
  
 

Departmental committee access – MS Teams 

 

Background 

The Department of Oncology has recently moved the posting of Committee agendas, appendices, minutes and other 

relevant documentation to MS Teams (with SharePoint integration). There are a several reasons for using Teams to 

improve the administration associated with the Department’s committee structure: 

 

¶ Access can be obtained to Departmental committee information at any time, at the user’s leisure; 

¶ Updates to committee documents can be viewed as they are amended, instead of iterations being re-sent via 

email 

¶ Sharing papers via these media eliminates attachments being lost in members’ email inboxes 

¶ Users can easily add comments to papers where there is a need to incorporate feedback on documents 

 

Documents can be stored safely on these sites. However, for added security, Committee secretaries are also 

encouraged to continue to save committee paperwork on the MSD-IT Tibia shared drives as a backup option. 

 

Channels 

The ‘Oncology - Departmental Committees’ Teams site comprises a series of committee ‘channels’, each representing 

the committees and sub-committees of the Department. Each channel uses permissions settings to ensure that 

members of each committee can view their own committees, but not information from committees that they do not 

sit on. For example, Joe Bloggs may be able to access the Departmental Safety Advisory Committee if he is part of that 

committee, but he won’t be able to view the Oncology Executive Committee (OEC) if he is not a member of that 

committee.  

All channels where permission settings have been set up are shown where you can see the symbol. 

 

Please read on to see how to get the most out of MS Teams for your own Departmental committees. 
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To view you committee channels: 

1. Go to your MS Teams app 

 

2. Find the ‘Teams’ icon in the ribbon on the left hand-side of your Teams interface (fig 1) and select ‘Oncology 

– Departmental Committees’ by clicking anywhere on the square (fig 2): 

                                

      Fig 1        Fig 2 

 

 

Permissions 

Access to each committee within the ‘Oncology - Departmental Committees’ Teams group (on MS Teams) has been 

set using either ‘Owner’ or ‘Members’ status. 

 

Owners: Currently set as the committee Chair and committee Secretary, Owners can add members of the Department 

to the relevant committee channel, provided that the committee member has been added to the overarching 

Committee Teams site. For example, adding Joe Bloggs to the DSAC can only go ahead if Joe has been added to the 

main ‘Oncology - Departmental Committees’ Teams group. Once Joe has been added to the Teams group, he can then 

be assigned access to his specific committee by adding him to the relevant committee channel. Owners will need to 

click the  button next to the channel name and then click ‘Add Members’. Typing in the new member’s name in 

the subsequent field and clicking ‘Add’ will ensure that the new member is added to the channel. 
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In order to add or delete members to the Teams site, please email Ben Dean (benjamin.dean@oncology.ox.ac.uk). 

Once members have been added to the site, channel owners will be then be able to add members to their specific 

channel. 

 

Members: Members of a channel (who do not have ‘owner’ status) will have access to specific committee channels, 

and will be able to view the contents of these channels. As a default position, members will be able to add content to 

their channels (either through the chat or file function), and will be able to edit or delete messages that they have 

posted in the chat areas. 

 

Accessing committee files 

Once you have navigated to your committee channel, you will see the ‘Posts’ and ‘Files’ buttons at the top of the page: 

Posts – members of the committee can start new conversations, and post links using the messaging function (fig 3): 

 

 

Fig 3 
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Files – this is where committee documents can be found, and are housed according to the folders that the Owner 

has set up (fig 4): 

 

Fig 4 

 

Adding files to a channel: 

Go to the Files tab at the top of the page and select ‘Upload’. You can then choose to select a file or a folder from your 

computer (fig 5): 

 

 

Fig 5 

 

Users can also download content to their devices, should they need to read and amend documents offline. Users can 

download all documents within the file section by clicking the ‘Download’ button, or can download individual folders 
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by drilling down into a particular folder, finding the files that are needed, and clicking ‘Download’. The folders that are 

downloaded will be those that the user can see in the file section when the Download button is clicked. 

Individual files can also be downloaded by clicking on the corresponding file, and then clicking ‘Download’ which can 

be found in the  area of the document in the top right-hand corner of the page. 

 

Files that are found in a channel (on the Files tab) are stored in SharePoint (through Nexus 365), with Teams providing 

a platform to access the files. If you are unable to access Teams (for example, you don’t have it downloaded on your 

device), you can still find the files you need by acccess the SharePoint repository. Owners can send links to both the 

Teams and SharePoint file repository by clicking the ‘Copy link’ button (Fig 6), and selecting a link for Teams or for 

SharePoint, and sending the link out to users (Fig 7). Any changes to documents in SharePoint will be synced to Teams, 

and vice versa: 

 

 

Fig 6 

 

Fig 7 

Please note that only those with access to the relevant committee channel can successfully open links to access 

content, i.e. if users are not part of the channel pertaining to the link, they will not be able to view the contents of the 

link. You will also need to log in using your single sign-on credentials to view content. 
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Adding folders to a channel: 

Channel members can easily create new files folders in the file section. This can be useful when working on committee 

group work:  

1. Click ‘New’ at the top of the page (in the ‘Files’ section [fig 8]): 

 

Fig 8 

 

2. To create a new folder, click the ‘Folder’ option (fig 9) and name the folder accordingly (fig 10):  

                             

                         Fig 9        Fig 10 

 

3. Once created, the folder will be present in the file repository (fig 11): 

 

Fig 11 
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Files can then be uploaded to the folder, either by dragging files from your computer into the new folder, or by 

uploading documents using the method outlined in fig 5. 

 

For new file creation, there are options to create new Word, Excel, PowerPoint or OneNote documents. Let’s create 

a new Word document: 

1. Click ‘New’ at the top of the page (in the ‘file’ section [fig 12]): 

 

Fig 12 

2. Click the ‘Word document’ option (fig 13) and name the folder accordingly (fig 14): 

             

                         Fig 13        Fig 14 
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3. You will be able to see the document straight away (fig 15) and will also notice that it has been added to the file 

repository (fig 16): 

 

Fig 16 

 

 

Fig 17 

 

 



 

   

Page 9 of 9 
 

Summary 

 

The above instruction should hopefully give users sufficient understanding of how to make MS Teams work 

for them when managing, and being part of, Deparmtental committees. If you have any further questions 

about functionality, or if there is any further information you require, please get in contact with Ben Dean 

(benjamin.dean@oncology.ox.ac.uk). 

 

Ben Dean 

December 2020 
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