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0 LAB

Ready to create the law
firm of your dreams?

Our small firm-focused coaching program is here to guide you on
your journey to a healthy firm. Lawyerist Lab is the place for
innovative, modern, and entrepreneurial small law firm owners
who want to explore better ways to do law.

Build a Solid Foundation

Learn to remove roadblocks to build and
streamline the strategy and systems that help
your practice run smoothly.

Get Expert Guidance

Our team of expert coaches are small business
owners themselves, ready to help you
eliminate uncertainty and indecision, and find
freedom in your firm.

Be Part of the Community

Join a robust and engaged community of like-
minded small law firm owners and find the
support and encouragement to help you thrive.

Visit lawyerist.com/coaching to learn more!
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MEET OUR TEAMS EXPERT

Meet our Teams expert who authored this manual.

DANIELLE DAVISROE

Passionate about remote learning, Danielle is the force behind Affinity's
membership training program, Affinity Insight. Danielle focuses on
creating easily accessible training materials and webinars tailored to meet
each organization's needs. From one-on-one training to organization-wide
training plans, Danielle has her clients covered.

When Danielle isn't providing remote training, she focuses on teaching
CLE via webinar and providing legal organizations with the advice they
need to run smoothly. With a background practicing law at a boutique
firm, Danielle understands the challenges that legal professionals face
every day.
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CHAPTER 8

SEARCHING

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Searching Across Teams

The Command box, located in the top center, allows you to search throughout Teams.

Note: As of the time of publication, Wikis are not searchable.

.ﬁ < Q. Search
Q Calls Personal
Activity
Chat Type a name or number ~ History Al Voicemail =
<)) Debbie Foster
v Frida
Teams 1 2 3 Y Incoming

£ 20078-Affinity ... Ae - O

Speed dial

: é':é) Adam Ringel

View contacts

Q
=]

X

FIGURE 8-1
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Search for People

To search for messages from a particular person, type that person's name in the Command box.
Clicking on the person's name under People will open an individual chat with them (as well as
any one-on-one chat history). If you are engaged in any group chats with that person, the group
chats will show up by name under Group chats. If a group chat was not named, you'll see a list
of group chat participants.

ki < Jet X <o 2 20078-Affinity . Aa - o X
Q Files Group chats Teams and Channels
Calls Personal View contacts
Activity
9 (= Jeffin all Messages o
Chat Type a name or number i Speed dial B
('EI'] op hits s
Frida Adam Ringel
Teams 1 2 3 Jeff Krause L] J
- nnc er [KRAUSE) SENIOR CONSUILTANT
& Frida
Calendar 4 5 6 QD Jeff and Paul
‘. GHI KL MNO Frida
Calls @a Jeff and Jeff
t ? 8 9 Frida
. ’ S
e PQRS T WXYZ qt Jeff and Chris Giles
Frida
= % 0 # People
CneDrive
N g Jeff Stouse J[hursda
‘ {JSTOUSE) SENIOR CONSULTANT
i 2/20/202.
IT Ticketing... . Jeff Schoenberger -
W (ISCHOENBERGER) SENIOR CONSULTANT
= Work number: +1 614-310-8852 -
PTO App Group chats I
C(S & Good News Everyonel 2/20/202.
Workflows ’F Jeff, Jeff, and Pau
2/18/202
ﬁil 3& Jeff and Amy
Power B
2/18/202
o Jeff Press | Enter | to view all results
2/18/202.
FICURE 8-2

To see all communication (including messages in channels), hit the Enter key on your keyboard
to open the search results page. Chat messages and messages posted in channels that you have
access to are listed under the Messages tab. Contacts are listed under the People tab. Files are
listed under the Files tab.
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Search for Teams and Channels

To search for a team or channel, type the team or channel name in the Command box.

ﬁ < Digital Content Team x s & 20078-Affinity .. Ae - [m] X
Q Files Group chats Teams and Channels
e Calls Personal View contacts
Activity
@ (£}  Digital Content Team in all Messages
= H Q
Chat Type a name or number B Speed dial ©
oe op hits -
v Frida ,3 3 Adam Ringel
Teams - *®
sams 1 2 3 Digital Content Team (DCT)
. ABC DEF
Frida
Senin @ Digital Content T...Press | Enter | to view all results
2k 5 6
I A ol
FIGURE 8-3

Search by Keywords

To search for words used in messages and files, type the word in the Command box and hit the
Enter key on your keyboard to open the search results page. Chat messages and messages
posted in channels that contain the keywords are under the Messages tab. Contacts are listed
under the People tab. Files are listed under the Files tab.

Filtering Search Results

From the search page (see above), you can filter messages by the sender, the type of message,
subject, date, team, channel, mentions, and attachments. Files can be filtered by team, file type,

and individuals who modified the file.

Filtering Messages

To filter by sender, click on Messages and then the From dropdown and type then name of the
sender. Then click on the name of the sender to filter.

o < newsletter X <o 2 20078-Affinity .. Aa - o X
?b Al Messages People Files Group Chats Teams and Channels
Activity

@ Type ~ Teams and channels ~ From ~ Date ~ More

Chat

E’E"l‘i Top results matec{

= A aee . . " Mateo Camero

= smy  Affinity Resources > Marketing News a (MCAMERQ) Digital Marketing Coordinator

FIGURE 8-4
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To filter by chat messages or messages posted in a channel, click on Messages and then the
Type dropdown and click on the desired type of message.

o < newsletter X e 2 20078-Affinity .. Ae - o X
;EP_ All Messages Pecple Files Group Chats Teams and Channels
@ Type ~ Teams and channels ~ From - Date - More
Chat

Chat
o))
TR Channel

FIGURE 8-5

You can also filter by date.

Under more, you can further refine your search to personal mentions or messages with
attachments. You can also out apps and bots.

Filtering Files

To filter the file search results, click on the Files button, and you can filter by team, file type,
modified by, or date.

7] < newsletter 20078-Affinity (‘
:Er- All Messages People Files Group Chats Teams and Channels
@ Team ~ File Type -« Modified by ~ Date ~
Chat
=l
FIGURE 8-6

Searching Current Location

Search the open chat message or channel by hitting Ctrl + F on your keyboard. A Find in
chat/channel panel will appear.
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Ready to create the law
firm of your dreams?

Our small firm-focused coaching program is here to guide you on
your journey to a healthy firm. Lawyerist Lab is the place for
innovative, modern, and entrepreneurial small law firm owners
who want to explore better ways to do law.

Build a Solid Foundation

Learn to remove roadblocks to build and
streamline the strategy and systems that help
your practice run smoothly.

Get Expert Guidance

Our team of expert coaches are small business
owners themselves, ready to help you
eliminate uncertainty and indecision, and find
freedom in your firm.
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Join a robust and engaged community of like-
minded small law firm owners and find the
support and encouragement to help you thrive.

Visit lawyerist.com/coaching to learn more!
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