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Microsoft Teams vs. Zoom Feature Comparison

There is significant 

feature overlap 

between Microsoft 

Teams and Zoom. 

The primary 

distinction is that 

Zoom is exclusively a 

video conferencing 

tool where Microsoft 

Teams is an all-in-

one tool for video 

conferencing, chat 

and other productive 

features. 

Note: The grid 

represents only those 

features relevant for 

the Zoom to Teams 

audience whose 

audio conferencing is 

being assigned. 

✓ ✓

✓ ✓

Microsoft Teams Zoom

✓ ✓

✓ ✓

✓ ✓

✓

Up to 49 people/per page 

✓

Up to 49 people/per page 

✓

Available via Forms
✓

✓ ✓

✓

With MS 365 sharing
✓

✓ ✓

✓ ✓

NONE 40 minutes for free version 

Microsoft Teams Zoom

✓

Microsoft 365 SharePoint for 

storing/sharing files in the cloud

✓

In meeting chat

✓

Integrated Planner Third-party integrations

✓

Through MS Exchange, Teams, 

SharePoint Online and OneDrive

✓

Account owners choose how long to 

store chat messages locally/Zoom 

cloud  

Summary
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Microsoft Teams Features Guide

For information on how to schedule a Teams LIVE event and access a full library of all 

existing Microsoft Teams Training options by Topic:

1. Go to the Help function within Teams

2. Click on Training or Topics

3. Toggle between the two using the menu

When you use Microsoft Teams, your menu bar has all the controls you will need for 

your meeting. Click on each topic headline for instructions.

1 2 3 4 5 6 7 8 9 10

1

2

3

4

5

6

7

8

9

10

Participants
Click to see who has been invited  or change participant settings.

Chat
Use chat to share files, ideas , and notes.

Reactions
Stay involved without breaking the flow - Express yourself in 

Teams meetings with live reactions.

Polls
Add the Forms app and poll attendees during a Teams meeting.

Record
Record a meeting in Teams so it can be shared and referred to later.

Transcription
Start a live transcription that appears along side your video.

Camera, Audio, and Video
Turn your camera on or off or click on … to change attendee audio 

and video permissions via meeting options.

Microphone
Mute or unmute your microphone when you want to speak.

Share Content
Use this to share your screen with others.

Whiteboard
Share a whiteboard to make it available to all participants in a 

Teams meeting.

Go to the VUMC IT Microsoft Teams website: https://www.vumc.org/it/microsoft-teams

Search
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https://support.office.com/en-us/f1/topic/f92363a0-6d98-46d2-bdd9-f2248075e502?showContactUsNav=False&ns=MSFTTEAMS&version=16
https://support.microsoft.com/en-us/office/change-participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.office.com/en-us/f1/topic/64e2cb91-8a11-4781-94ea-fbb23f2b922f?showContactUsNav=False&ns=MSFTTEAMS&version=16
https://support.office.com/en-us/f1/topic/a8323a40-3d07-4129-934b-305370a36e21?showContactUsNav=False&ns=MSFTTEAMS&version=16
https://support.microsoft.com/en-us/office/poll-attendees-during-a-teams-meeting-9923b7d4-ea97-4aa2-b8b8-b45fefe7d454
https://support.microsoft.com/en-us/office/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://support.office.com/en-us/f1/topic/dc1a8f23-2e20-4684-885e-2152e06a4a8b?showContactUsNav=False&ns=MSFTTEAMS&version=16
https://support.office.com/en-us/f1/topic/f9db15e1-f46f-46da-95c6-34f9f39e671a?showContactUsNav=False&ns=MSFTTEAMS&version=16
https://support.office.com/en-us/f1/topic/17886394-9a9a-4f04-b4cc-e46589408b28?showContactUsNav=False&ns=MSFTTEAMS&version=16
https://support.microsoft.com/en-us/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
https://support.office.com/en-us/f1/topic/use-whiteboard-in-microsoft-teams-7a6e7218-e9dc-4ccc-89aa-b1a0bb9c31ee?NS=MSFTTEAMS&Version=16
https://www.vumc.org/it/microsoft-teams

