
A fresh approach to IT support and expertise.

Microsoft Teams
Hidden gems and hardly used features



About this session

This session is being recorded

• The session will be no longer than 30 mins

• Everyone is automatically muted on entry

• These tips and tricks are primarily for 
Windows PC users on Microsoft 365

• Any questions please use the chat box

• We will send an email with a link to the 
recording with a copy of the slides



Caroline Ellis
Head of Marketing

Agenda
• Who we are

• The power of the search bar

• How to create announcement

• Customising notifications

• Teams meeting backgrounds

• How to chat with yourself

• Recap

• Any questions



What can we do



IT Champion 

Supporting all our users

Under your organisation’s support plan users 
have access to lots of resources so you can get 
the most out of us.

• Support from Monday to Friday from
7.30 am – 6.30pm

• Front line support within an average of 35 
seconds

• FREE monthly Cyber Awareness training

• FREE monthly tips and tricks

• Client area – handy guides and links to 
resources

it-champion.co.uk/client-area

A fresh approach to IT support and expertise.

Your IT experts

Our support technicians, service delivery 
team and technology leads all hold 
certifications in IT Support, cyber security and 
network infrastructure. With decades of 
experience in the real world that enables us 
to fix an IT query quickly.



Explore with me

Try these tips and tricks out within 
your Teams application.



Teams Experience

There could be differences

Location of buttons

Styling options

Editing

Windows vs OS

Desktop vs Browser vs mobile



The power of the search bar
Your go-to place when you need help







Jane Doe
(JANE.DOE)  Chief Executive









How to create an announcement
In a channel chat area





Jane Doe



Jane Doe

Jane Doe

Jane Doe



Customise notifications
For you and for Teams channels



Account notifications





Channel notifications

Team Name



Team Name > Channel Name Team Name > Channel Name

Team Name > Channel NameTeam Name > Channel Name



Recap

• Microsoft Teams notifications are wide and varied. 

• Customising their settings helps prioritise the pings, 
and banners popping up throughout your workday.

• Take time to look through the options for your 
Account and each Team/channel(s).



Backgrounds
Changing and adding backgrounds to meetings







Chat
Keeping hold of thoughts, links etc



Jane Doe (You)

Jane Doe (You)



Jane Doe (You)
Hover over a chat



Recap
• Search has lots of hand features to get to 

where you want fast.

• Give you channel posts a boost by making 
them an announcement.

• Take time to get the notifications right for 
you and your workday.

• Backgrounds can be changed in meeting 
not just before and we can help you set 
up branded options.

• Chat can be used as your go to ideas and 
reminders place.



Over to you…
Any questions?



A fresh approach to IT support and expertise.

Hope you enjoyed the session

Why not join us for our next tips and tricks session?
www.it-champion.co.uk/it-training/monthly-tips-tricks/


