How to Teams

Managing Notifications
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* Microsoft Teams
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Goals :-9

BrisbaneSDE

Learning Intention: To understand how to manage your
notifications when working in MS Teams

Success Criteria:
| can:
- Access and change the settings
- Make choices about my notifications
- Pin Channels to the top of my menu
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Settings In app

b Department of... & m

X

Cast R
&8 Join or create team
() Help >
& Feedback >
Zoom — (105)% -+

Keyboard shortcuts

[J Download the mobile app

3605 Level Up Gaming
Program
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General Settings st

System

General

Appearance and accessibility Open application in background

Notifications and activity COn close, keep the application running

& NeW [£ams as the chat app tor Microsoft 365 (requires restarting Microsoft 365 applications)
Accounts and orgs

e D H OY

Privacy Opening content in Teams windows
Devices Open i : B o o : o i
pen incoming notifications and links in the main window or a new window. This will only apply to this account.
Calls
Captions and transcripts — I
Files and links

App permissions

M @ @

Recognition
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Appearance

§o3 General

/. Appearance and accessibility

2 Accounts and orgs

(3 Privacy

§3 Devices

R, Calls

Captions and transcripts
(Y Files and links

() App permissions

& Recognition

Theme

Light v

Always use dark theme for meetings and calls

Chat density
Lo} )
[
é L
L ]
Comfy @ | | Compact

Layout

Choose how you want to nayl

Grid O
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Notification Settings

§3  General

Notifications and activity

.
S
.

Accounts and orgs
Privacy

Devices

e DO 0

Calls

el
Lal

Captions and transcripts
Files and links

App permissions

M @ @

Recognition
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General risbaneSDE

Bl Mute all notifications (except for calls and mesatings) on t)

Always show urgent and priority contact notifications

Lf]l) Sound

Play sounds with urgent and priority contact notifications Default v [

Play scunds with incoming calls, requests to join, and meeting start notifications

9

Display

[] Show message and content previews in notifications

[] show notifications during calls and meetings

&= Missed activity emails Off e

\. J

Chats and channels

@ Chat message notifications
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- Must be in list mode (appearance settings)

1 ﬁ Online Lessons
3605 DESDO2F Design Technology

Online Meetings
Technologies
@ Be S Teams Drop-In Sessions
Aesignments Brisbane SDE Staff Meetings and PD

= Your teams
Calemdar

.l
k i‘f}' 3605 DES0S2F Design Technology

ive 3605 DIS112C Digital Solutions

2

One
General

Online Lessons Mare options

M m 3605 BrisbaneSDE [\ Channel notifications

e S —» Pins the channel to the top
for easy access

& Tech Support
- A5 ’® Hide

1 % Minecraft (M
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