
Microsoft Teams



Microsoft Teams - Purpose
● One dashboard

○ Persistent chat
○ File sharing
○ Co-authoring
○ Schedule meetings
○ Audio and Video conferences
○ Screen sharing
○ And more



Security
TL;DR: use Microsoft Teams and your communication processes will be compliant

Long answer: you have no control or understanding of how things are handled

https://docs.microsoft.com/en-us/microsoftteams/security-compliance-overview



Pricing
It’s basically free

If you have Office 365 (like most company)

Free version have some limitations but is quite capable too





Supported platforms



Supported platforms

And web browser!



History
The product was born in 2006 as 

Microsoft's answer to Slack.



Getting started
Go to https://teams.microsoft.com

and signup or login

https://teams.microsoft.com


Use cases of Teams



Some definitions



Some definitions

Channel
A channel helps organize the team’s 
conversations, content and tools around a 
specific topic. Channels can be organized by 
topic (events), discipline (design), project 
(launch) or just for fun.



Types of Teams



Anatomy of Microsoft Teams
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Sidebar
User, profile, 
notifications,
switch 
organization

Search bar



Anatomy of Microsoft Teams (2)

Active Tab
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Teams: organizational / cross-organizational 
/ Project Approach



Organizational vs Project



Cross-organizational teams: Engineering



Cross-organizational teams: Sales



Organizational Approach







Private Channels



● Private channels owners manage 
the membership and life cycle of 
private channels

● Last owner of a private channel cannot 
be removed from the team

● If a private channel becomes ownerless 
(user leaves company), an existing 
non-guest member is auto-promoted to 
owner

● Private channels inherit settings 
from the team on create

● Settings can be changed at channel 
level



Channel organization
Create channels when you need them, and make sure to not fragment the experience as 
adding channels can create cognitive friction.



● Tabs and connectors supported
● Apps must be installed in the 

team before they can be used 
in a private channel

●



Apps
1. Polly – Get live feedback from your team 
Polly  is a survey app that lets you  create surveys in your Microsoft Teams  channel or group chat. It offers a simple way for your teammates 
to quickly vote on a specific question. The only thing you need to do is provide questions and answers, and Polly does the  vote-counting 
analytics for you in real-time. Simply mention @polly to create and send your survey, and watch the results appear.

2. Trello – Organize & prioritize your projects
Trello  is a project management software whose boards, cards, and lists can help you to  organize your projects  in a flexible way. When 
added to Teams, you’ll be able to see all your boards directly from the app without having to go to a web browser. By integrating into Teams, 
you can see your Trello assignments, tasks, and notifications and have conversations about them.

3. Karma – Promote good behavior & habits
Karma  is an app that allows you to give “kudos” to your team members. Using this app, employees can give each other karma points and 
move up the leaderboards. You can give kudos to a good reply in a thread or a particular post. That way, everyone is encouraged to  work 
more efficiently  and deliver faster. It’s a bot that records small officially recognized encouragements and ‘thank you’s that usually aren’t 
verbalized.

https://appsource.microsoft.com/en-us/product/office/WA104381060?src=wnblogmar2018&tab=Overview
https://appsource.microsoft.com/en-us/product/office/WA104380626?src=wnblogmar2018&tab=Overview
https://appsource.microsoft.com/en-us/product/office/WA104381640?src=wnblogmar2018&tab=Overview


Apps (2)
4. Wiki – Create a central knowledge repository
The Wiki  app comes as a default app for Microsoft Teams, which is included when you create a channel. This productivity app can be used 
as a  dedicated workspace to keep notes  for your team members within Microsoft Teams. It is a smart-text editor where you draft, edit, and 
chat all in one place. Using Wiki, you can store an easy how-to guide so  everyone can follow basic rules and be up to date.

5. ScrumGenius – Automate daily standups
ScrumGenius  is an app that will automate your team status meetings. It is an easy way to automate your daily status meetings, weekly 
retrospectives, and one-on-one check-ins by  running automatic check-ins and stand-ups. Every day at a set time, it asks team members a 
series of questions on what they accomplished yesterday, what their tasks are for today, and what blockers they encountered. ScrumGenius 
will then email a summary of the team’s results to team leaders, so they  have a record of what happened each day.

6. AttendanceBot – Track & analyze work hours
AttendanceBot  is an app that helps you track vacations, paid time off, employee shift planning, sick days, remote work, and hours. It is 
especially  helpful for remote teams  with simple ‘in’ and ‘out’ messages, clock in and out. It allows you to keep track of  your work hours and 
export timesheets right within Microsoft Teams. You can track the time spent on specific projects and clients and visualize all data on a 
dashboard.

https://support.office.com/en-us/article/add-and-use-a-wiki-tab-in-teams-35ec762d-72ec-4d7f-b858-2949f6cb6014
https://appsource.microsoft.com/en-us/product/office/WA104381097?src=wnblogmar2018&tab=Overview
https://appsource.microsoft.com/en-us/product/office/WA104381652?src=wnblogmar2018&tab=Overview


Conclusions
Microsoft Teams is a great starting point to structure company knowledge and 

communications

In the next lessons we will learn about other tools to take company collaboration to the 
next level!


