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Microsoft Teams is a collaboration app built for 
hybrid work, so you and your team stay informed, 

organized, and connected — all in one place.





C H AT

Message someone or a group to talk about work, 
projects, or just for fun.



C H AT



T E A M S  

Create a team and channels to gather people together and work in 
focused spaces with conversations and files.



T E A M S  – F i l e  S h a r i n g ,  O n e N o t e ,  Wo r d



C A L E N DA R

Connect with people before, during, and after a meeting so 
prep and follow-up are easy to find. This Teams calendar 

syncs with your Outlook one.



C A L E N DA R



A P P S

Find familiar apps and explore new ones to simplify, 
customize, and manage how you work.



A P P S



• Access tasks through the Tasks by 
Planner and To Do app

• Tasks on teams can help organize 
all team tasks all in one space

• Tasks can be stored in different 
team spaces

Tasks



TASKS



Customize Your Teams

Make Teams Work For You! 

• All Activity vs. customized 
notifications for specific teams and 
channels. 

• Missed Activity Emails
• Turn on/off notifications during 

calls and/or when presenting.
• Get notifications when people’s 

status becomes available. 

Notifications Appearance Additional Settings

• Theme  
• Default
• Dark 
• High Contrast

• Chat Density 
• Comfy 
• Compact

• Layout 
• Grid 
• List

• Privacy
• Do not Disturb
• Blocked Contacts
• Shortcuts

• Devices
• Speakers 
• Webcam

• App Permission
• Accessibility 

• Captions & Transcripts

• Files and Links 



Activity

Select Filter at the top right corner of 
the feed to show specific types of 
messages such as unread messages, 
@mentions, replies, and likes. 



QUESTIONS? 

Contact Us! 

SBS Technical Services 

CCIT Addition (Bldg 73A), Room 236

1077 N. Highland Ave, Room 236

520-621-1596

ticketdog.arizona.edu

sbstech.arizona.edu
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