User guide on
Microsoft Teams for
Online Classes



Basic Features on Microsoft Teams

Microsoft Teams provides chat-based workspace
where team members can share ideas, documents and
calendars as well as hold discussion and make video
calls, etc. Teachers <can <create collaborative
classrooms; communicate with a large group of
students in chat, voice, video conference, share screen
as well as exchange information with file sharing and
channels.
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Basic Features on Microsoft Teams

e Online Class Creation
e Online Video Lectures

* Online Class Material Sharing

* Class Messaging

* (Class Scheduling Using Calendar
e Assignment Delivered by Teacher
e Assignment submission

* MCQs Quiz

* Grading in Microsoft Teams
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What MS Teams can do with your teaching?

e Communicate with your students in chat message,
voice, video conference, and screen sharing;

e MS Teams supports a large group of users in a
voice/video conference meeting.

* |t is good for virtual lecture, project discussion, and
meeting;
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Login Page of Microsoft Teams

B Microsoft

Sign in

imran.abbasi@ajku.edu.pk

No account? Create one!

Can't access your account?

Sign-in options
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Dashboard of Microsoft Teams

Search or type a command

‘!‘ Feed v Ve Windows Quiet Hours is enabled, so you won't get notifications for calls and nfessages in Teams. X
Actiity

Join or create a team Search teams Q
a You will see mentions, replies

and other notifications here.

h Dashboard or

. . Main screen for
Create a team Join a team with a code MSTeams

C
. ‘ . Enter code
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Microsoft Teams
Team

Search
Favorites

=i Team
Here are your current feams. You can
GEReTal easily create your own to bring together
people in your company based on

G projects or organizations

Designers

Team Fun

Production Schedule
Marketing & Social

Testers

Creative Studio Team

88" Addteam




Search

Favorites

B 2017 New Range Team

General 2

Launch

Designers

Team Fun

Production Schedule
Marketing & Social

Testers

Creative Studio Team

¢8"  Addteam

Microsoft Teams
General

General

Within a team, you can create multiple channels to
organize your work by topic or project.




Microsoft Teams
Conversation

Conversations

e —

Conversation

Team members can jump into the conversation at any
time. Threaded chat makes it easy to scan the stream
and keep track of the conversations relevant to you.

You can embed images, files, gifs, stickers, emojis,
and even third party connectors or bots for a truly
integrated experience.

Your team files, notes, and frequently accessed tools
can appear as Tabs. Pin your favorite Office 365 and
third party apps for easy access.

= 2017 New Range Team > General -

Files Wiki Planner PowerPoint Trelle T
"©  Emilie, the new designs are in for the 2017 line, The presentation to our warehouse contacts is this Friday so
we nead to make sure it's as tight as possible. Can you get the last four settled before we go forward?

Kadji Bell 12:18 P

e Just saw this presentation and | think we may need to get Rob and Johanna in on it. After we decide
on final designs can we align on next steps? We need to make sure we're meeting our deadlines to
keep production on time.

o Babek Shammas 12
@ Here's the previous round Johanna. Let me know if you need anything else!

mg Copy2.docx e ﬂa Design2.ppt 1en

& Reply

Danielle Morrison  12:18 PM

@9  The deadline has been pushed back.
e Kadji Bell 12:23 Pl
© | was just told they narrowed it down to Design 1 and Design 2.

& Reply

Start a new conversation

A ¢ @ B[ B



Microsoft Teams
Settings

Microsoft Teams

Account Setting
and Sign out

TC

ITC Test Class ntroduction to Programming Software Enginegring  About




Microsoft Teams
Join or Create Class

Microsoft Teams 15 Search or type 3 command

How to Join or create teams
and invite people

SE tc

ITC Test Class Introduction to Programming Software Engineering test class 3



Microsoft Teams
Join or Create Class

Microsoft Teams

a Click on Join or create team _—
= Teams Sl =5 Join or create team

8 TC SE tc

i ITC Test Class Introduction to Programming Software Engineering test class 3

| B3



Microsoft Teams
Create Class

Microsoft Teams Search or type a command

<

Back

Join or create a team

el

Create a team Join a team with a code

TOW® Enter code

Click on Create team



Select a team type

£

‘

Class

Discussions, group projects
assignments

Microsoft Teams
Create Class

Professional Learning
Community (PLC)

Educator working group

\!)

Staff

School administration and Clubs, study groups, after school
development activities

Click on Class

Cancel




Microsoft Teams
Create Class

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.

Mame

Enter Name and
Description of Class then
Click on Next

Introduction to Computer

Description (optional)

Create a team using an existing team as a template




Microsoft Teams
Add People

If you're using Teams as partofa
Microsoft 365 subscription, you can
create your team from an existing

group.

Add people to "Introduction to Computer

Students Teachers

ajku

n at your school.

AJKU Administrator

L (AJKU) IT Acaderny Admin

WVCAJKU
WVCAJKU) OCS Account For AJKU

Azad Jammu & Kashmir University
(AJKU4585) OCS Account For AJKU



Microsoft Teams
Add People

If you're using Teams as part of a
Microsoft 365 subscription, you can
create your team from an existing

group.

Add people to "Introduction to Computer

Students  Teachers

n at your school.
AJKU Administrator

- (AJKU) IT Academy Admin
VCAJKU
(VC.AJKU) OCS Account For AJKU

Azad Jammu & Kashmir University
(AJKU4585) OCS Account For AJKU



Microsoft Teams
Add People

Add members to Introduction to Computer

Students  Teachers

ajku-itcenter
A ajku-itcenter
Removing 4 members...

Click on Add




Microsoft Teams

' \ All seams l General Posts Fes Class Notebook Assignments  Grades T @Fam o

Start 2 meeting
1. To start a meeting, do one of the following:

+Select in 3 new convessaton Welcome to Introduction to Computer

* Select in an existing conversation to keep all that

C here vou want o st
sl cated. Choose where you want to start

Introduction to Computer we 2. Inyour video preview, enter a name for the

a meeting, and select
5 Join a meeting From here we'can
General 1. Look for the meeting notification iconin a upload class materials, e |
5 conversation to find a meeting . 1
2. Selfect Jump In to participate in the meeting. N

=)

Upload Class Materials Find help & training
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Microsoft Teams ¢ Search or type a command

£33 Show device settings

E Show meeting notes

I Enter full screen

i Keypad
© Start recording
> End meeting

()¢ Turn on incoming video
Record your meeting
Select more options icon to
record the meeting. You'll be
emailed when the video is
ready so you can view, edit, and
share with others.




e Microsoft Teams Search or type acommand

From here we can:




Click here to Stop recording

Stop presenting

£33 Show device settings

[E Show meeting notes

T3 Enter full screen

i1 Keypad
© Stop recording
o> End meeting

()4 Turn on incoming video




Click on Stop recording

Stop recording?

This meeting is being recorded. Are you sure you
want to stop?

Cancel




Microsoft Teams

From the Calendar 12b, you can quickly review
any upcoming events, schedule evens, or
miodify events. However, singe it does use the

" Qutiook Web Access piatiorm, it is possible that
you (znd oferusers) Wil be prompted to log
in again when viewing the caendar.

Once you've creaied a shared Microsoft Teams
calendar, af of your team members wil be on
fhe same page. Team wusers can quickly review
their deadiines and shiare new deadlines,
improving producivity and effeciiveness.

Search of fype 2 command

29

30

Gt Meet now

Jalureay




Microsoft Teams A Search or type 3 command
Ot Meet now

April 2020 - May 2020 °

21

Click on New meeting



Microsoft Teams

hew meeting Details Scheduing
ie (UTC+05:00)

l!‘j

Search or type

or type a command

Close

v

Islamabad, Karachi

Add required
information and
then click on save

3 iy r X
ntroduchion to Computar

~n

v 2 X000 0D 33090
May 2 2020 1:00PM May 2 2020

130 PM ®

All day

». Jie
)
v =
' Introduction to Compuiter
o | ' Introduction to Programming
= s Elwnwe = B
G =" = ~ = & /A
General
’ . Software Enginzering
— ’. Test Class
>. test class 3



Microsoft Teams Search or type a command

Gl Calendar =TTV - New meeting

2] Today April 2020 - May 2020 & Week
26 21 28 29 30 01 02
Introduction to Computer

New meeting



Microsoft Teams C Search of type 3 command

Share your screen




Microsoft Teams

Share your screen

Screenshare PowerPoint

No files available

Microsofit Whiteboard Frechand by InVisica




Share

your screen

Application Window

Chrome Tab
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Microsoft Teams

Share your screen 5 Imran Shamoon

Ootion Two:
VDU 1WC

MS  Muhammad Saghr
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Share your screen

M5 Muhammad Saghe



Microsoft Teams

Share your screen

Imran Shamoon

Screenshare PowerPoint Browse ~ Whiteboard

No files available

Deskiop/Window Y 11 hiteboard freehand by InVision




Microsoft Teams

IS ' Imran Shamoon

KA Kamal Abbas

MS  Muhammad Saghir

Stop presenting




Search o type 2 command

Microsoft Teams

Mesting ended: 10m 555
Create an assignment in Microsoft Teams

i
Teams
|introduction to Computer | '
Create assignments for your students in
Microsoft Teams Manage assignment
fimelines, instructions, adding resources to fum

Mesting ended: 4m 19s
in. and more.

Note: The Assignments tab is only avaliable
in class teams.

h

‘l;.h

General

Meeting ended: 10m 465

i
Meeting "
: Fecorded by: imsan Abbag
Ot Mesting ended: 8m 29%s
é
Start 2 new conversation. Type @ to mention someone.
@ Y0 QB E B Q -



Microsoft Teams Search or type a command

‘. { All teams . General FPosts Files ClassNotebook Assignments Grades -+
IC Upcoming

w

Teams 2 ' Drafts

Introduction to Computer
a / Assigned (0)
i General . ;
Navigate to the General channel in

1} the desired classroom, then select
Calendar Assignments.

L Select Create>Assignment.

Quiz
woks like everything's been graded.

From existing

» Graded (0)




Microsoft Teams L4 Search of type 3 command

iy}
m
thy

(lass Notebook  Assignments Gradss ¢

‘ { Miteams . General Pos:

New assignment Saved May 2 12:56 P Discard Save Assign

Introduction to Computer Enter a ftie for tis assignment s is required

B rssignment No. |
e Prowide more information for the assignment. The
(7 Add cztegory folowing steps are optional

<+ , Choose mutipie classes or indvidual studenis in one
ciass to assign to

Add addifional instructions

' Studeris can't ad fiach resources to the assignment by selecting Add
: 1eSOurces

Foints
29, Introduction to Computer 2 All students L2
Date due Time due
7\
Help Sun, May 3. 2020 =] 11:59 P s
r————e0bo—o-o-—--- ————————  Z Z - .- ————————————— -/
- Assignment will post immediately with late tum-ins allowed. Edit



Microsoft Teams

New assignment

Introduction to Computer

Gener e

ADT FESOUITES
FOINts
10

Introduction to Computer

Uste oue

~Anm
sanmant wil oot immediate

rch of type a command

l General Posts Files Class Notebook Assignments Grades

e -

Saved: May 2 1256 P\ Discard

For more assignment bmelne options. select Edit
Here, you can customize when your assignment wi be
posted to students and when it will cose for tum-ns. By
default. no close date will be selected, whech alows
stidents to tum in assignments fate.

Select the amount of points this assignment is worth, if
any. You can use points on any number-based scale
including whole numbess of 100 and se your own
denominator. Examples: 88/100 or decimals 3.7/4.0.
Select Add rubnc to add a grading rubnc

Add a category

Time due

B 1159PM

Save




Select Assign. Your students will be notified of the new
Edit assignment timeline |assignment on the day you specified.

Select Discard to discontinue work on this assignment or Save
to return to the assignment and edit it later.

Schedule to assign in the fu|

Post date Post time

Sun, May 3, 2020 = 9:00 AM ®
Due date
Due date Due time

Sun, May 3, 2020 & 11:59 PM ®

Close date

Close date Close time
Sun, May 3, 2020 & 11:59 PM ®
Assignment posts immediately and is due on Sunday, May 3 at 11:59 PM. Late turn-ings allowed.

Cancel




Microsoft Teams

s { Allteams . General Posts Files Class Notebook Assignments Grades +
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Introduction to Computer

General

Assignment Uploaded

Ot Meeting ended: 8m 2%

o
-
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a Assignments 1:02 PM

Assignment No. 1
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Ban

A & Rep
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M3t 3 new @' (0 Merion someone.
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Microsoft Teams

f2ams
.....

Introduction to Computer

General

Search or type 3 command

. General Posts Fies Class Notsbook Assignments Grades +—

Create a Quiz
Upcoming
ivoini Firstiy we ase going fo creaie a basic quiz which will provide students with an
instant resuit and score
s 1. Clck New Quiz
2- A new blank quiz wil be displayed
3-Let's sef up a few basics mchudng the fitle, descnption and an image for our quz
4- Cick the Unétled Quiz texd o change the fitie
5- Enter a description to give the end-user an idea of what the form is about or
some instructions i needed
6- Nowi et's set an image fo use for our quiz, this could be a logo, header image or
just an mage associated with the topic of your quiz
7- Cick the Insert Image button
From existing 8- You have the opfion of searching for an image using Bing, accessing mages you
- have stored n your OneDnive account, or uphading an image from your compuier.
Create

v Assigned (1)

Assignment

§- Locate the image you wish fo use, sefect it and click Open
10- The image will be added to your quiz header area




i Add the quizzes you create in Microsoft Forms to your
assignment.

Search

Choose a Form: + New Form

No Forms available

Log in to Microsoft Forms

To create New Form click on
New Form lcon.




S\ § (R --E /-'_. ~m +h -
My forms:  Shared with me
) ,

=

New Form

E

New Quiz

et fe—

Group forms

'There are two types of forms you can create: aformora
quiz. Tnere are a few differences between the two

fypes.

« Afom can be used o collect feedback. conduct
surveys, 2ccept signups. peer coflaboration, and lofs
more

v Aquizean beused fo assess siudent leaming. provide

instant results and feedback, conduct a quz and more

I OWAET iame






