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Recently, parents and students have made observations about missing channels or
channels not showing in their Team on their device. The following guide will help teachers
and owners of teams ensure the appropriate channels are visible to members of their team.

1. Please ensure the device and MS Teams app is up to date.

2. Teachers and owners of Teams, Please log into your Teams app. Please select the
Team to which you are using and open the team. The picture below shows an
example;

< All teams m General Posts Files Class Notebook 5more ~ 3 Team ®

@¢« 2 meetings now

2/119:31 AM ¥:Q
SR ®

Grade 1 2020-2... ® Scheduled a meeting

General o2 u Occurs every work day (Mon-Fri) @9:30 AM

15 hidden channels .
93 replies from others

8¢« Meeting started

«’ Reply

2/10 8:59 AM
Scheduled a meeting

JB_

Occurs every work day (Mon-Fri) @9:30 AM

3. Click on the ellipsis after the name of the team, as shown above.



4. The following sub menu will open, as shown below;

< All teams m General Posts Files Class Notebook Smore~ & Team ®

B¢ 2 meetings now

2 2/11 831 AM P:8:
Grade 1 2020-2... -~ ® Scheduled a meeting
£33 Manage team —
General u Occurs every work day (Mon-Fri) 29330 AM
= Addch |
15 hidden channels = channe )
m otners
& Add member
reting started
[@ Leave the team
£ Edit team

&2 Getlink to team

{J Manage tags

1/ Delete the team

210 8:59 AM
@ - Scheduled a meeting

JjB

s,
o Occurs every work day (Mon-Fri) @930 AM

5. Click on Manage Team, as highlighted above.

6. The following screen will open, as shown below;

% Grade 12020-2021 - ® Team

Grade 1 2020-2021

Members Pending Requests Apps: 2 more v
Grade 1 2020-2... - Search for members Q Sy Add member

» Owners(7)

General o2

15 hidden channels Name Title Location Tags (D) Role

B Teacher Owner

El Principal Owner

SR Teacher Owner
(-]

7. Click on Channels, as highlighted above.



8. The following screen will open, as shown below;

< All teams Grade 12020-2021 -~

Grade 1 2020-2021

Members Pending Requests Channels Apps 2 more ~

Grade 1 2020-2... - Search for channels Q,

General .2 * Active (21)

15 hidden channels Name a Show for me m
General
Book Report O O
Civics [} [l
Counting E] d
Creative W... O O
First Mont... O ]

Health O \ ] }

9. The column of interest to us is the one highlighted above.

Type

@ & 8 & @ & &

& Team

{E] Add channel

Last activity

1h ago
2/6

217

10. We can now select the channels we want to automatically show in everyone’s channel list.
Select only the channels you want to show, private channels can be left unselected as shown

below;

< All teams

Grade 12020-2021 -

Grade 1 2020-2021

Grade 1 2020-2... - Search for channels Q,

General -2 > Active (21)

15 hidden channels Mame = Show for me Show for members Description
Civics ] /]
Counting [ a
Creative Writi... O ]
First Monthly... ] ]
Health ()| ]
Math ] ]

Members  Pending Requests Channels  Settings Analytics Apps

@ Team

=] Add channel

Type Last activity

2/17

3/3

3/3

3/7

©
@
@ 3/3
@
©
@

2/9



11. You can identify the channel type by looking at the column highlighted below;

S Algars Grade 12020-2021 - o Teom

Grade 1 2020-2021

Members  Pending Requests Channels  Settings  Analytics Apps

Grade 1 2020-2... - Search for channels &

General w2 = Active (21) ﬁ
15 hidden channels Name = Show for me Show for members Description Type Last activity
Civies El (] (&3] 2/17
Counting O ] (&) 3/3
Creative Writi... O (] &) 3/3
First Monthly... O /] @ 3/3
Health | (] @ 377
Math O (] @ 2/9
ol
"

@ Indicates a standard channel

& Indicates a private channel

12. To show channels in your list, you can select the channels in column Show for me as
highlighted below;

S Algars Grade 12020-2021 - o Teom

Grade 1 2020-2021

Members  Pending Requests Channels  Settings  Analytics Apps

Grade 1 2020-2... - Search for channels &

General w2 * Active (21)

)
15 hidden channels Name = Show for me Show for members Description Type Last activity
Civies E 2 @& 217
Counting O ] (&) 3/3
Creative Writi... O (] &) 3/3
First Monthly... O /] @ 3/3
Health | (] @ 377
Math O (] @ 2/9
ol
"




Once selected, they automatically appear under the section highlighted below;

< Alteams m Grade 12020-2021
Grade 1 2020-2021

Members  Pending Requests Channels  Settings  Analytics Apps

Grade 12020-2... - Search for channels Q
General \ -2 ~ Active 21)
Civics Name = Show for me Show for members Description
Counting
Creative Writing Civics a a
First Monthly test
Health Counting ] ]
Math
Creative Writi... ] ]
9 hidden channels ‘
First Monthly... ] ]
Health a ]
Math [ ] [ ]

13. You can now exit this section and return to your team.

Type

> & ® & @ o

& Team

{=] Add channel

Last activity
2117

33

33

33

3/7

2/9

You have successfully allowed the channels you want to be shown to the members of your MS

Team.

-END-



