
City of Madison I Getting Started with Microsoft Teams 

Accessibility note: 

This guide uses the same names for the main 

parts of the Teams screen that screen readers 

announce. These names are consistent and 

make the layout easier to follow for everyone. 

Keyboard steps are included only when a task 

works differently than expected. 
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Microsoft Teams App Overview TIP: Press Ctrl + F6 to move between parts of the app. 



View Activity 



Send Instant Chat Messages TIP: An automatic process deletes chat messages after 24 hours. 



View & Schedule Calendar Events TIP: Your Teams and Outlook calendars sync together. 



View Teams Channel Content TIP: To separate your teams from chat, go to Settings > Chats 

and channels. Then select Separate View. 



Work with One Drive Files & Apps 



Check Out Resources 

City IT Knowledge Base Resources 

Accessibility 

• Accessible Video Conferencing 

• Document Accessibility Basics 

• Color Accessibility. 

• Image Accessibility. 

Records Management 

• Where to Store Your Stuff 

• Records Management 

Account Access 

• Managing Passwords, Passphrases, Locked Accounts 

• Multi-Factor Authentication (MFA). 

City IT Services Resources 

• Microsoft Office Incidents 

• Multi-Factor Authentication 

• Password Reset/ Unlock 

Microsoft Resources 

• Microsoft's YouTube channel. 

• Microsoft's support page 

• Linked In Learning: Teams 

Organizational Development Resources 

More Guides 

• Getting Started with Word 

• Getting Started with OneDrive for the Web 

• Getting Started with the OneDrive Desktop 

App 

• Getting Started with Outlook 

• Getting Started with Teams 

• Getting Started with Excel 

Classes 

• Document Accessibility Basics 

• Plain Language and Effective 

Communication 
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