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What is MS Teams?  

Microsoft Teams makes teamwork easier. It is a collaboration tool 

that helps your team stay organised by combining workplace 

conversations, meetings, notes, and attachments, all in one place. 

Microsoft Teams integrates with your existing Microsoft suite of 

packages (Outlook, Excel, Word etc) and combines the features of 

Skype for Business or WebEx (chat and conferencing), SharePoint 

and OneDrive (file sharing and collaboration), OneNote (note-taking), 

Planner (everyday project management) as well as a host of other tools. MS Teams allows 

you to securely edit files at the same time as a colleague and customise a team by adding 

notes, websites and apps in a secure environment. 

 

Benefits of Using MS Teams 

Team Empowerment - Make sure no perspective is lost. Get involvement from 

everyone on your team from various backgrounds, age groups, and cultures which 

sparks ideas and innovation that wouldn’t have happened without getting all these 

people involved in one common thread of communication. 

Enhanced Communication - Have chats with one person or multiple people. Jazz 

up your messages with emojis, stickers, and formatting tools. Show someone 

appreciation by sending them a customizable “praise” card. Start conversations with 

your team have a constant thread of communication that you can go back in history 

and see. 

Real-time Collaboration - Easily share files with your team members and work on 

them together in real-time. Working on the same file? See the exact spot in the file 

that your team member is working on so that you don’t overlap each other. Have a 

question about a specific document? Start a conversation and invite specific team 

members (or the whole team) to discuss it—all without having to exit the document. 

Streamlined Meetings - Check team member availability and schedule meetings. 

Change your phone call into a video call with the click of a button. Realize during a 

meeting that you need another team member to be a part of it? Invite them to join! 

Need someone in a meeting that is outside of your team? Invite them, too! 

Seamless Integration - Access websites, videos, surveys, and so much more from 

outside applications like YouTube, Survey Monkey, and Abobe PDF Reader, all 

without leaving Teams. Need to access something, but you’re not on campus? You 

can access everything in Teams whether you’re on campus or not. 

Reliable Security - Feel confident about the security of your Team, Channels, files, 

and projects with end-to-end security powered by Microsoft Office 365. 
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Getting Started 

Accessing MS Teams 

The Microsoft Teams application is 

accessible via your desktop. For 

those who don’t have this application 

contact the IT ServiceDesk. 

 

To access Teams, 

click the Search 

button and type 

Teams in the search bar which will 

appear at the bottom of the screen. 

Click the Microsoft Teams Desktop 

app to open. 

 

You can pin this application to your taskbar, at the 

bottom of the page, for future ease of access. 

Right-click on the Teams icon on the taskbar and 

select Pin to taskbar. 

 

 

A Sign In dialogue box may appear. 

Input your Log-in details which are your NHS Mail 

address and password. 

Once you have logged in successfully, you will not 

need to input the log in details again. 

The MS Teams application will automatically log 

you in upon launch. 
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MS Teams 

Once you have signed in, the Microsoft Teams homepage will be displayed as shown 

below. 

 

 

Navigation Panel 

The Navigation Panel is located on the left-hand side of the MS Teams application. The 

purple bar gives shortcuts to the most common and useful tools. 

Activity - Your activity feed is where you can get a quick at-a-glance catch up 

on all your unread messages, @mentions, replies, and channel activity. 

 

Chat - Want to talk 1:1 or in a group? This is where chats come in, you can 

create private one-on-one chats or group conversations here. 

 

Teams - The Teams module is where the majority of the magic happens, it 

displays all of the teams that you’re a member of and the Channels that make 

up your teams. You can have several Channels within a Team and can create 

them by topics, projects, departments or just for fun. Inside the Channels is 

where you can hold on-the-spot meetings, have conversations, and share all important GIFs. 

Calendar - Clicking the Calendar icon will show you everything you’ve got lined 

up for the day, week or month. It syncs with your Outlook calendar, so you don't 

have to keep switching between Microsoft Teams and Outlook to book 

appointments.  
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Calls - If your organisation has it set up, you can call anyone from Teams, even 

if they’re not using Teams. You can also organise your contacts into groups for 

easy lookup and view your call history too. 

 

Files - The files module shows you all of the files that have been shared in your 

Channels, the recent files that you've been working on, and your OneDrive files 

that you can access directly through Teams. 

 

Command Box - Use the Command Box at the top of Microsoft Teams to search for specific 

items, people, and perform quick actions. Type the / symbol in the Command Box to explore 

and play around with the options. 

 

 

What is a ‘Team’ in MS Teams? 

Teams are made up of different people working collaboratively, undertaking different roles 

within the same workspace or project. This is achieved through centralized conversations, 

content, documentation and tools which are located in an elected area. 

Microsoft Teams keeps everything in one place, so we can work together on relevant 

documents, view team plans and more. Key features include: 

• Chat and logged conversations 

• Microsoft application integration (including Planner, SharePoint Online as well as our 

current Office 2016 packages i.e. Outlook, Excel, Word etc.) 

• Document storage, sharing, and editing 

• Author documents in real time with other team members, regardless of location 

• Integrated Skype for Business functionality 

• Compatible with other devices including mobile phones, keeping full functionality 

 

Creating or Joining a Team 

To create a Team, you will need 

to request it through the 

ServiceDesk with the essential 

information. The IT ServiceDesk 

team will create the team for you. 

Ensure you include the Team 

Name and a short description 

with the names of two 

nominated Owners for the Team. 
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Team Roles Defined 

 

Customising your Team 

Change Team Name, Description, Privacy settings and Picture. (Only Owners) 

 

Click the ellipses next to the Team name.  

 

Click Edit Team in the dropdown window. 

 

 

 

 

 

 

 

Delete the text that is already in 

the Team name and 

Description fields and type in a 

new name/description. 

 

Click on the Privacy drop down. 

Select whether you want your 

team to be Private or Public. 

Click the Done button to save 

your changes. 

  



 

 

7 

Changing Member Permissions 

Adding, Removing and Changing a Role for a Team Member 

Click on the ellipses next to the Team 

name. 

 

Click Manage Team in the dropdown 

window. 

 

 

 

 

 

 

 

On this screen you can see the Owners, Members and any Pending Requests. 

Team Members cannot add new members to the team, they can submit requests for the 

Owner to add new individuals. As an Owner, you can accept or deny these requests. 

Select Approve or Deny on a request under the Pending Requests tab at the top of the 

screen. 

 

To Add a Member, click the Add Member 

button. Type the name of the person(s) 

you would like to add. 

Select the appropriate person(s) from the 

dropdown list. 

Click the Add button. The person(s) will 

receive an email notifying them that they 

have been added.  
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To Remove a Member, 

from the Manage Team 

section, scroll down to the 

name of the member(s) 

you want to remove. 

 

Click the X button on the far-right side of the screen on the same line as their name. 

 

To Change a Members role, 

from the Manage Team 

section, scroll down to the 

name of the member(s) you 

want to modify. 

 

 

On the same line as the person’s name, click the Owner/Member dropdown. 

Select whether you want the person(s) to be a Member or an Owner. Their role will change 

instantaneously. 

 

 

What is a ‘Channel’ in MS Teams? 

Teams are made up of channels. Channels are like folders in SharePoint or a shared drive. 

They act as a way to separate the topics and projects that your team will be working on. 

They allow your team to create focused conversations, helping to keep team workloads 

organised and documentation relating to a certain topic, project, or discipline within your 

team site, easier to find. 

 

Channels are where the work actually gets done - where 

text, audio, and video conversations open to the whole 

team happen, where files can be shared and worked on, 

as well as where apps are added. 

While channel conversations are public, chats are just 

between you and someone else (or a group of people), in 

the same way that instant messaging works in Skype for 

Business or other messaging apps. 

  

https://support.office.com/en-gb/article/meetings-in-teams-e0b0ae21-53ee-4462-a50d-ca9b9e217b67
https://support.office.com/en-gb/article/share-a-file-in-teams-0c4d34ee-5dd8-46d5-ab35-0d227b5e6eb5
https://support.office.com/en-gb/article/add-an-app-to-teams-b2217706-f7ed-4e64-8e96-c413afd02f77
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For example: 

Here we see the Northwind 

Traders team contains several 

channels including General, 

Marketing, Overview, 

Performance and so on. 

All the conversations, meetings, 

files, and apps in the Marketing 

channel have to do with marketing, 

and everything in this channel is 

visible to everyone on the team. 

 

By default, setting up a team will automatically generate 

a Channel titled General, this Channel can be used for 

communication across the wider team. If more 

Channels are needed for specific areas, you can create 

another Channel. 

 

 

Quick Tip:  

● It is wise to create a channel called Test or Playground - a safe area allowing your 

team to get comfortable using Microsoft Teams as well as a place to practice and 

make mistakes, without making a mess of your main work area. 

● Keep the General channel for announcements and topics not fit for other channels. 

 

Creating a Channel 

To create a channel within a team, click Teams in the navigation panel. 

 

Click the ellipses by the Team 

name. 

 

Once the pop-up menu is 

displayed, select Add Channel. 
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When prompted to create a name and 

description for your channel, using the 

relevant fields provided. 

You have the option to have this channel 

displayed in all your team members’ 

channels list by ticking the tick box 

provided. 

Select the privacy settings as required. 

When creating a channel ensure you 

select private if need be, as you cannot 

amend this once the channel has been 

created. 

Once completed, click Add. 

 

Quick Tips: 

● Each channel is its own entity and as such, will contain its own conversation thread, 

file store and set of associated applications. 

● Please note that unless specified, each member of your team will be able to see 

content added to all channels within your team site. 

 

 

Chats 

The Chat function allows you to take your discussion away from the team and have a private 

conversation with a specific team member(s), while retaining the ability to share files and 

interact with the wider group. You can also add additional members to your private 

conversation by adding them to the chat window. This functions similarly to the IM function in 

Skype for Business. 

You can add multiple participants and give the chat/group a name. Having downloaded the 

mobile version of this application to your phone, the experience provided is similar to 

WhatsApp. 

To start chatting to a specific team member, select Chat in the navigation panel. 

 

select the New chat icon at the top 

of the screen. 
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Enter the name of the 

team member(s) you 

want to have a private 

chat with. 

 

 

 

As you start typing, a list of possible 

contacts is displayed; refined as you enter 

more characters. 

 

 

 

 

 

Once you have 

found your 

intended 

recipient, start 

typing your 

message in the 

message field 

at the bottom of 

the screen. 

 

 

Alternatively, you can also undertake channel conversations with the wider group. Channel 

conversations can be seen by everyone on the team. Think of them like Facebook or other 

social media posts. 

 

Quick Tips: 

● Use private chat for high-priority questions or just to ping friends. Teams’ private chat 

is equivalent to any other instant message service. Use it that way. 

● Adding participants to a chat gives you the option to see prior discussions in that 

chat. Before adding anyone to a private chat, be sure about whether you want them 

to see what was discussed previously.  
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Meetings 

Like Skype for Business and WebEx, staff can hold meetings using the visual and audio-

conferencing functionality that Microsoft Teams offers. 

 

Creating a meeting 

To do this, open the 

calendar function in 

Outlook. 

Now click on the New Teams 

Meeting icon, located in the 

ribbon at the top of the screen, 

to set up your Teams meeting. 

 

Now enter your meeting 

details and select Send. 

 

The Teams meeting 

details including a link 

to the meeting will be 

displayed in the body of 

your invite. 

 

 

 

 

 

 

Joining a meeting 

To join a Teams meeting, open your meeting invite in 

Outlook and click on the click here to join the meeting link. 
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Your pre-meeting screen will now open in the Microsoft Teams application, giving you the 

opportunity to configure your settings before joining the meeting. 

Here you will find 

options to toggle your 

camera (allowing 

participants to see you 

or not), as well as 

changing the settings 

for your microphone. 

 

Click Join now to enter 

the meeting. 

 

 

 

 

 

 

 

Quick Tips: 

• Alternatively, to join your scheduled MS Teams meeting, 

open your meeting invite and select Join Teams Meeting, 

which can be found on the ribbon at the top of the page. 

 

 

• If the Teams meeting proceeds to open in your browser, Click 

Launch it now to open the meeting in your Microsoft Teams 

app. 

 

 

• In addition to the options above, you can also switch off your 

audio, preventing feedback, echo and background noise from 

interrupting the meeting and the experience of others. 

 



 

 

14 

In-call Functions 

Whether you are in a Teams meeting or 

Teams call. There are several in-call 

functions you can use to enhance your 

experience 

The call-time function keeps you informed of how long your meeting or call is 

taking. 

 

Click this toggle your camera on/off, ideal for video conferencing. 

 

Toggle your microphone on/off. Ideal for preventing feedback, echo and 

background noise from interrupting the meeting. 

Click this to share your screen with the other participants. This is a great tool for 

allowing groups to view content together. 

 

Select the More Options button provides further 

in call functionality 

 

Amongst these options, you can record your meeting by 

selecting Start Recording. 

 

 

 

 

 

Your recorded meeting will then be 

available in the Chat function, 

appearing in the form of a 

group which will be named 

after your original meeting 

title. 

Please be aware that it may take up to 10 

mins to generate your recorded meeting but 

once created, this meeting can be accessed 

at any time by all participants of the 

meeting.  

 

 

 

 



 

 

15 

Need Help? 

If you have any further questions or queries, please call 0800 
917 8607 or email ITServiceDesk.NELCCG@nhs.net 

 

mailto:ITServiceDesk.NELCCG@nhs.net

