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Jll Benefits of Microsoft Teams for Education

* Microsoft Teams offers many benefits for teachers and students. Here are some examples:

* Explore Student Insights that allow you to track student progress and identify student needs.

Collaborate easily by sharing materials, lesson plans, or preparing rubrics together.

» Access all the Office 365 Apps, such as Word, Excel, and PowerPoint, which are integrated
into Teams.

* Customize the Learning Experience with educational apps and tools.

* Improve inclusion with immersive reader, dictation, live captions,translation, and other accessibility
features.
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Bl Downloading Teams & Signing In

Step 1- Navigate to the Microsoft Teams website: https://teams.microsoft.com/uswe-01/downloads.
Click on Download Teams (Teams for work or school).

Teams for work or school

Download Teams

Step 2 - Install Teams by double-clicking on the file that was downloaded. The installation will take a few
minutes to complete.

B Microsoft

Step 3 - Once the app is downloaded, it will open automatically. Now you can sign in using your
@torontosom.ca credentials.

B® Microsoft

Sign in

Email or phone

Can't access your account?

QK‘, Sign-in options
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Bl Creating a Class Team

IMPORTANT NOTE: MS Teams is intended to be used only as a teleconferencing and meeting application
only; no assignments should created using the MS Teams “Assignments” tab

A class will be called a Class Team. It can be found in the Teams option on the left sidebar of Microsoft
Teams. You will have multiple Class Teams to correlate with each class if you have multiple classes. Once
students join their Class Team, they can access the class as members.

Step 1- Select Teams from the left sidebar of the Teams app, then click on Join or create team in the
top right corner.

r-\L o Do :
Activity Teams i &g Join or create team
5
Chat
Azsignmiznts - .

Your teams

Calendar

Calls

| Step 2 - Click on Create a team.

o) Join or create a team
Chat
FLLY
(1] sos
Teams . m
AszanmErts Create a team Join a team with a code

= 000 —

Callandar

Q-. Got a code to join a team? Enter it above
= &2 Create taam : '

k¢

m
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| Step 3 - Click on Class as the team type.

Select a team type

1 T

Class Professional Learning
Discussions, group projects, CDITII'HI..II'Iity (pLC)
assignments

Educator werking group

4 g
SO W

Staff Other
School administration and Clubs, study groups, sfter schoal
development activities

| Step 4 - Click on Use this template.

Class X

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.

& 1channel

General

Use this template
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Step 5 - Enter a name and optional description for your Class Team, then click on Next.
Note: We recommend that the class name be the same as your course name on Canvas so all
information between Microsoft 365 and the Canvas portal is the same.

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

[Course Mame

Description (optional)

Let people know what this team is all about

Step 6 - In the next window, it will ask you to add people to the Class Team you just created.
Since you will not need to add a student now, click on Skip.

Add people to "PSY101"

Students  Teachers

Search for students

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

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement
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| Step 7 - A new screen will open with the message Welcome to followed by the class name. You will
now be directed to the Class Team you just successfully created.

jgr < Allteams Ps  General Posts Files + o @ -
5 —
o PS
e
(L]
© psyiol
A@ o Welcome to PSY101
e Home page
Choose where you want to start
@ Class Notebook

Classwork
'8 Assignments

- Grades L

[} Reflect ] ‘

= nsights o f
Channels

oo
General

Upload Class Materials

Set up Class Notebook

©)

Bl Sharing Class Team Link with Students

| Step 1- Click on the Teams icon on the left sidebar of the Microsoft Teams App.

Step 2 - Click on the [ ... ] option on the top right of the Class Team that you want to add students to.
Then, click on Get link to team.

‘?b Teams = 53 &8 Join or create team
Activity
(=)
=/
Chat

& ’& Hide
Assignments
f2% Manage team

Calendar 7@ Add channel
So Add member
%
Calls [& Leaveteam

£ Edit team

&> Get link to team

{7 Manage tags
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Step 3 - Alink to join the Class Team is automatically generated. Click on Copy. Add the copied
link to your Canvas homepage. You may use the sample in the Appendix for reference.

Get a link to the team

https://teams.microsoft.com/|/team/19%3aDIV_yufTSARyXMvnERRBjAISqrXyiholLUc

Cancel Copy

Fall 2023
‘ Collapse All View Progress + Module

Home
Announcements
Assignments @ i » Teams Link (]

Discussions

7
<]

=] Join the Class
Grades &

[ I T

Step 4 - After students click on the link, they will be prompted to send a request to join the
Class Team. To view the requests, click on the [..] next to the name of your Class Team. Then click
on Manage team.

|
i A;%n,.. < All teams General Posts Files + NG
S
Chat PS
. Welcome to PSY101
(]
Te Choose where you want to start

ams
PSY101 (D)
Home page

]
Class Notebook Co Add channel )
Celendar Classwork S Add member .
Q_) Assignments E@' Leave team d
Calls T
i /7 [Edit team
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Step 5 - Go to Pending Requests to view requests to join the Class Team. To approve, click on the
Accept button next to the student’s name or click Accept all to accept all requests.

LSTEE e mnoam= FEUESIED

Acoegrt

IMPORTANT NOTES:
» To avoid missing students’ requests to join a class, please check the new requests regularly

* Toronto School of Management provides Microsoft 365 accounts to all students with access
to Teams. All student emails should end in: @torontosom.ca

* If a student has not yet received their login credentials when the semester starts:

* Send them a link to access the virtual Class Team directly, which is explained in the
Invite Students as Guests section.

» Advise students to wait until they receive their Niagara College Toronto credentials and
that all new students will receive them via the email used for registration.

* If a student does not know what their email address is, please have them contact student IT
support at “Insert Email Here".

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement
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Ml Scheduling Virtual Classes

We recommend using the Meet feature in Teams to schedule virtual classes. Students who have already
joined the Class Team will be able to attend the virtual classes at the scheduled time without you having
to send them a reminder or meeting link.

Benefits of scheduling your virtual classes:

« Virtual classes for a course only need to be configured once. After they are configured, they can be us
ed for the entire semester.

* You do not have to keep sending students the class link as it is already scheduled.

« (Note: Instructors may still need to send the class link to some students who are registered late and do
not have the Microsoft 365 credentials at the start
of the semester).

» Students can easily access the virtual class directly from the Microsoft Teams app.

Step 1 - Click on Team from the left menu bar and go to the desired Class Team group you would like
to schedule your virtual classes. Go to the General Channel.

I Step 2 - Click on the down arrow from the Meet button on the top right and select Schedule a meeting.

< Allteams n General Posts Files O Meet |~ (@D -

PSY101

) 1 Meet now
5=
@ Schedule a meeting

Welcome to PSY101

Home page
Choose where you want to start

Class Notebook
Classwork
'Q) Assignments
Grades
0 Reflect 2 f
sghs 0
Channels Upload Class Materials
General

Set up Class Notebook
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| Step 3 - Structure your class accordingly. You can always adjust these settings later.

* Add a title: Please use the same name of the class from Canvas, so the students can easily understand

which class to join.

* Add required attendees: You can skip this section.

» Date and Schedule: Select the date of your first class, and the time when your first class starts and when

it ends.

New meeting Details Scheduling Assistant

Show as: Busy

New meeting

Time zone: (UTC-05:00) Eastern Time (US & Canada) v ---

5 Add title \
%  Add required attendees + Optional
(©  2023-08-28 1.00 pm. ™

2023-08-28 130pm. v 30m @ All day
Q Does not repeat v )
=) ﬂ PSY101 > General
© Add location
= B 7 U S| & s Pasgraph ~ = = = =

Type details for this new meeting

not repeat and click on.

© BEE epeat

@ Does not repeat
Every weekday (Mon - Fri)
Daily

Weekly

Monthly #A

Yearly ting

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement
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79

E& Options
Who can bypass the lobby?
People in my org and guests v
Record automatically @

More options

Occurence Since your classes will occur weekly, click on the dropdown menu that reads, Does

(=]
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Structure your class so it reoccurs weekly.
 Start: If the start day is not the first day of class, change it to the correct start day.

* Repeat every: Keep 1in the box. Click on the dropdown menu and choose Week Then choose the day
(s) you want the virtual class to occur every week.

* End: Choose the date that is the last day of your class, so the meeting recurrence will stopat that time.
Click on Save.

Below is an example of a virtual class that occurs every Tuesday, starting Tuesday, September 5,and ending
on Tuesday, December 19.

Set recurrence

Start 2023-09-05

Repeat every 1 Week v

SM°WT

End 2023-12-19 Remove

Occurs every Tuesday starting 2023-09-05 until 2023-12-19

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 13
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* Channel: Since you created the meetings from the Class Team, the system will automatically put the
right channel here. For more information about channels, please seethe section, Understanding and
Creating Channels.

* Add location: You can skip this section.

» Description: You can type a brief paragraph about the class mission here.

Vi Add title Who can bypass the lobby?
People in my org and guests v
o
<@  Add required attendees + Optional
Record automatically @
®© 2023-08-28 1:00 p.m. v
More options
2023-08-28 130pm. v 30m @ All day
[} Does not repeat v
= B rsvi01 > General
6 Add location \
= B 7 U S ¥ A A Paagraph v = T =S
Type details for this new meeting

* Lobby: The lobby is the waiting room for your attendees. While in the lobby, the attendees must be
admitted by you in order to enter the virtual class. By default, it is set to People in my org and guests.
You can change the settings by clicking on the dropdown menu. If you select the option, People in my
org then only students signed in with their school email can attend.

* Record automatically: You can toggle this option or start the recording manually during the class.

New meeting Details Scheduling Assistant m

Show as: Busy Time zone: (UTC-05:00) Eastern Time (US & Canada) ~v - @ Options
d )
?
Y Add title Who can bypass the lobby?
People in my org and guests v
o) : .
<o Add required attendees + Optional
Record automatically @
O 2023-08-28 1:00 pm. v
} P \_More options )

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 14
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* More options: This will bring up more meeting options including the options above.

* Who can present By default, it's set as Everybody. Change this option if you want liketo present
your students from presenting or sharing their screen during your virtual class.

Meeting options

Who can bypass the lobby? People in my org and guests
People dialing in can bypass the lobby

Attendees with a registration link can bypass the lobby

Announce when people dialing in join or leave

To assign a role to a participant, invite them
to the meeting individually. Learn more

Who can present Onlz orﬂanizers and co-organizers

Allow mic for attendees

Choose co-organizers:

Allow camera for attendees
Record automatically

Q&A

* Once you are done structuring your virtual class, click on Send to finish. 13

You will now see the virtual class you just scheduled in the Posts section as well as on your Teams calen-
dar. Students will see the same from their side.

NOTE: Any recordings and resources shared during these virtual classes will be saved in the Class Team/
Channel, which are accessible by all students in that Class Team.

- @ - -

ar B -
o=t All teams General Pposts Files + [=3NO)
- n
i \
Teams 6
PSY101
Assignments
Home page Upload Class Materials
B Class Notebook
(aar Set up Class Notebook
Classwork
(5 Assignments
I
e Grades .
W DandiYang 2:06 p.m.
Reflect Scheduled a meeting
(g == PSY101 Online Class
u Occurs every Tuesday @1:30 p.m. until 2023-09-25
R Channels  Reply

General

.

Help

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 15
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You can check your scheduled classes by going to the Calendar tab on the left sidebar of the Microsoft
Teams app.

@ - -

2 Calendar # somvinan || 0 weernon ([

\—h/‘ £ Todsy < > September2023 B Work week
cn
e 18 19 20 21 22
= Monday Tuesday Wednesday Thursday Friday
g rem
Assignments
PSY101 Online Class
Microsoft Teams Meeting
Dandi Yang
[Drop-in/out ] FCT Canvas Group
& @ J | QA Session - Fall 2023 Term
3 pm. Microsoft Teams Mesting
Fleming College Toronto - Teachin
— Office Hours Office Hours
Microsoft Teams Meeting Microsoft Teams Meeting
Apps
p.m.
@ @
pu .
@ sem
Help

Bl Editing Scheduled Virtual Classes

| Step 1- Click on the scheduled class from your Teams Calendar Click on Edit.

From the dropdown, select Edit occurence if you are only editing the meeting details of oneclass.Select
Edit series if you want to change the meetiing details of all scheduled classes.

|
5 B cotendar #sonuinann o weetrow ([

)
= ) Today < > September2023 B Work week
o) 18 19 o o 22
T Monday Tuesday My calendar s sy
| 2pm.
e P5Y101 Online Class
_ September 19, 2023 1:00 p.m. — 3:00 p.m.
a

Calengar 1 p.m. PSY101 Online Class Edit
2 Microsoft Teams Meeting
c\ﬁ‘ Dandi Yeng Edit occurrence
® Microsoft
2pm. Edit series
& hitps://teams.mMICTOSOIT.CO P .o |
' o
Apps pm, @ PsY101 5 General
CE=is —  {D Chatwith participants
Microsoft Teams Meeting o
4pm. o Dandi Yang
=) < Organizer 2
0
7
pe Spm.
Help
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| Step 2 - Modify the meeting details as needed and then click on Send update to apply the changes.

—

':%c- PSY101 Online Class Chat Details Scheduling Assistant  Attendance +3 -+ ‘ Send update ' Close
Activity
=) . .
) X Cancel meeting & Copy link Tracklng
Chat
(°UQ| &  You're editing a meeting series. DY Dandi Yang
Teams Organizer
@ 77 PSY101 Online Class
Assignments
E o Add required attendses + Optional
Calendar
r\g © 2023-09-05 1:00 p.m.
Calls
2023-09-05 300pm ~ 2h @  Allday
L Occurs every Tuesday starting 2023-09-05 until 2023-09-25
= Microsoft Teams Meeting
®  © oo 2
= B 7 U & ¥ A s Pasgeph ~ N A —
p=
@)
Help

M Inviting Students as Guests

Some students may not yet have their Microsoft 365 credentials. If a student joins the class as a guest,
they will not require their credentials.

Step 1- Select the Calendar icon on the left sidebar of Teams and click on the section of the virtualclass
you want to send the link for. Click on the copy icon to copy the link to your clipboard.

@ -

;c%w Calendar # Join with an ID O Meet now m.
D Dy < > Septemberzozm v S
@ 18 19 o ; 22
e Monday Tuesday My calendar d Friday
e PSY101 Online Class
September 19, 2023 1:00 p.m. — 3:00 p.m.
Tpm. oo Edit v I Step 2 - You now have two
Dandi Yan 1 .
’ © Microsatt Teams Mesting OpthhS
0 2pm.
o N © https ",es’r‘sr"\\c'asotco’rIr“\es:h:\rjc'\". . Paste the |ink into an
Coel B oo e email and send it to
s 5 et parsipans students OR
fiper & Dendivang
- o ° + Go to the Canvas portal
@ | som and paste this link to the
course shell.

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 17
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Bl Holding a Virtual Class

want to attend from your Calendar. Click Join on the new pop-up window.

C‘\ —
- Calendar PR TSN CRORO . ..., ccing | - |

G Today { > September2023 B Work week
18 19 o ) 22
Monday Tuesday My calendar e Friday

PSY101 Online Class

September 19, 2023 1:00 p.m. - 3:00 p.m.
Calendsar pm. i i i
PSY101 Online Class [ Edit
~ Microsat Teams Mesting
2
L) Dandi Yang
® i eeting
o p.m
b= eams.microsoft.com/|/meety (]
3pm. @ PsY101 > General
5o Office Hours {3 Chatwith participants
D Microscft Teams Meeting -
Apps
p.m. o Dandi Yang
@ <~ Organizer )
o) p.m.
Help

| Step 2 - Configure your audio and video settings. Then click on Join now to enter the meeting

Choose your video and audio options

Computer audio

Phone audio

Room audio

E T2l Effects and avatars Don't use audio

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement
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Bl Sharing Your Screen

| step1-0Once you join a meeting, click on the Share icon from the top menu bar.

PSY101 Online Class

O & & © B & @ - @ w ¢ @

Chat People Raise React View Rooms Apps Maore Camera Mic Share

Step 2 - Click on the window you want to share. Share audio from your computer by clicking the option
Include computer sound.

PSY101 Online Class

© s 6 © B8 & B -~ & 4 @

Chat Pecple Raise React View Rooms Apps More Camera Mic Share

Share content Include computer sound

Presenter mode

=) Add background

Waitin

| Microsoft Whiteboard
~ | .. z
Collaborate on a whiteboard

You can also share a specific window or application instead of your entire computer screen (ex. Chrome,
PowerPoint) by clicking on the Window option and selecting the application.

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 19
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Bl Recording a Meeting

| step 1- Click on the More icon from the top menu bar, Record and transcribe, then Start recording.

PSY101 Online Class

c © B8 o o BN @

Chat Pecple Raise React View Rooms Mare Camera Mic Share

@® Start recording @ Record and transcribe

= . i) Meeting info
(=] Start transcription = 9 '

121 Effects and avatars

£t Language and speech

Step 2 - Once you click on Start recording, you will see a message letting you know that the recording
and transcription have started, and the recording icon will appear.

P5Y101 Online Class

E-“-@EBE]N&

Chat People Raise React View Rooms Apps Camera Mic Share

s started. Starting

P5Y101 Online Class

e © B8 o IR

Chat Pecple Raise React View Rooms Apps More Camera Mic Share
@ . __ @ Record and transcribe
@ Re (O Stop recording

[E] Stop transcription Meeting info

— ) Effects and avatars
(=] Transcript

Language and speech

Settings

| Step 4 - Teams from prompt you to confirm that you want to stop recording. Click on Stop.

Stop recording and transcription?

Cancel Stop

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 20
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Bl Creating Breakout Rooms

With Breakout Rooms, you can divide students into smaller meeting rooms. You can use this feature for
conversations separate from the main meeting.

| Step 1- Click on the Rooms icon from the top menu bar.

PSY101 Online Class

S & O B 8 L

Chat People Raise React View Rooms wilie Camera Mic Share

Step 2 - From the dropdown, select the number of Breakout Rooms you want to create. Choose if youwant
groups to be assigned automatically or manually. Click Create rooms.

PSY101 Online Class

S 0 © 6)

People Raise Read View Rooms

Create breakout rooms

Choose the number of rooms you want to
create.

5

Assign participants

You can assign pecple to rooms, or let Teams
assign people for you.

Automatically
Teams will assign 0 people to each

room.

Manually

Waiting for others to join...

Choose the people you want to
put in each room.
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Step 3 - Once the Breakout Rooms have been created, you can view them as a list. Click on Open
so students can enter the rooms they were assigned to.

PSY101 Online Class

% & © B 5 @ - Y% @

People  Raise React View  Rooms  Apps Camera  Mic Share

Breakout rooms

All participants

Assign participants

0
Open

Student 1 [Guest) . Room 1 (2)
Closed
Room 2 (0)
Closed
Room 3 (0)

Closed

Room 4 (0)
Closed

© B 5 B - | B & 8 FEEP

React View Rooms Apps G ra Mic Share

Breakout rooms

Join room
Assign

Rename

Close room

R Room 1 (2)

Room 2 (0)

agn . . Closed

Waiting for others to join...
Room 3 (0)
Closed
Room 4 (0)

Closed

Room 5 (0)
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Step 4 - Click on Close to end the Breakout Rooms and bring students back to the main meeting.
Then Click on Resume to continue with the class.

—
oJ
Rooms Maore

Breakout rooms

Il participan

Assign participants

There are also several Breakout Room options that you also have access to:

* +:add a breakout room
» Speakerphone: send an announcement to all rooms which will appear in their chat.
* Trash can: delete all rooms

» Settings: addition breakout room settings, including creating a time limit for breakoutrooms.

@H@EBE_]-'-N&,.M|V

Raise React View Rooms Apps More Camera Mic Share

Breakout rooms

All par

Assign participants

¢ Settings Setting a time limit on breakout rooms+: add a breakout room

_ . Click on the settings icon, toggle the Set a time limit option, thenselect

:}cg“ presenters to manage ) the length of time. Students will be moved back to the mainmeeting after
the time limit has been reached.

Set a time limit (1)

0 hours

15 minutes

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 23
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Bl Taking Attendance

The attendance report for Teams meetings and shows you who attended a class, what time each person

joined and left, and more.

| Step 1- Click on People from the top menu bar and the Participants sidebar will appear.

PSY101 Online Class

? © 8 68 B - | W ¢ @

People Raise React View Rooms Apps Maore Camera Mic Share

Step 2 - Click on the [ ... ] next to Participants and then select Download attendance list. Once it's

downloaded, look for the file in your device’s Downloads folder.

—
B o - [T Y

Chat People Raise React View Rooms Maore Camera Mic Share
Participants

—a

— Manage permissions

+ Download attendance list

] Lock the meeting

* In this meeting (1)

You will also be able to view the Attendance Report from your Class Team Channels.
Home page </ Reply
& Class Notebook

Today
Classwork

Aecinm . n Meeting in "Group Discussion” ended: 11m 19s oY
Assignments

Erdes Attendance report
@ Reflect Click here to download attendance report

nees nsights

«’ Reply
Channels ’

General
- : : % New conversation
=y Group Discussion

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement
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Ml Using Class Channels

Channels
Teams are made up of two types of channels:
* General: Available and visible to everyone.

 Private: These are for private conversations.

Every Class Team comes with a General channel, which is what you will use to communicate with the whole
class. Unless you want to create small groups in your class for group discussions, group work, or a separate
meeting link weekly, you will not need to add any channels.

;c%r < All teams u General( pPosts Files -+ O ©

(=)
i/
Chat
Welcome to PSY101
sde
-E'»,: Choose where you want to start
PSY101
Assignments Wemre page
T Class Motebook .
Calenoer Classwork " J\
Assignments d
Grades
Reflect Upload Class Materials

nsights

General
()

Set up Class Notebook

All channels have the following default tabs:

* Posts: shows all messages in the channel.
* Files: stores all files shared in the channel.
* +:you can add additional apps to the channel if necessary

Microsoft Teams Guide for Faculty Members: Teaching, Development & Enhancement 25
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Create a New Channel

| Step 1- Go to your Class Team and click on the [..] icon. In the menu that opens, click on Add channel.

a%r» < All teams n General Posts Files | (BN O)]
Chat
[X1]
w

" psy101 @
8

£33 Manage team

Welcome to PSY101

Assignments

Home page
et Notebook Go Add channel Choose where you want to start
(ofender Classwork & Add member
Assignments [@ Leaveteam

Grades /  Edit team 4
Reflect .
ere &2 Get link to team
Insights d

¢{J Manage tags

oo

oo

Aops
Channels T Delste team Upload Class Materials

General

Set up Class Motebook

| Step 2 - Configure your new channel:

 Enter a Channel name and a description (optional) for the new channel.
* Privacy: From the dropdown menu, choose whether you would like your channel to be
« Standard (available to everyone) or Private (only available for the students you choose).

» Check the box Automatically show this channel in everyone’s channel list if you want all students to
see this channel.

+ Click Add.

Create a channel for "PSY101" team
Channel name

Letters, numbers, and spaces are allowed

Description (opticnal)

Help others find the right channel by providing a description

Privacy

Standard - Everyone on the team has access

[ Automatically show this channel in everyone’s channel list

Cancel
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| Step 3 - Configure your new channel:

+ Enter a Channel name and a description (optional) for the new channel.
* Privacy: From the dropdown menu, choose whether you would like your channel to be
« Standard (available to everyone) or Private (only available for the students you choose).

* Check the box Automatically show this channel in everyone’s channel list if you want allstudents to
see this channel.

+ Click Add.

=

al < Al teams n Group Discussion Posts Files Notes +

PSY101

6 Class Notebook
2nd
Classwork \ B

'\{) Assignments \
Calls =
Grades

Reflect

nsights

5
& [oo
EH

Channels Welcome to the class!

General Try @mentioning the class name or student names to start a conversation.

\

e

Other Class Pages
Your Class Team has other class pages by default as well:
* Home page: Information on the class including- announcements, class schedule,assignments, and
files.
* Class Notebook: a space for notes and collaboration using One Note.
e Classwork: class content can be arranged into modules here.
» Assignments: assignments and quizzes can be created and/or uploaded here.
» Grades: tracks student progress and grading.

Reflect: a space for social emotional learning by using check-ins.
* Insights: view student engagement levels, learning patterns, and wellbeing goals.

NOTE: You do not need to use these features as we already use Canvas LMS for this purpose.
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Bl Sending Messages to Your Class

Step 1- Go to the Teams tab on the left sidebar and click on the desired Class Team (and the desired

Channel if you have more than 1 channel). Click on Posts. If this is your first message to the class, click on
New conversation.

4§w < All teams ﬂ General Files —+ o O
Chat
PSY101 A J
Assignments Home page
Class Notebook Upload Class Materials
CRlener Classwork

Set up Class Notebook

Assignments

Grades
|
Reflect
s Insights =
PSY101 Online Class
Occurs every Tuesday @1:00 p.m. until 2023-09-25
General

@

| Step 2 - Type your message, and click on the arrow icon at the bottom right to send the message.

lsrades

Reflect I
e Insights
PS¥101 Onlime Class
Channels Occurs every Tuesday @1:00 p.m. until 2023-09-25
General
@ Y 2 Q@@ 5> 9 ¢ 0O B - @

You can format your text, attach a file, use emojis, or add a GIF into the chat box using the options below
the textbox.
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Bl Using Teams for Virtual Office Hours

Teams syncs seamlessly with your Outlook calendar which makes it aneasy tool for holding virtual office
hours.

With Teams:

* You can schedule Teams meetings to recur throughout the week like in-person office hours
would.

* In your call, you can see your students who join and interact with them via chat, video, or
voice call.

* When a student joins your office hours, they can share their screen with you if they need to
show you a problem they are having.

+ Students can join a Teams call even if they do not have Teams installed on their computer.
They can also join a Teams call from a mobile app if they do not have access to a computer.
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Bl Scheduling Virtual Office Hours

| Step 1- Open Teams and click on the Calendar menu. This is located on the left side of your screen.

W) 14 s 16 1z 18

23S

=

Acsignments o

3 p.m.

Manday Tuesday Wednesday Thursday Friday

4 p.m.

I Step 2 - In the upper right hand corner of your calendar, click on the New Meeting button.

# Join with an ID 1 Meet now ‘ ~+ New meeting ..

August 2023 -~ B Work week v~
15 16 17 18
Tuesday Wednesday Thursday Friday

I step 3 - A new meeting window will pop up. Here, you can add a title for your office hours.

New meeting Details Scheduling Assistant m

Show as: Busy ~ Category: None “  Time zone: (UTC-05:00) Eastern Time (US & Canada) -~ Response options §92 Options
/ ?
@ Add title ) Who can bypass the lobby?
People in my org and guests v
S  Add required attend Optional
<o quired attendees + Optiona
Record automatically @
© 2023-08-18 530 pm. v

More options
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Step 4 - You can leave the Required and Optional Attendees blank, since these are open Office
Hours,however, you can fill in the Optional Attendees with your students emails if you would like.

/ ?
Y Add fitle Who can bypass the lobby?
People in my org and guests s
S Add required attendees + Optional
=+ ] q pticna
Record automatically @
©  2023-08-18 530 pm. v

More options

2023-08-18 E00pm. v 30m @ All day

2  Doesnotrepeat v

= Add channel

Step 5 - Choose the start date and time for your first Office Hour meeting as well as your end time of
your first Office Hour meeting. Your start and end dates should be the same.

/ 7
f Add title Who can bypass the lobby?
People in my org and guests s
o . .
co Add required attendees + Optional
Record automatically @
©  2023-08-18 530 pm. v

More options

2023-08-18 £00 pm. v~ 30m @ All day

(F2h Does not repeat v

= Add channel

| Step 6 - To set Office Hours that repeat throughout the week, click on the down arrow to the right of
Does not repeat and choose Custom.

- -

&) Does not repeat

Every weekday (Mon - Fri)

© Daily Online meeting (D)
Weekly

= Monthly A\ Paragraph ~ = = == 99
Yearly ting
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Step 7 - Select the first day of your Office Hours, how often you would like them to repeat, the days of

the week that you will have your Office Hours, and the last day of your Office Hours. When you are done,
click Save.

Set recurrence

Start 2023-09-04

Repeat every

End Select date

Qccurs every Monday and Friday starting 2023-09-04

Step 8 - Back in the New Meeting window, click Save (or Send if you included your students’ emails in
the Optional Attendees). This will add the office hours to your Calendar and send a calendar invite to any
Optional Attendees you listed.

New meeting

New meeting Details Scheduling Assistant

Show as: Busy “ Category: Noene ' Time zone: (UTC-05:00) Eastern Time (US & Canada) ~~ Response options CE;E Options
1 7
Vi Testing Who can bypass the lobby?
People in my org (w3

] Add required attendees

Record automatically @

Optional:  Add optional attendees
More options

(D 2023-09-04 530 pm. v

2023-09-04 630pm. v 1h @ All day

NOTE: When your scheduled Office Hours are up to you, however, please keep them between class hours:
8:30AM-9:00PM. You are required to hold at least 2 hours of Office Hours perweek- online or in-person.
If students cannot make these hours, be sure to offer alternative forms of

comunication, such as email or sending a message on Canvas.
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Bl Sharing Office Hours with Students

If you did not include all of your students as Optional Attendees when you created your Office Hours, you
can share your invite with a link.

I Step 1-In your Teams Calendar, click on the Office Hours.

Office Hours Office Hours
Microsoft Teams Meeting Microsoft Teams Meeting

it
t

I Step 2 - In the window that appears, copy the link to the Office Hours Teams meeting.

Assignments

1p.m.

&
Calendzr
My calendar Ve
Q) 2 p.m.
= Office Hours
D September 12, 2023 3:20 p.m. — 4:30 p.m.
Fi 3p.m.
Join Edit

Office Hours

Microsoft Teams Meeting
AT ©® Microsoft Teams Meeting
oo

o

Apps R ) ) )
G2 https.//teams.microsoft.com/l/meetup-join/t...

5 p.m.

Paste this link on Canvas for your students to access. When students click on this link, Teams will
open in a browser, but they can choose to join the meeting using the desktop app if they have
it. They can also access Teams from the mobile app.
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Jl Appendix

Suggested template to send your Class Team link to students
Hi class,
Here is the link to join our class (INSERT COURSE NAME HERE) on Microsoft Teams.

Instructions to join our class on Microsoft Teams:
1. Download the Microsoft Teams app on your computer.
2. Log into Teams with your Microsoft 365 account — which was sent to you via your personal email.
3. Click on the above link.

4. Click on the “Request” button.

After you complete these steps, just wait for me to approve your request and you will be able to join the
virtual class on Microsoft Teams. Please send me your request before (specify a due date) EST.

NOTE: Some of you may not receive your Microsoft 365 account until later in the semester, so | will send
you an email with a meeting link to access the class as guests a few minutes before the class starts.

If you face any technical difficulties, please email support@nctorontostudents.ca
Looking forward to seeing you all in our virtual classroom.

Regards,

(INSERT NAME)
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Il Contact Info

For technical questions on Microsoft Teams software and/or configuring your audio and video:

IT Help Desk
helpdesk@niagaracollegetoronto.ca

For questions on using Microsoft Teams for class:

Teaching, Development & Enhancement Team:
tde@niagaracollegetoronto.ca
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