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Functions Index - WorkingSm@rt with Microsoft TEAMS - Glossary: Sup = Supplement PDF 
 

Guide Index Unit Page   Guide Index Unit Page 

Activity and Feed       Tasks by Planner and To Do     

Seeing My Activity 2 4   Adding Tasks Tab to a Channel 4 7 

Filtering your Feed 2 4   Accessing Tasks by Planner and To Do 4 8 

Teams       Creating a Task  4 8 

Creating a New Team 3 6-8   Customising Tasks 4 10 

Modifying a Team 3 6-8   Assigning Tasks 4 12 

Prioritising a Team - move Teams up/down 3 12   Changing Progress of a Task 4 12 

Hiding/Showing a Team 3 
12-
13   Accessing Tasks by Team Member 4 12 

Channels       Viewing your Tasks  4 12 

Creating a Post 2 7   Views withing Tasks 4 12 

Creating a Post with a Title 2 7   Viewing Tasks within Channels 4 14 

Posts Etiquette Sup 26  Meetings     

Copying a link to a Post Sup 25   Scheduling a Meeting 2 14 

Adding a voting Poll to a Post with MS Forms 
Sup 25 

  Using the Scheduling Assistant 2 15 

Adding Tabs  4 7   Scheduling a Meeting using Meet Now 2 15 

Hiding/Showing a Channel 3 
12-
13   Sharing your screen in a Meeting 4 6 

Chat       Adding a voting Poll to a Meeting Sup  19 

Creating a new Chat 2 5   Using Breakout Rooms in Meetings Sup 21 

Creating a Group Chat 2 6  Using PowerPoint Live Sup 23 

(Un)Pinning a Chat to the top 2 6-7   Private Settings & Notifications     

Sharing your screen in Chat 2 6   Privacy Settings 5 7 

Files      Setting up a Status Message 5 9 

Creating a New File 2 9   Notifications 
5 

Sup 
10 
2 

Uploading an existing File 2 9   Calls Settings 5 11 

Sharing a link to File in a Post 
Sup 25 

  
Setting up Quiet Hours/Days from the 
mobile app 

A 13 

Accessing a File from Chat 4 4   Search     

Turning a File into a Tab 
Sup 10 

  Searching with words 2 11 

Accessing a File from a Channel Tab 4 5   Searching with @ and / 2 12 

Retrieving a deleted File Sup  8   Shortcuts for functions Sup 5 

Sharing a File via email  Sup 10   Shortcuts for functions Sup 5 

Adding Reviews/Comments to a File Sup 8     

Accessing Files in TEAMS, SharePoint & File 
Explorer 

Sup  11 
  

 

Attaching Files to TEAMS Chat – Advice & 
Warnings! 

Sup 18 
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