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Microsoft Teams for Education

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics

Start a new chat Use the command box Manage profile settings
Launch a private one-on-one or small Search for specific items or people, take Change app settings, change your pic, or
group conversation. quick actions, and launch apps. download the mobile app.

o | ¢

Join or create a team

Teams ¥ @ % Joinorcreate team @——— Find the team you'e looking for, join with
a cade, or make one of your own

Navigate Microsoft Teams
Use these buttons to switch between

Activity Feed, Chat, your Teams, —e
Assignments, Calendar, and Files,

| .
Manage your team
View and organize teams Add or remove members, create a new
around ta reorder them.
Physical Science Health Research Pineview School Staff Pineriew Sehopl Scimce o
View your team
= Click to open your class or staff team.
Find personal apps s
Click to find and manage your persanal
apps. h
What is a team?
You can create or join a team to
collaborate with a certain group of people
Have conversations, share files and use
Algebra shared tools with the group —all in one
lace. That group could consist of a class
Add aj !
PPs of students and educators,  group of staff

Launch Apps to browse or search apps you — @

can add to Teams. and educators collaborating on a tapic, or

even a group for a student club or ather
extracurriculars.



https://drive.google.com/file/d/1MMbVkGm1dgO_KN5oEr6xgtQxG_HSdpLu/view?usp=sharing
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Class teams

Class teams provide special capabilities tailored for teaching and learning

Add channels and manage your team Open Class Notebook ‘Open Assignments and Grades

You can change team settings, add members to the Class Notebook is a digital binder you Assignments allows educators to create and distribute assignments. Students can complete and

class team and add channels . can use in your class to take notes and tun in their assignments without leaving the app. Educators can use the Grades tab to provide
collaborate. feedback on assignments and track student progress. Students can see their pragress, too.

Microsoft Teams

® Explore and pin applications, tools,
< Allteams . General Posts Files Class Notebook Assignments Grades Oceans Project (Word) 2more QD) + @———artmm————  documents and more to enrich your dlass.
” We're constantly adding more education

specific tabs. Check back often.

Every team has channels
Click ane to see the files and
conversations about that

Physical Science

‘topic, class unit, or week in the o Cara Coleman 1731
course. You can even have private General o | GoFlya kite!
s el Check out the new group lab assignment. Work in your [eams o design. buld, and fy a kite T
. e Project Team 2 @) Introduction to Kites.docx - @ Let class members view a file or
v im comes wi r:
Sy el COMmes Wit e Subjects work on it tagether.
channel. Open channel settings to add :
R Units A and Deen @
new channels, manage notifications and
other settings,
Cara Coleman 1 w
Why does a plane fly? Start a discussion with the class
Youve all read Fundamentals of Lift by now, So, why does a plane fiy? Type and format you message ar
announcements here. Add a file, emoj,
GIF, or sticker to liven it up!
’ Arden Asher
5 Volunteer Opportunity
‘ormat your message ‘The local chapter of the Saciety of Science is looking for student volunteers to set up for the event. greet members, serve . R
a subject, format text, convert the rafrashaante anA hrask Anan sftar tha avant 88 more me: ing options
Add a subject, format text rt th Add ti
message 10 an announcement, post across Click here to add new messaging
multiple teams or contral wha can reply Start 3 new conversation. Type @ to mention someone. @ like polls, Praise, and more to
and more. L COEE G S ¢ - enrich classroom discussion
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Schedule a meeting with your team or class

Hold classes, staff collaboration meetings, or trainings over online meetings

Start a meeting right away Add new meeting Invite individuals to a meeting Invite a channel to a meeting

Add participants directly to a meeting Schedule a new meeting for live Invite one or more individuals to your meeting. Invite your whole dlass or working group to a meeting

that starts right away. discussion with up to 250 people or Meeting recordings and resources shared during by selecting a channel to hast the meeting. Meeting
schedule a live event for a broadcasted the meeting will be organized within the recordings and resources shared during meetings will be
event with a wider audience. meeting history item in you Chat view. organized within the selected channel.

Search ox type a commard

Scarch ortypea command

B cotendar 51 Mt now

[ [P
S e

09 12 13

Time zone: (UTC-0803) Sacific Tind (US & Canacl)

2 Prysial Science tab

& Addrecuired arendess @ tioral

B Mar 10,200 Asopm e 10, 2020 a3 v Bm @ ajey

O Doesnotrepent

B 8 ol scce > Ganes '
. ®  adiocion
= U S WA M mupme LG E = EIN @ &

Popcaiscene b
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Learn more about Teams

Schedule a meeting with your team or class

Hold classes, staff collaboration meetings, or trainings over online meetings

5 replies from Enrico, Pradeep, Megan, and Adele

Microsoft Teams

St Meeting ended: 19m 295 o

« Reply E
Algebra
General

Start a new conversation. Type @ to mention somec

A ¢ OB B o

Extra credit comer
Homewark help
Subjects

Units

Click Meet now under the message box to start a live meeting in a
channel. If you click Reply to a message, then the meeting will be
attached to that conversation. If you wish to start an independent
meeting that is not tied to a channel, then follow the instructions on the
previous page by selecting Calendar > New Meeting.

You can invite people to the meeting or ask them to join it directly from
the channel.

Search or type a command

B General pocs Fiss Class Notebook Assignments Grades

’ Marsha Davenport 2
Hey @Algebra, I've been using this site for awhile now and it's really useful for leaming new concepts
htps s

Wolfram|alpha Exampl
imeractive algebra calculat

g cquations, polynamisis rationalfunctions: simplification, vectars, marricas,
C Q) naar algebra, quaternions. 5, it i, darmain & range.
www wolframalpl
ples from yo. Rosie. 3nd Sarwel
 Regly

Meet now

Select Meet now to start the meeting right away or Schedule a meeting to schedule the meeting for the future. Members of the
channel will see an invitation for the meeting in their calendar if you decide to schedule it for later.

Microsoft Teams for Education
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Learn more about Teams

Join a meeting

Hold classes, staff collaboration meetings, or trainings over online meetings

Cara Coleman 12:32 PM
b, | Scheduled a meeting
[ Porsics ScenceLao
Wednesday, March 4,2020 @ 1:00 PM

5) Todsy March 2020 ®

Work week

Find the meeting invitation in the channel of your team or on your Teams calendar.

B Physical Seience Lab i Detsis  schecing Asistant Mestog nctes Wrisbourd

Cancel meeting  Tme zor US & Canada) Tracking
Physical Science Lab
Mar 4 2020 0Pm Mar 4, 2020 130PM © dom @  Anday

Does not rapeat

2]

Open the meeting and click Join to join the meeting.
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Join a meeting

Hold classes, staff collaboration meetings, or trainings over online meetings

Cara Coleman 1232 P
Scheduled a meeting

Physical Science Lab

Meeting with Cara Coleman

Wednesday, March 4, 2020 @ 100 PM

) Toder March 2020
02 03 04 05 06
et Scence Lt
Find the meeting invitation in the channel of your team or on your Teams calendar. Click to open Double-check your audio and video input, turn on the camera, and unmute your microphone to
the meeting item and select Join. be heard. Select Join now to enter the meeting
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Participate in a meeting

Share video, voice, or your screen during the online call.

Microsoft Teams

Send chat messages

Send chat messages, share links, add a file,
and more. Resources you share will be
available after the meeting,

Invite people to join...

Leave the meeting

Turn your video feed on and off. The meeting will continue even after you
have left
Mute and unmute yourself. Add participants to the meeting.

Share your screen and sounds Access additional call controls

from your computer. Start a recording of the meeting, change
your device settings, and more.


https://istack.iium.edu.my/uploads/images/gallery/2021-09/0006.jpg
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Assignments

Create learning activities for students with integrated Office applications

View upcoming
assignments

View both upcoming and
turned in assignments by
class, or view them across all
your classes, Selecting an
assignment will allow you to
turn it in or view feedback

841
=qQ Assignments
Upcoming

B acanced engiie 22724 vurmedt in
Finish the firs draft o your essay outine andi it
3 reference materials you used Q2 Essay

Duse October dth at 11:30arm

0 # g
Finish the first draft of your essay outine
Due October Sth at 300pm

B oo

2020 wrmed in

18719 turned in

Microsoft Teams

AP English

Genera

Further Studly

Essay Writing Help (]

AP English

Comersations  Fies

New assignment

@ A category
nstrucions
Enter nsruction

B o —

Class Notebook

Add resources
Customize the assignment

‘with content from OneDrive,
your device, links, and more.

and scores, Finish the first draft of your essay outline and Mo poits
list 3 reference materials you used e Assign to classes or
Oue October 7 am T
i - individuals
W AP English al studants) (2 = canbe
2 distributed to multiple classes
Writ the fst page of your essay anc share :
with another swudent to review D Essoy p— rimes or personalized to the
Due yesterday at 9300 Fiom 19,2018 11590 ) Individual student
B Aanced Engis 12724 med i seigs
Aas Frank: Read chaptas 12 pages 3:5%)
SR Fouerschool w ©w
o &3 ;
LNET ) I ©-

Add a grading rubric

Use the rubrics tool to create
customizable, reusable rubrics for
students to reference and for you
1o evaluate their work

Edit due dates, close date,
and schedule to assign
Customize all the dates and times
that are important to the
assignment.
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Learn more 2

Grades

Leave feedback for students, grade, and track student progress in the Grades tab.

[—— ® Sewch e s
[ U N
8] WorldVoicesEsssay.docx Close.
S W A e bakted G = @ e chiste -
o el e G Sy v Ev S ceim v v A A B T U £ A~ oy O] B+
e i ° B Werkioicebedocs
© waoes " g " n n by
s - : . E n
© 8 s
@ oo . . . » » . e T
ire P n ‘, = =
Argumenie By e
bt sersine u . " n » The ok fthe Mescage i The i s oy’ Here Stvis
© v . i " ” "
B i « s s M "
B v , . ] " - =
Sy " . . " n u e
C—— . B = Y_ p

See grades across all assignments and students
Each of your class teams has a Grades tab where you can view
assignments at a glance, as well as track how individual
students in your class are progressing.

Return and review assignments using the
feedback loop

Leave comments, make edits, grade with criteria/standards,
check for similarity, and more in the grading view.
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OneNote Class and Staff Notebooks

A digital binder to use in your class or with your staff to take notes and collaborate

Microsoft Tearms Sty oo _

B ctass Notebaok

Microsoft Teams.

Search o type 3 command

oe B stef Notebook @
i Weme am O Ve HeE  OMNGRGS Opmbrowe v a M B Wt O Ver  Hes  SuflNetiosk  Opmimbromm v a
o~ B I U PvAvE K =] goomv | Bowse | S| B Bv v v B I U AV K o = g
B ey oo o [ JET——
. Welcome to Class Notebook bl Aug Retreat Groups.
wecome [rS—— wacoms Fom— e
1| v vecon Yaur OneNote Class Notebock is a digital notebook for the whole class to stare text, images, g s oo 1+ ugmetre croups
" handwritten notes, attachments, links, voice, video, and more o s
0 cons o, sa. 0, et o, S, e Lt
[ romime ach i Clas Notsbook s erganiced i e pars: e
| R ce shared betweenthe tescher o Ceme st e =
sudent noteBook. whie studentscan anly see their S——
[ mgracom 2. Content Library — & res-orly space where teochers con share hondouts with stderts oo e it
i p <pace where svey o ca ahav,arganize, uR
[ o PRRS———
[ s [,
Il o onieseing
[ oo [P —
Wk Fosnn o
How to make the most of Class Notebook in your class team: 1
P isethe menu the et 10 aoen o add new cs0es. - T re————
Personal notes, class notes, and collaboration Great for staff ing notes, g, and cl observations
OneNote Class Notebooks have a personal workspace for every student, a Content Library for handouts, OneNote Staff Notebooks have a personal workspace for every staff member or teacher, a Content
and a Collaboration Space for lessons and creative activities. Library for shared information, and a Collaboration Space for everyone to work together, all within one

powerful notebook.
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Learn more 2 Teams

Sign in Start a conversation

In Windows, click Start > Microsoft Teams. With the whole team... Click Teams, pick a team and channel, write your message, and click
On Mac, go to the Applications folder and click Microsoft Teams. On mobile, tap the Send.

Teams icon. Then, sign in with your school email and password.

With a person or group... Click New chat, type the name of the person or group in the To
field, write your message, and click Send.

Start a new conversation, use @ to mention someone
B® Microsoft

A OB R @

Sign in

[Email, phone, or Skype

No account? Create one!

Can't access your account?
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Enrich your channel posts

Create classroom announcements and posts. Edit your post to get your students' attention, control wha replies, and post across multiple channels.

Change your message type Control who can reply Post in any channel or team Change the importance of your message
Select if you want ta start a new Allow everyone ta reply to Post your message in any of your teams Mark your message as important if you want to
conversation topic or post an your post or limit replies to and channels all at once. Great for draw more attention to the post.
announcement. moderators only, broadcasting an impartant announcement!
[4 New conversation ~  Everyonecan reply ~ [ Post in multiple channels (]
Format your text = . = -
X —®B 7 U S|% A A Py L|= = E E|9 @ ¢ = HI|

Change text color, format, and style

——=e Add a subject
Add a subject
Keep the topic of your new post clear by Start a new conversation. Type @ to mention someone.

adding a subject

Add a subject
Click here to enter a rich format mode for

Joue imessage —e A 2 0O @ME LB E @ - B

m Microsoft
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Make video and audio calls @mention someone

Click Video call or Audio call to call someone from a chat. To dial a number, click To get someone’s attention, type @, then their name (or pick them from the list
Calls on the left and enter a phone number. View your call history and voicemail in that appears). Type @team to message everyone in a team or @channel to notify
the same area. everyone who favorited that channel.

fient had same changes to our design forthe J
mak thase adits before our Wiednesday clin

3 inchade 3 section about the buy ane gt cne
1 for Augut bt she menfianed she go the £

Reply to a conversation Add an emoji, meme, or GIF
Channel conversations are organized by date and then threaded. Find the thread Click Sticker under the box where you type your message, then pick a meme or
you want to reply to, then click Reply. Add your thoughts and click Send. sticker from one of the categories. There are also buttons for adding an emoji or GIF.

Search for MicrosoftEDU in the GIF search box for extra fun!

=

%2

TRASER

i
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Stay on top of things

Click Activity on the left. The Feed shows you all your notifications and everything
that's happened lately in the channels you follow. This is also where you'll see
notifications about your assignments.

Feed v

Megan Bower
o Added you to the team Contoso HR

Add a tab in a channel

Click + by the tabs at the top of the channel, click the app you want, and then
follow the prompts. Use Search if you don't see the app you want.

et a

o

Document  fuak e

Microsoft Teams for Education

Search for stuff

Type a phrase in the command box at the top of the app and press Enter. Then
select the Messages, People, or Files tab. Select an item or click Filter to refine
your search results.

I

Messages  People  Files

A Seles Results Overvewaisx 0
Rt/ 5 i

Find your personal apps

Click More added apps to see your personal apps. You can open or uninstall them
here. Add more apps under Apps. These apps provide an aggregate and global
view of that content type

Stream Who Wiki

More added apps

Share a file

Click Attach under the box where you type messages, select the file location and then the
file you want. Depending on the location of the file, you'll get options for uploading a copy,
sharing a link, or other ways to share.

Recent

& O

Browse Teams and Channels

OneDrive

®

Upload from my computer @ ta mention someone

A GOBE @
X

Work with files

Click Files on the left to see all files shared across all of your teams. Click Files at the top of
a channel to see all files shared in that channel. Click More options ... next to a file to see
what you can do with it. In a channel, you can instantly turn a file into a tab at the top!

m Microsoft

Learn more about Teams

Add apps

Click Apps on the left. Here, you can select apps you want to use in Teams, choose
the appropriate settings, and Add.

TR
85" Join or create a team 3

Next steps with Microsoft Teams

Get how-to guidance for teaching and learning with Teams. You can also click the
Help icon in Teams to access help topics and training.

Articles with how-to guidance for teaching in Teams.

1-hour online courses in the Microsoft Educator Center:
» How teachers use Teams in their professional lives- Transform Learning with
Microsoft Teams.

+ Teaching in Class Teams-Crafting a Collaborative Learning Environment with
Class Teams.

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.
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Microsoft Teams Admin

Centre Training

Microsoft Teams Admin Centre Training
01/09/2021
10.00am to 11.30am

DOWNLOAD THE RECORDING HERE!


https://drive.google.com/file/d/1jDIZnl8i9Fz73oS9BhDNJd6dYQ_TiaEu/view?usp=sharing

Workshop on Microsoft

Teams for Academicians

IJurdle edsIde sutes IJJe 9w ,dlwe
Dear All Academic Staff,

This is to inform you that the Ministry of Higher Education (MOHE) has subscribed Microsoft TEAMS
for all public universities. TEAMS is a unified communication and collaboration platform that
combines persistent workplace chat, video meetings, file storage (including collaboration on files),

and application integration.

In relation to that, ITD has arranged a workshop exclusively for academicians. The workshop

comprises of 2 modules:

1. Introduction to Microsoft TEAMS

2. Microsoft on Assignment/Class Notebook

DOWNLOAD THE RECORDING HERE!

It is hoped that all academicians can utilize this workshop to utilize Microsoft TEAMS as an online

teaching and learning tool.

Note: Kindly activate your LIVE IIlUM email account before using TEAMS. Click here to read the
infographic.


https://istack.iium.edu.my/books/ict-services-help-desk/page/microsoft-live-iium-email-info
https://istack.iium.edu.my/books/ict-services-help-desk/page/microsoft-live-iium-email-info
https://drive.google.com/file/d/1GKiJ-SITWLHTB3KAk-f2UV8zFeutkPtb/view?usp=sharing

Any inquiries, please WhatsApp ICT Services Help Desk WhatsApp Hotline at 016-9832415 or email

servicedesk@iium.edu.my.
Thank you.

Information Technology Division


mailto:servicedesk@iium.edu.my

How to record a meeting In

Microsoft Teams

Start recording

In a Teams meeting, one person can record at a time. When you start recording a meeting,

everyone will be notified automatically. You can also turn on live transcriptions and view them

during the meeting.
To start a meeting recording:

1. start or join the meeting.

2. In your meeting controls, select More actions ***> Record and transcribe OJS

Start recording ®.

Notes: Meeting recordings won't capture:

®* More than four peoples' video streams at once
Whiteboards and annotations
Shared notes

Content shared by apps

® Videos or animations embedded in PowerPoint Live presentations


https://support.microsoft.com/en-gb/office/view-live-transcription-in-microsoft-teams-meetings-dc1a8f23-2e20-4684-885e-2152e06a4a8b

Stop recording

-

1. Inthe meeting controls, select More actions **° > Record and transcribe O]}

2. Choose one of the following:
®* Stop recording to stop the recording and live transcription.
®* Stop transcription to stop the live transcription only. The recording will continue

until you select Stop recording.

Important:

® Teams meeting recordings are no longer saved to Microsoft Stream. All recordings are now
saved to OneDrive for Business.

* If your organization still uses Stream, please note:

After a recording stops, it's processed and saved to Stream. Then, it's ready to play.
When a recording is available, the meeting organizer will receive an email. The recording will
appear in the meeting chat or channel.

®* If an admin has set a company policy for saving to Stream, accept it before recording.

Find recordings

Recordings are available in different places depending on the type of meeting.

®* The recording is processed and saved in the meeting organizer's OneDrive for Business.
* The meeting recording shows up in the meeting chat or channel conversation (if you're

meeting in a channel).

Note: For now, guests and external attendees can view the recording only if it's explicitly shared

with them.


https://stream.microsoft.com/
https://docs.microsoft.com/MicrosoftTeams/tmr-meeting-recording-change
https://docs.microsoft.com/en-us/stream/company-policy-and-consent

Who can start or stop a recording?

Anyone who meets the following criteria can start or stop a recording if the meeting organizer has

their cloud recording policy setting turned on



Attendance List

come to a meeting

m (Guest) &

. arhar@iium (Guest)

@ Email Test User

Suggestions (5)

A abugid (Guest)
abugidd (Guest)
abu_gidd (Guest)
abuegidd (Guest)

kakmahdg (Guest)

InPrivate .'

1. You have to use Teams Client Desktop. During the meeting, click show "Participants" and

click the "Download attendance List" option.


https://istack.iium.edu.my/uploads/images/gallery/2021-03/1.jpeg

2. f you click that, the file will be downloaded.

Signin
Participants

Don't allow attendees to unmute

Manage permissions

Download attendance list

AZHAR MAHMOOD

(]

@ Email Test User

Suggestions (5)

e abugid (Guest)

abugidd (Guest)

abu_gidd (Guest)

[/
e abuegidd (Guest)
[

kakmahdg (Guest)

1 file was downloaded.

Downloading...

Files

© Recent

$ Microsott Teams

s Downloads

Downloads

Type Mame Dewnloaded » Status

0 meetingAttendancelist (2).csv m ago Downloaded
0 meetingAttendancelist {1).csv 4m ago Downloaded
4] meetingAttendancelist.csv 4m ago Downloaded

neetingAttendancelist (2) - Excel

EENGEE "
HOME INSERT PAGE LAYOUT FORMULAS DATA

o X Calibri i «|| ==
e & A - &= 4=
Clipboard 1= Fant = Aligr
Al = fe

A B

1 |Full Name .Licer Action

BIU- AN E=:

General - [ Conditional Formatting = PR
= v 0% 0 I..l Format as Table = P R, 5
- w2 [ Cell Stytes - & Formatr & -
ment G Mumber Cell Editing -
Full Name ol
C D E F 3 H | =
Timestamp

REVIEW VIEW ACROBAT Signin

2 AZHAR MAHMOOD  Joined
3 azhar@iium (Guest) Joined before
Email Test User Joined

3/6/2021, 11:04:53 PM
3/6/2021, 11:04:53 PM
3/6/2021, 11:10:38 PM

YRE- ST RN S

4. The attendance will be show as above.

5. Below is an excerpt from Microsoft Support page regarding Attendance List, please note


https://istack.iium.edu.my/uploads/images/gallery/2021-03/2.jpeg
https://istack.iium.edu.my/uploads/images/gallery/2021-03/3.jpeg
https://support.microsoft.com/en-gb/office/download-attendance-reports-in-teams-ae7cf170-530c-47d3-84c1-3aedac74d310

that the attendance can only be downloaded while the Teams meeting is in session:

Download attendance reports in Teams

Microsoft Teams

If you've organized a Teams meeting, you can save a record of who's attended it. Here's how:

During the meeting, select Show participants 8 and choose Download attendee list + .

People Downioad attendance Iist + X

Invite someone F

The report will download as a .CSV file that can be opened in Excel. Look for the file in your device's

Downloads folder.

The .C5V file contains the name, join time, and leave time of all meeting attendees.

Keep in mind that, for now, the report must be downloaded during the meeting.

Notes:

= Only meeting organizers can download attendance reports. This option isn't available to other attendees.
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