
How to share a files in Teams?

To share a file with your team in a channel, select Choose file Choose file button beneath the 
compose box or go to the Files tab and select Upload.



Share a file in a channel or chat.

1. In a new message or reply, click Attach
2. Choose a file you’d like to share
3. Include a message if you want, then click Send



Find or create file.

See the files that you, your classmates, and your 
teacher have shared in chat or channel by 
selecting the Files tab.

While in Files, you can create new Word, Excel, or 
PowerPoint documents.


