
How to Teams  
Managing Notifications



Goals

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

Success Criteria:
I can:

- Access and change the settings
- Make choices about my notifications
- Pin Channels to the top of my menu



Settings in app



General Settings



Appearance



Notification Settings





Pin Channels

Pins the channel to the top 
for easy access

Must be in list mode (appearance settings)
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