Hoots and Salutes
set up instructions

How to set up a Hoots and Salutes channel on MS Teams

You can create a Hoots and Salutes channel on any Team that you are a part of. You do not need administrative rights to do this, but it is recommended that you ask the Administrator first and then monitor the channel to make sure it is used appropriately.

Once you set up Hoots and Salutes, everyone on your Team will be able to create announcements, celebrate milestones, share anniversaries, promote special events, and celebrate your colleagues!

How to create the channel: 

1. Go to the Team that you are adding Hoots and Salutes to. 

2. Right click the three dots next to the Team’s name. Click on Add channel.
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3. Name the channel Hoots and Salutes and then click Add.
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4. And the last step is to copy and paste the instructions provided below into your channel’s Wiki tab so your Team members can post their own Hoots & Salutes!

[image: Graphical user interface, text

Description automatically generated]



Instructions for WiKi
Title: Creating a post in the Hoots & Salutes channel: 
Section: Instructions

1. In the channel, click on New Conversation at the bottom of the channel.

2. When the text box appears, change the conversation into an Announcement.

3. Click the photo icon on the right side of the headline to add a background image. You can drag and drop backgrounds from the stock images in S:\Global\Hoots and Salutes.

4. Type your headline and message. You can make it creative by including an additional sticker or a GIF if you so choose. 

5. When you are ready, click the Send arrow at the bottom right corner to share with everybody in your team.
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1. In the channel, click on New Conversation at the bottom of the channel.

2 When the text box appears, change the conversation into an Announcement.

3. Click the photo icon on the right side of the headiine to add a background image. You can choose
backgrounds from the stock images in the channel’s Files tab.

4 Type your headiine and message. You can make it creative by including an additional sticker or a GIF if you
s0 choose.

5.When you are ready, click the Send arrow at the bottom right corner to share with everybody in your team.
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