


Tips for Teams
B E Y O N D  T H E  B A S I C S





Tips: Conversations
• Use @ to tag someone 
• To make a line break, use Shift+Return 
• Ask kids to reply to threads instead of starting new 

threads 
• Use the thumbs up icon instead of saying “thanks!” 
• For more formatting options, hit the Format button 

in the toolbar



Tips: Posting



Tips: Channels
• Create additional channels for different purposes, 

different groups, or different subjects 
• Use the ellipsis next to the channel name to 

manage channel settings



Tips: Channels
• Private channels can be used for small groups of 

students for private conversations. No one else can 
see these channels



Tips: Channels
• If you want to keep your channels clean, turn on 

moderation 
• Create a social channel so students have a place to 

have fun conversations 
• The general channel has different moderation 

settings from other channels



Tips: Channels
General Channel Other Channels



Tips: Meetings vs. Calls

Control task bar

Schedule a 
meeting from 
the Calendar

Make a call 
from Calls



Tips: Meetings vs. Calls
Some features only available in meetings



Tips: Meetings
• If you want to schedule 

a meeting with your 
whole class, leave the 
“Add required 
attendees” field blank 
and enter the channel 
name



Tips: Meetings
• If you want to schedule 

a private meeting with 
a few students, enter 
the names of your 
attendees but leave 
the “Add Channel” 
field blank



Tips: Meetings
• Set up a lobby so that 

students can’t enter the 
meeting before the 
teacher 

• Change your meeting 
settings so that only 
you are the “Presenter”



Tips: Meetings

Large Gallery



Tips: Meetings

Together Mode



Tips: Meetings
• Pen & paper demos: use your phone/tablet and 

switch to your rear camera



CTA Digital Ultra-Light Tablet 
& Smartphone Arm Mount 
(Staples, $40)

Iriun Webcam app



Tips: Meetings
Need to take control of a student’s computer? 
1. Ask them to share their desktop with you 
2. Click the Request Control button 
3. Ask them to accept 

*Only works if you are both using the desktop app



Tips: Meetings
• If you are recording a meeting 

(or you just want to kick 
everyone out of the meeting), 
click the “End Meeting” button 
instead of the “Hang Up” 
button



Tips: Meetings
• If you don’t want students to re-join or restart an 

old meeting, go back to the meeting details and 
click the “Cancel Meeting” button



Tips: Assignments



Tips: Assignments   |  GRADES



Tips: Assignments   |  FEEDBACK



Tips: Assignments
• Assignments are created in the general channel 

but notifications can be posted in other channels 
• Encourage parents to install the mobile app on 

their phones and log in as their child 
• Attach resources to an assignment if you want 

students to use it as a worksheet or template 
• Ask students to create their documents using the 

+ Add Work button



Tips: Assignments
Problem: 
Assignments 
turned in as photos 
are in the wrong 
orientation



Tips: Assignments
Workarounds: 
1. Click the ellipsis, then “Open online” 
2. View the assignment on your phone 
3. Download the photo and rotate it with Preview

*If they are using an iOS device, use “Take Photo” 
instead of “Photo Library"



Tips: Class Notebook

Integrate OneNote Class Notebook



Tips: Class Notebook

Ways to use Class Notebook: 
• Distribute handouts 
• Use as a daily journal 
• Work together in the 

Collaboration Space



Tips: Tabs

Add an Office 365 document



Tips: Tabs

Embed web apps like Flipgrid or Stream



Tips: Tabs

Embed a SharePoint page



Tips: Tabs

Embed a calendar



Tips: Tabs

Embed a website for easy access



Q&A



Contact 
Chat message on Teams 
Email: poon_g@surreyschools.ca

Download 
https://teachwithtech.ca


