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Conversations and Chatting in Microsoft Teams using JAWS
The Microsoft Teams User Interface
When you first open Microsoft Teams, focus may be in the same region it was when the app was last closed. The User Interface (UI) consists of the following items.
The App Bar 
[bookmark: _GoBack]The App Bar is on the left side of the screen in a narrow vertical column. The App Bar includes tabs for different apps used in Teams, for example, the Chat app and the Files app.
Press ENTER on any of these app bar tabs to open the app in the rest of the window.
List or tree view
To the right of the App Bar is a list or tree view, depending on which tab is currently selected (i.e., Teams & Channels are presented in a tree view). 
Content main region
The content main region is located to the right of the list or tree view area, and takes up a majority of the screen. This is where messages and conversations appear in the Chat view, or where a list of shared files appears in File view, etc.
Search edit box
The Search edit box is near the top of the screen. Across the top and bottom of the main region, toolbar buttons or more tab controls for various tasks may appear or disappear, depending on the currently selected tab or task being performed.
Useful Keystrokes
Keystrokes are available for use in the App Bar, as well as general navigation. These include:
· CTRL+1: Activity
· CTRL+2: Chat
· CTRL+3: Teams
· CTRL+4: Calls
· CTRL+5: Files
(NOTE: The items that appear in the App Bar on your version of Microsoft Teams depend on how your organization has configured Teams.
When the Calendar tab is present in the App Bar, CTRL+4 on the number row will activate it. The Calls and Files tabs will then be shifted down by one each and can be accessed using CTRL+5 and CTRL+6 respectively.)
· CTRL+F6: moves focus between the main regions on the screen
· TAB: moves focus between controls within the different regions
· CTRL+PERIOD, Accesses the keyboard shortcut list
Finding Recent Messages
When opening Teams, press CTRL+E to move focus to the Search edit box. That gives you a common starting point for completing the following tasks. 
1.   Press TAB to move to the App Bar. The first item is your profile picture with status displayed. You may press SPACEBAR on the profile button to open a menu of other choices, including setting your current status, app settings, keyboard shortcuts, etc.
2. Press TAB to move to the App Bar, which is a thin vertical column on the left side of the screen.
3. Press HOME to move to the top of the App Bar. The Activity button is located at the top of the list. You may also press CTRL+1 to move to the Activity area, but doing that will activate the control, placing focus in the main part of the screen.
4. Press DOWN ARROW to move through the other App Bar buttons. Since you pressed TAB to navigate here, the different buttons are not activated as you press UP or DOWN ARROW.
5. Move to the Chat tab button in the App Bar, and then press ENTER. Focus is placed in a list of recent chats. Use the UP or DOWN ARROW keys to move through the list of recent chats.
6. Press ENTER to open that chat history in the main area of the Teams window.
Focus moves to the "Type a new message" edit box, where you can enter text. Type your message, and press ENTER to send it.
7. Press SHIFT+TAB to move to the prior text message in the current conversation, then press UP ARROW to move through and read the chat history. The most recent conversation is near the bottom of the main region, directly above the message entry edit box.
8. Press ENTER to access other actions (i.e., Like, Heart, Laugh, etc.).
9. Press TAB to move to the More Options button. Choices there include: 
Save this Message 
Mark as Unread
Immersive Reader.
10. Press ESC to exit and return to the main Teams window.
Searching for a Message
1. Press CTRL+E to move focus directly to the Search edit box near the top of the screen. Type a word or phrase, such as a person's name or a subject, etc.
2. Press DOWN ARROW to move to a list of matching results.
3. Press ENTER to move to any persons, chat, or other search results found in the list.
Create a New Chat
When you create a new chat it can be private, one-on-one, or a group conversation separate from the team channel. You can also create new chats within the public team channel.
1. Create a new chat from anywhere in Teams by pressing CTRL+N.
2. Type the name of the person you want to reach.
3. If the first search result matches, press ENTER to add that person to the chat. Otherwise, press DOWN ARROW to move into a list of names that match what you type, and then press ENTER to add a name to your chat message or group.
4. Press ENTER to start the chat.
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