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MICROSOFT TEAMS:
DATA 

ORGANIZATION
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Teams Desktop: Initial Set Up (email group vs. non-email group)
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Teams Desktop: Sharing Links

1. Select the file or folder you want 
to share (check mark on left side)

2. Then ‘Get link’
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Teams Desktop: 
Sharing Links



7

Teams Desktop: 
Sharing Links
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Teams Desktop

SharePoint
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SharePoint: 
Alert Me 
feature
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SharePoint: 
Alert Me 
feature



Teams Desktop: Open file option 1
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2. Then ‘Open’

3. Choose how you want the file to open

1. Select your file (check mark on the left)
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Teams Desktop: Open file option 2

1. Select the ellipsis on the right

2. Choose how you want the file to open

BONUS: this gives you other options to 
manage files
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SharePoint: Open file option 1

2. Then ‘Open’

3. Choose how you want 
the file to open

1. Select your file (radio 
button on the left)
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SharePoint: Open file option 2

1. Select the ellipsis 
on the right

2. Choose how you 
want the file to open

BONUS: this gives you other options to 
manage files
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Teams Wiki



MICROSOFT TEAMS: 
VIRTUAL MEETINGS
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Teams Meeting: In Meeting View
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Teams Meeting: 
Meeting Notes
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Accessing the Chat 
after a Meeting
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Chat Extras: 
In A Recurring 

Meeting

Links to the  the 
recorded meeting 
in Microsoft StreamAccess the attendance reports
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Chat Extras: In Meeting Polling
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Chat Extras: In Meeting Polling
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In Meeting: Recording
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Enabling the transcript of a recorded meeting
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Enabling the transcript of a recorded meeting
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Videos with Transcripts



TEAMS 
MEETINGS:
Resources
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Sharing Content in 
a Teams Meeting

Microsoft Support

Sharing Slides in a 
Teams Meeting

https://support.microsoft.com/en-us/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.microsoft.com/en-us/office/share-powerpoint-slides-in-a-teams-meeting-fc5a5394-2159-419c-bc59-1f64c1f4e470
https://support.microsoft.com/en-us/


OUTLOOK 
TIPS AND TRICKS



Outlook
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DISCLAIMER:

• Mac vs Windows

• App vs Website



Outlook
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• Light vs Dark
• Folders
• Email Templates
• Schedule Email Delivery
• Conversations
• Rules
• Pinning Emails



Light vs 
Dark
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Folders
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• Right-click where you want to add 
the folder

• Choose “New Folder”
• Mac Tip:

Choose the star icon next to the 
folder and it is moved to your 
Favorites



Email 
Templates
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Email 
Templates
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Alternate:
Create a “Signature” with your email template



Schedule 
Email 

Delivery
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View Options 
for Emails
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• Choose “View” in the tool bar for 
options

• Show Message Previews

• Show as Conversations
• Groups by subject
• Limits emails



Rules
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• Tools-->Rules
• Automatically moves emails into a 

folder



Pinning
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• Email is “pinned” to the top of your 
email list



ADDITIONAL TOOLS



Microsoft
Forms
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OneNote
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Thank you!

Questions/Comments
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