
>>INFORMATION MANAGEMENT SERVICES

Check here to see 
any recent activity or 
announcements 
from your Team

Switch between 
your Teams easily

Use key words to Search for files, messages or people in Teams

Let people view a file 
or work on it together

Use a subject to start 
your posts to make 
them easier to find

Use @mentions for 
names or assume it 
hasn’t been seen

Each Team has Channels. 
Click a channel to see files 
and conversations about 
that topic or project

Do all your Virtual 
meetings through Teams

Compose a message. 
Type and format it 
here.  Add a file, emoji, 
GIF or sticker to liven it 
up!

Set your Status, find Saved 
messages and get access 
to your Settings from your 
profile picture or initals

TEAMS AT A GLANCE


