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Microsoft Teams Terminology
Before using Teams, it helps to familiarize yourself with some important terminology specific to the application. 
Here are a few terms you should know.
Team – A group of people who come together to perform a specific task or work on a project. 
Teams are made up of channels where the conversations take place.
Channels – Where team members have focused conversations about specific topics. 
Every team has its own set of channels—starting with the General channel. 
Additional channels can be created for specific areas of focus such as individual projects, team initiatives, or discussions. 
Group chat – A private chat involving more than two members.
Private chat – A chat involving only two members.
[bookmark: _GoBack]@mentions – A feature in Teams that allows you to get a person’s attention in a channel conversation or chat. Type the @ sign in the message box followed by the first few letters of a person’s name. Then, select the appropriate name from the list of suggestions.
Team owner – A team owner manages settings for the team. These include: adding and removing members, adding guests, changing team settings, and handling administrative tasks. A team can have multiple owners.
Team member –An individual who is part of a team who can chat and collaborate with other team members. They can typically view, upload, and change files.
Guest – An individual from outside your organization such as a partner or consultant who is invited to join a team by a member. Guests have fewer capabilities than team members or team owners.
Banner notification – A notification which appears at the corner of your screen and is larger than other notifications. 
You’ll receive banner notifications whenever you're mentioned individually or as part of a team in any channel/group, and when someone sends you a personal message.
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