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Step: 01

Click on Microsoft Teams
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Step: 02

Select chat head you want to add Tab to

Q Search m - X

Chat v Y @ Ak Aishwarya Karanjkar Chat Ffiles Organization Activity + oo@ Fa e

Pinned

Ak Aishwarya Karanjkar 322 PM

Re
Select chat head you want to
add Tab to

Type a new message

A ! ¢ QW B B B Q - B
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Step: 03

Click on "+

Q Search m - X
Chat v Y @ Ak Aishwarya Karanjkar Chat Files Organization Act\vily| A | oo@ Fa e

Click on "+"

® |

Type a new message

A ! ¢ QW B B B Q - B
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Step: 04

Choose the application you want to attach to the chat from here

Add a tab

Turn your favorite apps and files into tabs at the top of the chat
More apps

Recent v
l l v
il
OneNote Stream Excel PDF

Power Bl PowerPoint Visio

Choose the application you want
@ to attach to the chat from here
Word

@

More tabs
b P .
t 4 D A I Beesy
adam.ai Asana Azure Beekast Beesy
DevOp:

Website

AgilePolly Ally

«EOm : @R

e Manage apps
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Step: 05

For example, PowerPoint

Remember, you can only attach those applications which you have shared beforehand in the
chat

Add a tab

Turn your favorite apps and files into tabs at the top of the chat Search
More apps

Recent v

OneNote Stream Excel

Power Bl

For example, PowerPoint

@ Remember, you can only attach those
applications which you have shared
beforehand in the chat

Visio

(b
v
il
PDF PowerPoint

Website Word

More tabs

ARDODEE

adam.ai AgilePolly Ally Asana Azure Beekast Beesy
DevOps

«Hb : @R

o Manage apps
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Step: 06

Name the tab and Select the file

PowerPoint

New Microsoft PowerPoint Presentation.pptx

Name the tab and Select the file

@

Post to the chat about this tab
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Step: 07

Click on save

. About X
- PowerPoint

Tab name

PowerPoint

@ New Microsoft PowerPoint Presentation.pptx

Click on save

Post to the chat about this tab m e
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Thank You!
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