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

SEARCHING

CHAPTER 8

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.
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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.
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FIGURE 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.

MICROSOFT TEAMS FOR LEGAL PROFESSIONALS Page 48



A

rs
—

Affinity

Search for Teams and Channels

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

FIGURE 8-3

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.

MICROSOFT TEAMS FOR LEGAL PROFESSIONALS
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Filtering Messages

CHAPTER 8

To filter by sender, click on the From dropdown and type then name of the sender. Then click on the name of the
sender to filter.
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FIGURE 8-4

To filter by chat messages or messages posted in a channel, click on the Type dropdown and click on the desired
type of message.
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To filter by subject, date, team, channel, mentions, or attachments, click on the More filters dropdown. Make the

desired selections and click on the Filter button.
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Filtering Files

To filter the file search results, click on the Filters dropdown, make the desired selections, and click on the Filter

button.
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FIGURE 8-7

ADVANCED SEARCHING

Keyword Query Language
As of the date of publication, Teams supports four advanced search queries using the Command box (see above).

Sender: To search by sender, type From: immediately followed by the person's name. Do not put a space between
the colon and the person's name.

Group Chat or Channel: To search by the group chat name or channel name, type In: immediately followed by the
group chat or channel name. Do not put a space between the colon and name.

Subject: To search by keywords within channel message subjects, type Subject: immediately followed by the
keyword. Do not put a space between the colon and keyword.

Date: To search by date that a message was sent, type Date: immediately followed by the date. Do not put a space
between the colon and date.

Exact Matches
To search by for an exact match on a word or phrase, use quotation marks.
Prefix Search

To search for words that start with certain characters, type those characters followed by an *. For example, enter
stat* to get search results that include words such as state and statute.
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SEARCHING CURRENT LOCATION

Search the open chat message or channel by hitting Ctrl + F on your keyboard. Type your keywords and hit the
Enter key on your keyboard.

MICROSOFT TEAMS FOR LEGAL PROFESSIONALS Page 53



On-demand training videos *® Custom training plans
Software manuals * On-boarding plans

a ffn -t Training webinars * Quarterly training reviews

INSIGHI

Are you getting the most out of your technology investment? Turn your team into software experts and experience
unprecedented gains in productivity and efficiency.

At Affinity, we believe that training should be woven into the fabric of a firm’s culture—not a one-time event. Our team
understands that implementing the right technology is only the first step toward an optimized practice. Realizing your firm's full
potential requires an ongoing investment in training.

affinityconsulting.com/insight




	TABLE OF CONTENTS
	1 Introduction to Teams
	What is Teams?
	When to Use Teams
	Teams or Document Management System?
	Teams or Practice Management System?
	Intranet
	Internal Projects and Teams

	Teams vs. Sharepoint vs. OneDrive
	Planning Your Teams Rollout
	Permissions
	Apps and Tabs
	Teams and Channels


	2 Interface
	Different Interfaces
	Web and Desktop App
	Side Rail
	Back and Forward Buttons
	Search Bar/Command Box
	Account Dropdown
	Popping Out Windows

	Mobile App
	Navigation Bar
	Hamburger Button
	Search Bar


	3 Settings
	General Settings
	Theme
	Open on Start Up
	Keep Teams Running on Close

	Delegates
	Adding Delegates
	Delegate Permissions
	Removing Delegates
	Managing Calls and Delegates for Someone Else

	Privacy Settings
	Priority Access
	Blocked Contacts
	Read Receipts

	Notification Settings - Web and Desktop App
	Notification Types
	Missed Activity Emails
	Message Preview
	Notification Sounds
	Teams and Channels Notifications
	Chat Notifications
	Meeting Notifications
	People Notifications

	Notification Settings - Mobile App
	Quiet Time
	Active on Desktop
	Notify Me For

	Channel Notifications
	Devices
	Calls
	Incoming Calls
	Voicemail


	4 Statuses
	Your Status
	Green Status
	Yellow Statuses
	Red Status
	Offline Status
	Resetting Your Status

	Others' Statuses
	Status Message
	Mentions
	Show When People Message Me
	Clear Status Message Automatically
	Outlook Automatic Replies


	5 Activity and Feed
	Feed
	My Activity
	Filtering and Searching
	Searching
	Filtering


	6 Teams and Channels
	Introduction
	A Word of Warning

	Types of Teams and Channels
	Types of Teams
	Types of Channels

	Joining a Team
	Public Teams
	Using a Link
	Using a Code

	Creating New Teams
	From a Group or Team
	From Scratch

	Creating New Channels
	Tabs
	Posts
	Files
	Wiki
	Adding New Tabs
	Removing Tabs
	Renaming Tabs

	Organizing Teams and Channels
	Hiding/Showing Teams
	Finding Hidden Teams
	Reordering Teams
	Hiding/Showing Channels
	Finding Hidden Channels
	Pinning Channels

	Team and Channel Members
	Member Roles
	Adding Members

	Managing Teams
	Moderated Channels

	7 Communications
	Formatting Messages
	Attachments
	Deleting Messages
	Editing Messages
	Reactions
	Chat
	Starting a New Chat Message
	Group Chats
	Delivery Options
	Pinning Chats
	Filtering by Unread Chats

	Channel Messages
	Mentions
	Subjects
	Announcements
	Reply Settings
	Turning Off Notifications for a Message
	Posting in Multiple Channels


	8 Searching
	Searching Across Teams
	Search for People
	Search for Teams and Channels
	Search by Keywords

	Filtering Search Results
	Filtering Messages
	Filtering Files

	Advanced Searching
	Keyword Query Language
	Exact Matches
	Prefix Search

	Searching Current Location

	9 Documents
	File Tab
	Accessing Files Using ONeDrive
	Adding Cloud Storage to File Tab

	10 Meetings
	Scheduling Meetings
	From Outlook
	From Teams Calendar

	Joining Meetings
	From Outlook Reminder
	From Outlook Calendar
	From Outlook Email To Do Bar
	From Teams

	Initial Video and Audio settings
	Video On/Off
	Virtual Background/Blur
	Change Cameras
	Audio Options
	Computer Audio On/Off
	Computer Audio Volume
	Change Audio Devices

	Meeting Controls
	Mute/Un-Mute
	Turn Video On/Off
	Change Audio and Video Devices
	Participants
	Chat
	Record

	Sharing Screens
	Everything on a Screen
	One Window
	Whiteboard
	PowerPoint
	Share Computer Audio
	Stop Sharing


	11 Reminders
	Marking as Unread
	Saving Messages
	Sending to Outlook

	12 Shortcuts
	Command Box
	Keyboard Shortcuts




