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[bookmark: _TOC_250011]Signing into Microsoft (Office) 365

Go to www.office.com and sign in
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Your sign in name is your unbq.ca email. For example: firstname.lastname@unbq.ca Type in your email address and click on the Next button.



[image: ] 




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.
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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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Click on the Apps button to access all your apps, such as Teams and Outlook.
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[bookmark: _TOC_250010]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
[image: ]


Or


Figure 2
[image: ]

Creating a Class (Figure 1)


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





Creating a Class (Figure 2)
Click on the + to the right of Join a team





Select Class



Click on Use this template



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





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.



As you type the name you will see a list of suggested names to choose from.
[image: ]

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.

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.



Select Manage team to add both students and other teachers. It is recommended that you add jennifer.jackson@unbq.ca and anne.blower@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.
[image: ]
Click on the + Add member button to add both students and teachers.





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.

[image: ]

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.If you add someone to the list by mistake you can remove them by clicking on the X beside their name.


Role


In the example above I selected 2 students who are members, an additional teacher who is an owner, and Anne Blower (IT) as an owner.)
[image: ]
You can return to Manage team at any time to add or remove someone. You can also return to change someone’s role.

[bookmark: _TOC_250009]General Channel
The General Channel is the main Teams screen.
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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.

[bookmark: _TOC_250008]Creating Posts
You can click on the Start a post button to provide information for all members of your class to see.
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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.



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



You can also use the Chat feature to converse with individuals or groups. See page 58.

[bookmark: _TOC_250007]Adding Files and Folders
To add files to the General Channel (or any channel) click on Files at the top of the General Channel window.



You can create new folders and different types of new files by clicking on the New
button.



You can upload files, folders, and templates that you already have on your computer by clicking on the Upload button. In the example below I clicked on the Upload button and selected folder.

I then navigated to the folder I wanted and when I click on the Upload button the folder and all of the files in it will be added to my Team. You will see the following warning:

[image: ]

Click on Upload to complete the process.
[image: ]
When you click on the folder you will see all of the files that were copied with the folder when you uploaded it.
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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.
[image: ]
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.




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


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



Now click on Direct Access can edit

Click on the Can edit button



Click on Can view to make the file read-only. (You can also choose Can’t download if you don’t want the students to download the file.)

Click on the Apply button to complete the step.

[bookmark: _TOC_250006]Adding Additional Channels
In addition to the General Channel that comes with every class you can also 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.








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.




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).
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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.

[image: ]
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[bookmark: _TOC_250005]Scheduling Meetings
Meetings can be created in the Calendar.


[image: ]

Click on the + New meeting button to create your meeting.


Set the day and time for your meeting
Add a title to your meeting


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


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.





Click on Send to schedule the meeting.




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.

It also appears on the Calendar. Go Calendar, click on the arrow beside the current week.
[image: ]


Click on the arrows to navigate to the correct month if necessary and select the date of your meeting.
[image: ]

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




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.


[bookmark: _TOC_250004]Running your Teams Meeting




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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[image: ]The Show conversation button is used for conversations during the meeting.
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[image: ]The Show participants button allows everyone to see who is in the meeting.
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[image: ]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.
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[image: ]The Send a reaction button can be used to react to things during the meeting.
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[image: ]The Change your view button lets you select different views for your
screen.
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[image: ]The Add an app button lets you add additional apps to your meeting.
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[image: ]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.
[image: ][image: ]



[image: ]
Turn this option on if you want to receive attendance reports for your meeting!
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Click on Save when you are finished making selections.


[image: ]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.
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[image: ]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.
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[image: ]Use the Share content button to show material during the meeting.
Participants can share also.

[image: ]

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.
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You can share a Window.
[image: ]

You can share your Entire Screen.

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.

[bookmark: _TOC_250003]Assignments

Click on the Create button to set up your assignment.



Click on New assignment.

This is the screen where you will set up your assignment.
[image: ]
You can set the assignment to show in the student’s calendar.


You can also set the assignments to show in a particular channel if you are using
additional channels.




Begin creating your assignment by entering a title and a description for the assignment.
[image: ]

Next you would attach any file(s) needed for the assignment.
[image: ]





There are several choices, I am going to Upload from this device.

Navigate to where you have the file stored on your computer, select it and click on Open button.



When files are attached they are read only. If I want the student to make changes to the file, I 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.
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You can then schedule the date and time the assignment is due.
[image: ]

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.
[image: ]



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.

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

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.




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.
[image: ]

[bookmark: _TOC_250002]Chats
You can also use the Chat feature to communicate with individual students or groups of students.



[image: ]
This space is for you only, to chat with someone else (or a select group) follow the steps below:

Click on the New chat button to start a chat with a specific student or teacher.


[image: ]

As you begin typing in the To: box a list of names appears. Select the person (or persons) you want to chat with.

[image: ]
[image: ]

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


Click on the Send button to send the message.


[bookmark: _TOC_250001]Meet now (Instant Meetings)
An Instant Meeting can be started by clicking on the Meet now button in the Calendar.




Click on Start meeting button

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


Click on Join now button



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



Breakout Rooms
Breakout rooms in Microsoft Teams allow organizers/instructors to divide a meeting into smaller groups for focused discussions. Organizers/instructors can create, manage, and assign participants to breakout rooms either before or during a meeting. Participants can then join these rooms, participate in activities, and collaborate within their smaller groups. 
To create a breakout room, follow the instructions below. 
[image: ]From your co-pilot page, click on Apps (indicated by the blue arrow) and then click Teams (indicated by the yellow arrow in the second picture).
[image: ]


Once you are in Teams, click Calendar from the left hand column.
[image: ]
[image: ]Once you have been brought to the Calendar page, you will be able to create a meeting. Click the date and time you would like to schedule a meeting and a meeting box will pop up as shown below.




Fill in the meeting box with all the necessary information such as title of the meeting, invite required attendees (such as students within your class), the time and date of the meeting.
[image: ]

     
 
 Title 


Required attendees











Time and Date









[image: ]Once you have filled out the information, click on Send. You should see the screen below once you click on Send.  



[image: ]To create a breakout room within the meeting you just created, you will need to edit the meeting details. Click on the meeting ‘bubble’ (indicated by the blue arrow) and then click on edit (indicated by the yellow arrow).

[image: ]You should see the following screen once you clicked on Edit. On this screen, to create Breakout Rooms, click on the ellipses (3 dots) in the top right corner of the screen as indicated by the blue arrow.   



[image: ]Once you have clicked on the ellipses, you should see the following pop up box. You will then click on Breakout rooms indicated by the blue arrow. 



[image: ]Your screen should look like the picture below. You then want to click on Create rooms. 






[image: ]Once you click on Create rooms, you should see the image below. This is where you will decide how many breakout rooms you want. Either click beside the number (blue arrow) or click on the directional arrows (yellow arrow) above Add rooms. Once you decided how many rooms you want, click on Add rooms.  


You will then see the screen below. You can assign participants to specific rooms on this page. You can also rename the rooms if you choose as well. To assign participants to a breakout room, click on Assign participants (indicated by the blue arrow). If you would like to rename the breakout room, click the ellipses (3 dots) in the upper right corner of the breakout rooms (indicated by the yellow arrow) and then click on Rename. 
[image: ]



[image: ]If you click on Assign Participants, you should see the following screen. You will see Automatically assign 1-2 people to each room, Manually assign people rooms and Let people choose their rooms. This is completely up to you as the instructor as to how you would like the assign people to the rooms. Once you choose one of the three options, click on Next.


You have now created Breakout rooms for your meeting/class. 	

[bookmark: _TOC_250000]Breakout Rooms on the Teams App
Breakout rooms are also available in the installed version of Microsoft Teams. You can download Teams from the Microsoft store.
To download the Teams App to your computer, Click on the Start button.

Go to All apps


Select Microsoft Store

Type in Microsoft teams

Select the top option in the list



Click on the Microsoft Teams block.

Click on the Install button

Open the installed Teams App. If the icon is not on the Taskbar click on the Start button and go to All Apps.





Scroll down to Microsoft Teams and click on it.

If Teams is not on your Taskbar, right click on it in the Start menu and select More, then Pin to Taskbar.


If this a shared computer, like our classrooms there may already be accounts listed.

Click on Create or use another account to sign in.


Type in your unbq.ca email and click



[image: ]


Type in your password and click on Sign in




If this a classroom computer at Blue Quills select No, sign in to this app only. If this is your personal computer, you can click on OK.

Start your online meeting. Click on the Breakout rooms button.



Choose the number of rooms you want to create.
[image: ]

Select Automatically assign to let Teams decide who is in each room and then click Create rooms button.

This is what you will see when you choose the Automatically assign option.
[image: ]

If you want to assign specific students to groups use the Manually assign people to rooms option and then click the button.

Click on Assign participants to assign to rooms.


Click on the dropdown arrow beside unassigned for each participant to select room.



[image: ]

When you have assigned all the participants to room click on the Save button.

Click on the Open button when you are ready to have everyone go into their breakout room.

Breakout room 1
[image: ]

Breakout room 2
[image: ]
When it is time to end the breakout sessions you can Close rooms.

image71.jpeg
(1] Q  Search (Ctrl+Alt+E)

@ Stay in the know. Turn on desktop notifications.

d New meeting Details Scheduling Assistant

Ay
S} Show as: Busy \/  Category: None \ Time zone: (UTC-07:00) Mountain Time (US & Canada) \/ Response options \/  Require registration: None
amt
£ Addiitle
Teams
C] & [ + Optional
Aesgnmen
[ © 172472025 200PM v - 172472025 230PM v 30m @ ) Allday
Catncar
% @  Doesnot repeat v/
s
Does ot repeat
@
(]
e Every weekday (Mon - Fr)

@ paiy Online meeting @D

Weekly
= | SV S
Monthly
Aops eting
Yearly

Custom




image91.jpeg
(1] Q  Search (Ctrl+Alt+E)

@ Stay in the know. Turn on desktop notifications.

d New meeting Details Scheduling Assistant

Ay
S} Show as: Busy \/  Category: None \ Time zone: (UTC-07:00) Mountain Time (US & Canada) \/ Response options \/  Require registration: None
amt
£ Addiitle
Teams
C] & [ + Optional
Aesgnmen
[ © 172472025 200PM v - 172472025 230PM v 30m @ ) Allday
Catncar
% @  Doesnot repeat v/
s
Does ot repeat
@
(]
e Every weekday (Mon - Fr)

@ paiy Online meeting @D

Weekly
= | SV S
Monthly
Aops eting
Yearly

Custom




image72.jpeg
New meeting Details Scheduling Assistant

Show as: Busy \/  Category: None \ Time zone: (UTC-07:00) Mountain Time (US & Canada) \ Response options \/

/ Week1-Introduction

&  Add required attendees. + Optional
© 9472004 00AM v o 9/4/2024 1200PM v 3n Q) Allday
@  Doesnotrepeat v

B Add channel

~ B3 sample Class
@ General Online meeting @D

Week 1 - Introduction

= B T U STV & A Paageph v 28

Type details for this new meeting




image93.jpeg
New meeting Details Scheduling Assistant

Show as: Busy \/  Category: None \ Time zone: (UTC-07:00) Mountain Time (US & Canada) \ Response options \/

/ Week1-Introduction

&  Add required attendees. + Optional
© 9472004 00AM v o 9/4/2024 1200PM v 3n Q) Allday
@  Doesnotrepeat v

B Add channel

~ B3 sample Class
@ General Online meeting @D

Week 1 - Introduction

= B T U STV & A Paageph v 28

Type details for this new meeting




image74.jpeg
m S

Canada) \, Response options v Require registration: None v £3 Options

Who can bypass the lobby? ()

Peaple in my org and guests v

+ Optional
More options

12000M v 30 @) Allday

@) Send personalinvites

©





image95.jpeg
m S

Canada) \, Response options v Require registration: None v £3 Options

Who can bypass the lobby? ()

Peaple in my org and guests v

+ Optional
More options

12000M v 30 @) Allday

@) Send personalinvites

©





image75.jpeg
< Allteams

SE

Sample Class

Home page
Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

~ Main Channels

General

Week 1 - Introduction

sc Week 1 - Introduction Posts Files Notes

Welcome!

Today we will do introductions and will go through the course outline.
o, Reply
Dy DemoInstructor 837 M

= Week 1 - Introduction
Wednesday, September 4, 2024 9:00 AM

Scheduled a meeting

o, Reply

Join





image97.jpeg
< Allteams

SE

Sample Class

Home page
Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

~ Main Channels

General

Week 1 - Introduction

sc Week 1 - Introduction Posts Files Notes

Welcome!

Today we will do introductions and will go through the course outline.
o, Reply
Dy DemoInstructor 837 M

= Week 1 - Introduction
Wednesday, September 4, 2024 9:00 AM

Scheduled a meeting

o, Reply

Join





image76.png
G Today < > August2024 v

19 20 21

Monday Tuesday Wednesday

LY

10PM

11PM




image99.png
G Today < > August2024 v

19 20 21

Monday Tuesday Wednesday

LY

10PM

11PM




image3.png
Microsoft

<« demo.instructor@unba.ca

Enter password

Forgot my password




image78.png
=]

@ Today
19
Mondsy

LY

LY

10PM

11PM

<

> August2024 v

August 2024

s

28

4

1

18

25

M

29

H

12

19

2

TwoT

30 31 1

6 7 8

13 14 15
@m

20 &) 22
=)

27 28 29

16

23

30

10

17

24

31

21

Wednesday




image80.png
B Today < > September2024 \/

02 03 04
Monday Tuesday Wednesday
sAM
9am Week 1 - Introduction
Microsoft Teams Mesting
Demo Instructor
10AM
1AM

12PM




image81.jpeg
03
Tuesday

04

Wednesday

My calendar

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

i

Edit

@© Microsoft Teams Meeting

@ https//teams microsoft.comy/l/meetup-foiny/1...

8 Sample Class > Weekc1 - Introducton

(5 Chat with participants

© Demo Instructor
S
Organizer

# JoinwithanID | O Meetnow ‘

o




image103.jpeg
03
Tuesday

04

Wednesday

My calendar

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

i

Edit

@© Microsoft Teams Meeting

@ https//teams microsoft.comy/l/meetup-foiny/1...

8 Sample Class > Weekc1 - Introducton

(5 Chat with participants

© Demo Instructor
S
Organizer

# JoinwithanID | O Meetnow ‘

o




image82.png
My calendar J

Week 1 - Introduction and Email
Sep 12 1:00 PM - 4:00 PM

@© Microsoft Teams Meeting

s microsoft com/meetupoin/t.. (0

@ SemPle Comp 125 > Week 1 - Introduction and
Email

(5 Chat with participants

o Anne Blower
Organizer




image105.png
My calendar J

Week 1 - Introduction and Email
Sep 12 1:00 PM - 4:00 PM

@© Microsoft Teams Meeting

s microsoft com/meetupoin/t.. (0

@ SemPle Comp 125 > Week 1 - Introduction and
Email

(5 Chat with participants

o Anne Blower
Organizer




image83.png
@ Today <
09
Monday
9aM
10AM

1AM

> September2024 v/

10

Tuesday

1

Wednesday




image107.png
@ Today <
09
Monday
9aM
10AM

1AM

> September2024 v/

10

Tuesday

1

Wednesday




image85.jpeg
ENem)

Week 1 - Introduction

Wednesday, Sep 4 + 9:00 AM — 12:00 PM MDT

N

Your camera i turned off

() Computer audio

Logitech Mono H650e

@

O Room audio

B [§!  Don'tuse audio

Cancel

i)




image109.jpeg
ENem)

Week 1 - Introduction

Wednesday, Sep 4 + 9:00 AM — 12:00 PM MDT

N

Your camera i turned off

() Computer audio

Logitech Mono H650e

@

O Room audio

B [§!  Don'tuse audio

Cancel

i)




image4.png
m Microsoft

demo.instructor@unbg.ca
Stay signed in?

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

(] Don't show this again

No Yes




image86.jpeg
More





image111.jpeg
More





image88.png
> < 6 © B

People  Raise View  Apps  More Camera

| &
e

Share





image89.png
-




image90.png
-

Meeting chat x

Vesterday 837 PM

Scheduled a meeting

Today

O 604PM Mesting started

Type a message

v ©® + P




image91.png
Seople




image92.png
Camera Mie Share
Participants oo X
[iype a name Q
[ Share invite

 In this metin

Demo Instructor

Organizer

ol
v Suggestions (4)
DF_ Demo Faculty
]
DS Demo Student
°
DS_ Demo Student10
©

AB  Anne Blower





image93.png




image94.jpeg
O P e o 8

People  Raise  React  View  Apps  More

1¢

DS

DS





image95.png




image5.png
m365.cloud.microsoft/chat/?auth=2&home=1 *

0y M365 Copilot @
Q search
® chat
. . Hi there, try asking, ‘what can you do?'

Explore agents

Create agent ;
Message Copilot

Conversations v
== © + ¢
2 Create
B Apps ’ ’
Analyze the following text and Prepare a daily brief of news Write some funny Out of Office
@ Admin make suggestions on how to... from the finance regarding... ‘email responses to use while I"..
Sharpen yourwriting Meritorindutn neve Going on holiday?
See more v

JJ Jennifer Jackson




image96.jpeg
e

(o]
o3
seopie

¢ ©@ B8 &

Rase  React  View  Apps  Mor

cvees

DS




image97.png
.




image98.jpeg
c © 8

View  Apps Mo | Cemer Mie
B Gallery v
@ Speaker

£3 Together mode

Selectmaxgaleysize >

Prioritize video

More options >




image100.png
Apps




image101.jpeg
© B8 LA
Rect  View  Apps Mo Gamen Mic Share
Search for apps Q

. v

Forms Polly Freehand by

InVision

F =

- Mind
Add a new app

123 Timer and Clock by Blue...
Timers, Agendas, Clocks & more, e.. | Add

AhaSlides
Enasoe vour audience with realint... | Add

Manage apps Get more apps




image102.png
-




image104.jpeg
©

React

B

View

Asps

More Camera Mic

@ Record and transcribe

@ Meeting info

7. Video effects and settings
C Audio settings

A Language and speech

€83 Settings

@ Help

>

>




image105.jpeg
& © B8

. Rese  Rext  View  Apps

A~ Call health
2 Meeting options

T Accessibility

[ IS) Don't show chat bubbles

B Mute notifications

More Camera

@ Record and transcribe

@ Meeting info

7. Video effects and settings
C Audio settings

A Language and speech

£83 Settings

@ Help

>

>




image106.jpeg
Meeting op

ns

‘Some options may be locked. Learn more

D0 B ©

Security
Audio & video
Engagement
Roles

Recording & transcript

© Security

Who can bypass the lobby? (©)

Peaple in my org and guests

People dialing in can bypass the lobby

Enable Green room (D)

¥ Audio &

Allow mic for attendees ()




image107.jpeg
Allow camera for attendees (D)

Provide CART Captions

(© Engagement

Q&A
Allow reactions

Allow attendance report

®

8 8¢




image6.png
< c

0y M365 Copilot @ L Install apps

Search APPS
O Chat

m365.cloud.microsoft/apps/?auth=2&home=1&from=ShellLogo&username=jennifer.jackson%40unba.cadllogin_hint=jennifer jackson%40unbg.ca Y s @

0o

Agents ~

Explore agents °c<>

Create agent

@ Outiook @l wou W o @ roverroint

M365 Copilot App

Conversations v

= e All apps >

i Create

& Apps Use across Teams, Outlook, and Microsoft 365 Copilot

@ Admin
0 Copilot ‘!‘ Org Explorer

Get work done

JJ Jennifer Jackson
Other Apps




image108.jpeg
& Roles
Announce when people dialing in join or leave ()

Choose co-organizers: Search for participants

Who can present

Everyone

Enable language interpretation (D)




image131.jpeg
Allow camera for attendees (D)

Provide CART Captions

(© Engagement

Q&A
Allow reactions

Allow attendance report

®

8 8¢




image132.jpeg
& Roles
Announce when people dialing in join or leave ()

Choose co-organizers: Search for participants

Who can present

Everyone

Enable language interpretation (D)




image109.png
Recording & transcript

Allow Copilot (D) ¢




image110.png




image111.png
S




image112.jpeg
c © B

Rase  React  View  Apps  More Camera

Camera

@ Logi C310 HD WebCam (046¢:081b)

O HD User Facing (0408:a061)

Backgrounds

@ w Y

' None Blur

More video effects and settings





image113.png




image114.jpeg
B

View

| e, 8

Aops More camera Mic

Speaker

@ Headset Earphone (Logitech Mono
H650e) (0460:0347)

O Speakers (Realtek(R) Audic)

Microphone

@ Headset Microphone (Logitech Mono
H650e) (0460:0347)

O Microphone Array (Realtek(R) Audio)

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

Noise suppression o)

More audio settings




image115.png
hare




image7.jpeg
(T Search (Ctrl+Alt+E) - @

@ Stay in the know. Turn on desktop notifications. Tumon | X
‘O Teams w88 Join or create team

iy

e v Classes

ke M5

sssignmens

Catendtar Handbook Committee ACP 200: Interpersonal -.» ACP 300 : Prevention ISWK 3300/3301 (2023- - MSWK 5510

Communication and Treatment Planning 2024)

S

cae




image116.jpeg
@ A T

View  Apps  More camers Mic

Share content

Share

[ Screen. window, or tab
Choose what you want to share

Microsoft Whiteboard
Start W

iteboard

PowerPoint Live

See your notes, sid

and audience while you present.

No files available

Excel Live

Share a workbook for everyone to work on together.

No files available

@ Browse OneDrive




image117.png
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 - Outlook Select 3 tab to share

Home | Microsoft 365

2opemn

Active users - Microsoft 365 admin center

O Aoshare tab audio @

Cancel




image118.png
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

@ () Teams and Channes | Week 1 - Inroducti

O Home| Microsoft 365 Select 3 o share

© Home | Microsc 365

) Alzo share tab sudio ©

e




image119.png
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

© Teamsand Channels|.. @ Getting Started with Mi..

o share audio, share a tab or screen instead

e




image120.png
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

Sereen1 Screen2

) Also share system audio

Share cancel




image145.png
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

Sereen1 Screen2

) Also share system audio

Share cancel




image121.jpeg
< Allteams r=Y Assignments

©v
)

Sample Class

Home page
Class Notebook
Classwork A )
Assignments

Grades

Reflect

Insights

Don't you just love a blank slate?

- Mein chames Create your first assignment here.

General

Week 1 - Introduction m
Week 2 - Email




image147.jpeg
< Allteams r=Y Assignments

©v
)

Sample Class

Home page
Class Notebook
Classwork A )
Assignments

Grades

Reflect

Insights

Don't you just love a blank slate?

- Mein chames Create your first assignment here.

General

Week 1 - Introduction m
Week 2 - Email




image122.png
B New assignment
@ New quiz

[b Learning Accelerators >

@ From existing




image149.png
B New assignment
@ New quiz

[b Learning Accelerators >

@ From existing




image8.png
© Login | Microsoft 365

[+ Q  Search (Ctrl+Alt+E) - ol
@ Stay in the know. Turn on desktop notifications. Tumon | X

Q Join a team +

iy

[S) Type to search Q # p Jp

cns

e Teams for you Join a team with a code record please IMME project
pusic pusic
& Enter join code.
sssignmens

record please IMMEF project
Caendar

<

Ccalls




image123.jpeg
oc

Newassignment | Add to calendars:None ~  Post notifcations to: General +  Late turn In notifications: OFf v/

£ emsilevew B gz v
B I U YAMB © @8 9 O Wy 57
A short eview of the basic email topics discussed ncass PR ———————
sloved 235

B sampleciass ~
8 Al current students v
@ Add rbric
% Nopoints

%% ((Agd deuai ) (Aca steps ) (Asa sparite ) (Add leaming objective ) ((Clarity concepts = © mi

2 Attach  + New B8 Apps [l Learning Accelerators Q@ fetectcedch @ o




image124.jpeg
Assignments 2 C0

New assignment | Add to calendars: None ~  Post notifications to: General »  Late turn in notifications: Off v/
v None
[ Enterti Sun, Aug 25, 2024 v
Students only
B o @ @ ® 1s9pm ~
Students and me
Enterin Assignment will post immediately with

late tum-ins allowed.

Students and team owners
Edit assignment timeline

] sample Class v
@ Al current students v
@ Add rubric

% Nopoints

Discard Save as draft





image152.jpeg
Assignments 2 C0

New assignment | Add to calendars: None ~  Post notifications to: General »  Late turn in notifications: Off v/
v None
[ Enterti Sun, Aug 25, 2024 v
Students only
B o @ @ ® 1s9pm ~
Students and me
Enterin Assignment will post immediately with

late tum-ins allowed.

Students and team owners
Edit assignment timeline

] sample Class v
@ Al current students v
@ Add rubric

% Nopoints

Discard Save as draft





image125.jpeg
Assignments

New assignment | Add to calendars: None \  Post notifications to: General \/

Q earch channels

L Entertitle

v General

B 7T U ¥ &A%
Week 2 - Email
Enter instructions

Week 1 - Introduction

2 C 0o
Late turn in notifications: Off v
Sun, Aug 25, 2024 v
© 1159PM ~

Assignment wil post immediately with
late tum-ins allowed.

Edit assignment timeline

F)  Sample Class v

@ Al current students v

@ Add rubric
s

X No points

ard Save as draft




image154.jpeg
Assignments

New assignment | Add to calendars: None \  Post notifications to: General \/

Q earch channels

L Entertitle

v General

B 7T U ¥ &A%
Week 2 - Email
Enter instructions

Week 1 - Introduction

2 C 0o
Late turn in notifications: Off v
Sun, Aug 25, 2024 v
© 1159PM ~

Assignment wil post immediately with
late tum-ins allowed.

Edit assignment timeline

F)  Sample Class v

@ Al current students v

@ Add rubric
s

X No points

ard Save as draft




image126.png
New assignment  Add to calendars: None \/  Post notifications to: General v Late

/#  Email Review

B 7T U ¥ &M =

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




image127.png
%, (aaaen ) (2 spe ) (A spare ) (A g et ) (Cortyconeps) =

% Attach -+ New R Apps [Ih Learning Accelerators




image128.png
@ OneDrive
@} Class Notebook

© Link

W Teams

2 Upload from this device

2 Attach  + New K /

Attach





image158.png
@ OneDrive
@} Class Notebook

© Link

W Teams

2 Upload from this device

2 Attach  + New K /

Attach





image129.png
Open

> v 4 70« EnochMaterials > Email v

Organize = Newfolder

>

3 3rd movie

T3 2013-03-18 do.
5 Anne

T3 Anne - All Tech |
T Anne - Picture
T3 Anne - Resum
. Anne's Taber L
73 Boat

3 Boat - Pictures

Neme
Email Review.docx

5] email-etiquette-quick-reference.pdf
[£) gmail-quick-reference paf

(5] oulook-quickrefrence o

(¢}

Search Email

Date modiied
2000.02.09.336 PM
20000129 1:58 PM
20000129131 M

2004-01-29 1:42PM

Fename e

Open

Foxit PDF Readh

Foxit PDF Readh

Foxit PDF Readh

Cancel




image9.jpeg
[ Q  Search (Cri+Alt+E) oy

@ Stay in the know. Turn on desktop notifications. Tumon | X
AO Teams «+ &8 Join or create team
iy
o) 83 Create team
S5 v Classes

& Join team

Ny < e




image160.png
Open

> v 4 70« EnochMaterials > Email v

Organize = Newfolder

>

3 3rd movie

T3 2013-03-18 do.
5 Anne

T3 Anne - All Tech |
T Anne - Picture
T3 Anne - Resum
. Anne's Taber L
73 Boat

3 Boat - Pictures

Neme
Email Review.docx

5] email-etiquette-quick-reference.pdf
[£) gmail-quick-reference paf

(5] oulook-quickrefrence o

(¢}

Search Email

Date modiied
2000.02.09.336 PM
20000129 1:58 PM
20000129131 M

2004-01-29 1:42PM

Fename e

Open

Foxit PDF Readh

Foxit PDF Readh

Foxit PDF Readh

Cancel




image130.png
55 Email Review.docx
Students can't edit

% Attach -+ New [ Apps [Ih Learning Accelerators




image162.png
55 Email Review.docx
Students can't edit

% Attach -+ New [ Apps [Ih Learning Accelerators




image131.png
Students edit their own copy

+ Students can't edit

@ OpeninTeams
@Y Open in Word

@Y Open in Word Online
oncepts ] | Download

T Remove




image132.png
55 Email Review.docx
Students edit their own copy

% Attach -+ New R Apps [Ih Learning Accelerators () File li





image133.png
Fri, Aug 23, 2024 ~

© 1ns9em ~

Assignment il post immediately with
late tum-ins allowed.
Edit assignment timeline

) Sample Class v

@ Allcurrent students v




image134.png
F]  Sample Class

Al current students

& All current students
G Al current and future ...
& Individual students

& Groups of students

il
vy
O
D

Preview




image135.png
*
Q) Addtag

Q@ Reflectchedkein @) o

Preview

] | Saveas draft




image168.png
*
Q) Addtag

Q@ Reflectchedkein @) o

Preview

] | Saveas draft




image136.png
2
) Addtag

&) Assign now

8 Schedule to assign in the future

RS ... | |




image10.jpeg
[ Q  Search (Cri+Alt+E) oy

@ Stay in the know. Turn on desktop notifications. Tumon | X
AO Teams «+ &8 Join or create team
iy
o) 83 Create team
S5 v Classes

& Join team

Ny < e




image170.png
2
) Addtag

&) Assign now

8 Schedule to assign in the future

RS ... | |




image137.jpeg
< Al teams Assignments

e Upcoming Readytograde Pastdue Returned Drafts
Sample Class Sep 18th Wednesday

Home page Email Review

Class Notebook Dueat 100PM

Classwork

Assignments
Grades
Reflect

Insights




image172.jpeg
< Al teams Assignments

e Upcoming Readytograde Pastdue Returned Drafts
Sample Class Sep 18th Wednesday

Home page Email Review

Class Notebook Dueat 100PM

Classwork

Assignments
Grades
Reflect

Insights




image138.jpeg
< All teams . General Posts Files

=
sc
sample Class
Email Review
Home page
buesen 18
Class Notebook
Classwork View assignment

Assignments

Grades
@ Assignments 8:47PM

Reflect =} Assignment due date has been changed,

Insights

o, Reply

* Main Channels

General

R —

.




image139.jpeg
&

Q < Allteams

ax | SC

= sample Class

[E] Home page
pssignmenes
Class Notebook

Classwork
Caendsr

Assignments

& Grades

s

Reflect

= Insights
OneDrive

~ Main Channels

General

Week 1 - Introduction

os

General  Posts Files

Search (Ctrl+Alt+E)

Dy, Demo Instructor Vesterday 651 PM
Welcome!

Looking forward to meeting everyone!

o, Reply




image175.jpeg
&

Q < Allteams

ax | SC

= sample Class

[E] Home page
pssignmenes
Class Notebook

Classwork
Caendsr

Assignments

& Grades

s

Reflect

= Insights
OneDrive

~ Main Channels

General

Week 1 - Introduction

os

General  Posts Files

Search (Ctrl+Alt+E)

Dy, Demo Instructor Vesterday 651 PM
Welcome!

Looking forward to meeting everyone!

o, Reply




image140.jpeg
i Q. Search (Ctri+Alt+E)

Q Chat O ] DI, Demo Instructor (You) Chat files

0 s

Dy Demo Instructor (You)

This is your space

This chat is just for you..with you. Use it for drafts, send files to
yourself, or get to know chat features a lttle better.

sops

Type a message » O ® + | >




image141.jpeg
Chat
~ Pinned
) Dl Demo Instructor (You)

]

ssignments

e

New chat (Alt+N)

(&

Q  Search (Ctri+Alt+E)

DI, Demo Instructor (You) Chat




image178.jpeg
Chat
~ Pinned
) Dl Demo Instructor (You)

]

ssignments

e

New chat (Alt+N)

(&

Q  Search (Ctri+Alt+E)

DI, Demo Instructor (You) Chat




image142.png
fo: Enter name, email, group or tag

i Demo Instructor (You)
DEMO.INSTRUCTOR

e ®
You're starting a new conversation

Type your first message below.




image10.png
"o

Tumon | X

88 Join or create team

88 Create team

& Join team

M5




image143.jpeg
To:  demd|

Demo Instructor (You)

Pl pemoINSTRUCTOR

s Demo Studentio
DEMO.STUDENTIO
Demo User

PU' pemouser

s Demo Student
DEMO.STUDENT

Pamn Caruiin

You're starting a new conversation

Type your first message below,




image144.png
DF  Demo Faculty X |

i Demo Instructor (You)
DEMO.INSTRUCTOR

You're starting a new conversation

Type your first message below.

Type a message v o+ >




image146.png
Hil Can we meet this afternoon at say 2:007 vy ©@ + | B





image147.png
G 8

Ry Demo Faculty Chat Files

1026 AM

Hil Can we meet this aftemoon at say 2:002




image184.png
Hil Can we meet this afternoon at say 2:007 vy ©@ + | B





image185.png
G 8

Ry Demo Faculty Chat Files

1026 AM

Hil Can we meet this aftemoon at say 2:002




image148.png
# JoinwithanID | O Meetnow ‘

B Work week v

12 13

Thursday Friday




image187.png
# JoinwithanID | O Meetnow ‘

B Work week v

12 13

Thursday Friday




image150.png
# Join with an ID @ Meet now

Start a meeting now

Mesting name
22

Meeting with Anne Blower
resday Thursday

Geta link to share





image189.png
# Join with an ID @ Meet now

Start a meeting now

Mesting name
22

Meeting with Anne Blower
resday Thursday

Geta link to share





image12.png
"o

Tumon | X

88 Join or create team

88 Create team

& Join team

M5




image151.png
 on desktop notifications.

= O]

N

Your camera is turned off

Microsoft Teams meeting

Meeting with Anne Blower

() Computer audio

Logitech Mono H650e

¢+ @

O Room audio

@ S Don'tuse audio

Cancel

i)




image191.png
 on desktop notifications.

= O]

N

Your camera is turned off

Microsoft Teams meeting

Meeting with Anne Blower

() Computer audio

Logitech Mono H650e

¢+ @

O Room audio

@ S Don'tuse audio

Cancel

i)




image152.png
Invite people to join you
Copy and share the link to invite someone.

@ Copy meeting link

8 Add par

ipants

B3 Share via default email




image193.png
Invite people to join you
Copy and share the link to invite someone.

@ Copy meeting link

8 Add par

ipants

B3 Share via default email




image153.png
Qe 0 L

Q_ search

O Chat

Conversations v

Pages v oﬁpim G} Outlook W Word K7 Excel D PowerPoint

{2 Create

| BS Apps @ OneDrive [T Teams [Sp  SharePoint

Admin Mg

Use across Teams, Outlook, and Microsoft 365 Copilot

o Copilot .‘!‘ Org Explorer

Get work done




image154.png
& M365 Copilot

Q search

® chat
Conversations
Pages

i Create

85 Apps

Admin

Hi Jennifer, what can | help you with?

[Message Copilot

4

4

Analyze the following text and
'make suggestions on how to...

Sharpen yourwting

Prepare a daily brief of news
from the finance regarding...

Moritorindustry neus.

4

©

Write some funny Out of Office
‘email replies when I'm on...

Going on holday?

Seemore v




image155.png
L] Q  Press Ctrl+Alt+G to go right to a chat ¢

Teams
Aciity

v Classes

. 1vIS 100 (SIS
262 262
-
K
e SWK 141/142 -
o - Practicum Prep
Oneorive

. = A =7




image156.png
Q  Search (Ctri+Alt+E)

Q

et @ | BToday < > July21-252025 v

[S) 21 22 23
et Mon Tue Wed
&

Teams

& e

S—

a

(3 ®©  Add a room or location

e

o 2 Add a description
Onerve

More options

EEY





image13.png
© Login | Microsoft 365

[+ Q  Search (Ctrl+Alt+E) - ol
@ Stay in the know. Turn on desktop notifications. Tumon | X

Q Join a team +

iy

[S) Type to search Q # p Jp

cns

e Teams for you Join a team with a code record please IMME project
pusic pusic
& Enter join code.
sssignmens

record please IMMEF project
Caendar

<

Ccalls




image157.png
k=) Sample meeting

Jennifer Jackson X || Sample Student X

Sample Student1 X ||Sample Student2 X

Suggested times

‘Wed 7/23
3:00 PM - 3:30 PM
© Avalable: Everyone

7/23/2025 &
7/23/2025 &

Add a room or location

@D O Teams meeting

Add a description

4

‘Wed 7/23
3:30 PM - 4:00 PM
© Availble: Everyone

® ) Alday




image159.png
Q B @Tedy < > July21-25.2025 v B Workweek v = Fitar v == | il Meatnow - [
Aciy

I6) 21 22 23 24 25

D on Toe e ® ™ &

& 2

Teams





image161.png
|
23

Wed © 5 Sample meeting

(©  Wed 7/23/2025 3:00 PM - 3:30 PM

O chat |

© Microsoft Teams Meeting

| . You're the organizer.
Didn'trespond 3





image163.png
‘Sample meeting - Meeting X

Event  Scheduling Assistant

B Cancel (O ‘ (X Join  §83 Meeting options & Tracking > Response options v | g Busy v {3} 15 minutes before v | ¢ Categorize v | -

@ Sample Student + 2 attendees are i different time zones. Use the Scheduling Assistant to select times (.
across time zones.

< B > Wed,Jul23,2025 v a2

N o Calendar
\E\ Sample meeting D join O Chat e
o | Jennifer Jackson X | Sample Student X ||Sample Student1 X Optional
® | sample Student2 X | Som
® ‘ 7/23/2025 H 300PM v ‘w‘ 330PM v ‘ ® © Makerecuring (@ ) Allday o
& Find a Time >
7oM

©  Microsoft Teams Meeting X (@) In-person event

: 8PM





image164.png
v | O categorize +

ul 23, 2025 v




image165.png
oy Q  Search (Ctri+Alt+E)

L chat « = &  (F) Samplemeeting Crat Snared Recap Atiendance Breakout Rooms +3
"
-] Copilot
2 O ©00
& pmes
=
e Q Jennifer Jackson (You)
Ao | pecent
Dene Art 103 s
Catentr Natalie: o havert
% Training Meeting v
Marlene: s taking a while
aas

macihtatan Entrance Program Online I... 4/14 Create breakout rooms
Grade 10-12 (Unverified): thank you you too!
mécihtatan Entrance Program Online In... 4/9 See your rooms and set them up the way you want, all right here.

Regina Fox (Unverified): ki tho! @

Dorothy, Jessie, Kevin, +6 49

. Charys, Dylan, Sadie, +3 4/16
(o) Steve: tanisi kahkiyaw, Well Charys & Dylan both of
N
N




image166.png
Create rooms

How many rooms do you need?
2

W-I




image167.png
‘ Sample meeting Chat Shared Recap Attendance BreakoutRooms +3

\&anwm\". &+

& 0 participants & 0 participants




image169.png
Assign participants to breakout rooms

@®  Automatically assign 1 - 2 people to each room

O Manually assign people to rooms

O Let people choose their rooms




image170.jpeg
Page 67 0f 67  2352words  [[% m:maa) k=]




image11.png
© Login | Microsoft 365

o c

@ Stay in the know. Turn on desktop notifications.

L Joinateam +
sy
S} Type to search Q

cns

Teams for you

Teams

& Enter





image208.jpeg
Page 67 0f 67  2352words  [[% m:maa) k=]




image171.jpeg
Pinned
Edge Mail
Solitaire &  WhatsApp

Casual Games

Prime Video

Calendar  MicrosoftStore  Photos Settings
Spotify Netfli Microsoft
Clipchamp

Instagram  Messenger  Calculator Clock




image210.jpeg
Pinned
Edge Mail
Solitaire &  WhatsApp

Casual Games

Prime Video

Calendar  MicrosoftStore  Photos Settings
Spotify Netfli Microsoft
Clipchamp

Instagram  Messenger  Calculator Clock




image173.jpeg
All apps

Java
New

Mail

Maps

Media Player

Microsoft Clipchamp.

Microsoft Edge.

Microsoft Office 2016 Tools

Microsoft Store
System

Microsoft To Do,

Mixed Reality Portal
System

QSBRFIRNROD =




image212.jpeg
All apps

Java
New

Mail

Maps

Media Player

Microsoft Clipchamp.

Microsoft Edge.

Microsoft Office 2016 Tools

Microsoft Store
System

Microsoft To Do,

Mixed Reality Portal
System

QSBRFIRNROD =




image174.jpeg
®

. = s
a microsoft teams| x

| n microsoft teams
® Q microsoft teams app
apps
o microsoft teams meeti.
Gaming
Microsoft Teams
2
2 |
sresce
Microsoft Teams Play
Eneerinrd App
&, Microsoft Mesh
> | ey
L Ao
Video Meetings
Wt e 0
Y Surface HUb 2505 v e v e s se

&  Migration Launcher.




image214.jpeg
®

. = s
a microsoft teams| x

| n microsoft teams
® Q microsoft teams app
apps
o microsoft teams meeti.
Gaming
Microsoft Teams
2
2 |
sresce
Microsoft Teams Play
Eneerinrd App
&, Microsoft Mesh
> | ey
L Ao
Video Meetings
Wt e 0
Y Surface HUb 2505 v e v e s se

&  Migration Launcher.




image176.jpeg
a microsoft teams Q &

“microsoft teams”

®

i Al departments Apps Games Movies TV Shows

(=)

g
Microsoft Teams Free Microsoft Teams Play Free
& 6 5% g | Peocinciey Together
e 47% Apps socl
. i i S R o i R R s AR
i, S s b cctin, ol {5l Topehr g o Thes G B o s
Crat. moet. cal, snd collsborate. 1 Vide chat it rinet  Phay Together
<> i
£
e

&

wnat New:

Microsoft 365 (Office)  installed Zoom Workplace Free

Iy 22% Apps Productivity 35% Apps Productivity
Lorary

TR e T el ey st Fie R AR e e

=




image216.jpeg
a microsoft teams Q &

“microsoft teams”

®

i Al departments Apps Games Movies TV Shows

(=)

g
Microsoft Teams Free Microsoft Teams Play Free
& 6 5% g | Peocinciey Together
e 47% Apps socl
. i i S R o i R R s AR
i, S s b cctin, ol {5l Topehr g o Thes G B o s
Crat. moet. cal, snd collsborate. 1 Vide chat it rinet  Phay Together
<> i
£
e

&

wnat New:

Microsoft 365 (Office)  installed Zoom Workplace Free

Iy 22% Apps Productivity 35% Apps Productivity
Lorary

TR e T el ey st Fie R AR e e

=




image177.jpeg
¢ @  microsoft teams

L]
®

Aops

[

Gaming

&

srcade

=

ersinment.

%

b,

ats N

iy

Lorary

Microsoft Teams
O Provided and updated by Microsoft Corporation

27% 44

Average Ratings




image15.png
© Login | Microsoft 365

o c

@ Stay in the know. Turn on desktop notifications.

L Joinateam +
sy
S} Type to search Q

cns

Teams for you

Teams

& Enter





image218.jpeg
¢ @  microsoft teams

L]
®

Aops

[

Gaming

&

srcade

=

ersinment.

%

b,

ats N

iy

Lorary

Microsoft Teams
O Provided and updated by Microsoft Corporation

27% 44

Average Ratings




image179.jpeg
Microsoft Clipchamp.

Microsoft Edge.

Microsoft Office 2016 Tools

Microsoft Store
System

Microsoft Teams

Microsoft To Do,

Mixed Reality Portal
System

News

Notepad

OneNote 2016

< Back




image220.jpeg
Microsoft Clipchamp.

Microsoft Edge.

Microsoft Office 2016 Tools

Microsoft Store
System

Microsoft Teams

Microsoft To Do,

Mixed Reality Portal
System

News

Notepad

OneNote 2016

< Back




image180.jpeg
Pin to Start

Mors; > £ Pinto taskbar
Unietal & Run as administrator
All apps 3 App settings
Maps. X Quit Teams
@ Available
Media Playe
@ Busy
Microsoft C
‘= Do notdisturb
Microsoft & @ Be right back
Microsofto @ Appear away ol
Microsoftst @ Appear offine
System
Reset status

Microsoft Teams

Microsoft To Do,

Mixed Reality Portal
System





image222.jpeg
Pin to Start

Mors; > £ Pinto taskbar
Unietal & Run as administrator
All apps 3 App settings
Maps. X Quit Teams
@ Available
Media Playe
@ Busy
Microsoft C
‘= Do notdisturb
Microsoft & @ Be right back
Microsofto @ Appear away ol
Microsoftst @ Appear offine
System
Reset status

Microsoft Teams

Microsoft To Do,

Mixed Reality Portal
System





image181.jpeg
Welcome to Teams
Pick an account to continue

Anne Blower
anne blower@unba,ca

° Create or use another account

Join a meeting





image224.jpeg
Welcome to Teams
Pick an account to continue

Anne Blower
anne blower@unba,ca

° Create or use another account

Join a meeting





image182.png
Sign in to Microsoft Teams.

= Microsoft

Signin

[Email, phone, or Skype

No account? Create one!





image226.png
Sign in to Microsoft Teams.

= Microsoft

Signin

[Email, phone, or Skype

No account? Create one!





image183.png
m Microsoft
demo.instructor@unba.ca
Enter password

Password

Forgotten my password

Sign in with another account





image12.jpeg
Search (Ctrl+Alt+E)

&

@ Stay in the know. Turn on desktop notifications.

ASW < Create team Create a team from a template
Skip the setup and use a template to get your team eng
O From template
et
a0 From another team
&
- From group

: =

Assignmens
What's a team?

Class
[
& Discussions, group projects, assignments
e

os




image186.png
Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to log in.

No, sign in to this app only





image229.png
Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to log in.

No, sign in to this app only





image187.jpeg
e & 6 © B8 o

st People  Rese  Resct

View

Rooms

DS

DS

emo Student10

ntto

Assign participants

Automatically assign 2 people
to each room

(  Manually assign people to
rooms




image231.jpeg
e & 6 © B8 o

st People  Rese  Resct

View

Rooms

DS

DS

emo Student10

ntto

Assign participants

Automatically assign 2 people
to each room

(  Manually assign people to
rooms




image188.png
Create breakout rooms





image190.png
Create breakout rooms X

Choose the number of rooms you want to

rea

2 v
Assign participants

@ Automatically assign 2 people
to each room

©  Manually assign people to
rooms




image234.png
Create breakout rooms X

Choose the number of rooms you want to

rea

2 v
Assign participants

@ Automatically assign 2 people
to each room

©  Manually assign people to
rooms




image192.png
Breakout rooms X

3§ Al participants have been assigned

Assign participants

+ w o

Room 1 (2)
Closed

Demo Student2

Demo Student

Room 2 (2)
Closed

Demo User

Demo Student10




image194.png
Create breakout rooms X

Choose the

of rooms you want to

Assign participants

O Automatically assign 2 people
to each room

@ Manually assign people to
rooms




image237.png
Create breakout rooms X

Choose the

of rooms you want to

Assign participants

O Automatically assign 2 people
to each room

@ Manually assign people to
rooms




image17.jpeg
Search (Ctrl+Alt+E)

&

@ Stay in the know. Turn on desktop notifications.

ASW < Create team Create a team from a template
Skip the setup and use a template to get your team eng
O From template
et
a0 From another team
&
- From group

: =

Assignmens
What's a team?

Class
[
& Discussions, group projects, assignments
e

os




image195.png
Breakout rooms X

Participants to assign (4)

DS DU DS DS

Room 1 (0)
Closed

Room 2 (0)
Closed




image239.png
Breakout rooms X

Participants to assign (4)

DS DU DS DS

Room 1 (0)
Closed

Room 2 (0)
Closed




image196.jpeg
Assign participants to breakout rooms

Manually assign each person to a room, or choose Shuffle to assign everyone randomly.

Q_ Find participants

]

O
O
O
O

Name 4
05 Demo Student
05 Demo Student10
s Demo Student2
U Demo User

4 (4 unassigned)

>¢ Shuffle v/
6] Room
Unassigned

Unassigned
Room 1

Room 2

Cancel




image241.jpeg
Assign participants to breakout rooms

Manually assign each person to a room, or choose Shuffle to assign everyone randomly.

Q_ Find participants

]

O
O
O
O

Name 4
05 Demo Student
05 Demo Student10
s Demo Student2
U Demo User

4 (4 unassigned)

>¢ Shuffle v/
6] Room
Unassigned

Unassigned
Room 1

Room 2

Cancel




image197.jpeg
Assign participants to breakout rooms

Manually assign each person to a room, or choose Shuffle to assign everyone randomly.

Q_ Find participants

]

O
O
O
O

Name 4
05 Demo Student
s Demo Student10
s Demo Student2
U Demo User

4 (0 unassigned)

6] Room

Room 1

Room 2

Room 1

Room 2

Cancel

32 Shuffle v




image198.png
Breakout rooms X

3§ Al participants have been assigned

Assign participants

+ w o

Room 1 (2)
Closed

Demo Student

Demo Student2

Room 2 (2)
Closed

Demo User

Demo Student10




image244.png
Breakout rooms X

3§ Al participants have been assigned

Assign participants

+ w o

Room 1 (2)
Closed

Demo Student

Demo Student2

Room 2 (2)
Closed

Demo User

Demo Student10




image199.jpeg
e & &6 © 8 &8 - S X% @ e

st People  Rese et View  Apps  More camera Mic Share

DS

DS





image200.jpeg
E=fEE22la-0v2 N

DS

DU





image201.png
Breakout rooms X

3§ Al participants have been assigned

Close rooms

Room 1 (2)

Open

Demo Student Inroom
Demo Student2 Inroom
Room 2 (2)

Open

Demo User Inroom

Demo Student10 Inroom




image14.png
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 2 private space for notes in Class Notebook.

& 1channel

General

Use this template




image248.png
Breakout rooms X

3§ Al participants have been assigned

Close rooms

Room 1 (2)

Open

Demo Student Inroom
Demo Student2 Inroom
Room 2 (2)

Open

Demo User Inroom

Demo Student10 Inroom




image19.png
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 2 private space for notes in Class Notebook.

& 1channel

General

Use this template




image16.png
Some quick details about your team

Team name *

Sample Class

Description

Introduction to Teams

< Back

©




image21.png
Some quick details about your team

Team name *

Sample Class

Description

Introduction to Teams

< Back

©




image17.png
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. Leam about
adding guests

Type a name or email

Skip




image23.png
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. Leam about
adding guests

Type a name or email

Skip




image18.png
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

demd v

ps Demo Student1o
DEMO.STUDENT10
Demo User

U pemouser

Demo Student
DS DEMOSTUDENT

Demo Faculty
PF pemosacuty

Skip




image19.jpeg
&

@ Stay in the know. Turn on desktop notifications.

® < Allteams

o= SC

™ Sample Class

[S] Home page
pasignments
Class Notebook
Classwork
Cotendr
Assignments
% Grades
s
Reflect

Insights

~ Main Channels

P
2 General

Q  Search (Ctri+Alt+E)

sc  General

More options

Posts

Files

Welcome to Sample Class

Choose where you want to start

6

Upload Class Materials

Set up Class Notebook




image26.jpeg
&

@ Stay in the know. Turn on desktop notifications.

® < Allteams

o= SC

™ Sample Class

[S] Home page
pasignments
Class Notebook
Classwork
Cotendr
Assignments
% Grades
s
Reflect

Insights

~ Main Channels

P
2 General

Q  Search (Ctri+Alt+E)

sc  General

More options

Posts

Files

Welcome to Sample Class

Choose where you want to start

6

Upload Class Materials

Set up Class Notebook




image20.jpeg
&

@ Stay in the know. Turn on desktop notifications.

@® < Allteams

ax | SC

Sample Class
Home page
e
Class Notebook
Classwork
e

Assignments

& Grades

cale
Reflect

- Insights

~ Main Channels

sos

General

sc

€3 Manage team
& Add member
& Add channel
© Get link to team
(& Leave team

) Manage tags

W Delete team

Q  Search (Ctri+Alt+E)

General

Posts.

Files

Welcome to

Choose where y:

6

Upload Class Materials





image28.jpeg
&

@ Stay in the know. Turn on desktop notifications.

@® < Allteams

ax | SC

Sample Class
Home page
e
Class Notebook
Classwork
e

Assignments

& Grades

cale
Reflect

- Insights

~ Main Channels

sos

General

sc

€3 Manage team
& Add member
& Add channel
© Get link to team
(& Leave team

) Manage tags

W Delete team

Q  Search (Ctri+Alt+E)

General

Posts.

Files

Welcome to

Choose where y:

6

Upload Class Materials





image21.jpeg
&

@ Stay in the know. Turn on desktop notifications.

B iteams

g 5€

™ Sample Class

[S] Home page
pesigrments
Class Notebook
Classwork
[

Assignments

& Grades

Reflect

Insights

~ Main Channels

ops

General

Q  Search (Ctrl+Alt+E)

SC Sample Class Members

+ Add member

~ Owners (1)

Name Title

DI Demo Instructor
°

> Members and guests (0)

Pending requests

Channels

Location

Settings

Analytics

Tags

Apps

0]

Tags

Search

Role

Owner

Turnon

ol

X




image22.jpeg
< Allteams

SC

Sample Class

Home page
Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

SC Sample Class Members

+ Add member

~ Owners (1)

Name Title

DI Demo Instructor
°

> Members and guests (0)

Pending requests




image31.jpeg
< Allteams

SC

Sample Class

Home page
Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

SC Sample Class Members

+ Add member

~ Owners (1)

Name Title

DI Demo Instructor
°

> Members and guests (0)

Pending requests




image24.png
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. Leam about
adding guests

Type a name or email

Cancel




image33.png
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. Leam about
adding guests

Type a name or email

Cancel




image25.png
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. Leam zbout
adding guests

demd v

Demo Student10

5 DEMO.STUDENT10

Demo User
U pemouser

ps  Demo Student
'DEMO.STUDENT

Demo Faculty
PF " pemosacuty

Cancel




image26.png
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. Leam about
adding guests

Type a name or email

ps Demo student Member v X
demostudent@unba.cs

bs Demo Studentio Member X
demostudenti0Bunbaca

pp Demo Faculty Owner v X
Demo Faculty@unbaca

A Anne Blovier Owner v X

anneblower@unba.ca

Cancel m




image36.png
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. Leam about
adding guests

Type a name or email

ps Demo student Member v X
demostudent@unba.cs

bs Demo Studentio Member X
demostudenti0Bunbaca

pp Demo Faculty Owner v X
Demo Faculty@unbaca

A Anne Blovier Owner v X

anneblower@unba.ca

Cancel m




image27.jpeg
< All teams ¢ Sample Class Members Fending requests Channels  Settings  Analytics  Apps  Tags

sc + Add member Search
- Owners (3)
Sample Class
B Name Ttk Location s @ Roe
Home page
Class Notebook DF, Demo Facuity Ovner
Classwork
DI Demo Instructor Owner
Assignments '
cok AB_ Anne Boner Owner
Reflect d
Insights
- Members and guests (2)
%iMatn Carect Name Tie Locaton O e e @ roie
General
05, Demo Sudent u] Member

DS Demo Stugenti0 O Member




image29.jpeg
Q¢ arteams Sc General rosts Fies

o SE

Sample Class

B omepse
sgrmerts
Class Notebook
) Classwork
Assignments
& Grades
a
Reflect

Insights

* Main Channels
General

Apes

 startapost

®

Welcome to Sample Class

Choose where you want to start

6

Upload Class Materials

-
==
I

et up Class Notebook




image30.jpeg
= Sample Class

a
= Home page
sigomens

Class Notebook

Classwork
Catnr
Assignments
& Grades
G
Reflect
o
o Insights

* Main Channels

General

Aos

Starta post




image40.jpeg
= Sample Class

a
= Home page
sigomens

Class Notebook

Classwork
Catnr
Assignments
& Grades
G
Reflect
o
o Insights

* Main Channels

General

Aos

Starta post




image32.jpeg
Class Notebook

Catencr €=y DI Demo Instructor = | x
Assignments

= Grades Add a subject
Reflect

=

s S BIUS VA MY @ p

s+ v Main Channels Type a message

General

Aos

@ e +





image34.png
DI Demo Instructor

= 0w

Welcome!

B I US EIVAMI Y @@ &

Looking forward to meeting everyone!

@ e +





image43.png
DI Demo Instructor

= 0w

Welcome!

B I US EIVAMI Y @@ &

Looking forward to meeting everyone!

@ e +





image35.jpeg
B e S¢| General Posts Fies @

e SC Dl Demo instructor 6515
W
Welcome!

== Sample Class
Looking forward to meeting everyone!

6 omepsge
-
Class Notebook
o, Reply
Classwork

oo
Assignments




image37.png
5C General Posts Fies [

Dlg. Demo Instructor 6517
Welcome!

Looking forward to meeting everyone!

o, Reply




image38.jpeg
< Al teams SC General Posts Files ()

e Dlg Demo Instructor 6517
Welcome!
Sample Class

Looking forward to meeting everyone!
Home page

Class Notebook
o, Reply
Classwork

Assignments




image47.jpeg
< Al teams SC General Posts Files ()

e Dlg Demo Instructor 6517
Welcome!
Sample Class

Looking forward to meeting everyone!
Home page

Class Notebook
o, Reply
Classwork

Assignments




image39.jpeg
< Allteams

SE

Sample Class

Home page
Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

* Main Channels
General

SC General Posts Filesv ()

28 Folder

€ Editin grid view

Word document

) Excel workbook
&) PowerPoint presentation
@} OneNote notebook

Forms for Excel

Visio draving
@ Link
2 it New menu

+ Add template

@ Share

Modified -




image49.jpeg
< Allteams

SE

Sample Class

Home page
Class Notebook
Classwork
Assignments
Grades

Reflect

Insights

* Main Channels
General

SC General Posts Filesv ()

28 Folder

€ Editin grid view

Word document

) Excel workbook
&) PowerPoint presentation
@} OneNote notebook

Forms for Excel

Visio draving
@ Link
2 it New menu

+ Add template

@ Share

Modified -




image41.jpeg
< Gl SC General Fosts Filesv [

= T st B st & e

Documents > 71
Sample Class Folder
D N Modifie
Home page Template

Class Notebook
Classwork.
Assignments
Grades

Reflect

R




image51.jpeg
< Gl SC General Fosts Filesv [

= T st B st & e

Documents > 71
Sample Class Folder
D N Modifie
Home page Template

Class Notebook
Classwork.
Assignments
Grades

Reflect

R




image42.png
@ Select Folder to Upload X
€ 5 v 4 B« Doc > ComplZs-. > v G| SearchComp25-Winter..
Organize New folder - 0
23 2013-03-18 do Neme - Date modified Tre
25 Ame 23 Asignments 2040816515PM  Filefolder
© ame-aite | Chalnge Bam 2240816515PM  Filefolder
o e oy 2240816515PM  Filefolder
= Email 2024-08-16 5:15 PM. File folder
T3 Anne - Resum
0 Excel 2024-08-16 5:15 PM File folder
>~ e 2 Final Exam 2024-08-16 5:15 PM File folder
70 Boat T Intemnet 2024-08-16 515 PM File folder
> T Boat - Pictures. 0 Midterm 2024-08-16 5:15 PM File folder
3 Christmas List =
Folder: Email
Upload Cancel




image53.png
@ Select Folder to Upload X
€ 5 v 4 B« Doc > ComplZs-. > v G| SearchComp25-Winter..
Organize New folder - 0
23 2013-03-18 do Neme - Date modified Tre
25 Ame 23 Asignments 2040816515PM  Filefolder
© ame-aite | Chalnge Bam 2240816515PM  Filefolder
o e oy 2240816515PM  Filefolder
= Email 2024-08-16 5:15 PM. File folder
T3 Anne - Resum
0 Excel 2024-08-16 5:15 PM File folder
>~ e 2 Final Exam 2024-08-16 5:15 PM File folder
70 Boat T Intemnet 2024-08-16 515 PM File folder
> T Boat - Pictures. 0 Midterm 2024-08-16 5:15 PM File folder
3 Christmas List =
Folder: Email
Upload Cancel




image43.jpeg
Upload 11 files to this site?

“This will upload allfiles from *Email*. Only do this if you trust the site.

€ Ge.
T losd © B et e

Documents > General

© Copylink

D Neme Modified

S sne

Modified By





image44.jpeg
SC General Posts Files~ @ o -

T lond © B Eotmadver & oo Conrnk @ 5me

Documents > General

= AlDocuments v ¥ @

D Neme Modified Modified By ~ + Add column

m email Afewsecondsago  Demo Instructor




image45.jpeg
SC General Posts Filesv (] o -

Tlond - B Eotnoidver & oo @ Connk @ 5w - = Mo ¥

Documents > General > Email &

D Name v Moified Modified 8y + Add column
2 ~Common Email Problemspef Aboutaminuteago  Demo Instructor
[ “yber-cecurity-ouick-referencepdf About a minute ago  Demo Instructor
5 “Email Netiquette pat Aboutaminuteago  Demo Instructor
@) Email Review - Key.docx Abouta minute ago  Demo Instructor
“Email Review.docx About a minute ago  Demo Instructor
“email-etiquette-quick-reference pdf Aboutaminuteago  Demo Instructor
~Gmailpet Aboutaminuteago  Demo Instructor

~gmail-quick-reference pdf About a minuteago  Demo Instructor

8




image46.jpeg
sc  General Posts Files v

T Upload v @@ Editingridview @ Share @ Copylink & Sync

Documents > General > Email

B e
O & “CommonEmailProblemspdf @ -

B “cyber-security-quick-reference.pdf
B “Email Netiquette.pdf
@ “Email Review - Key.docx
8 “Email Review.docx
B “email-etiquette-quick-reference.pdf

B “Gmailpdf

Modified Modified By

42 minutes ago Demo Instructor

Show more actions for this item

mo Instructor

&
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor

= All Documents

+ Add column

v




image58.jpeg
sc  General Posts Files v

T Upload v @@ Editingridview @ Share @ Copylink & Sync

Documents > General > Email

B e
O & “CommonEmailProblemspdf @ -

B “cyber-security-quick-reference.pdf
B “Email Netiquette.pdf
@ “Email Review - Key.docx
8 “Email Review.docx
B “email-etiquette-quick-reference.pdf

B “Gmailpdf

Modified Modified By

42 minutes ago Demo Instructor

Show more actions for this item

mo Instructor

&
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor
42 minutes ago Demo Instructor

= All Documents

+ Add column

v




image47.png
s¢  General Fosts

. Preview
Documents > General > Email
Share
O Neme -
Copy link

© 3 “CommonEmail Problemspdf @&

Make this a tab

I3 eyber-security-quick-reference.pdf Manage access
N Delete
I8l ~Email Netiquette.pdf
Favorite
@3 “Email Review - Key.doox
Add shortcut

@ “Email Review.docx Download

I3 “email-etiquette-quick-reference.pdf Rename

N Open in SharePoint
8 ~Gmailpdf
Dt ton




image48.jpeg
Manage Access & X

Common EmailProblems.p

Grant Access
® Share

@-stop'snaring

People  Groups-4  Links

This file has not been shared with anyone yet.
@ Start sharing




image61.jpeg
Manage Access & X

Common EmailProblems.p

Grant Access
® Share

@-stop'snaring

People  Groups-4  Links

This file has not been shared with anyone yet.
@ Start sharing




image50.jpeg
Manage Access w® X
Common Email Problems.pdf

® Share © Stop sharing

People  Groups+4  Links

Q Sample Class Owners &
MODERN GROUP ner

Q Sample Class Owners o
SHAREPOINT GROUP wnet

(O samle Class Visiors .
SHAREROINT GROUP R Canview,

Q Sample Class Members PCneds

SHAREPOINT GROUP




image63.jpeg
Manage Access w® X
Common Email Problems.pdf

® Share © Stop sharing

People  Groups+4  Links

Q Sample Class Owners &
MODERN GROUP ner

Q Sample Class Owners o
SHAREPOINT GROUP wnet

(O samle Class Visiors .
SHAREROINT GROUP R Canview,

Q Sample Class Members PCneds

SHAREPOINT GROUP




image52.jpeg
& Mansge Access

Access summary ©

) sample Class Members can e

Ways this group has access

~ Direct Access: can edit




image65.jpeg
& Mansge Access

Access summary ©

) sample Class Members can e

Ways this group has access

~ Direct Access: can edit




image53.jpeg
& Mansge Access

Access summary ©

) sample Class Members can edit

Ways this group has access

~ Direct Access: can

Direct Access grants access permissions without the use of a
link

Apply Cancel




image67.jpeg
& Mansge Access

Access summary ©

) sample Class Members can edit

Ways this group has access

~ Direct Access: can

Direct Access grants access permissions without the use of a
link

Apply Cancel




image54.jpeg
& Mansge Access

Access summary ©

I E—

Can edit
A S e

Can view
oy
L ' Can't make changes

& \, Can'tdownload
Can view, but not download
»ns without the use of a

W Remove direct access

Apply Cancel




image69.jpeg
& Mansge Access

Access summary ©

I E—

Can edit
A S e

Can view
oy
L ' Can't make changes

& \, Can'tdownload
Can view, but not download
»ns without the use of a

W Remove direct access

Apply Cancel




image1.jpeg
v © Login| Microsoft 365 x [ - o0 x

€ > C

office.com A £} | & SetChrome s your defaul

© Login| Microsoft 365

@  Google Chrome isn't your default browser X
Microsoft | Microsoft 365 products Resources « Templates  Support vy sccourt Aiwsaosot ~ (R)

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

Office is now Microsoft 365

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favorite apps





image55.png
& Mansge Access x

Access summary ©

) sample Class Members can edit

Ways this group has access

irect Access: can view

Direct Access grants access permissions without the use of a
link

% Canview




image71.png
& Mansge Access x

Access summary ©

) sample Class Members can edit

Ways this group has access

irect Access: can view

Direct Access grants access permissions without the use of a
link

% Canview




image56.jpeg
Q < Allteams

o= | BSE

Sample Class

Home page
—
Class Notebook

Classwork

Assignments

& Grades

cats

Reflect
< Insights
nedrive

 Main Channels

General

£3 Manage team
& Add member
@ Add channel
© Get link to team
(& Leave team

) Manage tags

W Delete team

Q  Search (Ctrl+Alt+E)

sc  General Posts Files

DI Demo Instructor
°

Welcome!
More options

Looking forward to meet

Reply




image73.jpeg
Q < Allteams

o= | BSE

Sample Class

Home page
—
Class Notebook

Classwork

Assignments

& Grades

cats

Reflect
< Insights
nedrive

 Main Channels

General

£3 Manage team
& Add member
@ Add channel
© Get link to team
(& Leave team

) Manage tags

W Delete team

Q  Search (Ctrl+Alt+E)

sc  General Posts Files

DI Demo Instructor
°

Welcome!
More options

Looking forward to meet

Reply




image57.png
Create a channel

Channel name *

Letters, numbers, and spaces are allowed

Description

Help others find the right channel by providing a description

Choose a channel type * (D

Select ~

Standard
Everyone on the team has access.

Private
Specific people on the team have access.

Cancel





image75.png
Create a channel

Channel name *

Letters, numbers, and spaces are allowed

Description

Help others find the right channel by providing a description

Choose a channel type * (D

Select ~

Standard
Everyone on the team has access.

Private
Specific people on the team have access.

Cancel





image58.png
Create a channel

Channel name *

Week 1 - Introduction

Description

Help others find the right channel by providing a description

Choose a channel type * (D

Standard — Everyone on the team has access

[ Automatically show this channel in everyone’s channel list

Cancel




image77.png
Create a channel

Channel name *

Week 1 - Introduction

Description

Help others find the right channel by providing a description

Choose a channel type * (D

Standard — Everyone on the team has access

[ Automatically show this channel in everyone’s channel list

Cancel




image59.png
Create a channel

Channel name *

Week 1 - Introduction

Description

Help others find the right channel by providing a description

Choose a channel type * (D

Standard — Everyone on the team has access

Automatically show this channel in everyone's channel list

Cancel




image79.png
Create a channel

Channel name *

Week 1 - Introduction

Description

Help others find the right channel by providing a description

Choose a channel type * (D

Standard — Everyone on the team has access

Automatically show this channel in everyone's channel list

Cancel




image2.png
mm Microsoft
Sign in

demo.instructor@unba.ca

No account? Create one!

Can't access your account?




image60.jpeg
&

Q < Allteams

o | BSE

Sample Class
Home page
e
Class Notebook
Classwork
=

Assignments

& Grades

s
Reflect
= Insights
Onerie
e = Main Channels
General

Week 1 - Introduction

Aops

sc

Q  Search (Ctrl+Alt+E)

Week 1 - Introduction  Posts

Files

Notes

!
&

Welcome to the class!

Try @mentioning the class name or student names to start a

conversation.




image62.jpeg
&

Q < Allteams

o= | BSE

Sample Class

Home page

ssignments
Class Notebook
Classwork
Caendsr

Assignments

& Grades

s
Reflect
© Insights
OneDrive
e = Main Channels
General

Week 1 - Introduction

Q  Search (Ctrl+Alt+E)

sc Week 1 - Introduction Posts Files Notes

Dy DemoInstructor 819PM

Welcome!

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

o, Reply




image64.jpeg
(7] Q  Search (Ctri+Alt+E)

Q < Allteams sc Week 1 - Introduction Posts Files v Notes

© T Upload v @ Editingridview @ Share G Copylink G Sync
am S€

Week 1 - Introduction

All Documents

sample Class
e O Neme - Modified ~ Modified By + Add column
Home page
sssignmens N
Class Notebook @Y ~Sample Class Outlinedocx A few seconds ago Demo Instructor
Classwork
Catentar

Assignments

Grades
Reflect
M?" Insights
5 ~ Main Channels
General

Week 1 - Introduction





image66.jpeg
Q  Search (Ctrl+Alt+E)

AO < Allteams S¢ Week 1- Introduction Posts Fies Notes
=
= |[ise O
- Welcome!
= sample Class
) Today we will do introductions and will go through the course outline.
Home page
o
Class Notebook
Reply

Classwork

Catentar
Assignments

& Grades

s

Reflect

= Insights
OneDrive

~ Main Channels

General

Week 1 - Introduction

ops




image84.jpeg
Q  Search (Ctrl+Alt+E)

AO < Allteams S¢ Week 1- Introduction Posts Fies Notes
=
= |[ise O
- Welcome!
= sample Class
) Today we will do introductions and will go through the course outline.
Home page
o
Class Notebook
Reply

Classwork

Catentar
Assignments

& Grades

s

Reflect

= Insights
OneDrive

~ Main Channels

General

Week 1 - Introduction

ops




image67.png
Q  Search (Ctrl+Alt+E) )

Galendar # Jomwinond | Mestnon

G Today < > August2024 v B Work week v

& 19 20 21 22 23
Teams Monday Tuesday Wednesday Thursday Friday
I
cognmerts

&

Catncar

9am

%

s

S roam

1AM

ops

12PM




image68.png
%

# JoinwithanID | O Meetnow ‘

B Work week v

22 23

Thursday Friday




image87.png
%

# JoinwithanID | O Meetnow ‘

B Work week v

22 23

Thursday Friday




image70.jpeg
aciviy

[40)

Teame

]

signments

Caenssr

Aops

Q  Search (Ctrl+Alt+E) - @

o
New meeting Details Scheduling Assistant o Close
Show as: Busy \/  Category: None \ Time zone: (UTC-07:00) Mountain Time (US & Canada) \ Response options \/ Require registration: None 3 options
2
£ hddtite Who can bypass the lobby? (D)
People in my org and guests v
&  Add required attendees. + Optional

Q

More options

8/21/2024 830PM v —  8/21/2024 900PM v 30m @ ) Alday
Does not repeat v

Add channel

Add location Online meeting @D

B 7 US|V A& M Parageph v El9eo=®\81Y9Y

Type details for this new meeting





image89.jpeg
aciviy

[40)

Teame

]

signments

Caenssr

Aops

Q  Search (Ctrl+Alt+E) - @

o
New meeting Details Scheduling Assistant o Close
Show as: Busy \/  Category: None \ Time zone: (UTC-07:00) Mountain Time (US & Canada) \ Response options \/ Require registration: None 3 options
2
£ hddtite Who can bypass the lobby? (D)
People in my org and guests v
&  Add required attendees. + Optional

Q

More options

8/21/2024 830PM v —  8/21/2024 900PM v 30m @ ) Alday
Does not repeat v

Add channel

Add location Online meeting @D

B 7 US|V A& M Parageph v El9eo=®\81Y9Y

Type details for this new meeting





