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Overview

 Microsoft Teams allows for the use of the chat function to quickly 

communicate with your team members

 You can easily collaborate on files with others at the same time

 It is also customizable - you can add notes or apps (such as Planner, Trello, 

and many others)

 Microsoft Teams integrates easily with Microsoft Word, OneNote, 

PowerPoint, Excel, and Sharepoint

 Teams can be accessed via Android, iOs, or Windows devices



Conversations

 To start a conversation with someone, simply type their name in search 

bar at the top of the screen, and click on start conversation

 For Hopkins, you can search for anyone in the Hopkins database to start a 

conversation with them

 You can also create a team to start a conversation with multiple people

 Respond with emojis, stickers, or gifs

 The @mention function allows for you to respond directly to someone’s 

comment, which can be particularly helpful if chatting within a large 

group. Simply type @ before someone’s name, and it will tag them, along 

with sending a notification to their activity feed



File Sharing

 Microsoft Teams is integrated with OneDrive, so you can easily share 
documents that are stored in your OneDrive account

 You can also upload files from your own computer

 You can work together in real time, and hold conversations while editing the 
document

 Under the files tab, you can easily see the files you have shared to any 
channel via Teams

 Once you have shared the file in the conversation, click on “More options” 
and select “Edit in Teams”

 @mention someone if you would like them to look at the document

 The conversations pertinent to that file stay grouped together in their own 
thread



Conducting Meetings

 Microsoft Teams offers the opportunity to hold a meeting via video or 

phone

 To conduct a meeting individually, simply search for the person you would 

like to meet with, and click on the phone or video icon next to their name

 You can also hold a meeting with everyone on a specific Teams channel 

that you have created



Accessing Teams

 You can access Teams under the “Messaging” tab when you log into 

my.jh.edu

 You can also download the app to your device to access it more easily—

either on your computer, tablet, or phone



Training and Additional Resources

 Hopkins provides training videos and other resources on using Teams in the 

Office 365 Communications Hub including additional information on file 

sharing, conducting meetings, and collaborating in your teams and 

channels (find more information here: 

https://livejohnshopkins.sharepoint.com/sites/Office365Hub/) 

 Courses on Teams can be found on the JHU MyLearning platform (login to 

my.jh.edu, click on the “Education” tab, then “My Learning”, and you can 

search for Teams training courses)

 You can also find more resources and training for Teams under the “Help” 

tab when logged into Teams on your device

https://livejohnshopkins.sharepoint.com/sites/Office365Hub/


Thank you!


