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Goals of this training

1. Creation of a Professional 
Working Community

2. Schedule and conduct 
meetings

3. Create a VCL structure in 
MS Teams



1. Introduction

Work environment has changed 

• Hierarchy and Strict Processes  Agility⇢

• Quantity  Quality⇢

• Business-as-usual  Innovation⇢
• Individual  Groups⇢



1. Introduction

Office 365: Complete Group Collaboration Solution
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Chat Connect



2. Team Settings

Team

A team is a group of people gathered to get something done in 
your organization („Learn about teams and channels“, n. d.).



2. Team Settings

Teams
Teams are overall group of 

people working on a project
They can range in size from a 

small learning community to a 
large organization

Source: 
https://www.microsoft.com/itshowcase/blo
g/wp-content/uploads/2017/03/Microsoft-
Teams-channel.png



2. Team Settings

Creating Teams

Teams can be created by adding 
members individually, by email aliases 
or via security codes

A default channel named General will be 
created



2. Team Settings

Different Team Types

  Class: suitable for discussions, group 
projects and assignments 

→ ideal for teachers & students 

→ each class team is linked to its own 
notebook 

  Professional Learning Community: 
educator working group, e.g. PhD-students

→ equal read-write permissions

 Staff: Administration of learning communities
 → each staff member will have a staff leader 

(owner)
 → integrated staff notebook

 Other: Study groups, leisure groups and any 
other activities

→ equal read-write permissions



3. Professional Working Communities (PWC)
Create a PWC (step-by-step)

  Choose the team type you think fits best, e.g. PLC or staff

Source: 
https://powell-software.com/wp-
content/uploads/2020/03/overview-of-
teams-and-channels-image1.png



3. Professional Working Communities (PWC)
 After choosing a team type, name your team and choose a privacy setting

 Directly add people to your team or skip this step for now

→ private: Team owner can add people & people 
can join by code. Team is discoverable in the teams 
gallery (if enabled).
→ public: Anyone can join without approval from 
the team owner.



3. Professional Working Communities (PWC)
 You‘re ready to go!

 A general-channel, files section & a staff notebook were created automatically



3. Professional Working Communities (PWC)

 A Staff notebook contains three types of sub-notebooks:

a) Collaboration Space → notebook for all staff to 
collaborate, e.g. for Meeting Notes, Tracking progress of 
initiatives

b) Content Library → notebook for the staff leader to 
share course materials (read-only for members), e.g. for 
policies & procedures, dates & deadlines

c) Staff member notebooks → private notebooks 
between staff leader & staff member (leader can access 
them, but members can’t see the other staff‘s notebooks), 
e.g. professional research, feedback, evaluation



3. Professional Working Communities (PWC) – Best 
Practice Example

 Manage your team settings

 Also applicable for other team types



3. Professional Working Communities (PWC) – Best 
Practice Example

 Manage your team settings → Member permissions



3. Professional Working Communities (PWC) – Best 
Practice Example
 Manage your team settings → generate a team code to make joining your team more easily



3. Professional Working Communities (PWC) – Best 
Practice Example
 Manage your team settings → create new channels within the settings or via the “three dots“ next to your team



3. Professional Working Communities (PWC) – Best 
Practice Example

 Manage your team settings → add or delete members, and assign roles (owner, member)



3. Professional Working Communities (PWC) – Best 
Practice Example
 Manage your team settings → add or delete apps you want to use in your community



3. Professional Working Communities (PWC) – Best 
Practice Example
 Choose from a huge variety of (third-party) apps & directly add them as a tab, e.g. Planner



3. Professional Working Communities (PWC) – Best 
Practice Example
 Planner makes it easy to create an overview of deadlines, tasks and your progress



3. Professional Working Communities (PWC) – Best 
Practice Example
 E.g. add your company‘s website as a tab for a quick access



4. Create a VCL structure

 ............

 



5. Calendar  Add dates

 Schedule meetings/live events

 Join meetings directly

•  

 Calendar only available if you have 
an Exchange Online License (e.g. A1)

 Not for users with free accounts or 
guests

 



6. Schedule meetings/Live-Events

 Go to the calendar

• → upper right corner

 Schedule a new meeting or create a live event (larger audience & moderated)



6. Schedule meetings/Live-Events

 Meetings can be set 
up for one-time or as 
recurring meetings

 For recurring 
meetings: you can 
add a start & end 
date

 Add a specific 
channel to show the 
affiliation og the 
meeting

 Add required & 
optional attendees



6. Schedule meetings/Live-Events
 Attend a meeting by:

 Joining via link
 Joining via calendar
 Joining in a channel

Source: 
https://support.content.office.net/en-us/media/6d2bd9ee-ee7c-
4a78-b450-16dabb43b2a3.png

Source: 
https://support.content.office.net/en-us/media/18ea9fc8-979d-
4f30-95c0-998b4ca3eaca.png



6. Schedule meetings/Live-Events

 Take meeting notes
 Join a meeting & click on the three dots
 Start taking notes of the meeting
 Note: only available in meetings with no 

more than 20 participants
 You will find the notes after the meeting in 

the channel where the meeting took place
 Each meeting in the same channel 

becomes a new section in the notes 
(OneNote)



6. Schedule meetings/Live-Events

 Record a meeting
 Join a meeting & click on the three dots
 Start the recording
 On the left side of the bar, a red recording point 

will appear & indicate that the meeting is being 
recorded

 Stop the recording the way you started it (three 
dots -> stop recording)

 You will receive a message in the chat when the 
upload on Microsoft Stream was successful



6. Schedule meetings/Live-Events

 Live-events are live broadcasts 
designed for a larger audience

 They are moderated and more 
structured

 Main purpose: one-to-many 
communication

 After setting up the event: share & 
publish the link to the attendees → 
you can share the link via the 
calendar entry of the live event

 Note: you need at least an Enterprise 
E1 or an A3 license to create a live 
event + different links for presenters 
& attendees



6. Schedule meetings/Live-Events

 Make further settings

 Regarding permissions on who can 
watch the live-event

 Decide how you want to produce the 
event (via Teams or external devices)

 Note: once a live-event ends, it can‘t 

be restarted → you need to create a 
new one (new invitation 
link!)



6. Schedule meetings/Live-Events
 Moderator‘s view (step-by-step)



6. Schedule meetings/Live-Events
 Moderator‘s view (step-by-step)

• → choose what you want to share with the audience (share-button)



6. Schedule meetings/Live-Events
 Moderator‘s view (step-by-step)



7. Tips & Hints

 If you have overlapping meetings in your calendar, the “Join“ button won‘t be 
available → you can still join by right-clicking on the event & selecting “Join online“

 The Teams calendar will show you events which were scheduled in Teams, 
Exchange,  or Outlook

 If you add a channel to a meeting, everyone in the channel can see it and join the 
meeting

 You can add a specific file as a tab → needs to be uploaded in the files section 
first

 You can add bots and interact with them in channels or chats, e.g. Kayak for flight 
information

 Add a Wiki tab to a channel to collect & re-use knowledge

 Planner: set up buckets after adding tasks to keep things clear & add labels to 
tasks to sort similar tasks

 Live-event: up to ten presenters can share their content at once



8. Exercise

Source: https://www.youtube.com/watch?v=YmmswrQSKgU



Thank you for your audience!
Any questions?



Mattis.Altmann@tu-dresden.de
Lisa-Marie.Langesee@tu-dresden.de

mailto:Mattis.Altmann@tu-dresden.de
mailto:lisa-marie.langesee@tu-dresden.de?subject=MS%20Teams%20Training
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