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Teams Channel Management

1. Teams Channels are dedicated sections
within a Team to keep conversations and files

Orgamzed' Q Technology Training Classroom
Channels with a lock indicate that they are c=1Em
private and not available to all in the Team. ? Questions and Answers

. . ) i Active Pilot Class with Studen
Hidden simply means that the menu list of B9 nstructors 6
channels has been condensed. Click to _ -
expand and select a channel. [ Meetings

Team Owners manage the channels and 3 hidden channels )
channel settings.

2. The General Channel is the landing place of
the Team. Here, everyone who is added to
the Team can access the Posts, Files, and if
a ClaSS Team’ the Class Notebook (|f addEd), General Posts Files Class Notebook Assignments Grades Insights
Assignments, and Grades.

The teacher can access the Class Team
Insights tab as well and can use the + to add
additional tabs for the channel.
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3. To Manage a channel, click the ellipsis found ;fcivef”m C_l i e & in
to the right of the channel. Select Manage -
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CPSB Digital Citizenship Team & Get email address

&2 Get link to channel

4. Here, the Team Owner can set channel
moderation preferences.
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Allow emoji, memes, GIFs, or stickers

Giphy

Enable Giphy for this team [ ]

5. Under Channel settings > Permissions >
Fun stuff, teachers can opt to disable Giphy,
stickers and memes, and choose whether or
not custom memes can be uploaded.

Filter out inappropriate content using one of the setting below:

Strict v ®

Stickers and memes
Enable stickers and memes a

Custom Memes

Allow memes to be uploaded O
6. Under General Channel, teachers can

determine permissions for the Posts tab.

. . . - General Channel:
Some teachers might find it beneficial to © Amyone can post messages
set the permissions for Only owners can ) o

. . . Anyone can post: show alert that posting will notify everyone (recommended for

post messages to keep the landing spot in © large teams)
the team. This keeps the General Posts ® Only owners can post messages

channel free of too much information and
can be the place for class

announcements.
. . . Technelogy Training Classroom . Pe
7. To add a channel, click on the ellipsis eners —
beslde the team name and Select Add ?Cfues:icwsanfl;\nsv.‘ers( |
Channel . »nrlrt‘;clwn: ‘;aS:.rl,‘ Students €3 Manage team

F Add channel

8. When the pop-up appears, complete the
information as needed.
Channel name: Type the name of the
channel. Can use the Windows + . keys I
to use the emoji keyboard to add an icon Letters, numbers, and spaces are allowed
for students to easily identify channels.
Description: This is optional.
Privacy: Select Standard for the channel
to be Accessible to everyone on the
team. This provides access to Posts,
Files, and any other tabs added to the
channel. Select Private for the channel to Standard - Accessible o everyone on the team v
be Accessible to only a specific group of
people within the team. This is beneficial
for differentiating content and discussions
within a Team.

Create a channel for "Technology Training Classroom" team

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team v O

Private - Accessible only to a specific group of people within the team

9. To adjust channel settings, click the ellipsis e e | O Chanm notitcations >
beside the channel name and select rstructors © = P
Manage channel. B Meesings £ Monage channel
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