
Instruction

Working with ‘teams’ and 

‘channels’ in Microsoft Teams

Rather watch this instruction as a video? Click here 

https://www.alumnicei.org/teams-how-to


Teams and channels

By this stage, you have successfully completed your registration and 

login on Microsoft Teams*. You are now viewing ‘your’ Microsoft 

Teams. For your convenience, we have added you to everything that is 

relevant for you in advance of  the conference. 

* Find the video with instructions here

https://www.alumnicei.org/teams-how-to


Teams and channels
You can find all the ‘teams’ you are in on the left side of  your screen. 

Click on any of  your teams on the left. 

Teams



Teams and channels
In your teams you can communicate with other team members and to 

join calls and working sessions. You can for example post messages 

by typing in the bottom and then pressing ‘enter’. 



Teams and channels

You can also ‘reply’ to someone’s message by clicking ‘reply’ and 

typing your response. Again, press enter to send the message. 



Teams and channels

You can also ‘react’ to messages (similar to on Facebook). Hover over 

someone’s message and select your ‘reaction’ on the little menu that 

pops up. You can, for example, ‘like’ someone’s message or response.



Teams and channels

Much like on other social media platforms, you can also attach ‘files’, 

‘emojis’, ‘gifs’, ‘stickers’ and more to your message. Feel free to 

explore!



Teams and channels

Most ‘teams’ will have various ‘channels’. You could compare this to 

a main group with various subdivisions or subgroups. In this demo, 

for example, the ‘Workshop Sessions’ team has two separate 

channels, one named ‘general’ and another named ‘How to become 

an environmental influencer’. 



Teams and channels

Everyone has access to the standard ‘general’ channel. All other channels 

are CEI 2020 specific. A lock symbol besides a channel name means the 

channel is limited and contains a smaller number of  participants, which 

makes interaction easier. In this example, only people who registered for 

this particular workshop are in it, so you can talk to them specifically. 



Teams and channels

Within teams, you can join scheduled calls. You can recognize them 

from the blue colour and calendar symbol, like this. Simply click to join!



Teams and channels

That’s it! We encourage you to explore Microsoft Teams before the 

conference and become familiar with your personal teams and channels. 

For example, check if  all your workshops and project sessions are there. 

If  you have questions, ask us using the form on the alumni website: 

www.alumnicei.org. 

http://www.alumnicei.org/


Want to know more about        

using Microsoft Teams for the   

CEI 2020 conference?

Check out other instruction videos here

https://www.alumnicei.org/teams-how-to

