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Microsoft Core Services Engineering and Operations (CSEO) uses a number of communication channels to make employees aware of the benefits of using Teams. As part of our Microsoft Teams rollout and adoption strategy, we built dedicated Microsoft Teams pages on our IT intranet portal. They have become one of the principal channels to share information about the product, training opportunities, the Teamwork Champions program, and other news with Microsoft employees. 
To help empower employee productivity, CSEO developed content for the IT intranet portal about using Microsoft Teams to stay connected and productive when working remotely.
To help get you started, we have created a template from the “Working remotely in Microsoft Teams” page we published on our IT intranet portal: 
Note: This document contains information specific to Microsoft Teams at Microsoft. It includes information about specific processes and scenarios that may or may not be relevant to your organization. We’re sharing the web copy we used so you can refer to it as you create your own internal communications. This information is intended to serve only as an example; you should modify it to fit your specific business needs.
Intranet copy sample: Working remotely in Microsoft Teams
<Template note: You will see customization notes highlighted in yellow throughout this copy sample. Some of the links included in this copy refer to internal productivity and best practices content. Please review and customize this copy to fit your business needs.>
Staying connected while working remotely
The following best practices and recommendations will help you stay connected and productive using Microsoft Teams when members of your team are working remotely.
Meetings
Make sure all meetings have a Microsoft Teams option so that team members can join from wherever they’re working. Update meeting invitations that would typically be in-person to add Microsoft Teams join links. Learn more about setting up a Teams meeting.
Take steps to make your meetings inclusive for remote attendees, such as:
Turn on video so attendees can interact face to face (you can blur your background to conceal your surroundings).
Pause to make sure all remote attendees have a chance to speak.
Monitor the meeting chat for comments and questions.
Remind attendees to mute when they aren’t speaking, to reduce background noise and distractions.
If you would typically brainstorm around a whiteboard during meetings, try whiteboard integration in Microsoft Teams meetings. Meeting participants can draw, sketch, and write together on a shared digital canvas. 
There are three different ways to meet in Teams, depending on what type of collaboration you need. Most of the meetings you attend in Teams are likely traditional private meetings, scheduled from Outlook. Consider scheduling a channel meeting for recurring meetings within your immediate team or feature crew. This way all the meeting notes, chat conversations, related documents, and recordings are hosted in a single channel in Teams.  Meeting in a chat is a quick way to jump on a call when someone has a great idea, or when a chat conversation becomes hard to follow.
Things to know
If your internet provider is experiencing bandwidth issues, Teams will scale back features to reduce its bandwidth needs. Your video may turn off or you may not be able to participate in screen sharing so that there’s enough bandwidth to maintain audio.
Teams meetings can accommodate 250 participants. For larger meetings, schedule a Live Event.
Note: Teams meeting chat is limited to 250 participants—throughout a chat’s entire history. This applies to anyone who has ever joined the Teams meeting series. For example, if you had 150 participants in the first instance of the meeting, and then a different set of 150 people for the second instance, about 50 people won't have chat capability in the meeting because it already reached the 250 limit. When in doubt, schedule a new meeting with the intended list of attendees instead of forwarding the invite to the bigger number of overall participants. 
Learn about Microsoft Teams limits and specifications. 
Learn more:
Meetings in Microsoft Teams
Best Practices: Collaborating in a meeting <link >
4 Tips for working from home with Microsoft Teams
Live Events – Get started
Chat and calling
When working from home, you may find that you chat with or call team members in Teams who you’d typically talk to in person.
Manage your chat conversations in Teams:
If you chat with a person or group frequently, you can pin the chat so it always shows up at the top of your chat list.
Name your group chats to keep them organized and easy to find.
You can quickly turn a one-on-one or group chat into a voice or video call by selecting the Video call or Audio call buttons in the upper right.
With Teams, you can make and receive calls from any ​number or contact. Just select the Calls icon to get started. Learn about calling settings, features, and contacts.
Learn more:
Best Practices: Calling in Microsoft Teams <link>
Best Practices: Chatting in Microsoft Teams <link >
Collaborating in teams and channels
When team members are working remotely, effective teamwork habits that keep everyone informed and connected become more important than ever. 
Teams in Microsoft Teams are collections of people, content, and tools surrounding different projects and outcomes. A team is designed to bring together a group of people who work closely to get things done.
Channels are dedicated sections within a team to keep conversations organized by specific topics, projects, or disciplines. 
Channels are places where conversations happen and where the work actually gets done.
Channels can be open to all team members—or if you need a more select audience, they can be private. 
Channels are most valuable when extended with apps (including tabs, connectors, and bots) that increase their value to the members of the team.
Learn more:
Overview of teams and channels
Best practices: Deciding between a channel conversation vs. chat in Microsoft Teams <link>
Creating a team in Microsoft Teams from scratch or from an existing group  
Using the Conversation tab in Microsoft Teams 
Five things to know about apps in Microsoft Teams
More recommendations for working remotely
Get the Teams mobile app, and encourage your team members to do the same.
Control notification noise and make sure you don't miss important convos in Teams by managing your notifications.
Set your status message in Teams to include your current location, such as "Working from home," so that people know where you are.
Stay connected with employees across the company and join the conversation on Yammer.
Read the blog: 4 Tips for working from home with Teams.
Looking for help in Teams?
Find a Teamwork Champion <link>
Teamwork Champions are Microsoft Teams power users and coaches who can help you and your workgroup master Teams. Champions are available to answer your questions about Teams and even offer training and coaching for <Company name> employees.
Related Links:
Teamwork Champions <link>
Microsoft Teams employee homepage <link>
Remote access at <company name> <link>
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