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Summary of shortcutsfor Microsoft Teamsto learn
online

Microsoft Teams shortcuts help users work faster during online learning or meeting remotely on the computer.
The following article will summarize all the keyboard shortcuts when using Microsoft Teams.

In addition to choosing Zoom to study on computers , many schools or offices also choose many other software
such as Skype with Meet Now or Microsoft Teams for video communication. And in the process of using
Microsoft Teams, shortcuts are essential to make it easier to manipulate and perform faster, in addition to using a
traditional mouse.

1. Microsoft Teams shortcut on Windows

General shortcut keys

]M anipulation ]M icr osoft TeamsWindows]M icrosoft TeamsWeb
]Show keyboard shortcuts]Ct rl+. ]Ct rl+.

]Go to Search ]Ct ri+E ]Ct rl+E

]Show commands ]Ct r+/ ]Ct ri+

]Moveto ]Ct rl+G ]Ct ri +Shift+G
]Start chatting ]Ct ri+N ]Left Al t +N
]Open Settings ]Ct rl+, ]Ct rl+,

(Open Help F1 Ctrl +F1

Closed Esc Esc

]Enlarge ]Ct rl+= ]There IS no shortcut
]Small Prime ]Ct rl+- ]Thereis no shortcut

Navigation shortcut

]M anipulation ]M icr osoft TeamsWindows]M icrosoft Teams Web
Open Activity Ctri+1 Ctrl+shift+l
Open Chat Crl+2 Ctrl+Shift+2
(Open Teams Ctri+3 Ctrl+Shift+3
|Open Calendar Ctrl+4 Ctrl+Shift+4
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Open Calls Ctrl+5 Ctrl+Shift+5
(Open Files arl+6 Ctrl+Shift+6
]Go to previouslist item ]Left Al t +? ]Left Alt+

]Go to next list item ]Left Al t+? ]Left Alt+?
]Movethe selected group up]Ct ri+Shift+? ]There IS no shortcut
]Moveselected group down ]Ct rli+Shift+? ]Thereis no shortcut
]Go to the previous one ]Ct rl+Shift+F6 ]Ct rl+ Shift+F6
|Go to the next part |Ct rl+F6 |Ct rl+F6

M essaging shortcuts

]M anipulation ]M icrosoft Teams Windows|M icrosoft Teams Web
Go to the message box [ [e
]Expandthemessagingframe]CtrI + Shi ft +X |Ctr| + Shi ft +X
]Send (expanded frame) ]Ct rl +Ent er ]Ct rl +Ent er

IFile attached Ctrl+0 Ctrl+Shift+0
]New line break ]Shi ft+Enter |Shi ft+Enter

Reply to amessagethread  |R R

’Mark Important news ]Ct ri+Shift+l |Ct rl+Shift+l

Meeting and calling shortcuts

]M anipulation ]M icrosoft Teamson Windows]M icrosoft Teams on the Web
/Accept video calls Ctrl+Shift+A Ctrl+Shift+A

]Accept audio calls ]Ct ri+Shift+S ]Ct ri+Shift+S

Deny all Ctrl+Shift+D Ctrl+Shift+D

|Start an audio call Ctri+Shift+C rl+shift+C

|Start avideo call Ctrl +Shift+U Ctrl +Shift+U

[Enable/ DisableMute |Ct r | + Shi f t +M Ctrl +Shift+M

]Video On/ Off ]Ct ri+Shift+O ]There is no shortcut
|Turnon/offfu||screen |CtrI+Shift+F |CtrI+Shift+F

]Go to the sharing toolbar]Ct rl +Shift+Space ]Ct rl +Shift+Space

2. Shortcuts using Microsoft Teamson the Mac

General shortcut keys

]M anipulation ]M icrosoft Teams on Mac|Microsoft Teams on the Web



|Show keyboard shortcuts |Conmand+. |Commnd+.

Go to Search (Cormand+E (Cormand+E

Go (Comand+G (Command+ Shi f t +G
]Start anew conversation ]Corrmand+N ]th I on+N

]Open Settings ]Commnd+, ]Corrmand+ Shi ft+,
]Open Help ]Fl ]Oorrmand+F1

Closed Esc [Esc

|En|arge |Commnd+: |There IS no shortcut
’Zoom out ]Oon’mand+- ]There IS no shortcut

]Return to default Zoom ratio ]Oorrmand+0

]There is no shortcut

Navigation shortcut

]M anipulation

]M icrosoft Teams Mac ]M icrosoft TeamsWeb

]Open Activity ]Cormand+1 ]Com"rand+ Shift+l
Open Chat (Command+2 \Command+Shi f t +2
]Open Teams ]Corrmand+3 ]Corrmand+8hi ft+3
|Open Calendar (Cormand-+4 \Cormrand+Shi f t +4
]Open Calls ]Corrmand+5 ]Oormand+Shi ft+5
]Open Files ]Oom’nand+6 ]Oormand+Shi ft+6

]Go to previous list item ]Left Opti on+? ]Left Opt i on+?

]Go to next list item ]Left Opti on+? ]Left Opt i on+?

|Movethe selected group up. |Co nmmand+ Shi ft +? |There IS no shortcut

]Move selected group down ]Co mmand+ Shi ft +? ]There IS no shortcut

]Go to the previous one ]Corrrrand+ Shi ft +F6 ]Cormand+ Shi ft +F6

]Go to the next part ]Corrmand+F6 ]Oomrand+F6

M essaging shortcuts

]Manipulation ]Microsoft TeamsMac’Microsoft TeamsWeb
|Go to edit box |C |C

[Expand the edit box (Command+ Shi f t +X |Command+ Shi f t +X
]Submit (expanded edit box) ]Corrmand+Ent er ]Corrmand+Ent er
IFile attached Comand+O (Comand-+ Shi ft +O
]Startanewline ]Shi ft+Enter ]Shi ft+Enter
Reply to amessage thread |R R

Meeting and calling shortcuts



Manipulation

Microsoft Teams Mac

Microsoft Teamson the Web

Accept video calls

Conmmand+ Shi ft +A

Command+ Shi f t +A

Accept audio calls

Command+ Shi ft +S

Conmmand+ Shi ft +S

Deny dl

Command+ Shi ftt+D

Commuand+ Shi ftt+D

Start an audio call

Conmmand+ Shi ft +C

Conmmand+ Shi ft +C

Start avideo call Command+ Shi f t +U Command+ Shi ft +U
Enable/ Disable Mute Command+ Shi f t +M Conmmand+ Shi ft +M
Video On/ Off Conmmand+ Shi ft +O Thereis no shortcut

Turn on/ off full screen

Conmmand+ Shi ft +F

Command+ Shi ft +F

Go to the sharing toolbar || Command+ Shi f t +Space | Conmand+ Shi ft +Space

Y ou finished reading the article "Summary of shortcutsfor Microsoft Teamsto learn online" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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