
Is your 
question 
urgent?

How to reach your colleagues?

Is your 
colleague 

online?

No

No

•	 Send a post in Teams
•	 Send an email

+ specify when you would 
like a response

•	 Call other colleagues 
(look in the out of 
office) or manager

•	 Schedule a meeting

Yes
Call (video)

Yes

Send a chat message: 
“May I call? (It’s urgent.)”

When in conversation:
•	 Activate status notification
•	 Check calender, and if not  

available for a long time:


