How to Add a Post or Announcement in Microsoft Teams

These directions explain how to add posts and announcements to a Microsoft Team.

o
1. Open Microsoft Teams. *

2. Navigate to the Team where you plan to create a post.

3. Select a Channel.
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4. Click the Posts tab.

5. Type a message in the white box at the bottom of the screen. Click the airplane or press Enter
on your keyboard to send the post to the Team.

Start a new conversation. Type @ to mention someone.
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6. Click on the A with a
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Good morning!

[ will be available from 9-10 and 12-2 today for question about assignments. Feel *
free to send me a Chat with any questions.

7. Click on Post in
multiple channels to
add the same post to | will read and discuss a story at 9:30. Click Join to listen to the story. -
multiple channels in
the current Team and
in other Teams.
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attention.

I will read and discuss a story at 9:30. Click Join to listen to the story. -
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