
How to Teams  

Managing your screens



Goals

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

Success Criteria:
I can:

- Identify the types of screens I need
- Identify the types of windows I need
- Section my screens to suit my individual needs



Common Language

• Screen - laptop screen, monitors, writing tablets
oCannot change size

oAlways there

• Window – an application on the screen
oCan minimise, move and adjust size

oCan be closed/opened as needed. 



Student 
Setups





Kathie



Types of Windows needed

Mandatory

• Teams Meeting

• Teams application 
oPrivate chats

oAccessing Channels

Optional 

• Emails

• Your working documents

• OneNote

• Other suggestions?



Split your screen



Need Support?
Contact Student IT

Student_IT@brisbanesde.eq.edu.au 

mailto:Student_IT@brisnaesde.eq.edu.au
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