
 

This overview is to cover information related to identifying different sections 
and options within Microsoft Teams. This assumes you have logged into 

Teams with your student’s provided school email and password. This 
document may be updated and re-uploaded should additional information 

need to be added. 

 

  

Microsoft Teams

Once logged in, this is the window you will see. You will 
be able to see each section on the left. The section you 
start in is the “Teams” section. 

In the “Teams” section your student will see the class 
they are in. 

To get into the class just click in (or tap if your device has 
touch functionality).

TEAMS APPLICATION WINDOW



Channels: Channels are listed below the Team 
name. Channels are groups that your student has 

been added to. The required groups will be 
“General” and “Specialty”. The “General” group is 

where all class activity occurs. “Specialty” 
includes your student’s music, art, PE, and 

Tabs: Tabs are listed across the top of each channel. All 
channels contain a “Posts” tab. In the “General” group, 

where your student will be most of the time, the tabs include 
Posts, Files, Class Notebook, Assignments, Grade, and 
HomePage. A teacher may add additional tabs based on 

what is needed for the class. 



Posts: Posts are the main tab for when your student enters a 
Team. The Posts tab will include all activity and conversations 

that occur within the channel. Under this tab your student will see 
conversations, announcements, meetings, and assignments.

Conversation: Conversations are started from the 
conversation box at the bottom of the Posts tab. A 

conversation can be a question or comment. Those 
questions or comments can be directed toward the group 

to notify others of it by using the @ symbol to give a 
“mention”. Anything typed and posted as a conversation 

will be visible to everyone within that channel. 



Chat: The Chat section is similar to the conversation box 
under Posts, but here the questions and comments made by 
the teacher and students will not be visible for the rest of the 

class. 

Meet: When the teacher starts a meeting there should be a 
notification, but any meeting may still be joined through the 

meeting post. Students will simply need to hit the “Join” 
button. If a meeting has already ended then the post will 

change to show that.



Lobby: When your student joins a meeting they should first 
enter a lobby. They should make sure their camera is on 

and that their microphone is off.

Camera/Microphone: It’s important to know what it looks 
like for a camera and microphone to be on and off. If the 
device is on then the icon will be highlighted white. If the 

device is off then the icon will not be highlighted (based on 
lobby screen or meeting screen) and there will be a slash 

through the icon. The devices can be turned on and off both 
before and during the meeting.



MEETING OPTIONS

Participants: 
Here can show and hide 

who is in the meeting. 
Best practice is to hide 

participants to better see 
the teacher.

Conversation: 
Meeting conversations work the same as 

conversations on the Posts tab. These 
conversations are good to be able to see 
in the meeting and will be visible after on 

the Post tab with the meeting.

Raise Hand: 
This is similar to the feature in 

other platforms, but made even 
more visible so that your student 
is less likely to be left 
waiting. When used, 
the icon will highlight, 
put a notification on 
participants for the 

teacher to see, and will 
have a notification with 
your student’s video so 

the teacher will not 
miss it.

More Actions: 
There are less options available for 
students than those pictured. The 
important options here are Device 

Settings and Turn on Live Captions. 



Turn on live captions: 
There are less options available for 
students than those pictured. The 
important options here are Device 

Settings and Turn on Live Captions. 

Device Settings: 
There are less options available for 
students than those pictured. The 
important options here are Device 

Settings and Turn on Live Captions. 


