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How to Change Settings in Microsoft Teams

Step 1: Open Microsoft Teams and click on your profile icon.

Search or type a command
a®
Au:l:i-\-i't_',-'

5®

Chat

‘yigi — Emily (lT wee Chat 3 more~ -+

December 11,7
uge
Emily (IT Communications) 12/11/ 29 A
the tips for success graphics are in box with no line and
a also a gradient incase you wanted to see how that looked

Aszignments

< also which banner needed to be edited?

Step 2: Select "Settings" from the drop-down.

Search or type a command

Emily (IT ... Chat 3morev - @@ Mark
padt Change picture

In a meeting
December 11, 207!

[ Set status message

uge
Emily (IT Communications) 12/11/19 10:09 Al
the tips for success graphics arew  ‘-opbox w

E also a OW 501 Settings

Assignments

[l Saved

also which banner needed o be edited?

- Zoom

Emily (IT Communications) 12/11/12 10:329 Al
the play video icon is also in dropbox in the tip  Keyboard shortcuts

About
| can always change the icon color if you don't o8
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Step 3: Change your "Theme" and "Layout" under the General settings.

Settings

fa: General
5y Privacy
I\ Notifications
it Devices
B5 Permissions

b, Calls

==
3|

Default High contrast

Layout

Choose how you want to navigate between teams.

|

I1|I1|Il|

Application

Step 4: Change your "Application" settings for how you want it to open and close under General.

Settings

fa: General
5y Privacy
I\ Notifications
it Devices
B5 Permissions

b, Calls

Application
Auto-start application
Open application in background
On close, keep the application running

Disable GPU hardware acceleration (requires restariing Teams)
Register Teams as the chat app for Office (requires restariing Office
applications)

Language

Restart application to apply language settings.

App language determines the date and ime format.

English (United States)

Keyboard language overmdes keyboard shortcuts.

English (United States)
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Step 5: Change how you want to be notified under Notifications.

Settings

£22 General
5y Privacy
I\ Notifications
it Devices
B5 Permissions

b, Calls

Settings

£22 General
5y Privacy
I\ Notifications
S Permissions

b, Calls

Mentions

Personal mentions

Channel meniions

Team mentions

Messages

Chat messages

Replies to conversations | started
Replies to conversations | replied to
Likes and reactions

Followed channels

Trending

Audio devices

PC Mic and Speakers

Speaker

Speakers / Headphones (Realiek Audio)

Microphone

Microphone Array (Realiek Audio)

(=3 Make a test call

Secondary ringer

None
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Banner and email
Banner and email

Banner and email

Banner and email
Banner
Banner
Banner
Banner and email

Only show in feed

Step 6: Change what Devices you will use for Audio and Video calls.




