on the right edge:
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Managing Channels

* The next tab provides a central place to manage
channels

 You can view, search, and add channels.

* Click the ellipses to manage an individual channel
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Managing Channels

* There is a category for deleted channels, too. Click
the heading to see deleted items

* This will show the deletion date and an option to
restore the channel
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Managing Settings

* The next tab is Settings

* This tab contains a variety of different options,

which are set per team
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Team picture

Member permissions

Guest permissions

@mentions

Fun stuff

This team is for all users located in the Seattle office.

Apps

Favorites .
el Seattle Office * -
ﬂ Seattle Office e
General
Fvents Members Channels  Settings
Maore This team has been made public.

Add a team picture

Enable channel creation, adding apps, and more

Enable channel creation

Choose who can use @team and @channel mentions

Allow emaji, memes, GIFs, or stickers
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Topic 5-B

Managing Settings

* Click a heading to expand it and then change the
desired options

* All changes are saved automatically

- | @5 Microsoft Teams X |+ = [m] X
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Search or type a command
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o) Seattle Office * - Public | No classification
B se-teorice This team is for all users located in the Sesttle office.
General
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Members Channels  Settings  Apps
More This team has been made public,

Team picture Add a team picture

Member permissions Enable channel creation, adding apps, and more
Allow creating and updating channels
Allow members to delete and restore channels
Allow members to add and remove apps
Allow members to create, update, and remove tabs
Allow members to create, update, and remove connectors

Everyone can delete their messages

Everyone can edit their messages
General Channel:

@ Anyone can post messages

Anyone can post; show alert that posting will notify everyone (recommended
for large teams)

O Only owners can post messages
& Add team




Topic 5-B

Managing Apps

* The final tab is Apps, which includes both
connectors and Teams apps

* You can click the trash can to remove an app, or
click “Go to store” to install new apps
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ﬁ OneNote Use OneNote noteboceks to collaborate on digital content and share it with your team. ]
u Stream Share and collsborate with Microsoft Stream, the intelligent video service in Ofice 365, ]
u Twitter The Twitter connector sends periodic updates about tweets from the accounts you follow or has... ]
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Deleting the Team

Move your mouse over the team name, click the
ellipses, and click “Delete the team”:
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Deleting the Team

* A confirmation box will appear - Read the
information carefully

* |fyou are sure you want to delete the team, check
the “l understand” box and click “Delete team”

Delete "Seattle Office” team

Are you sure you want to delete the team "5eattle Office™? All channels, chats, files,
and the Office 365 Group for this team will be deleted.

Cancel Delete team

| understand that everything will be deleted.




	Softlanding
	Lesson 5
	Lesson 5: Customizing Your Teams Experience
	Topic A: Managing Your Teams Profile
	Updating Your Profile Picture
	Updating Your Profile Picture
	Updating Your Profile Picture
	Changing Your Status
	Changing Your Status
	Changing Your Status
	Changing Your Teams Settings
	Changing Your Teams Settings
	Changing Your Teams Settings
	Logging Out of Teams
	Topic B: Managing Teams
	Editing the Team
	Editing the Team
	Accessing Advanced Team Settings
	Managing Team Members
	Managing Team Members
	Managing Channels
	Managing Channels
	Managing Settings
	Managing Settings
	Managing Apps
	Deleting the Team 
	Deleting the Team 

