Setting up and using Microsoft Teams — Faculty perspective

e Getting into Teams.

Setting up your course by setting up your Team.

Creating a Virtual meeting for your Class.

How to Join a meeting and record a meeting.

Where can you access a recording of your session?

How to add your Teams channel into your Moodle page. (optional)
Videos.

Getting to Teams:

1. Log in to Office 365 via Myhanover.edu or mail.hanover.edu. Then click on the 9 dots icon
in the upper left corner.
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2. The Apps area appears. Click on Teams
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Setting up your Course by setting up your ‘Team’

3. On the next page, click on the Teams Icon running down the left-hand side of the page.
Across the page will be Teams that you are a part of.

Click on Join or create a Team on the upper right corner to create your course.

@ (1) Microsoft Teams x — X

< C @ teams.microsoft.com/_#/school//?ctx=teamsGrid *« @O e :

MicrOSOft — r_’j — e — _
Teams that you are in are shown below. To enter one, click on the icon

v Your teams

InformationTechnology test meeting Test class team

4. Click on the Create a Team button that appears.

4 Search or type a command

< Back

Join or create a team

-t

Create a team Join a team with a code

. . . Enter code




5. Choose Class

L3

Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after school

assignments Educator working groun development activities

A Type here to search

6. Name your course and then click Next.

Create your team

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

Name

IDS 247 - 20th Century American Pop Culture‘

Description (optional)

Create a team using an existing team as a template

Cancel




7. Add Students. Students and faculty are available in a pre-selected directory. Start typing
their names and they will appear. You'll only have to add them once to the course.

Add people to "IDS 247 - 20th Century American Pop Culture"

Students  Teachers

55 Student, Joe X

Start typing a name to choose a group, distribution list, or person at your school

8. Once they are all added you can click Close. I'm only adding Joe Student, but you'll be
adding more students.

Add people to "IDS 247 - 20th Century American Pop Culture"

Students  Teachers

Search for students
Start typing a name to choose a group, distribution list, or person at your school.

js  Student Joe
STUDENTJ16

,n ENG 1117 PM
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Creating a virtual meeting for your class

9. Set up a meeting for your class with the Calendar. This could be a regular class meeting.
Click on the Calendar icon on the left side.
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General Posts Files Class Notebook Assignments Grades -

IDS 247 - 20th Century American... ***
Welcome to IDS 247 - 20th Century American Pop Culture

Choose where you want to start

General

T |
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883 Reiley Noe changed team descriptior

& Reiley Noe has added Student, Joe to the team

10.Your Teams Calendar displays with your Outlook Meetings on it.

Click on New Meeting to schedule a class meeting or an individual one-on-one with a
student.
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11.Fill out this form to set up a meeting.

- S _
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Va class

& Add required attendees + Optional .
fill out to set up your meeting

B Mar24,2020 11:30 PM Mar 25, 2020 1200AM v 30m @  Allday

& Does not repeat

&  Addchannel
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mn
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Type details for this new meeting

12. This will require you to invite everyone in the class. The good news, though, is that you

can schedule the meeting to repeat (MWF at 1:00-2:00 for example) so you only do this
once.

Teams will also send out a RSVP e-mail in the attendee’s outlook calendar and it will
appear as a block in their Outlook.
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13.The meeting is set on the Teams Calendar which is also reflected in my Outlook calendar.
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14. Scheduling the event sends out an invite to students and other attendees that looks like
this. | added Jen Duplaga as a student to generate this e-mail.

Your students will be able to join the meeting through the link at the bottom of the e-mail when
it is time. But there are other ways to join....

Group Tools Duplaga, Jen - noe@hanover.edu - Outlook
Ider View Help Group Q Tell me what you want to do
Current Folder ~ >6 No Response Required 'a Calendar..
Wed 3/25/2020 1:16 PM
datev T TC Jennifer Duplaga on behalf of Test class team
a

FW: IDS 247 - 20th Century Pop Culture -- Meetng 2

Required Reiley Noe; Student, Joe; Jennifer Duplaga; Test class team

117 PM (@) Accepted by Reiley Noe on 3/25/2020 1:09 PM.
This appointment is next to another one on your calendar. A
Q @ When Wednesday, March 25, 2020 1:30 PM-2:00 PM Location online v
1:16 PM
-

-—-——- Original message --———
From: Test class team <Testclassteam @HanoverCollege.onmicrosoft.com>
823 AM Date: 3/25/20 1:09 PM (GMT-05:00)
To: Reiley Noe <noe@hanover.edu>, "Student, Joe" <studentj16@hanover.edu>, Jennifer Duplaga <duplaga@hanover.edu>, Test class team
<Testclassteam@HanoverCollege.onmicrosoft.com>
Subject: IDS 247 - 20th Century Pop Culture - Meetng 2

Be prepared to talk about:

13/2020
Sputnik
Kubrick
Jayne Mansfield
<_) Betty Friedan
3/2/2020 Mad Magazine

17/2020 Join Microsoft Teams Meetin

MEETNG options



How to Join a meeting

15. You can join a meeting from a calendar block when the meeting is occurring:

.." Calendar

- | ) Today < > March 2020
23 24
ﬁr 1PM big blue button testing.
a
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2PM | David Buchman re: Turnitin
L& my office

Reiley Noe

Facuity Meeting via Zoom (see instructions
below)

Dustin Bailey

HAQ
Grace Miller

25 26

Wednesday hursday
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online Reiley Noe 8

IDS 247 - 20th Century Pop Culture
online Reiley Noe

Reference Desk

CLT meeting
CC Boardroom

Q

@ Meet now

Reference Desk

BTS Meeting - Kapuya

Reiley Noe

Q

16.0r you can join from an e-mail reminder once the meeting is in session
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TC Jennifer Duplaga on behalf of Test class team
FW: IDS 247 - 20th Century Pop Culture -- Meetng 2
Required  Reiley Noe; Student, Joe; Jennifer Duplaga; Test class team

(@) Accepted by Reiley Noe on 3/25/2020 1:09 PM.
This appointment is next to another one on your calendar.

When Wednesday, Mard

Location online

— Original message -——--—

From: Test class team <Testclassteam @HanoverCollege.onmicrosoft.com>
Date: 3/25/20 1:09 PM (GMT-05:00)

To: Reiley Noe <noe@hanover.edu>, "Student, Joe" <studentj16@hanover.edu>, Jennifer Duplaga <duplaga@hanover.edu>, Test class team

<Testclassteam@HanoverCollege.onmicrosoft.com>
Subject: IDS 247 - 20th Century Pop Culture — Meetng 2

Be prepared to talk about:

Sputnik

Kubrick

Jayne Mansfield
Betty Friedan
Mad Magazine

Join Microsoft Teams Meeting

g options

All folders are up to date.

Connected to: Microsoft Exchange

B Display Settings




17.0r you can join from the Teams area within Microsoft Teams. This is also called the

Channel in Team’s lingo, for what it's worth. Click on the Blue Bar for the meeting and
you’ll be able to join when it is in session.
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18.Click Join Now. Word of warning: I'll be recording this in an extra room that my son has
used until recently. I've commandeered it as my office today. Pardon the mess!
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19.Notice the tool bar near on top of the front of my hoodie. This is where the recording tools
are located.

Make sure that the camera does not have a strike through it. If it does it wills show a static
picture associated with your Hanover e-mail rather than live video of your session. Make
sure that the camera is on.

People X
Invite someone ®
TR et
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e
Suggestions (1
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20. To state the obvious, the microphone icon lets you know that your microphone is on. A
strike through it means that you are muted. Click on the icon to mute.
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Currently in this meeting (1)
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Suggestions (1)
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21. The Icon that shows the square and the arrow will let you share a screen

People X
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22.I'll share a screen about the Bauhaus ... I'm a big fan of Bauhaus architecture.
Click on the icon or in the black area of the bottom corner to stop sharing a screen.
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23.The curious three dot icon opens a menu with many different options.

52 Show device settings

& Show meeting notes

I Enter full screen

7% Blur my background

cc) Turn on live captions (preview)
i Keypad

© Start recording

[ Turn off incoming video

P Type here to search

24.The most important is Recording, which displays with a red dot. I'll start recording a
session.
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25.The blue bar that you see above my Chicago White Sox hat will appear and stay for the
duration of a recording. Once the recording stops, it will disappear.

A You're recording Let everyone know that they're being recorded. Privacy policy

People

Invite someone
Currently in this meeting
Reiley Noe
@ Organizer

{53 Show device settings Suggestions (1)

[ Show meeting notes
JS_ Student, Joe

3 Enter full screen

7% Blur my background

m on live captions (preview)
# Keypad
© Stop recording

4 Turn off incoming video

S

" - w1 ENG
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26.When you stop recording you will see this button in the image below. In Teams you can’t
stop and resume recording within the same recording session in the same meeting. You
can stop and start recordings in the same meeting, but these will render as two separate
videos rather than one long recording.

More on where the recording is stored later ... we’ll cover the rest of the tool bar first.

Stop recording?

If you stop, the recording will end at this point.

Cancel Stop recording

a P Type here to search



27.You can also enable live captioning of your speech in this area. It creates the captions a
moment or two after you’ve said them and displays them in the lower right.

People
Invite someone
Currently in this meeting (1)
' Reiley Noe
/@ Organizer
1 think that it's time to grab a quick coffee.
. ENG 404 PM
L Type here to search Ot R ) 3 e B
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28.The cartoon speech bubble icon is for chat. It will create a bar to the right side of the screen
where student can chat in questions or observations.

Meeting chat X
Hide conversation
Reply
AC ©B B Q B
- ENG PM
i ) - M
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29. The icon that appears to be the outline of people will show you the participants in your
session.

People X

®

Invite someone

Currently in this meeting (1)

. Reiley Noe
@ Organizer
Suggestions (1

JS_ Student, Joe

. L ENG  259PM
- s 7US  3/25/2020 %4

AL Type here to search

30.0n the far left of this toolbar is a timer the counts the time of your total session — note this is
not necessarily your total recording time.

Teams allows for sessions of up to 4 hours of time per session.

People X
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Curret e
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31.Finally, the red telephone will close the session.

Itis NOT a join by audio or by phone. If you click on that, the session is over.

A Type here to search /2020 124

Where can you access the recording?

A few minutes after you've ended the recording, you’ll get an email from Microsoft Stream alerting
you that the recording of the video has been rendered. You can access the recording from the link in
the e-mail, though most people will use a different way of viewing the video.
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O Policy ~ P3 Follow Up ~ Add-ins | OneNote
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By Date i
Bybats: A MS Microsoft Stream <no-reply@microsoftstream.com>
= **{EXT} Your meeting recording is here! — "Meeting in "General" "
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3:11PM (® Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message. o

2:56 PM %

Your content is ready to stream!

2:49 PM

P
Delete th Meeting in "General

\>) to publish, view, edit or share!
1:57 PM

b3

1:40 PM

B Manage your Stream notification preferences here. o

All folders are uo to date. ~ Connected to: Microsoft Exchance BB Disolav Settinas 1Y B2~ ] +



Most people will find it on the Team’s Channel page.

You — and your students — can view the video there along with any chat that took place during the
session. You can click on the video and it will render in a popup that will allow you to review the

recording.

Search or type a command

M with Reiley oe 120 ~op
eating witi Relley Noa General Posts files Class Notebook Assignments Grades +

&

Reiley Noe

Reiley Noe | i Student, Joe 1o th

Reiley Noe has a Steve Brown 10 the team.

Reiley Noe has removed Steve Brown from the team

Reiley Noe Vesterday 11:38 PM
This lecture will cover the '50s

‘ ® 02 (2
o

Brando
Mad Magazine

IDS 247 - 20th Century American... ***

a IDS 247 - class in Teams

Wednesday, March 25, 2020 @ 1:00 PM

General < Reply

Reiley Noe changed t

Gt Meeting ended: 17m 3s

Meeting
Recorded by: Reiley No

Start a new conversation. Type @ to mention someone.

If you click on the three dots in the corner of the video, you have some options. You can view it in
Stream (which Hanover has a subscription to as part of Office 365) or share a link to the stream

video.

e ]

General Posts Files Class Notebook Assignments Grades -+

&3 Reiley Noe changed team description.

g Reiley Noe has added Student, Joe to the team

& Reiley Noe has added Steve Brown to the team.

‘%& Reiley Noe has removed Steve Brown from the team.

< All teams

Reiley Noe VYesterday 11:38 PM
@ | This lecture will cover the '50s

IC Brando
Mad Magazine
e ’ Open in Microsoft Stream

See more

IDS 247 - 20th Century American... - DS 247 = class in Teams o5 Share
Wednesday, March 25,2020 @ JRCSECRRITIS
General v y
sy 7 Make this a tab

@ Learn more
283 Reiley Noe changed team description.

/N Report a problem

Meeting @

Recorded by: Reiley Noe

(8]}

Meeting ended: 17m 3s

< Reply

Start a new conversation. Type @ to mention someone.



Here’s what it looks like when you click on Get Link.

Get Stream Link

ttps://web.microsoftstream.com/video/2e2e8522-be1d-4514-aeb2-82d830c692]

A Type here to search

Here’s what it looks like in Stream. The Share link will let you also create a link directly to the video or
allow you to e-mail this to others.

You can also place this on your Moodle page, either as a link or embed it onto your page. You can
link to the stream video by using the URL resource at the bottom of the popup that displays when you
click Add an Activity or Resource.

Sl W Watch "Meeting in “General"

e @ 1 Yin@D® =

Interactivity

+ Add Form

Meeting in "Gener p ‘

ENG 440 PM
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Adding your Teams Link to your Moodle Page (Optional)

You can make life easier for your students by creating a link to their Teams course on your Moodle
Page.

Click on the three dots icon in the upper corner of the Team’s Channel page in a Microsoft Teams
course.

“ Search or type a command — q X

< Allteams General posts Files Class Notebook Assignments Grades + ® Team @

IC
. Upload Class Materials Set up Class Notebook

| 1DS 247 - 20th Century American... -
.~ Reiley Noe Yesterday 11:38 PM
\G(, al c This lecture will cover the '50s

Brando

Mad Magazine

a IDS 247 - class in Teams

Wednesday, March 25, 2020 @ 1:00 PM

Teams Page of < Reply
your course Today

@

Meeting started

Meeting il ]
Recorded by: Reiley Noe

St Meeting ended: 17m 3s -]

© Reply

Start a new conversation. Type @ to mention someone.

A COB&B Q0 - B

Click on Get Link to Channel — the name Microsoft has for the page that you are seeing.

@ Search or type a command

{ All teams n General Posts Files Class Notebook Assignments Grades + ®© Team oo

L1 Channel notifications
IC
Upload Class Materials Set up Class Notebook & Wemeasa

B3 Get email address

IDS 247 - 20th Century American... ***
Reiley Noe Yesterday 11:38 PM w
General % | This lecture will cover the '50s

@ Open in SharePoint

Brando
Mad Magazine

n IDS 247 - class in Teams

Wednesday, March 25, 2020 @ 1:00 PM

< Reph
Today
(=] Meeting started
Meeting
Recorded by: Re
St Meeting ended: 17m 3s 9
« Reply
Start a new conversation. Type @ to mention someone
¢ OB & Q0 - B

ENG 737 PM
US  3/25/2020

A Type here to search
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Copy the link then login to Moodle and go to your course. Click on the Gear. Turn editing On.

Get a link to the channel

ps//teams.microsoft.com/l/channel/19%3ab5d8615964114f5eb03632f437d67dd

A Type here to search

Click on Add an Activity or Resource at an easy to find place — This will be the link to the Team’s channel
for the rest of the class.

h Course: Noe Sandbox course X + = X
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H pel Type here to search

video assignment is due




Scroll down to the bottom of the page. Click on the radio button near URL and click Add

fn Course: Noe Sandbox course X + - X
< C @ moodle.hanover.edu/course/view.php?id=26648&notifyeditingon=1
g!’l, Virtual Select an activity or resource to view
5. programming lab its help. Double-click on an activity or
W.W. Norton resource name to quickly add it
- e
4w Calendar
& Participants
n Workshop <
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RESOURCES 8 29
BB Grades ¥ =
& 8 10
[l e 15 17
O General + 6 Marc SR
File . 3‘1
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+ @ qui . backags - '@ M Hide course events
qui PRas -
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N+ 8
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Now you must Name the Link — Pick something that refers to this being where you can access Microsoft
Teams to view live video and recordings for the course.

Paste in the link that you copied from the channel page.
If you want to add a description in the text box, do so. Just make sure to click the link if you want it to display.

Click one of the buttons at the bottom of the page to Save your work.

n Editing URL X + = a X
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And there it is — Students may or may not have to authenticate into teams, but this will send them to the
Channel Page.
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And the link takes me back to the Channel page, where all the video recordings will be stored.
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Videos

If you want to know more about teaching with Teams, look at these videos:

Microsoft Teams Top Tips | Office 365 #1
https://www.youtube.com/watch?v=fuRDTxyqGHs&list=PLTr4HjgLnovy-6|{C-W-cqRKhGwJCVpxJ6

How to Create Live Lessons in Microsoft Teams | Office 365 #2
https://www.youtube.com/watch?v=GwfdZm2FXsc

Breakout rooms in Teams
https://www.youtube.com/watch?v=hUUbA53ouSo
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