
 
 

We have gathered some helpful tips/tricks/information regarding Microsoft Teams that you 

might find useful! The sections are broken into; Meeting Experience Information, Chat 

Information, Channel Information, Call Information, Notifications and Roles in Teams 

Please feel free to reach out to hptechbc@bchousing.org with any questions or to book 

Microsoft productivity training. 

MEETING EXPERIENCE INFORMATION 
Breakout Rooms  
The breakout room functionality is now available! Information and instructions on how to use the 
breakout rooms, can be found here Microsoft Tech Community Site.  
 

Together Mode 
One of the newest and more playful features in Teams is Together Mode. This feature places all 
attendees, who are sharing their webcams during a meeting, into a virtual auditorium, theatre or coffee 
shop scene (or more). This function is available once the New Meeting Experience setting is enabled and 
requires a minimum of 3 webcams to a maximum of 49 webcams being shared.   
Select your Profile Picture (or initials) > Settings > Click on Turn on New Meeting Experience > Restart 
Teams  
While in your Meeting > Select (…) More Options > Select Together Mode  

 
Large Gallery 
If you prefer the standard gallery view, you are now have the option of selecting Large Gallery in your 
view options. This function is available once the New Meeting Experience setting is enabled and requires 
a minimum of 10 webcams to a maximum of 49 webcams being shared. 
Select your Profile Picture (or initials) > Settings > Click on Turn on New Meeting Experience > Restart 
Teams  
While in your Meeting > Select (…) More Options > Select Large Gallery  
 

Meeting Pop Out Window 
There is now an optional feature available, which allows a meeting in Teams to open into a secondary 

window. This feature is available on the desktop version only. To enable this feature please follow the 

steps outlined below: 

Select your Profile Pic (or icon with Initials) > Settings > Application > Turn on New Meeting Experiences 

> Close Settings > Quit Teams and Re-Launch  

For more details click HERE 

mailto:hptechbc@bchousing.org
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/breakout-rooms-generally-available-today-in-microsoft-teams/ba-p/1968481
https://support.microsoft.com/en-us/office/get-a-preview-of-new-meeting-features-04533e91-3203-4530-a1c0-8f77c0731699


 
 

Meeting Lobby  
Another optional feature available, is the ability to place attendees in a meeting lobby prior to the start 
of a meeting. Please note, this option can be selected once the meeting invite has been created and  
needs to be done prior to the meeting start time. The organizer will be responsible for admitting each 
attendee into the meeting. To enable this feature please follow the steps outlined below:   
Open your invite > Select Meeting Options > Who can bypass the lobby? > Select Only Me  

For more details click HERE  

Focusing/Zooming/Spotlighting 
During a Teams meeting, you can manipulate your view to focus solely on the content being shared, 
hiding all shared webcams.  
While in the Meeting > select (…) More Options > select Focus 
To reverse this view, simply follow the instructions above and unselect Focus. 
 
If you would like to zoom in on content being shared please follow these steps: 
While in the Meeting > click on the shared screen > hold down the CTRL button > at the same time use 
your mouse to zoom in/out using the scroll wheel. 
 
If you would like to spotlight a webcam during a meeting, follow these directions: 
Show Participants > select the name of the person you would like to Spotlight > select (…) more options 
> select Spotlight  
Once selected as the “spotlight” a glowing white square will appear around that video feed. Please note, 
only presenters can be in the spotlight or determine who is spotlighted.   
 

Meeting Live Captioning 
Enabling the Live Caption function during a Teams meeting allows you to see who is talking and what 

they are saying in real time. Directions on how to enable this feature are located in the following article 

“Use live captions in a Teams meeting” 

Allow Attendees to Unmute Themselves  
Attendees can now unmute themselves in a meeting however, the organizer needs to set this function 
up ahead of time. Once the meeting is created, select the meeting options and toggle on Allow 
Attendees to Unmute. Please note this function needs to enabled for each meeting.   
 

Sharing Content 

Due to a daily online presence, you are most likely very comfortable sharing your desktop or screen 
during a Teams meeting. The information provided in this step by step guide “Share Content in a 
meeting with Teams” provides an alternative option on how content can be shared while in a meeting.  
Adjusting how you share a PowerPoint presentation can provide attendees the ability to advance the 
slide deck as well as, permits others to take control of the slides with a simple request.  
In addition, here is a brief video showcasing the attendee’s view.  
 
 

https://support.microsoft.com/en-us/office/change-participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/use-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260
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-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.microsoft.com/en-us/office/tip-show-powerpoint-slides-in-a-meeting-ddfc73dd-b957-4f2b-8e42-ce078f51873c


 

 

CHAT INFORMATION 
How to Remove Someone from a Group Chat  
Friendly reminder that once you invite someone to a meeting/group, even as a guest for one meeting, 
they will continue to see the chat messages between the group members until removed from the group 
chat. Simply removing them from the invite, will not disable this feature. 
In order to successfully remove someone from a group chat, please follow the steps outlined in the 
article “Leave or remove someone from a group chat” 

 
New Conversation Button 
The purple “New Conversation” button at the bottom of a channel allows you to do just that! Pressing 

this button ensures that you are starting a new conversation and not replying to a thread. Just as before, 

you can type a quick message or format a message using the available tools. 

Pinning Chats 
Instead of constantly scrolling through your chat history to find that one person/group you always 

communicate with, why not PIN IT!! To secure a chat message to the top of your chat list: 

Select the Chat icon > hover over the chat you’d like to Pin > select (…) More Options > select Pin  

Popping out Chats 
If you prefer to have your chat in a separate window: 

Select the Chat icon > hover over the chat you’d like to pop out > select the pop out icon (box with an 

arrow) > the chat will then open in another window. 

Saving a Message  
Saving a portion of a message or post, for quick access later, can be achieved in the following way: 

Highlight the portion of the message or post you’d like to save > select (…) More Options > select Save 

this Message 

To access these saved messages: Select your Profile > select Saved > saved messages will populate on 

the left hand side for review. 

Naming Chats in Teams  
Renaming your chats can help with the organization of your Teams technology. Select the group chat 

you would like to name/rename for the list of chats > Select the pencil icon next to the names of the 

people in the chat at the top of the chat window > Type the new chat name in the Group Name text 

field > Select Save. 

https://support.microsoft.com/en-us/office/leave-or-remove-someone-from-a-group-chat-7db55a67-0ba4-4409-a399-5ed502a1d094


 

 

CALL INFORMATION 
Transferring a Call 
It is now possible to transfer a Teams call onto someone else within the organization with or without 
consulting the end recipient.  
While on your Teams Call > Select (…) More Options > Transfer OR Consult than Transfer in the call 
control > Type the name of the person you want to transfer the call to > Select Transfer  

CHANNEL INFORMATION 
Pinning or Unpinning a Channel  
A pinned channel stays at the top of the list, so you don’t have to look for them. 
To pin a channel, navigate to the channel you wish to pin and select More Options (…) → Pin.   
 
 
The channel will stay at the top of your list.  If you no longer want the channel pinned, just select the 
channel again and unpin it. 
Once you pin a channel, you can drag and rearrange the channels as you see fit. 
  

Channel Notifications  
Are you missing out on valuable information being added to one of your Teams Channel’s? By default, 

the Channel is programmed to only notify you if someone mentions your name in the post section (using 

@name).  By pressing the (…) icon in the top right corner of a Channel, you can adjust this feature. From 

the drop-down menu select Channel Notifications and adjust to fit your needs. Options are; All 

Activities, Off or Custom.  

Channel Tags 
Creating a customized Channel tag, allows you to easily ping a select group of people in your messages. 

Click on the (…) more options for any Team and select Manage Tags from the menu. You are then able 

to create a tag name and add people associated with that tag.   

NOTIFICATIONS 
Turning Message Previews Off 
To provide you with more privacy, you now can turn off message previews in your desktop notifications. 
To turn off this feature select Settings > Notifications > Show message preview > toggle to Off. 
 

Managing Notifications   
There are different ways to access, receive, and manage notifications. These settings include how, when, 
and where your notifications appear as well as, custom settings for channels and chat, appearance and 
sound, etc. The following guide sheet offers helpful tips for the desktop and mobile Team app “Manage 
Notifications in Teams”.  
 

https://support.microsoft.com/en-us/office/manage-notifications-in-teams-1cc31834-5fe5-412b-8edb-43fecc78413d
https://support.microsoft.com/en-us/office/manage-notifications-in-teams-1cc31834-5fe5-412b-8edb-43fecc78413d


 
 
Notify When Available 
Instead of constantly watching someone’s status, you can ask Teams to notify you when that person is 

available. 

Select the Chat icon > hover over the person you want the alert on > select (…) More Options > select 

Notify When Available 

When that person’s status changes to available a notification will pop up on your computer. 

Praise Function  
Having the option to send an emoji or a GIF to a teammate are fun features within Teams. Did you know 

you could also send praise to people in the form of a badge?! For more information on how to execute 

this feature please visit the following article “Send praise to people”.  

Pinning an App to the Left Hand side Navigation Bar  
If you find yourself constantly using an app within Teams, you can pin it to your navigation bar. Select 
More (…) from the left navigation of Teams > Right-click any app icon and select Pin to make your app 
visible in the left navigation bar of Teams. 
You can also reorder the icons on the left navigation bar clicking on it and dragging and dropping the 
icon in the order that you want. 
Please note there is a limit to the number of apps you can have pinned on your navigation bar.  

ROLES IN TEAMS 
Adding your Profile Picture to Teams  
There are many benefits of having a profile picture, especially now as we work remotely. Not only does 
it look professional, it also leads to employees recognizing and better engaging with colleagues in 
meetings.  
While in your Teams account, click on your profile pic (initials) > Change Picture > Upload Picture > 
select a PNG file from your desktop > Save image. 

 
Meeting Roles and Participants Settings  
Roles within meeting can be customized to the organizers needs or the needs of the meeting. The 

following articles; “Roles in a Teams meeting” and “Change participant settings for a Teams meeting”  

provide information on meeting roles, participants restrictions and how to change role settings before 

and during a meeting.  

Keyboard Shortcuts for Teams  
If you are looking to become more efficient within Teams and love a keyboard shortcut, please check 

out the following guide sheet “Keyboard shortcuts for Microsoft Teams”. It contains valuable 

information on how to perform shortcuts in the following topics; General, Navigation, Messaging, 

Search Bar Commands 
The search bar at the top of Teams is also a command bar. You can perform a lot of actions using the / 

button. Simply enter Ctrl + / command to generate a list of available commands.  

https://support.microsoft.com/en-us/office/send-praise-to-people-50f26b47-565f-40fe-8642-5ca2a5ed261e
https://support.microsoft.com/en-us/office/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/change-participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2

