
Introduction to the Teams Tabs.  

As versatile as Microsoft Teams is, its user must FULLY grasp the basic concepts and features that 
Teams incorporates in order to properly use the program.  

Similar to how the home, search and activity bars work on Instagram, the various tabs that each 
specific Team has serve different purposes. 

In Figure 1, Tabs are located on the top of the screen (red box). Simply click on the tab to open it.  

Figure 1. 

Please keep in mind that while tabs may vary from class to class depending on teacher, the basics 
are still mostly the same.  

 

 

Getting to know basic tabs.  

POSTS Figure 1 

By selecting “Posts”, as shown in Figure 1, you will be directed to the front page of the Teams, 
where any chats or announcements can be seen. The example in Figure 1 is empty, and if 
anything is sent in it, it will be shown.  

 

 



FILES Figure 2 

“Files” should be enabled by default in most Teams. As the name implies, Files simply contains 
all the files (such as documents, images and videos) that have been shared in the chat. New files 
can be uploaded and stored to this tab at anytime. 

Figure 2  

 

Class Notebook Figure 3 

“Notebook” should be a link to the class OneNote. Teams will come with a miniature version of 
OneNote packed inside of it, and while it does work, using the actual desktop OneNote 
application instead is highly recommended. Your teacher may use OneNote to help teach lessons. 
OneNote can also be used as a digital notebook. However, keep in mind that if you’re using the 
class OneNote, the teacher can see everything that you write in it. Make sure to keep it 
appropriate!  



 

Figure 3 

  

Assignments Figure 4 

“Assignments” will be used by the teachers to post work that they want done and handed in by 
a certain time. Simply click on the link to submit your work. Make sure to do it on time! Your 
teacher can see the exact timestamp as to when you handed it in.  

Figure 4 



Grades Figure 5 

 The Grades tab is used to see how you’re progressing within the course with the provided 
coursework.  

Figure 5 

 

 

Remember, your teacher may add new tabs to your team for different purposes! 


