
Top Tips for Effective
Remote Work While Using

Microsoft Teams

Set Up your Workspace

Getting
Started

Find a conducive spot in your home where you can focus well, and you can
even blur your background in Teams during meetings to prevent background
distraction and keep your teammates focused.

Maintain Strong Communication with Co-workers
Always communicate with your teammates on your schedule, especially if you
are balancing work and childcare at the same time so that they know when to
reach out to you.

Maintain Healthy Boundaries
As the lines get blurred while working remotely, remember to take breaks,
stay hydrated, and allow yourself to ‘logout’ of work at the end of the day.

Running
Meetings

Embrace Online Meetings
Do turn on the online ‘join’ option so that everyone can access the meeting
regardless of where they are working. Enable video so your team can feel
more connected with face to face interaction. 

Be Mindful and Inclusive
During conference calls with multiple participants, opinion sharing can be
difficult. Remember to pause at appropriate times for questions and remind
participants that they can utilise the chat window to share their views.

Record your Meetings
When you start a meeting, select ‘record’. Team members who are unable to
join can watch later or search the automatically generated transcript to
minimise repetition and prevent missing out on important information. 

Make Up for Missing Pantry Talk
The pantry is where we engage in small conversations with other coworkers
where we share a laughter or two. Make the effort to connect with your
coworkers by thinking of chat messages as your virtual pantry visits, and
remember to check in with them regularly. 

Bring the Team Together
It can get lonely sometimes when we work remotely. Connect your team with
a virtual get-together, be it through brainstorming ideas with the Microsoft
Whiteboard app or check-ins over a virtual coffee.

Have Fun
Teams can be used to engage in fun activities to boost morale. Some excellent
ways to do so are to conduct virtual contests, rewarding and praising
employees for their innovative ideas. This motivates the team to keep going
and stay engaged.

Staying
Connected
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