
LEARNING AID

Async
Communication:

How to use the Microsoft Teams
Video Clips feature



We can talk faster than we can type
We can add so much more context when communicating verbally via video
and through screensharing

Info that is just an update or FYI
For providing some inspiration or food for thought
For visually describing instructions for a simple task
Or as a recap to a long meeting (who has time to watch an hour-long
meeting recording, when they could watch a 5 min video recap of the next
steps, decisions, & key discussion points?!).

Finally, the ability to create async "Video Mail" in Microsoft Teams Chat! For
years, as part of our Virtual Work Insider hybrid skills workshops, we have been
teaching teams how to incorporate Video Mail into their hybrid and remote
team communication toolkit since it's an especially great way to share info
without scheduling yet another meeting.

In many situations using Video Mail can more effective than written
communication because:

Video Mail can be a great replacement to live meetings for:

One big watch-out though...
Don't re-record multiple times - that will defeat the purpose and take too much
time. Yes, the first few times it's ok as you get used to the tool and get used to
being recorded. Start out small by sending a video mail to a close colleague or
your direct team to try it out and get comfortable.

There are already some fantastic tools for creating Video Mail (Loom, Vidcast,
or integrated into Slack - even the free version) but it is now even more
convenient for it to be integrated right into Microsoft Teams.

VIDEO MAIL

A S Y N C  C O M M U N I C A T I O N
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https://www.linkedin.com/feed/


1. Create or open an existing MS Teams 1:1 or group chat.

M I C R O S O F T  T E A M S  V I D E O  C L I P S
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INSTRUCTIONS

2. Click the ‘Video Clip’ icon in the lower right-hand corner next to the send "arrow" button.

3. A new window will pop open. Hit the red record button.

 Integrated into chat → can be sent to 1:1 MS Teams chats or group chats
 Very easy to use

Maximum recording length is 1 minute
Can't screenshare
Can't share in MS Teams Channels, only Chat

The Microsoft Team Video Clips Feature

Positives:

Downsides:



4. When finished recording, hit the red pause button.

M I C R O S O F T  T E A M S  V I D E O  C L I P S
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5. Choose to review your clip and record it again if needed.  Or trim the clip at
the beginning or end.

 

6. Click the Send "arrow" button to post the video clip within the chat thread.



Be aware of the 4 must-know skill areas to be a successful leader in a
hybrid work environment
Understand critical hybrid leadership concepts, including Distance Bias
and Recency Bias
Be armed with new hybrid team rituals & communication norms to create
location inclusion and combat meeting fatigue and email overload 
Optional Add-on: Development of a Hybrid Team Working Agreement

H Y B R I D  W O R K  S K I L L S  T R A I N I N G  W O R K S H O P S

HYBRID
LEADERSHIP

KICKSTARTER

Become a Virtual shops Insider

Be armed with actionable steps for what to do before, during, and after
virtual meetings/presentations to be engaging, effective, efficient, and
inclusive (internal & with partners and customers) 
Know what tech tools to use and how to use them to be influential and
effective in the meeting/presentation 

Understand the importance of influencing from a distance to hit your
business objectives and advance your career goals, and how it’s different
from being in-person 
Be aware of concrete strategies and tactics to influence your key
stakeholders (internal & partners/customers) across any distance 
Complete a 5-step exercise to create your own personal virtual influence
plan to set into motion immediately. 

INFLUENCING
ACROSS

DISTANCE

Understand the 4 common need areas for a successful and trusting
remote reporting relationship to enable strong performance
Be aware of concrete strategies and tactics to improve the flow of
information, build trust, and solicit help and feedback when you need it 
Create an action list to review with your manager and/or direct reports in
your next 1:1 

SUCCESSFUL
REMOTE

REPORTING
RELATIONSHIPS

LEADING
EFFECTIVE
VIRTUAL

MEETINGS

Learn how to create a culture of inclusion, trust, and connection across
distance in hybrid and remote teams 
Understand the difference between culture-building and camaraderie-
building 
Complete a 3-step exercise to create your personalized virtual team culture
plan with tactics that ladder up to the biggest culture needs of your team 

DRIVING
CULTURE IN

HYBRID TEAMS

Contact us to learn more about our 60-90 minute customized workshops.
They can be chosen as stand-alone sessions or as part of a full series.
Email: sacha@virtualworkinsider.com
Check out our client testimonials

Contact Us: 
Sacha@virtualworkinsider.com

https://virtualworkinsider.com/testimonials/

