City of Madison | 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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ﬁ Microsoft Teams App Overview

List Pane

Browse and select
items to show them
in the main content
area.

App bar

Switch between the
Activity, Chat, Teams,
Calendar, OneDrive,
and apps views.

Open in New Window
Right-click anicon,
message, or other item
to openitinanew
window.

Command / Search Bar
e Search foritems.
e Enter/to geta list of
commands.

N\ 7/

Settings and More
Open app settings and
keyboard shortcuts.

Open in new window

/]\ Move up

\l/ Move down

R Unpin

Messages Files Channels

People

6 « @

Hill, Hodshire, Weinkauf,
Cassandra L Sarah L Aaron

Suggestions

X E Time tracking.xlsx
Created by Evatt, Melissa

Group chats Meetings

ME

Evatt,
Melissa (You)

Images

'@

Edgerton,
Sarah

_/O\_ TIP: Press Ctrl + F6 to move between parts of the app.

Account Manager
Update your status and
work location and set a
status message.

cityofmadisonwi ME

cityofmadisonwi

Evatt, Melissa
ME MEvatt@cityofmadison.com

View account C

@ Available
® Set work location

@ Set status message

Melissa Home
© miworkerton@gmail.com

© Add another account

Sign out

Main Content Area
Select anitemin the

List Pane to open it
here.




s View Activity

More options
Mark all activity as read or
open notification settings.

Filter options

Filter content by unread
(chat or channel) messages,
@mentions, tag mentions,
and calendar invites.

Activity List

View channel, chat, and
calendar activities including
new messages, @ mentions,
and reactions.

Unread

Q.  Search (Ctr{+E)

@Mentions Tag mentions

Hill, Cassandra 4/2
L reacted to...

Wow, gorgeous photos! A...
In chat with you

Hill, Cassandra 4/2
L invited you

PDF Accessibility TDX Wor...
Thursday, April 9, 3:30 PM - 4....

Weinkauf, 4/2
Aaron +2...

Once | change the e-mall ...
Information Tech... > SFTP

Starczewski,
Leslie replied t...
Weinkauf, Aaron - here ar...

Show filter text box
Filter content by name,
group, or keyword.

Q

;% cityofmadisonwi

Hill, Cassandra L

Type a message

ME

Content Pane
Select an item in the
Activity List to open it here.




ﬁ Send Instant Chat Messages

Rail actions toolbar

Open more list options, use
the search filter box, and
start a new message.

< Y Search (C

Filter

View only messages in a
selected category, such as
meeting, unread, or saved.

Chat type

Use the icons next to each
message to identify chats
with a person, group, or
meeting.

Unread

@
)

Chats = Meeting chats

Mentions

Followed threads

Drafts

Saved

Goltz, Jacqueline 5/6

> l|We can move forward with project at a later date.

Teams and Excel Getting Started Guides 5/6

You get started on the discussed items right away

Anderson, Tanya, +3 5/6

You: Thanks for your feedback!

\l/

AJC

trl+E)

JG_ Goltz, Jacqueline Chat Shared ([

TIP: An automatic process deletes chat messages after 24 hours.

Chat actions toolbar
Call participants, view or add
people, search chat content,
open chat details, or access
more options.

JG_ We can move forward with project at a later date.

Reactions toolbar

React with an emoji, reply
with a quote, open more
options.

Formatting tools

Write accessible content
using built-in formatting
options for structure and
clarity.




- @ |
al View & Schedule Calendar Events Y.

‘/O\‘ TIP: Your Teams and Outlook calendars sync together.

Go to Calendar view Filter Meet now

Go to today, the previous Change your calendar view Apply or remove * Start aninstant Teams
o or next week, or a specific and the time scale. calendar event filters. — meeting.
- < date orrange. e Select the arrow to
a Join with a meeting

e, Calendar ID.
% Vv June 2026 ™oV
13 & Today < June 22-26, 2026 ~

S M T W T F S

N 7 31 1 2 3 4 5 6 x a
7 8 9 10 11 12 13 _ 2 4 z 2 5 _2 6 I
000 Mon ue Wed Fr

o))
il 14 15 16 17 18 19 20 o Day >
. 21 22 23 24 25 26 27 ~ B Work week Appointments # Join with an ID
OneDriv 28 29 30 1 2 3 4 _
neDrive () Week Meetings >
5 6 7 8 9 10 11
) AM — Poll holds >
“ee Month Create a new event
Vv My calendars —
y Reservations | > Create a new event. NOTE:
@ Calendar ‘ A The City doesn’t use
Apps AM Categories > )
T Timescale 30 minutes webinars or town halls at
Show all Show as > this time.
=) Saved views D
A o a Recurrence >
In-person >
O
CA
Show all Time slot
Select to view and open Double select to open a
created, shared, and group calendar invite.
calendars.




\l/

o ()~ TIP: To separate your teams from chat, go to Settings > Chats
VI EW Tea m S Ch a n n e l Co nte nt /O\ and channels. Then select Separate View.

Rail actions toolbar Posts and conversations Shared Channel tabs Channelinfo
Customize the list, show View and send channel posts and View uploaded and shared Open tabs added by teams View channel members,
the filter text box, and open conversations. Posts group messages files stored in the channel. owners. Each channel has description, and recent
a new channel. and replies. Conversations list content in different tabs. updates. Search by keyword
the order added. or person.
| ' ] |

‘o

Teams I—’ . General N mployee Schedules .. +3 4 nte.. (X Vv Q

Filter options Unread
Filter content by things like unread

. (@ Mentions
message, @mentions, tag - In this channel
mentions, followed threads. * 2 Followed threads -
[l Saved &3 @. B Me 8 s (oT.

Teams list
View your teams and channels.
Select a channel to open it.

vescnption

Digital Accessibility Project

Pinned

: ) @ Project Time Tracking
Teams Enabled SharePoint 4/6 ® Hill, Cassandra L, 2/27/2025 3:12 PM

T Training

Options

v Teams and channels Q_ Find in channel

More team options
Hide channles, manage
notifications, or add channels to e

M - - '~ 7 S W Hill wdra L added Olivieri, Sam to th .
Favorltes. Communication 7/2/202 Show In > Fa\,lor[tes Cassandra L added Olivieri, Sam e team

Open in new window £33 Manage channel

[ Channel notifications

v . Information Technology

General [\ Channel notifications

Updates

Cybersecurity Education 3/25/202 R Hide

New section

See all channels
View all channels in a team and

choose which ones to show or
hide.

§23 Manage channel

Copy link




B Work with OneDrive Files & Apps

-
a Work with Files

Activity Use OneDrive tin Teams to open, upload, and organize
@ your files.

OneDrive O
Create or upload files USING the  e———pp
Calendar Create or upload menu.
000
oy (A} Home

| &8 My files

0
-z

Browse files under My files,

Shared, Favorites or Recycle >
bin.

Browse files by People, >
Meetings, or Media.

Open quick links to share

organizational resources. >

29 Shared
17 Favorites

TJ Recycle bin

J

Browse files by
&, People

Meetings

(A Media

Quick access

. IT Training

@ Information Technology

- Digital Accessibility Proje
M365 Project

= Learn M365

Add & Pin Apps

Use the Apps area to view, add, and manage apps in Teams.

Right-click an added

— app to see options such

as Open in new window,
Share, Pin, or Uninstall.

View more apps to see
the common M365 apps
already available in
Teams.

Open the Apps button
to browse the M365 apps
available at the City.

m [,_ Open in new window
(D About

(& Share app

<7 Pin

@ Uninstall

Q k»:..i_:”';:h for apps

Word OneNote

a ¢

Power Apps

Apps
Search apps and more

B% Apps




6j Check Out Resources

City IT Knowledge Base Resources City IT Services Resources Organizational Development Resources
Accessibility e Microsoft Office Incidents More Guides
e Accessible Video Conferencing e Multi-Factor Authentication e Getting Started with Word

e Document Accessibility Basics e Password Reset / Unlock

Getting Started with OneDrive for the Web

e ColorAccessibility

Getting Started with the OneDrive Desktop

e Image Accessibility. App

Records Management

Getting Started with Outlook
Microsoft Resources

e Where to Store Your Stuff

Getting Started with Teams

e Microsoft’s YouTube channel.

e Records Management

Getting Started with Excel

e Microsoft’s support page

Account Access Classes
e LinkedIn Learning; Teams
e Managing Passwords, Passphrases, Locked Accounts e Document Accessibility Basics
e Multi-Factor Authentication (MFA) e Plain Language and Effective

Communication
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