Using Microsoft Teams
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Signing into Microsoft (Office) 365

Go to www.office.com and sign in

B Mxrosoh | Macrosoft 385 Coplot .
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Work smarter across
Microsoft 365
& & &= with Copilot

v datsors, and clay
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e Microsoft
Sign in

demo.instructor@unbq.ca

Mo account? Create one!

Can't access your account?
Back Next

Your sign in name is your unbg.ca email. For example:

firstname.lasthame@unbg.ca Type in your email address and click on the Next
button.



http://www.office.com/
mailto:firstname.lastname@unbq.ca

Bf Microsoft
< demo.instructor@unhbg.ca

Enter password

Forgot my password

Enter your password and click on the Sign in button.

If this is the first time you are signing in, please refer to the Instructions
for Instructors Signing into Office 365 handout.

B8 Microsoft
demo.instructor@unbag.ca
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

.

If you are using your own device, it is okay to stay signed in. If you are using a

shared device (such as the computers in the BQ classrooms) you should not stay
signed in
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What can | help with?

Click on the App Launcher (9 dots that look like a waffle) button to access
all your apps, such as Teams and Outlook.
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Teams Screen

Note: Microsoft is currently making changes to the platform. Some windows may
look different.

You will see one of the following 2 screens:
Figure 1
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Creating a Class (Figure 1)

Click on the Join or create team button and select Create team

@

<@ Join or create team
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&& Join or create team

m

82 Create team

&o Join team
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Creating a Class (Figure 2)

Click on the + to the right of Join a team

Foim & tuam with 3 code ars phase N prcfect

| 1

(5]

& Login | Microsoft 365
i c
ﬂ Stay in the know. Turn on desktop notifications.

Q Join a team + <:|
Activity
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Type to search Q
Chat
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Select Class
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@ Stay in the knew, Turn on desktop notifications.

0 < Create team
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@ From template
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Create a team from a template
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Discussions, group projects, assignments



Click on Use this template

Class X

Teachers are owners of class teams and students participate as members. Each class team
allows you to create assignments and quizzes, record student feedback, and give your
students a private space for notes in Class Notebook.

& 1 channel

General



Type in the Team name and description (optional) then click Create

Some quick details about your team X
Team name *

Sample Class )
Description

Introduction to Teams

10



You can add your students here or Skip and do that in a later step. To add
students here click in the Type a name or email box.

Add members to Sample Class

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your crganization as guests by typing their email addresses. People
outside your org will get an email letting them know they've been added. We
recommend making teachers into owners and students into members. Learn about
adding guests

Type a name or email <:|

Skip
As you type the name you will see a list of suggested names to choose from.

Add members to Sample Class

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your organization as guests by typing their email addresses. People
outside your org will get an email letting them know they've been added. We
recommend making teachers into owners and students into members. Learn about
adding guests

demo{ v
DS Demo Student10
DEMO.STUDENT10
Demo User
bt DEMO.USER
DS Demo Student
DEMO.STUDENT
DF Demo Faculty

DEMO.FACULTY

Skip

Click on a name in the list to select it and the click on the Add button to add the
student to your class. Repeat until all students have been added.
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You can also add both students (members) and other teachers (Owners) by going
to the More options button (3 dots) that appears to the right of your Teams name
in the main screen of your Teams window.

- ¢ M imans £ General foss ths

Welcome to Sample Class

’ =
.5PJ T/

Ugskaad Clars Maleriah St vp Claws Nertebrack
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© Stay mhe k n k

S s

- C Al toarms i€ General Posss files [3)

=

. - (o

o - ¢
—" i Welcome to !

ecne where g1

Upioad Class Materialy

Select Manage team to add both students and other teachers. It is recommended
that you add jennifer.jackson@unbq.ca or kirstin.shirt@unbq.ca as owners to
your Team. If IT support or troubleshooting is needed it is easier to help if there
is access to the class.
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Click on the + Add member button to add both students and teachers.

sC  Sample Class Members Pending requests

-+ Add member <:|

v Owners (1)

Name Title

DI Demec Instructor
©

> Members and guests (0)
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Add members to Sample Class

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your organization as guests by typing their email addresses. People
outside your org will get an email letting them know they've been added. We
recommend making teachers into owners and students into members. Learn about
adding guests

Type a name or email <:|

Cancel

Click in the Type a name or email box. Begin typing the name of the teacher or
student you wish to add. Select the person you wish to add from the list of
suggested names.

Add members to Sample Class

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your organization as guests by typing their email addresses. People
outside your org will get an email letting them know they've been added. We
recommend making teachers into owners and students into members. Learn about
adding guests

demc{ v

Demo Student10

= DEMO.STUDENT10
Demo User

2L DEMO.USER

DS Demo Student
DEMO.STUDENT

DF Demo Faculty

DEMO.FACULTY

Cancel
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You can add people one at a time by selecting their name, selecting their role, and
then clicking on the Add button. You can also select several names, select their
role, and then click on the Add button.

Add members to Sample Class

Start typing a name, distribution list, or security group to add to your team. You can also
add people outside your crganization as guests by typing their email addresses. People
outside your org will get an email letting them know they've been added. We
recommend making teachers into owners and students into members. Learn about
adding guests

Type a name or email
. Role

ps Demo Student Member ~ X If you add
demo.student@unbg.ca
someone to the
- . . .
DS Semo ;tUdEt:tr?f; _ Member ~ X list by mistake
ema.sTuce Uidlunbg.ca you can remove
them by clicking
on the X beside

Ap Anne Blower Owner ~ X their name.
anneblower@unbag.ca

Demo Faculty

1 o cultv@unba.c
Demo.Faculty@unbg.ca

DF Owner b4

In the example above | selected 2 students who are members, an additional
teacher who is an owner, and Anne Blower (IT) as an owner.

Sample Class Mosbens  Surche it s tn net ¢ T
Sc * A member

Sample Class

o Dercir

You can return to Manage team at any time to add or remove someone. You can
also return to change someone’s role.
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General Channel

The General Channel is the main Teams screen.

General Pon

5C
@
Sample Clase

Welcome to Sample Class

You can add Posts to the General Channel as well as upload Files. Unless you have
created other channels your links to join Meetings will appear here as well as any
recordings. There will also be notices for assignments.

16



Creating Posts

You can click on the Start a post button to provide information for all members of

your class to see.

Sample Class

) e Home page
] Class Notebook
Classwork
o Assignments
.,% - Grades
B Reflect
Q . Insights
* Main Channels
General

Apps

ey ]

Add a subject to your post and then type in your message. (Just like an email)
Click on the Post button when you are finished.

17



Dl Demo Instructor - Ty

Welcome!

B J U S|i=1

VoA AT & [

Looking forward to meeting everyone!

This is what everyone will see in the General Channel when they go to the Team.

S General bows

SC B Do
L
Sampis Class Welcome!
< OO (e
SC  General Posts Files (4] N

Dlﬂ Demo Instructor &51 PM

Welcomel

Looking forward to meeting everyone!

o, Reply

You can also use the Chat feature to converse with individuals or groups.

See page 58.
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Adding Files and Folders

To add files to the General Channel (or any channel) click on Shared at the top of
the General Channel window.

General Posts Shared Page (&

st | General Posts Shared v Page [(H 1 Meet now v

£ > General v & Share Forms B Editingridview E3 Workflows

— All Documents {5 In messages + Add view = W ] ) B [ Details

|-r..

L] Name ~ Modified @ Modified By - + Add eolumn

qll Class Materials

You can create new folders and different types of new files by clicking on the Create
or upload button on the right hand side.

M forms survey

M Visio drawing

. Markdown document

. Text document

&) Link

19



You can also click on the drop down arrow next to the word General to create new
folders, upload files, upload folders, and add templates to the Shared page.

s¢ General Posts Shared -

3 > General v

@8 New folder

(= All Document:

o, Files upload
[y » E£g Folder upload

= Add T lat
O m c o emplate

You can upload files, folders, and templates that you already have on your
computer by clicking on the drop down arrow button next to the word General. In
the example below I clicked on the drop down arrow, clicked on Files upload,
selected the file, and clicked on Open.

lnluov..A'.

& o
'..
B
B
B
B
B
aw
A7
e
‘ "
& W
‘,.4,
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After | clicked on Open, it uploaded the file underneath the Class Materials folder
on Teams. When you have successfully uploaded a file, you will see the message
on the bottom of your screen, as pictured below.

General e e (3 Mart recnw

General ~ 2 Swe Bl foms ] fdtmordview @8 Worklows - y-"’ig"-:"&m

— Al Docurmests

Mars
. Class Matenab

k= How 10 NanviQute Throogh Teame pdf

If you are wanting to upload a folder to your Teams class, click on the drop down
arrow beside General. Select Folder upload. Select the folder you want to upload
and then click on Upload and all of the files in it will be added to my Team.

You will see the following warning. Click on Upload to complete the process.

Upload 2 files to this site?

This will upload all files from "IT Cheat Sheets". Cnly do this if you

trust the site.
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5C  General Posts Filesv [+ o

+ New v T Upload » Share @ Copylink Zs& Sync . All Documents
Documents General
Name Modified Modified By = Add column
Email Af nds ago Demo Instructor

When you click on the folder you will see all of the files that were copied with the
folder when you uploaded it.

% General 7osts Page (1) (3 Meet now

General v 2 Share B Formz B Editingnid view & Workflows

= All Documents | (=) In massages { Add view ™ ) B8

Name Modified By

B Class Matesnialy

= How to Nawigate Through Teams.pad!

-~ IT Cheat Sheets

22



sc  General Posts Files v o

T Upload B Editingridview [ Share & Copylink < Sync — All Documents

Documents > General > Email

P’] Name ~ Modified “ Modified By +~ Add column

. o }
\ol ~Common Email Proble':> 42 minutes ago Demo Instructor

I Show more actions for this item l_

o . 7 "

iof  cyber-security-quick-reference.pdf SZTITTTOTES @y —emo Instructor
. oM 3

it Email Netiquette.pdf 42 minutes ago Demo Instructor
g S

@<  Email Review - Key.docx 42 minutes ago Demo Instructor
- M : :

= Email Review.docx 42 minutes ago Demo Instructor
my N

ol email-etiquette-quick-reference.pdf 42 minutes ago Demo Instructor
. M i

o) Gmail.pdf 42 minutes ago Demo Instructor

Beside every file are 3 dots (this is the Show more actions for this item button).
When you click on the 3 dots there are a number of things you can do with your
files.

SC General Fosis Files © (3

Documents © General » Email
Name

©@ .| “Common Email Problemspdf BR % Make this a tab

+ cyber-security-quick-reference.pdf aieit
Emad Notiquette. pdf
- Email Review - Key.docx
id shor tout
@< ~Email Review.docx Download
wou  emad-stiquette-quick reference. pdf = =

o Gmail.pd!

One of the things you might want to do is make a file read-only. This way students
can view the file but cannot change it. Click on Manage access to change how the
student is able to access the file.

23



Manage Access

People Groups = 4 Links

This file has not been shared with anyone yet.

@ Start sharing

Grant Access
=) stopsnaring

Click on the Groups tab to go to the next step.

Manage Access

5} Common Email Problems.pdf

-

-~

>
(¥2]

hare

People Groups - 4 Links

B Sample Class Owners

g% Sample Class Owners
Y ) ey T

§ N Sample Class Visitors

) Sample Class Members

SHAREPOINT GRO

© Stop sharing

Owner

Owner

S Can view

2 Can e <:|

The Members (students) Can edit. If you want to change the file to read-only click

on Can edit.
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Manage Access
Access summary

Sample Class Members can edit

Ways this group has access

Direct Access: can edit<:|

Now click on Direct Access: can edit

Ways this group has access

Direct Access: can review

Can edit
Make any changes

Can review
Suggest changes

| Can view
Cant make changes

Cant download
Can view, but not download

Mo direct access

Apply | Cancel |

v
¥

You can decide on how you would like to manage access to the document. As
shown above, you have 5 options. Select the option that is appropriate for the
document. Click Apply, then click the ‘x’ to close the window.

25



In addition to the General Channel that comes with every class you can also

Adding Additional Channels

create additional channels.

Channels organize all the files, conversations, and meeting links for a topic in one
place. Channels can be created for topics, units, projects, and more.

To create a channel, click on the More options button and the select Add channel.

T

< All teams

SC

Sample Class

Home page
Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

v Main Channels

General

Search (Ctri+Alt+E)

sc  General Posts Files [#

| DI° Demo Instructor

_ ne!
More options
ooking forward to meet

§£e3 Manage team
go Add member
= o, Reply
{7 Add channel

G2 Get link to team

E'Q Leave team

& Manage tags

W Delete team

26



Create a channel

Channel name *

Description

Help others find the right channel by providing a description

Choose a channel type * (f"

-

Select v
) Standard <:|
Everyone on the team has access,
D Private

Specific people on the team have access.

Cancel

Type in a name for your channel under Channel name. You can also include a
description. Choose a channel type. The usual choice is Standard; this gives
everyone in your class access to the channel. You would use Private if you are
setting up group projects for only some of your class.

27



Create a channel

Channel name *

®

Week 1 - Introduction

Description

Help others find the right channel by providing a description

Choose a channel type * (1)

Standard — Everyone on the team has access ~

|:| Automatically show this channel in everyone’s channel list -

You need to check the Automatically show this channel in everyone’s channel
list option before you click on Create. If you miss this step your students will not
see the channels you set up when they go to the class. (Sometimes the student
will need to click on Hidden to see the channels).

Create a channel

Channel name

Week 1 - Introductan

Description

Choose a channel type * (1)

w thes channel in everyons s channel st

28



1

u < Al teams

n
n

Week 1 - Introduction Posts  Files Notes  [5]

o

sC

&
&

Sample Class
&
= Home page £ =3
sigrre B ‘J
Claze Notebook | —
-~ —
u Classwork
Cowrde :
Assignmants J
i‘
S arades
Raflect
o irisights Welcome to the class!
Try @mentionng the clazs name or student names to start a
a2 nacre COMversatipn,

You can add posts to the channel you created as well as upload files to the

channel. You can create meetings and add them to specific channels. Assignments

can also be created and assigned to specific channels.

[T Q  Search (Ctrl+Alt+E)

- < All teams sC  Week 1 - Introduction Posts Files Notes
Activity

Chat SC DI° Demo Instructor 819 PM

W

Welcome!

7 Sample Class

@ Today we will do introductions and will go through the course outline.

Home page
\ssignmeants

Class Notebook

o, Reply
Classwork

Assignments
Grades
Reflect

Insights

¥ Main Channels

General

Week 1 - Introduction
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R
Reflect
< Inmights
Crares

e * Man Cranneis
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sl - Introdudian
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Scheduling Meetings

Meetings can be created in the Calendar.

w Q  Search (Ctri+Alt+E)

AQ < All teams s¢  Week 1 - Introduction Posts Files Notes

ctivity

Chat SC DI° Demo Instructor 8:19 PM

i

Welcome!

=7 Sample Class

@ Today we will do introductions and will go through the course outline.

Home page
Assignments

Class Notebook

o, Reply
Calendar
Assignments
% Grades
Calis
Reflect
O Insights
OneDrive
aee v Main Channels
General
Week 1 - Introduction

Apps

b Calender = 3 Teduy Magant W04 2006 = e T Fete appted - TH Mt 3
[ P 1" -
. » -t
~
=
R » T DX .
son s weyhom
M Y
2 iq Wetw
= s a@n
» s W 22 - e
] a a0 .
1 &
.
a
e . Yew ol berpates
o
My takevetans
y O G
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Click on the drop down arrow next to the New button to create your event,

channel meeting, webinar, town hall, class or lecture. Select Channel meeting.

-

" 3 Event

& Channel meeting

Organization templates
’ Ed Webinar

{5 Town hall

Ciass

Lecture

[ View all templates

T

D New meeting Detais

Add a title to your

meeting
]
b Set the day and time
for your meeting
D B

and guests

Close
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@ Sty 10 e beow Ty

11 on destiop metifcathons

_.’:,9 D New meeting Detall  Sctwtuing Assutut

Does not cepeat

Teery wesnday (Mo -

o)

Click on the arrow
beside Does not repeat
to set up a reoccurring
meeting. If your class is
woskh every Monday
afternoon, select
Weekly as an example.

New meeting Details Scheduling Assistant

Show as: Busy v Category: None W

Week 1 - Introduction

Add required attendees

9/4/2024

9:00AM v —

Time zone: (UTC-07:00) Mountain Time (US & Canada) \~» Response options Vv

9/4/2024

Does not repeat v

Add channel

v a Sample Class

General
Week 1 - Introduction

B 7 US'V 4 4

Type details for this new meeting

When you click on Add
channel you can select
the specific channel you
would like the meeting
to appear under. If you
do not select Add
channel the notice will
appear under the
General channel.

+ Optional

12200PM v 3h O ) Allday

Online meeting ‘)

¥ e =d"I192 CQ
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Canada) v Response options Require registration: None v Z?? Options

Who can bypass the lobby? ()

People in my org and guests v

+ Optional

More options

1200PM v 3h © ) Allday

@ Send personal invites @®

=

I
2]

72 K

Click on Send to schedule the meeting.

ARy Ao 5 Week 1 - Introduction  Pests  Fiws ot 5
SC Welcome!
day we wil d and hrowgh the course

Sample Class

Rep
m epl
Hoees page
Qs Noteto
| @ o
atemene
Apignmes
Gradet a8 Week 1 - introdattion
Weihresany, Segtenmer £ 2024 200 AV
fiect
Insghts Wt b meating
v w, Heply

The link to join the meeting appears under the Week 1 - Introduction channel.
When it is time to start your meeting you can click on the Join button here.
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It also appears on the Calendar. Go Calendar, click on the arrow beside the
current week.

Calendar

Doty < > August2ozs <:|

8PM
9PM
10 PM

11 PM

B

aPrmM
arm
10 PM

11 PM

19

Maonday

Calendar

Today 4 > August 2024

19

Monday

August 2024
S M T
28 29 30
4 5 6
11 12 13
18 19 20
25 26 27

w T
31 1
7 8
14 15
21 el
28 29

20

Tuesday

16

23

30

10

17

24

31

21

Wednesday

21

Wednesday
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Click on the arrows to navigate to the correct month if necessary and select the
date of your meeting.

Calendar

) Today ¢ > September 2024 ~~

Monday Tuesday Wednesday

&AM
9AM Week 1 - Introduction

Microsoft Teams Meeting

Demo Instructor
10 AM
11 AM

&
12 PM
# Join with an ID r Meet now -+ New

v B v
Tuesday Wednesday My calendar

Week 1 - Introduction
Sep 4 9:00 AM — 12:00 PM

Week 1 - Introduction Edit
Microsoft Teams Meeting !
Demo Instructor

© Microsoft Teams Meeting

¢ Sample Class > Week 1 - Introduction

(=) Chat with participants

o Demo Instructor
Orgsnizer

Click on the block for your meeting to Join or Edit.



My calendar

Week 1 - Introduction and Email
S5ep 12 1:00 PM — 4:00 PM

Edit

G2 hitpsy//teams.microsoft.com/l/meetup-join/l.. |J

B Sample Comp 125 » Week 1 - Introduction and
Email

Ul
r
[+
L8
[§
[+7)

o Anne Blower

Organizer

Click on the Join button to start your meeting.

You can also schedule a new meeting by going to Calendar and clicking on the

block for the date and start time for your meeting.

Calendar

G Today < > September 2024

09 10 11
Monday Tuesday Wednesday
10 AM
11 AM
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Running your Teams Meeting

Week 1 - Introduction

Wednesday, Sep 4 « 2:00 AM - 12:00 PM MDT

(N

Your camera is turned off

[

ﬂ‘l"' Computer audio

+ @

L:) Room audio

] Don't use audio

To turn your camera on click on the Camera button, (you can also set Background
filters if you wish after you have turned on your camera) and then click on Join

now button.

The buttons that you will be using to control your meeting are at the top of the

meeting screen.
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"2 The Show conversation button is used for conversations duringthe

meeting.

LA ~ - -

Meeting chat

SCNeQUIRa & mesnng

0
L—
“*9"% The Show participants button allows everyone to see who is in the
meeting.
. ). = Cymmm
Participants

(2 Share imveite

ol mo ing ar ')
® Suggestmm (4

DF  Demo Faculty

0S. Demo Student

05, Doemo Stdent10

AR  Anne Slower




C

"%** The Raise your hand button can be used to let the host of the meeting

know you want to speak. Demo Student has their hand raised.

React View Apps More Camera

P L e 0 B8 53 - m 8

Chat People Raise

DS |

Demo Instructor

Demio Student10 ¥

React

The Send a reaction button can be used to react to things during the
meeting.

Chat People Raise React Apps More Camera Mic Share

P & 0 © B8 B - & & @

¢ VO & G

DS

40



s

=% The Change your view button lets you select different views for your

screen.

¢ © B8 | _ 8
View - Mic

Raise React Apps More Camera

B Gallery WV

® Speaker

#5 Together mode

Demo Student i : X
Select max gallery size ?

Prioritize video

More options >

4275 The Add an app button lets you add additional apps to your meeting.

©@ B8 @ - TR T |

React View Apps More Camera Mic Share
Search for apps Q
. -’ m
Forms Polly Freehand by
InVision
ﬂ E s
oo
S,
Jira Cloud MindMeister
R See all
- Mind

Add a new app

123 Timer and Clock by Blue...
@ Timers, Agendas, Clocks 8 more, e... Add

Privacy |Terr~'s of use I Permissions

AhaSlides
(-‘ Enaaae vour audience with real int... Add
Manage apps Get more apps
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V9" The More actions button brings up a menu with a number of helpful

options. Record your meeting, setting for your camera and audio, etc.

You can also go to Setting and then Meeting options to control things like
whether participants can use their cameras or microphones.

@ B B - | & |

React View Apps More Camera Mic S

(® Record and transcribe b

(i) Meeting info

Z. Video effects and settings
DS ks Audio settings

Al Language and speech ?

§83 Settings >
@ Help

c © 8 @ - T R

Sh

Raise React View Apps More Camerz Mic

(@ Record and transcribe bd
() Meeting info

7. Video effects and settings

D w Ch Audio settings

Ajf Language and speech >
83 Settings >
! A Call health & "3
= Meeting options @ Help
o

W Accessibility

[ {X) Don't show chat bubbles

K\ Mute notifications
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Meeting options

° Some options may be locked. Learn more

| @
o

Security
Audio & video
Engagement

Roles

Recording & transcript

() Security

Who can bypass the lobby? (7)

People in my org and guests

9 |«

People dialing in can bypass the lobby

Enable Green room (i)

[ Audio & video

Allow mic for attendees (1)

Allow camera for attendees (i)

588

Provide CART Captions

() Engagement

Q&A

Allow reactions

8 0

Allow attendance report

& Roles
Announce when people dialing in join or leave @ Q
Choose co-organizers: Search for participants “

Who can present

Everyone

N
Enable language interpretation (i) @ )




8= Recording & transcript

Allow Copilot (i) 4

Click on Save when you are finished making selections.

Carera

Rt

Use the Camera button to control whether your camera is on or off.
Use the arrow beside the Camera button to select your camera or change
backgrounds.

e © B @ - (T

Raise React View Apps More Camera

Camera

@ Logi C310 HD WebCam (046d:081b)

(O HD User Facing (0408:a061)

Backgrounds

@ w Y

dam td —

l None Blur 2 | o <200

More video effects and settings




s .
i

Use the Mic button to control whether your mic is on or off. Use the
arrow beside the Mic button to select your mic or change settings.

Apps More Camera Mic

- (T o \!j

Speaker
@ Headset Earphone (Logitech Mono
H650e) (046d:0a47)

p

() Speakers (Realtek(R) Audio)

Microphone
(@ Headset Microphone (Logitech Mono
’ H650e) (046d:0a47)

(O Microphone Array (Realtek(R) Audio)

C) Microphone (Logi C310 HD WebCam)
(0464:081b)

Noise suppression Q

More audio settings

2= Use the Share content button to show material during the meeting.

Participants can share also.



Share content

Q Screen, window, or tab
Choose what you want to share

Microsoft Whiteboard

Start Whiteboard

PowerPoint Live

wy

ee your notes, slides, and audience while you present.

No files available

Excel Live

Share a workbook for everyone to work on together.

No files available
@ Browse OneDrive

The first option allows you to share a Browser Tab. This option will be either
Microsoft Edge or Chrome depending on which browser you are using.

Choose what to share with teams.microsoft.com

The site will be able to see the contents of your screen

Microsoft Edge tab Window Entire Screen

Use the toolbar - Microsoft Support

User Details Panel - Microsoft 365 admin center

Mail - Anne Blower - Outlock Select a tab to share
Home | Microsoft 365

Active users - Microsoft 365 admin center

20pemn

19 Also share tab audio 0

Cancel
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Choose what to share with teams.microsoft.com

The site will be able to see the contents of your screen

Chrome Tab Window

& (3) Teams and Channels | Week 1 - Introducti...
© Home | Microsoft 365

€ Home| Microsoft 365

o) Also share tab audio

You can share a Window.

Choose what to share with teams.microsoft.com

The site will be able to see the contents of your screen

Chrome Tab Window

c Teams and Channels |., ﬂ | Getting Started with Mi...

o) To share audio, share a tab or screen instead

Entire Screen

Select a tab to share

Share Cancel

Entire Screen
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You can share your Entire Screen.

Choose what to share with teams.microsoft.com

The site will be able to see the contents of your screen

Chrome Tab Window Entire Screen

Screen 1 Screen 2

o) Also share system audio \'E? -

hare Cancel

If you are wanting to play a You Tube video for example you will need to use
either a Microsoft Edge Tab, a Chrome Tab, or Entire Screen so that you can also
share system audio.

48



Assignments
< All teams B Assignments

Sample Class

Home page

Class Notebook

C k ~—

I3sswor ¥
AssQnments | —

I
Grades
-

Reflact
Insights

Don't you just love a blank slate?

» Man Channeh

Week 1+ introduction
- Croate
Week & gl

Click on the Create button to set up your assignment.

B New assignment <:|

o New quiz

(b Learning Accelerators >

> From existing

Click on New assignment.

Create your first assignment here.
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This is the screen where you will set up your assignment.

B Assignments

New assignment Add 10 coencars: Nome v Rost notifications tx Gererdl

Era Reven

- A S i so OO
B T U ¥YAaAANR EE » @

A hort feview oOF the Dasic emadl topics diecassed In Class

55 Aspl .
1148 &
AL Qurtent studerty
Al L
Fefiert creck-n ® ) o
Discard ('"’ i m

You can set the assignment to show in the student’s calendar.

New assignment

f Enter titie

B 7 U ¥ & A &

Enter instructions

Students can undo tum-in: Yes v

Add to calendars: None v Post n

v None

Students only

Students and me

Students and team owners
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You can also set the assignments to show in a particular channel if you are using additional

channels.

E Assignments

New assignment Students can undo tum-in: Yes Add to calendars: None v Post notifications to: Channel 2 - Student coliabor...

() Search channels

ﬁ Enter title
Channe! 1 - Instruction

A= E o B

w
=
€
(>
b3

General

Enter instructions
v Channel 2 - Student collaboration

o

Begin creating your assignment by entering a title and a description for the

assignment.
New assignment Add to calendars: None Post notifications to: General Late
f Email Review
= B I U ¥ & A M =E o @ & 9

A short review of the basic email topics discussed in class.

51



Next you would attach any file(s) needed for the assignment.

Assignments

% [ Add detai ][ Add steps J[ Add sparkle J[ Add leaming objective ][ Clarify concepts J =

@ Attach -+ New (8 Apps (I} Learning Accelerators

@ OneDrive
M} Class Notebook
G2 Link

@ Teams

#> Upload from this device <::|

P Attach —+ New [ ¢

Attach

There are several choices, | am going to Upload from this device.
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Navigate to where you have the file stored on your computer, select it and click
on Open button.

G Open
™ “ Enoch Materialz » Email B &)} Search Email y
Organize * Mew folder =~ [ o
3rd movie Mame " Date medified Type
2013-02-18 do Email Review.docx 2024-02-09 3:36 PM Microsoft Wore
Anne % email-etiquette-quick-reference.pdf 2024-01-29 1:58 PM Foxit PDF Read:
Anme - All Tect | % grmail-guick-reference. pdf 2024-01-29 1:31 PM Faoxit PDF Read
% outlook-quick-reference.pdf 2024-01-29 1:42 PM Foxit PDF Read
» Anne - Picture
Anne - Resum
» Anne's Taber L
Boat
» Boat - Pictures
File name: | Email Review.docx ~ | AllFiles (*.*) R
Open Cancel

—. Email Review.docx
v )
— Students can't edit Vv

2 Attach -+ New [ Apps 1T[_‘; Learning Accelerators

When files are attached they are read only. If | want the student to make changes
to the file, | need to change this to Students edit their own copy. (Please note:
files must be saved in the newest file format for this to work)

Click on the 3 dots to change this setting.

Students edit their own copy

~ Students can't edit

&

Open in Teams

Open in Word

& &

Open in Word Online

Download

;
5
A
i
s
,
v
¢

T Remove
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—. Email Review.docx
=]

— Students edit their own copy V

7 Attach -+ New [8 Apps (I Learning Accelerators (@ File limits

You can then schedule the date and time the assignment is due.

Fri, Aug 23, 2024 v

(L) 11:59PM v

Assignment will post immediately with
ate turn-ins allowed.

Edit assignment timeline

[u] Sample Class v

20

All current students s

L E

You will want to change the All current students option to All current and future
students. If this isn’t changed and a student is added to the class at a later date
they won’t see the assignment. If you create assignments before you add the
students, you MUST use All current and future students otherwise they won’t
see the assignments.

[u] Sampie Class

e All current students W

£ v 3 All current students

<% {3 All current and future ...
~J

O Individual students

O 5

o

€2 Groups of students

Preview
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You can add points to the assignment. If this is done, when you mark the
assignment the points you give the student will be automatically added to the
grade book.

* 2
<; Add tag
Reflect check-in
Preview @ ot

Save as draft

You can complete the assignment by clicking on the Assign button.

A\

i 2

O Add tag

&) Assign now

@ Schedule to assign in the future

You can also schedule an assignment for a future date by clicking on the arrow
beside the Assign button and selecting Schedule to assign in the future.
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< All teams Assignments

SC Upcoming Readyto grade Pastdue Returned Drafts
Sample Class Sep 18th Wednesday

Hothe gage Email Review

Class Notebook Due at 1:00 PM

Classwork

Assignments <:|

Grades

Reflect

Insights

The assignment is posted and can be seen anytime by going to Assignments.

You can also go to the General channel to see posted assignments. Any changes

you make like changing the due date/time will also be posted in the General
Channel.

< All teams General Posts Files

Last read
@ Assignments 8:46 PM Edited

Sample Class

Email Review

Home page
Due Sep 18
Class Notebook
Classwork View assignment

Assignments

Grades &

Q Assignments 8:47 PM
Reflect s} Assignment due date has been changed.
Insights

o, Reply
» Main Channels

General

Week 1 - Introduction 4 Starta post

Waal 2 _ Fmail
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Chats

You can also use the Chat feature to communicate with individual students or
groups of students.

i

[ . =
Lo ¢ Al teams 5t General Posts Fies

®
" DY . Demo instructor
o

¥
Welcome!
Sample Class
o, Looking farward to meeting averyons
= {ome page - -
o 335 Notebs
(-, = W Reply
&
Refie
e
Seneral
[+]
[ Start a post
W
N Chat [ o Demo Instructor (You) Ot
21 o
fos)
él

This Is your space

This space is for you only, to chat with someone else (or a select group) follow the
steps below:
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Click on the New chat button to start a chat with a specific student or teacher.

2} ‘Search (Ctri+Alt+E)

New chat (Alt+N)

EP Chat e = Dl° Demo Instructor (You) Chat

4]
Activity
9 v Pinned ﬁ

DIo Demo Instructor (You)

issignments
—

Calendar

To:  Enter name, email, group or tag

DI Demo Instructor (You)
DEMO.INSTRUCTOR

You're starting a new conversation

Type your first message below.

As you begin typing in the To: box a list of names appears. Select the person (or

persons) you want to chat with.
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To: demc{

ol Demo Instructor (You)

DEMO.INSTRUCTCR

DS Demo Student10
DEMO.STUDENT10
Demo User

2y DEMO.USER

Demo Student

93 DEMO.STUDENT

Nama Carnlhy

o

You're starting a new conversation

Type your first message below.

T DF  Demao Facalty X

Do Instractor (Youl
DEMOUNETHUCTOR

ol

0
®
-
&
s

You're starting a new conversation

Type your firnt message below

Click in the Type a message box to begin the chat.

Hil Can we meet this afternoon at say 2:007 A QD + | B
Click on the Send button to send the message.
pf  Demo Faculty Chat fles [E q %

Hil Can we meet this aftemoon at say 2:007
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Meet now (Instant Meetings)

An Instant Meeting can be started by clicking on the Meet now button in the
Calendar.

T S RV .o |

[B Work week ~~

Thursday Friday
Turn on *
H# Join with an ID 1 Meet now + New meeting .
Start a meeting now X rkweek
Meeting name

Meeting with Anne Blower
nesday Thursday

Get a link to share

Click on Start meeting button
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) on geskiop nonbcations,
Microsoft Teams meeting

Meeting with Anne Blower

- Computer audio o
(N
Your camern is turned off . D
&Y Room audio
s [,—. Don't use audio

Turn on your camera (you can also set a Background filter if you wish).

Click on Join now button

Invite people to join you X
Copy and share the link to invite someone.

&2 Copy meeting link <;:|

ce Add participants

1 Share via default email

Click on the button - you can then email the link to the people you want to attend
the meeting
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