Microsoft Teams - Lesson 16: Keyboard shortcuts
Open Microsoft Teams and try these handy shortcuts. Popular options appear in bold.

Supporting video: hittps://www.youtube.com/watch2v=RIlgZcOUE5g

Navigation Shortcuts - Moving around in the Teams interface.

| To open task pane options H In the Desktop app, press H In the Web app, press \
|Open Activity [Ctrl+1 |[Ctrl+Shift+] |
|Open Chat [Ctri+2 [Ctri+Shift+2 |
|Open Teams [Ctri+3 [CHri+Shift+3 |
|Open Calendar [Ctri+4 [CHri+Shift+4 |
|Open Calls [Ctrl+5 [Ctrl+Shift+5 |
|Open Files [Ctrl+6 [Ctrl+Shift+6 |

Conversation Shortcuts — Click the Teams icon on the left task pane to use these options

| To do this H In the Desktop app, press H In the Web app, press \
Istart a new conversation |Alt+Shift+C |Alt+Shift+C |
|Expand compose box HCirI+Shiﬂ+X HCtrI+Shift+X ‘
|Send conversation HCirI+Enier HCirI+Enter ‘
|Attach file [Ctr+O [CHi+Shift+O |
|Stari new line HShiﬁ+Enier HShiﬂ+Enier ‘
Reply to a thread |Alt+Shift+R |AI++Shift+R |
IMark as important [CHri+Shift+] [Cri+Shift+] |
|Seorch current messages HC’rrI+F HC’rrI+F \

Calendar shortcuts - Click the Calendar icon on the left task pane to use these options

| To do this H In the Desktop app, press H In the Web app, press ‘
'Schedule a meeting |Alt+Shift+N |Alt+Shift+N |
|Go to previous day/week HC’rrI+AI’r+Lef’r arrow key HC’rrI+AI’r+Lef’r arrow key \
|Go to next day/week HC’rrI+AI’r+Righ’r arrow key HCTrI+AI’r+Righ’r arrow key ‘
View day [CHri+Alt+1 [Cri+Alt+1 |
View workweek [CHri+Alt+2 [Cri+Alt+2 |
View week [CHri+Alt+3 [Cri+Alt+3 |

Chat shortcuts - Click the Chat icon on the left task pane to use these options

| To do this H In the Desktop app, press H In the Web app, press \
IStart a blank chat lctr+N lLeft Alt+N |
Start audio call g'f'rclfsﬂhfﬁrc(':p'em fhen Ctrl+Shift+C
Start video call gﬁfﬁ#ﬁf&mem fhen CHrl+Shift+U



https://www.youtube.com/watch?v=RllgZc0UE5g

Meetings and Calls Shortcuts - use these during video meetings or audio calls

| To do this H In the Desktop app, press Hln the Web app, press\
|Accept video call [Ctrl+Shift+A |[Ctrl+Shift+A |
|Accept audio call [Ctrl+Shift+S |[Ctrl+Shift+S |
IDecline call [Ctrl+Shift+D ||Ctrl+Shift+D |
|Togg|e mute during a meeting HCfrI+Shiﬁ+M HCfrI+Shifi+M \
agzzz?::n’f::;e?“"ds Ctrl+Shift+L Ctrl+Shift+L

Raise or lower your hand [Ctri+Shift+K [Ctri+Shift+K |
|Start screen share session HCirI+Shiﬂ+E HNo shortcut \
|Hide/Show video camera HCtrI+Shiﬁ+O HNo shortcut \
|Go to sharing foolbar HC’rrI+Shif’r+Spoce HC’rrI+Shif’r+Spoce \
|Decline screen share HC’rrI+Shif’r+D HNo shortcut ‘
|AccepT screen share HC’rrI+Shif’r+A HNo shortcut ‘
'::i’i‘f"ig(';f:np'e from lobby Ctrl+Shift+Y No shortcut

|Togg|e background blur HC'rrI+Shif'r+P HNo shortcut ‘
lJoin from meeting details |[AI++Shift+] |AIH+Shift+J |




