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The Basics of the Teams Interface

Search and type 

commands: Look up 

specific people or 

items, type quick 

actions, and launch 

other apps.

Send messages: Type and format messages, 

attach files/GIFs/emojis, schedule meetings and 

more.

Join the conversation: switch between channels 

to see messages and files for that specific topic, 

team, or project.

Change tabs: switch between tabs to view 

recent activity, personal chats, teams, meetings, 

calls, files, and more.
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Filtering notifications: 

1. Select the Filter tab next to Feed or My 

Activity.

2. Next, either begin typing to filter 

messages by that word OR click the three 

dots to filter by notification type.

3. To remove filters, either click the X on 

each filtered notification type to close 

specific filters OR press the X on the right of 

the navigation panel to reset all filters.

You can filter by:

� Typed keyword (such as a name)

� Unread messages

� Mentions

� Replies

� Reactions to your message

� Missed calls

� Voicemails

� Apps

� Trending

Switching to the Activity tab allows you to 

view recent activity in the channels you 

followed and any mentions of you. 

Additionally, you can view your most recent 

activity and filter notifications.

Switch between your Feed and My 

Activity:

1. Select the dropdown arrow next to 

Feed or My Activity.

2. Click the view to switch to from the 

dropdown box. Your current view will 

have a checkmark next to it.

Activity View



inquiry@isogent.com      |      214.790.7220      |      isogent.com/services/microsoft-teams

Chat View
Switching to the Chat tab provides you the ability to between personal chats and organize your contacts.

Start chatting: click this button to create a new chat with a 
contact, multiple contacts, or a specific group.

See your conversations: see your latest conversations with your contacts, filter them, and even organize 
contacts into groups.
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Replying to messages

If you want to directly reply to a message, you can click Reply to begin typing your message. This will send a notification to the 

user who’s message your responding to.

Take action: you can start a video chat (if you 
have a webcam available), voice call, and screen 
share, as well as add more people to the current 
conversation.

Switch gears: change tabs to view your current conversa-
tion, files that were sent between you and your contact, 
their organization, their recent activity, and more. This 
changes depending on if you’re looking at a chat or team.

If you want to make sure a user is notified of your message, you can Mention them. You can directly mention a user by typing the 

@ symbol followed by their name. Teams will automatically show suggestions on people to mention, which you can select 

directly from the list and then continue typing your message to that person.

Mentioning users
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Sharing files

There are multiple ways to share files. If you are in a Conversation tab, you can click the paper clip icon to either share a file on 

OneDrive or upload directly from the computer. You can also do the same in a Files tab by clicking the Share button.

Working with files
Files from Microsoft apps shared in Teams can 

also be edited directly in Teams, in the browser 

version of the app, or in the desktop app. In 

addition, files can be downloaded and linked to. 

To do this, click on the three dots next to the file 

name in order to open up your options.
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Multi-task on projects: switch between which teams and 
projects you are working on, as well as filter them.

Focused conversations: channels organize teams into groups, 
allowing for more focused discussions, file storage, and more.

Teams are organized workspaces that allow you to easily collaborate with other users. Each Team workspace can have its 

own dedicated channels for specific projects, notifications, users, wikis, privacy settings, and more.

Team View

Joining or creating a team
To join a pre-exsiting team or create a new team, press 

the Join or Create A Team button at the bottom of the 

panel below your teams. From here, you can create a 

team by adding new members or copying users from 

an existing Office 365 group/team, join a team using a 

code, or hover over teams and clicking the Join Now 

button.
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Here, you can see your schedule and set up meetings with your contacts.

Calendar View

Scheduling meetings: 

1. Click the New Meeting button while in the 

Calendar tab.

2. Enter the title, location, date, start and end 

time, and details of the meeting.

3. Select from the dropdown which channel 

to meet in (optional; allows any member of 

that channel to join the meeting).

4. Invite the attendees of the meeting.

5. Press the Schedule button to finish.

Starting an impromptu meeting: 

1. To start a meeting immediately, click the 

Meet Now button next to New Meeting.

2. On this screen, you can change the title of 

the meeting, customize the setup, and 

configure join options. When done, click 

Join now.

3. To invite other contacts to the meeting, 

you can either invite someone through 

Teams by typing their name into the box OR 

you can share a link that people can click to 

join.


