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Task
Management

Planner is a simple, visual way to
organise teamwork. It allows you to
manage tasks, set due dates, apply

label and assign tasks to team
members.
Find out more.
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Availability

Let colleagues know when you're
available by setting your status on
Teams. Add an optional status
message or suggest alternative
contacts whilst you're unavailable.
Find out more.
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distractions

Manage your email, in-app and
desktop notifications to suit your
work pattern. Allocate time slots for
checking activities on Teams
throughout the working day.
Find out more.

Time-Saving

Use the Save functionality in Teams
to book mark important content for
future access. Use the Search bar to
find messages, people and files.
Find out more.

Stay Connected

When in a Teams meeting, turn the camera on when
possible. Raise a virtual hand and let your team members
know you have something to contribute to the discussion.

Find out more.
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Check out the Teams in-application Help for more tips!

Located in the lower left hand corner of the application.



https://support.microsoft.com/en-us/office/manage-tasks-in-planner-ee61ecb0-a0bb-4c39-8682-f47fe7674f05?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/manage-notifications-in-teams-1cc31834-5fe5-412b-8edb-43fecc78413d?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/set-your-status-message-in-teams-22e02023-3840-40c7-b701-6676821aeab3?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/mark-a-message-as-saved-or-unread-in-teams-3f04cba4-7f80-42ca-9983-cd93676c7420?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/raise-your-hand-in-a-teams-meeting-bb2dd8e1-e6bd-43a6-85cf-30822667b372?ui=en-us&rs=en-us&ad=us

