
MS Teams

How to use an MS Teams calendar
5 Must-Know Microsoft Teams Tips

5 Ways the MS Teams Whiteboard Makes
Your Meetings Better 

Schedule meetings and events using the Teams
calendar.

 Keep all your meetings in one place by syncing
teams with your outlook calendar. 

Find out more about the MS Teams calendar and
how to use it here.

MS Teams is free and easy to use.

9 Tips for Having the Best Online Meetings
with MS Teams

How to use Microsoft Teams Breakout
Rooms for a workshop

The Complete Guide to MS Teams

How To Share Your Screen Effectively

Links to top tips:

How to use the Whiteboard in MS Teams

Chat with an individual or a group with the MS
teams instant messaging feature.

This can be used during meetings too, which can
help boost engagement for larger meetings or
allow input from your audience without
interrupting the speaker.

Find out more about the MS Teams chat function
and how to use it here.

Use the chat to connect
with colleagues 

Use the calendar to
manage your time 

You can sync your SharePoint/OneDrive/Google
Drive with teams so that you have all your files in
one place.

You can share files with members of your team.
When you send a file, it automatically saves in the
files tab.

Find out more about MS Teams file storage and
how to use it here.

Acess all of your files in
one place

5 Tips for Managing Files in MS Teams

You can use the 'meet now' feature to instantly meet 
with colleagues using a video or voice call.

This is great for quick decision making or if you urgently need to speak with someone.

Find out more about instant calls and how to use  them here.

Instantly contact your
colleagues through a video or
voice call

20 Microsoft Teams Tips and Tricks 

https://www.lifewire.com/use-a-microsoft-teams-calendar-4842577
https://www.avepoint.com/blog/microsoft-teams/microsoft-teams-tips-2/
https://thinkred.redriver.com/microsoft-teams-whiteboard
https://www.unifysquare.com/blog/how-to-effectively-use-the-microsoft-teams-calendar/
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/9-tips-for-having-the-best-online-meeting-experience-with/ba-p/1218884
https://www.youtube.com/watch?v=vsypvhKr_74
https://learn.filtered.com/microsoft-teams
https://www.youtube.com/watch?v=BZ3JUjtywh0
https://www.youtube.com/watch?v=YBnojDFXo4k
https://support.microsoft.com/en-us/office/start-a-chat-in-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://www.youtube.com/watch?v=EYyw_Lg-nBc
https://www.avepoint.com/blog/microsoft-teams/microsoft-teams-file-management/
https://support.microsoft.com/en-us/office/create-instant-meetings-with-meet-now-26e06837-853d-4df1-a729-06bf700d4ecf
https://nextplane.net/blog/simple-microsoft-teams-tips-and-tricks-for-2020-and-beyond/


You can allow participants to meet in small groups separate from
the main room - this can be great for group work and open
discussion.

You can choose how many rooms to create and manually assign
specific people to each room. You can also generate the groups
randomly.

Find out more about breakout rooms and how to use them in MS
Teams here.

Create breakout rooms for collaboration and discussion

Brainstorm and collaborate using the
whiteboard

This feature is great for visual learners in your
audience.

 
This is a good way to capture key discussion

points, ideas and commitment statements as
you can save it. 

 
Find out more about the whiteboard feature

and how to use it here.  

Express yourself using live reactions

Choose from different reaction types to show 
 how you're feeling.

 
Reactions can help meetings flow better and

make them more inclusive. For example - you
can raise your hand if you would like to speak

so that you aren't talking over anyone else. 
 

Find out more about reactions and how to use
them here.  

Share your screen during a
meeting

Sharing your screen in a meeting is a
great way to make sure you and your

participants are on the same page.
 

You can share your whole screen or just
specific documents, like a PowerPoint

presentation.
 

Find out more about screen sharing and
how to do this here.  

Change your background 
 

You can use the virtual background effects to
blur your background or choose from a range of

different scenes.
 

This can help to avoid distractions for your
audience and maintain privacy when working

from home.
 

Find out more about background effects and
how to use them here.  

Control when others join the meeting using the
waiting room

This feature allows you to control who enters the meeting
and when by holding participants in a waiting room.

 
This is great for added security as nobody will be able to

enter until you admit them. 
 

Find out more about the waiting room feature and how to
use it here.  

https://support.microsoft.com/en-us/office/use-breakout-rooms-in-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461
https://myteamsday.com/2019/11/19/how-to-use-whiteboard-in-teams-meetings/
https://www.youtube.com/watch?v=Ht27hF9p1m8
https://support.microsoft.com/en-us/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7
https://support.microsoft.com/en-us/office/change-your-background-for-a-teams-meeting-f77a2381-443a-499d-825e-509a140f4780
https://www.addictivetips.com/web-conferencing/microsoft-teams-waiting-room/

