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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Introduction to Microsoft Teams

T " - w = 4 — pa >4 — ~ 4 AL é
."MlcrosoftTeamsA a | RAIAUGFET Kdzo g KAOK ONRAYy3JIa 023S0UKS
in a single workspace. Teachers can create collaborative classrooms, connect in professional learning
communities and communicate with school staff using @f§ce365app.

Microsoft Teams Invitation

When you have been added to a Team, you will get an email from Microsoft. Open the email and
click on the link to open Teams.

Microsoft Teams

Admin added you to the Online Intellectual Property Rights (IPR)
Certificate Course class!

Online Intellectual Property
Rights (IPR) Certificate Course

5 members

Online Intellectual Property Rights (IPR)

Certificate Course

Open Microsoft Teams

You can choose to open to Download the Windows app or Join on the web instead

=3
_.l

Experience the best of Teams meetings with the desktop app

$ I Download the Windows app Join on the web instead @

Already have the Teams app? Launch it now

9 o»c¢

Download the Windows app for your convenience.
You will be given a prompt tmn, save orcancel
SelectRun
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Having trouble?

To join the meeting, try calling the phone number in the invite or downloading the app again.

Join on the web instead

Already have the Teams app? Laugch it now
Having other problems? Get mfite help
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Login to Microsoft Teams

How to Login Microsoft Teams by Sign in Microsoft 3657

Openyour preferred krowserandgo to portal.office.com

BT Microsoft

Sign in

Email, phone, or Skype K

Enter User Name

No account? Create one!
Can't access your account?

Sign-in options

Next

BY Microsoft
& admin@gitpledu.onmicrosoft.com
Enter password

Password

Forgot my password

Where prompted at the Microsoft sign in pag
enter yourMicrosoft Account Username

(this is the same as your
@organization_domaiemail address)

dick Next.

Enter yourPassword
ClickSignin.

How to logn Microsoft 365for the First Tme?

= 4 —a -

On the More hformation required screeflick Next

ClickRe-enter my passwordn the Confirm your current passwordcreen.
Enter your password andick Sign in

On theStay signed irscreen if you select the optics?2 Y Q1 a K2 ¢ {0 K Aadd thérS & a |

clickYesthis will reduce the amount of times you are requested to sign in

7 | Genie InFotech Ptd.
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Loginto Microsoft Teams through Microsoft 365 ApWindow

1 Once you logon to Microsoft 365, App launcher will open and shows all the apps such as
Microsoft Word, Exce] Forms Outlook, Team etc. as shown in figure. The number and type
of apps depend upon licenses purchased

f Clickon Teamsapp. Newa ¢ S | t¥éwéll open in browser

Microsoft Office Home B3l 75 General (Online Intellectual Pre X

&« - C © & nhttpsy//vwww.office.com/7auth=2 - @ W% n o B ® =
i Office 365 O Ssearch ® s 2 @|
[ gt ;

Good evening, 12A01 Install Office

S, °
+ ® e @ H $ @® D |H | E
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway All apps
Recent Pinned Shared withme  Discover C I ick on Tea ms icon T Upload and open...

Sign in to Microsoft Teams

If you already have th®licrosoft Teamsapp installed on your RC
Qick ™ (Start Menu)> Microsoft > Microsoft Teams

On Mac, go to the Applications folder a@lick Microsoft Teams
OnMobile, tap theTeamsicon. Then sign in using credentials, username in the format
username@rganzationdomain

@

Enter your work, school or
Microsoft account.

Q01 @Sverpootacuk ~ali}— Enter Username
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Microsoft Teams ScreefDashboard)

Once logirto Microsoft Teams you will get screen as shown in figure

pkreticns @ e
Teams Y Manage teams  Teams  Analytics &' Create a team

Your teams garch 1 s Q T D h b d
. Online Intellectual Property Rig...  +++
v Active (1)
General Name = Description Membership People Type
n Online Intellectual Propert...  Informatics Practices 12 A Member &8s 7 e ~
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Navigating the Microsoft Teams Screem PC or Laptop

Microsoft teams screen is divided into three pagtslavigation bay Navigationbar Listand
Navigation Tab Page

Navigation Bar

Microsoft
Feed v
(158 C” B‘; The navigation bar is where you will see
- oun - . ..
Sicc: notifications about youRecentActivity,
DLGF A Private Chats, Teams Meeting, Fles, andApps.
Locate the navigation bar to the left of the
88" Bc
a.h i Teams app
Navigation Bar List
Microsoft Teams 4
Feed v Y
35 Bougie. mentioned DLGF My 11/20
County Ratio Study
DLGF My County Ratio Study > Webinar Demo X . i
DLGE by County Ratio Sty Thark ou so much- Navigation bar allows you to move around in
Qe e 'II:'_(Tams by selectingctivity, Chat Teams or
iles
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Navigation Tab Page

This is your Main Workspace, where you can viewQbaversationsand Files tabs for the channel
you are working in

Microsoft Teams

= Search or typs a command

u DLGF My County Ratio Study > Webinar Demo -

e +

‘F ) Bougle. Deliverance Edited )
¥ Here is my subject line

‘ﬁ'\ Bougie. Deliverance

Icons in the Navigation Bar

Chat

Activity Icon
Select Activity to view activity feeds that contain a summary of everything that's
happened in the team channels you follow or a summary of yecent activity

Chat Icon

Select Chat to view a list of your recent messages. You can browse the messac
and open a message to write a reply or read a whole conversation. You can als
check a contact's details and start a private chat.

Teams Icon

When you first sign in to the Microsoft Teams app, you land in the Teams view.
team with the most recent activity in your teams list is selected, and the team's
activity in the General channel is displayed. You can browse your teams acidese
team's channel.

Files Icon

Select Files to browse and open the files from your team's shared files in the na
app, or edit them in Microsoft Teams. You can also download a file to your local
device. Remember, do not download files to makanges for the Ratio Study.
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN
Navigate the Microsoft Teams Screen on Mobile

In order to acessMicrosoft Teams ona mobile device, you must downloadthe Teams App. Search
the App Sore for Microsoft Teams. It is free to download. Sign in Teams App using your credentials.

Once you signed in, you can see the screen as shown in figure.

8:16AM

Meetings

TODAY July 24

All day meetings 2>

Art Review Monthly

9:00 am - 10:30 am

@i Microsoft Teams Meeting

Usability Results
9:00 am - 11:30 am
Conference room 2026

Visual Design Critique

10:30 am - 11:00 am

Focus Room

TOMORROW July 25

Project Tailspin Offsite
All day
Seattle, WA

Townhall meeting

11:30 am - 12:30 pm

@i Microsoft Teams Meeting

@ B4 265 o —

Activity Chat Teams Meetings More

The Microsoft Teams mobile app is a great way to build a digitahego workplace where team
members cartommunicate, collaborate, meet, share and do much more right from their mobile
devices.
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Chatting in Teams

In Chat, you could start a discussion with all members in the group or privately to a specific student /
member. Group members / studentdll receive Chat messages in both Teams client and Connect
email account. It is a useful and effective feature to communicate with a group of people.

/I £ AO7 Navyc:hétlcé@i ®

Microsoft Teams e

Chat Recent Contacts Y You will see the page changes from your mos

) recently viewed chat, ta new chat with the

ki option to start typing a name or group.

)l Johnson, James (DLGF)

O iy On the bottom of the page you can begin you
YSaal 3S Ay UK SType aliew

@ overoi crivea messagé ® | A0 SYyGdSNJ G2 2

@ vickimey, seve type a message with multiple paragraphs or t
format in otherways, select the formatting ico

W Matengen below the message bar.

Start a Chat

1) Select New che@
2) Typethe nameof the personor peopleyou want to contact.
3) Selectthe down arrow to addanameto your chat group.

Getone person's attention

1) Type a message inraply or start a new conversation.
2) Type @ and the person's name.

3) Select the person's name you want to mention.

4) Finish your message and select Send.

Get an entire team or channel's attention

1) Typeamessagen areplyor start anew conversation.
2) Type @teanor @channel.

3) Selectthe teamor channelyouwantto mention.

4) Finishyour messagendselectSend.

Make video and audio calls from ehat

(4

Seled Videocall or Audiocall % to call someonedirectly from a chat.
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Teams and Channels Overview

Microsoft Teams is a hub for teamwork. Within each Team are Channels. In a channel, file sharing, file
updating, assignment distribution, notes distribution and conversations happen in real time with the
entire team involved. Team is like a mimebsite. t has a Team name and a number of channels MS
Teams Channels are used for scheduling Team meetings as well as sharing files, assignments, and note

Teams

Teams are a collection of people, content, and tools surrounding different project®u@icdmes
within an organization.

1 Teams can be created to be private to only invited users.

1 Teams can also be created to be public and open and anyone within the organization can join
(up to 5000 members).

1 Ateam is designed to bring together a group of pleowvho work closely to get things done.

1 Conversations, files and notes across team channels are only visible to members of the team.

Channels

Channels are dedicated sections within a team to keep conversations organized by specific topics e.g.
supposeyou have created class type of team to teach Computer science subject to class 11, then
experiments that you would like to conduct for all the students (members of your team) are the
channels.

You can create small groups of students and assign mini pgayeseminars, then you can add those
projects or seminar groups as channel.

9 Standard Channet conversations open to all students.
1 Private Channeg conversations open to select students.

Channels are most valuable when extended with apps that indalds, connectors, and bots that
increase their value to the members of the team.

MS Teams has a default General Channel. You may post announcements on this channel.

How to Add Channel to a Team

To add a new channel, you click on the

. <More options> icol at the end of the name of you Team.
1 Then select <Add channel>.
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Your sttt Mmessage 15 showing m chat and chanme’s when pecple message or Smentcn you {range itmur

@ Testing Channel 001 fFosts Fiee 4

HSUHK Staff

Testing Channel 001 L

$ —o
™~ :

Let's get the conversation started

o teacher to begn shanng idees

You need to enter a channel name and descriptleurthermore,you can choose the channel
privacy:

1 Standard Channet everyone in your team can join.

1 Private Channet you need to assign members.

Create a channel for "HSUHK Staff” team

Testing Channel 002

Standard - Accessible to everyone on the team

15| Genie InFotech Pitd.
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View, Schedule, Manage, and Record a Class/Meeting

View, schedule, and manage appointments and meetings in Microsoft Teams to keep your team on
track.

View Class/Meeting

1 SelectCalendarto view your appointments and meetings for the day or work week. These
appointments stay synchronized with your Outlook calendar.

1 Select a meeting invites to see what the meeting's about, who's attending, and to respond to
the meeting.

Schedule &dass/Meeting for members and Guest using Teams Calendar

SelectCalendarthen selectnew meeting
Type in a meeting title and enter a location. An online meeting is created by default.
Choose a start and end time and add detailseéded.
Enter names in thénvite peoplebox to add them to the meeting
Note: To invite someone outside your organization, type in their email address and they'll get an invite
to join as a guest even if they don't have Microsoft Teams.
5. See everyone'availability in theAttendeeslist and, if needed, choose a suggested time or
selectScheduling assistartb see more available times in a calendar view.
6. UnderSelect a channel to meet jrselect the dropdlown arrow to manage your meeting's
privacy setting:
o SelectNoneto keep your meeting private.
o Select a channel to open the meeting to team members.

PwpNPRE

If your meeting gets posted in a channel, it'll appear underRbststab. Team members can set
agendas, share files, or add comments.

Instantmeetingscad a SSG y 2 6 ¢
Turn a conversation into a meeting with a few clicks. Addio, video, and share your screen
Start a meeting
1. To start a meeting, do one of the following:
o SelectZ! in a new conversation.
o Select® inanexistin2 Yy 3SNEI GA2y G2 1SSuext tt GKI G

2. In your video preview, enter a name for the meeting, and se\éatt now.
3. Select the names of the team members you want to invite to the meeting

Join a meeting
o Look for the meetingnotification icon=? in a conversation to find a meeting.
o Selectlump Irto participate in the meeting.

16 | Genie InFotech Ptd.
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Meeting Options- Presenter only me

Presenter only me meeting option is very important while conducting classes online. Once you set this
option all othe participant will become attendees and you conduct your online session without any
undue interference from students.

You'll need to send out the meeting invite before you can assign roles.

Once you've done that, go @alendar@, click on the meeting you just created, and selMeteting
options.

This will bring you to a web page, where you'll see a few choices Midtercan present?

Who can present?| What happens

Everyone Anyone who has access to the meeting link will joemmeeting as a presenter.
People in my
organization

Only people in your org will be presenters. External participants will joattesdees.

Only people you choose from the list of invitees will be presenters. Everyone else
join asattendees.
Only me Only the organizer will be a presenter. All other participants will join as attendees

Specific people

Unscheduled meeting

2, Linus Cansby
Meeting options

Who can bypass the lobby? Everyone

Wheo can present? Everyone

Everyone

17 | Genie InFotech Ptd.



Taking Part in an Online Meeting
Whether a meeting was started by yourself or someone else, or whether it was started from a call,
chator channel, the meeting itself will be the same unless the organizer has changed any settings.
Menu

l'd GKS o620G02Y 2F &2dz2NJ aONBSy s &2dxQff FAYR GKS
screen is not in use just moveyour mouse in the Teamgindow for it to reappear.

Some items in the floating menu may not be available to you if the meeting organizer has set you to
be an attendee rather than a presenter.

Audio & Video

During a call you can mute your microphone or turn off your videolioiing the appropriate icon in
0KS Ft2FGAy3 YSydzY OARS2 OF YSNIY A02y 2NJ YAONRL
through them when you have disabled them:

01:00:39

Screen sharing

If you want to share your screen with the other people inthe &fl,A 01 2y GKS W{ KI NB
to the right of the microphone icon, showing a rectangle with an arrow pointing upwards). You can
then choose what you want to share, e.g. your desktop, a specific window, a presentation (PowerPoint)
or an applicationThe part of your PC that you are sharing will be highlighted with a red line. If you shift
G2 FYy20KSNJ FLILX AOFGA2Y GKFEG AayQld o6SAy3a aAKI NB
. 2dz Oy &aG2L) aKFINAYy3 o0& OCfeXl@ingnfedu. 2y GKS Ww{i2LJ

Note: Screen sharing is only available to organizers or presenters. If the organizer has set you to be an
attendee, the share screen option will be grayed out and an explanatory note will show if you put your
mouse on the screen sharimgpn

Only meeting organizers and presenters can share

01:03:18 vee (M,
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Background Effects

When using video, you may wish to blur your background or use a background image. This is
particularly useful if you are in an area with lots of distractions, or you are in a personal space. Click
2y GKS X Ay GKE GK2243 yB{ EF dD O] ANRdzyR STFSOI

%21 Show device settings

B Show meeting notes

O Enter full-screen

%% Show background effects

[c€] Turn on live captions (preview, English US only)
i Keypad

© Start recording

<= End meeting

i Turn off incoming video

A panel will open on the right showing your options for your background. This may take some time to
fully load. Once it has loaded you can scroll through the background images that dablavd/’ou

Ifaz2 KIFI@®S GKS o0l &aA0 Wofdz2NJ 6F Ol ANRdzyRQ 2LJiA2Yy |
2F GKS LI ySt OtAO0] GKS Wt NBGASHQ odzitizy (2 OKS
KFELILIR ¢gAGK AGZ Ofyh A RISKRD W drilif2ey ¢ VLRF (2Nl R2 y Qi
Oft A0l GKS WIHLlXeqQ odziti2y o

The background will be blurred or replaced with the background image you chose. Noted that this is
not perfect, but it will help you to avoid having distractions showmthe background.

Recording a Class/Meeting

1. Start or join the Clasbleeting.

2. To start recording, go to the meeting controls and selote options *** > Start recording
Everyone in the meeting is notified that recording has starfdee meetinghotification is also
posted to the chat history.

Note: You can't make multiple recordings of the same meeting at the same time. If one person
starts recording a meeting, that recording will be stored on the cloud and available to all
participants.

3. To stoprecording, go to the meeting controls and sel&tdre options *** > Stop recording

a. The recording is then processed (which could take a while) and saved to Microsoft
Stream, and then it'seady to play.
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b. The person who started the recording receiveseamail from Microsoft Stream when
the recording is available. It also shows up in the meetingtcbain the channel, if
@2dz2QNB YSSGAy3a Ay | OKIyySt

Taking attendance in the class

Teachers (Owners/Organizers) can view and download a meeting attendance report.

=]
1 During the class session, sel&ttowParticipants €0 pane of the meeting.

1 Click theDownload attendee listarrow ¥ as shown below.
1 Download the report as a .CSV file (texinat) that can be opened in Excel. The .CSV file
contains thename, join time, andleave timeof all meeting attendees.

People v @ X

Invite someone or dial a number @

Currently in this meeting (1)

1 You will only be able to download the attendance report while the class session is in progress
and students are still present.

20 | Genie InFotech Ptd.
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Types of Teamg Class, PLC, Staff and Other

Select a team type

(7 g‘\ ».;.A
« - i L BN
Class Professional Learning Staff Other

Discussions, group projects, Comm unity (PLC) School administration and Clubs, study groups, after school

assignments Educator working group development activities

Cancel

There are 4 different types dflicrosoft Teamsavailable for you to choose from:

Class

= =4 =4 -4 A -4

Ideal for teachers and student®llaboratingon group projectsassignmentand more.

Team with unique permissions for teachers and students.

As owners of the Team, teachers assign and rewevk, and create channels and files.
¢SIFOKSNAE FNB ofS (G2 Y2RSNIGS aildRSyidQa
Each class teamlisked to its @avnh OneNote Class Notebook.

Within this type of Team, students are able to collaborate in group work channels, share
files, and turn in assignments.

Professional Learning Community (PLC)

f

= =4 =4 A

Staff

Other

f

Allows teachers and educators to connect regularly emithborate through Professional
Learning Communities (PLCs).

can be formed around interest area, grade levels, and across subjects.

Teachers can be added at any time and all have EqualWRege Permissions.

Team members can share files and collabethtough channels even when not at school,
Each PLC team is linked to its own OneNote notebook for further collaboration.

Allow staff to easily share information and work together on schwaidk initiatives.

With integratedOneNoteStaff Notebooksgeach staff member can access and contribute
to both collaborative and private spaces.

Each Staff Team will haveStaff Leadeias theOwner,who can then add and remove
other staffmembers.

Allow students and school employees to collaboraténterest groups and clubs.
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

1 The Team can have any combination of Students and school Staff.
1 Team members share Equal Re&ldite Rermissions unless the Team owradters the
settings.

Conversation using Post Tab in the channel

1. Click on Post in the tab section

Navigate to the bottom of the conversation screen

Click on "Start a new conversation”

Type your message remembering to @mentthe team or team members
Attach any files if required

Send

o gk wN

@

than Richards o

z

2 =

Mr Richards

@

General

[="u

)

)

@ [

o .
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Uploading files in the channel

To upload a file to Teams, select the Files tab listed in the channel. Just below the channel name
aSt SO0 a! LX 21 R¢E®

0 e
Ve File { F Teams D & 21 «
—
% General
:'_: L\ + Ad 0 age ‘ Op are
vam - Modked by

o C Excel Spreadsheet xlsx - am 13.92

@ owerPoint Slides.pptx 1 am 1 2 KB

L« ] Co Nord Document.docx ams 7.30%8

@ DLGF Teams Damo Che liams. Vanessa (1OT) K8

A file menu will pop ullowing you to choose a file to upload. Click open and the file should appear
in the listing below.

Conversations  Files
—

i@ General

DLGF Teams Demo Checklist +

— v 4 « Downloads Ratio Studies 2019RS v C;J | »r ‘
Organize v New folder - @ @
WeeklyRepoi# ~  Name 7 Date modified ype A
2019 Benton e f
December Carroll
& Downloads Cass .
November |- Dubois
Franklin
@ OneDrive Fukoh
0 This PC oy
Hamilts
P 3D Objects .
Jasper
I Desktop Johnson
|2 Documents K
‘ Downloads Lake v
D Music vil< n >
File name: [ CASS AV Comp Detail 03-18-2019 v] [Anfies 0 v|
(===

Modified by

v.williams

v.williams

v.williams
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STEP BY STEP GUIDE TO USE MICROSOFT TEAMS APP AND SUBMITTIN

Create, Distribute and Review an Assignment

1) Navigate to theGeneralchannel in the desired classroom, then sel@ssignments
2) Select Create>Assignment.

Reading Reflection #8
Due February 22, 2019 9:59 PM

ition ) Homework
PM

Quiz

From existing

3) Enter a title for this assignmentthis is required.
4) Provide more information for thassignment. The following steps are optional:

MNew assignment Saved: Jun 1, 149 PM Discard Save m

Title (required)

Reading Journal

O Add category

Instructions

Enter instructions
& Add resources
Points

No points
@ Add rubric

Assign to

(g

Ecology 9A =} All students

Don't assign to students added to this class in the future. Edit

Date due Time due
Tue, Jun 2, 2020 11:59 PM (O]

Assignment will post immediately with late turn-ins allowed. Edit

1 Choose multiple classes or individual students in one class to assign to.
1 Decide if students who join this class in the future should receive this assignment. By
default, only students who are in yoalass now will receive it.
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1 To do this, select Editext to Don't assign students added to this class in the future. Make
your selection, and then select Done.

Assign to
Biology =
Don't assign to students added to this class in the future. Edit
|
U
Date due
Wed, Apr 22, 2020 ]
Assignment will post immediately with late turn-ins allowed. Edit

Note: If you choose a close date, any student who joins will receive this assignmenheantibse
date.

T Add additional instructions.

1 Attach resources to the assignment by selecting Add resources.
During this step, add a document from your personal OneDrive, computer, or create a
blank Word (.docx), Excel (.xIsx), or PowerPoint (.pptx) docutodrand out to your
students.

The default for the file will be Students can't edit, which means the document isaelgd This is a
great option for reference materials.

Select More options™™* > Students edit their own copy you'd like each student tedit their own
document and turn it in for a grade.
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