**Before using Teams with students, when you first open a Team, at the top of
the screen, it will say that you need to activate it and will tell you how many
students are waiting to join. Click Activate.

Steps to Scheduling a Video Conference in Teams

Find the teams icon on your Mac.

Click on the calendar icon.
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Click on New Meeting.
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Put in the date of the first
Custom recurence meeting. Choose week if

you want to have a daily
recurring meeting and
select the days on which
you want the meetings to
occur. Put in the date of the
last meeting of the grading
period. Save.
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Repeat this process for
each of your classes with
remote learners.
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Steps to Starting a Video Conference in Teams on the iPad

] chat

Find the Teams icon on your
iPad.

Test

Angie Smith Test Class > General

Chat

Details
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Thursday, August 6, 2020

3:00 pm - 3:30 pm

Angie Smith Test Class/General

( Share meeting invite

Cen ]

Join Microsoft Teams Meeting Learn more about Teams | Meeting options

SHARED TO CHANNEL
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i  Angie Smith Test Class
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Angie Smith
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Cancel event

This will cancel the meeting for all participants
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Blur video background

Join now
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Tap on the day. Tap join.

Be sure your video and mic
are on. Tap Join Now.




If you want to record the meeting
so students who were unable to
attend or absent from on-site
learning can view it later, tap the
0 Putme on hold three buttons next to the red

@ Share phone icon. Tap start recording.

™  Raise my hand

@ Start recording

Turn on live captions

i Dialpad
787 Start video with blur

Turn off incoming video

< g Ppes At the top of the screen, it will
® You're recording. Make sure everyone knows they're being recorded. Privacy Policy show that you are reco rdin g the
meeting. When meetings are
over, they are automatically
uploaded into Stream, which is
a tool for storing and sharing
videos in Office 365.

To end the video and or
meeting, simply tap on the red
phone icon. If you recorded the
meeting, you will receive an
email shortly after the meeting
ends to tell you the video has
been loaded into Stream.




More Options in Teams
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If you want to screen share, so
kids can see what you have on
your device, click on the box with
the arrow. On the Mac, a series
of windows will appear at the
bottom of the screen. You can
choose the first box to show
students what you have on your
desktop.

When you are done screen sharing, click the box in the bottom
right hand corner of the screen to go back to the meeting view.
Then, click on stop sharing.
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When you choose the
screen sharing option, you
will also notice a white
board at the far right. This
is a whiteboard you can use
to teach, and it can also be
a collaborative white board
that students can use. You
can choose whether you
want to give them access
or not.
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Do you want to present or collaborate?

O Present Whiteboard. Only you can edit.

@ Collaborate on Whiteboard. Everyone can edit.

Collaborate on Whiteboard (11)




Managing Permissions in Teams
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If you have kids entering
meetings way too early to chat
with friends or you have
students kicking each other out
of meetings or muting each
other, there is a way to fix that.

Open an already scheduled
meeting on your calendar.

Click on meeting options either at
the top of the screen or at the
bottom.
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Where it says “Who can
bypass the lobby?” You can
select no one. This will
prevent kids from joining
early, but will force you to
admit them.

Changing the presenter to
“only me” will prevent kids
from being able to mute and
kick others out of a meeting.




Chatting or Video Calling Individual Students for Support
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Click on the chat icon at the left of the screen. Click on the box
with the pencil at the top of the chat box.
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Start typing in the name of the student and
choose his or her name from the list.
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Click in the message box at the bottom of the
screen. You can type a message here and use the
icons below the box to attach a file and much more.
Click on the airplane icon to send the message.




Tweaking Things in Teams
(Team/group name, members, team icon, etc)

Teams Y & 8" Join or create team

Technology Testing
GRP

Your teams

NWCS Admin Team GRP NHS Staff GRP NMS Staff GRP NW(CS Staff GRP

7 CAT
{ 8 GH

3rd Grade Home Room -

Angie Smith Test Class Section 33

Hidden teams

Click on the Teams icon on the left side of the
screen in Teams to see all of your Teams/Groups.
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Click on the three dots next to the Team. If you don’t need to see
that Team, you can click Hide to remove it from the main screen.
You can always get back to it by clicking on Hidden Teams.
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» Hidden teams

If you click on Manage Team, you will be able to see the students
who are in the Team. If you need to, you can add students who
may not be showing up. You can also remove students by
clicking on the x next to their name.
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Start a new conversation. Type @ to mention someone
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When you are in a Team, if you click on the three
dots next to the name and click Edit Team, you can
change the name and the image!
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