Microsoft teams Guide step1
Step 1-Download the Microsoft team’s app

Link- https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app
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Now stay connected with family and friends with the new features in the Microsoft Teams mobile app. Learn more >

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Teams.

Download for desktop

| Download for mobile |

Step -2 Install the app




Step 3-Log in and change password (done once for first time user)

| Microsoft Teams ||

Enter your work, school,
or Microsoft account.

misigo@uon.ac.ke

Not on Teams yet? Learn more

Sign up for free =
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Enter password

Password

Forgot my password

Sign in with another account

S5ign in
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Step 4-Access Calendar and click on a meeting
4 =
“ Search for or type a command @; X
Calendar G4 Meet now
G:] Today < > April 2020 v You're up to date! = Working Week
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08:00
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Step 5-Join a meeting (turn on/off video/Microphone)

Test webdrive

Invite attendees

To invite attendees, copy the link and share it or send it in a calendar invite.

?) Learn more

Wednesday, August 26, 2020

Crganizer
11:00 AM - 11:30 AM (30 minutes)
Microsoft Teams Meeting

HM Humphrey Misige

Producer, Organizer
Chat

Event group
Faith Mwaka
M
s 2 Presenter, Unknowr
You are the organizer.
*  Cancel meeting

‘N Laban Ndegwa
Presenter, Unknown
Live event resources

Close

Join now

£33 PC Mic and Speakers




Share presentation by clicking on share button
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Microsoft Teams 3 Search or type a command

Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings.

People X

@

Invite someone

Currently in this meeting (1)

&% Hien Truong Thu
% Organizer

Suggestions (3)
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Invite people to joiny 9 iguyen Thi Hue
@i‘ Tran Thi Canh

HT  Hoai Phan Thi

teams.microsoft.com is sharing your screen.
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Live Event Streaming on Browser
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Microsoft Teams
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Watch the live event in Microsoft Teams

Download the Windows app Watch on the web instead

Already have the Teams app? Launch it now

Privacy and Cookies
Third-party Disclosures

Connecting...
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InPrivate Microsoft Teams X |k _ O %
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Microsoft Teams

Welcome to the live event!

For a better experience




Live Event Demo Need help eave |

Live event Q&A

The live event hasn't started

Mo featured guestions yet




Creating a Meeting (300 people)

¢ -
Calendar Gt Meet now '

Schedule a new meeting
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Click on New Meeting

B
%
New meeting Details  Scheduling Assistant “ Close

Time zone: (UTC+03:00) Nairobi v

&g Addtitle
i Add required attendees + Optional
Sep 29, 2020 300PM v Sep 29, 2020 330PM v 30m @  Allday

3  Doesnotrepeat v

& Addchannel

®  Add location

b B 7 US % A M Pmgephv I, & = 2 E 1 @& =

Type details for this new meeting
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Creating a live Event (10,000 viewers)

- - -
Q. Search

St Meet now -+ New meeting .

Schedule meeting

Calendar
[z] Today < > September 2020 - October 2020

2 29

onday Tuesday

{3} Live event

Click on live Event(presenter and producer roles)

b -+

New live event

= ‘ You are setting up a live event
To invite attendees, copy the link once you schedule the live event. and publish it or send it in a

calendar invite. Learn more

Title * Invite people to your event group

Test training event Invite presenters

Locaticn Organizer
Humphrey Misigo
Producer

Start End

Sep 29, 2020 Sep 28, 2020 Frenlgroup
Faith Mwaka

Time Zone Presenter s
(UTC+03:00) E. Africa Standard Time Producer

Details Presenter

B 7 U & ¥ A s faaguph~ T

Provide info about the live event




Click next to proceed

New live event

Live event permissions

People and groups
Only the specified people and groups can watch the live event.

Org-wide
Everyone in your org can watch the live event. (Sign-in required)

Public
The live event will be open to anyone. Use when most of the attendees
are outside your org. (No sign-in required)

How will you produce your live event?

® Teams

You plan to use Teams to share content from presenters’ webcams and screens.

Recording available to attendees (1)

New live event

® Teams

You plan to use Teams to share content from presenters’ webcams and screens.

Recording available to attendees ()
Captions (preview)
Spoken language English (United States)
Translate to Choose up to 6 languages
Attendee engagement report
O asa

Learn more

Support
Give attendees access to support info for your organization.
URL

https://support.office.com/home/contact




Get attendee link and send via email (There is a specialized training for Producers)

Test training event

Invite attendees

To invite attendees, copy the link and share it or send it in a calendar invite.

@ Get attendee link (@) Learn more

Tuesday, September 29, 2020
3:00 PM - 3:30 PM (30 minutes)
Microsoft Teams Meeting

Organizer

Humphrey Misigo
& rroduce: Organizer

Event group

Faith Mwaka
Presenter

FM

X Cancel meeting

Live event resources




Creating assignments and course material

Click on teams from the calendar

e “

Teams = 28" Join or create team

* Your teams

Test class

303PM |
9/20/2020




Click Join or create team

-
Q, Search

¢ Back

Join or create a team Search teams Q
. HH LI
Create a team Join a team with a code LEVEL Ill MBCHB

Public
000 Erer code

Jjoin a team? Enter it above.

LEVEL T MBCHB

Bring everyone together and get to work! Got




Click on create team

Select a team type

= | [N
1 = ‘f&*‘:

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

assignments. Eclete oo i development activities

Click on 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

Test Training 2 =

Drescription (opticnal)

Test Training 2|

Create a team using an existing team as a template




Click on next and add people to the class (students/teachers)

Add people to "Test Training 2"

Students  Teachers

tiearch for students

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

Skip

Search by their email and click on add button

Add people to "Test Training 2"

Students Teachers
—

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

Skip




Once finished click on close

Add people to "Test Training 2

Students Teachers

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

Faith Mwaka
= FKAVISA .

Close

The class will open and you can add material
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Q, Search

General Posts Files Class Noteshook  Assignments 1more~ @ Team St Meet ~ (@

< All teams

TT

Test Training 2
Welcome to Test Training 2

General
Choose where you want to start

o

. = 1§

| Y B, |
Upload Class Materials Find help & training

[/ New conversation




You can add a new post by clicking on new conversation

c “

General Posts Files Class Notebaok Assignments 1morev @ Team Ot Meet ~ | (D

< All teams

TT

Test Training 2
Welcome to Test Training 2

General
Choose where you want to start

s
s e §
. 4 -
Upload Class Materials Find help & training
btart a new conversation. Type @ to mention someone.
h & @ B B B g - B

e “

< All teams General Posts Files Class Notebook Assignments  Grades -+ D S Meet -
T + New ~ 7 Upload v {2 Sync @ Copylink 4 Download - Addcloud storage @ Openin SharePoint = All Docurr
General
Test Training 2
Name Modified + Modified By ~

General © Class Materials Humphrey Misigo




Class notebook for students to write

- - -
Q. Search

General Posts Files Class Notebook Assignments Grades -+ O D B D Meet -

< All teams
1

Test Training 2

General

Give your students a private space for notes
and a canvas for collaboration.

Set up a OneNote Class Notebook

- - -
Q, Search

General Posts Files Class Notebook Assignments Grades -+ D S Meet -

< All teams

TT

Test Training 2

General Welcome to Assignments

Create assignments and quizzes, manage timelines, add
grading rubrics, and more.




Click on create button

c “

< All teams General Posts Files Class Notebook Assignments Grades -+ O 0D S Meet
1l <J All categories
Test Training 2
General
-

Don't you just love a blank slate?
Create your first assignment here.

e “

< All teams General Posts Files Class Notebook Assignments Grades -+ D S Meet -
1 &7 All categories

Test Training 2

General

Don't you just love a blank slate?
Create your first assignment here.

Assignment
Quiz

From existing




Fill in the options and click on assign button

-
Q. Search

General Posts Files Class Notebook Assignments Grades -+ D O Meet

< All teams

TT

New assignment

Test Training 2 Title (required)

General Test assignment 2

& Add category

Instructions
Attempt 2 questions

& ndd resources

Points
30
£ Add rubric
Assign to
Test Training 2 0y All students o

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

Date due Time due
Wed, Sep 30, 2020 11:59 PM ©

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

-
Q, Search

< All teams General Posts Files Class Notebook Assignments Grades -+ O D Meet
T {7 All categories
> Drafts
Test Training 2 . Assigned
General Test assignment 2

Due tomorrow at 11:59 PM

> Returned




Grades Option

Pick the assignment then click on the student to grade

i
Q, Search
< Al teams General Posts Files Class Notebook  Assignments  Grades D S Meet | v

Test Training 2 Test assignment 2

General Q Search students Q Tomorrow - 30 points

@ Mwaka, Faith

Q — “

< Al teams General Posts Files Class Notebook Assignments Grades - O D Meet v
< Back B Export to Excel
Test Training 2
Mwaka, Faith
General ﬂ
Due date & Assignment Status Points

Tomarrow Test assignment 2 @ Not tumed in /30




Click on not turned in

Q, Search @ — (|

No files attached Close

Student Work
Not tumed in View History

Feedback

Enter feedback

Points

/30

No work attached
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Q, Search

Close

No files attached

Student Work
Not tumed in View History

Feedback

Enter feedback

Points

2 30

No work attached




Click on close button

- - -
Q. Search

No files attached

Student Work

View History

Feedback

Enter feedback

Points

20 /30 v

No work attached

- - -
Q, Search

General Posts Files Class Notebook Assignments Grades — D S Meet -

< All teams

TT

< Back &) Expart to Excel
Test Training 2

Mwaka, Faith
General (1]

Due date a Assignment Status Points

Tomorrow Test assignment 2 €’ Returned 20/30




Click on export to excel

Q. Search @ = O

< All teams General Posts Files Class Notebook Assignments Grades — O 0D S Meet

TT "Test Training 2 - Faith Mwaka grade - 09_29_2020. 3_34 PM.csv" saved to downloads folder

Test Training 2

Mwaka, Faith

General Q

Due date a Assignment Status Points

Tomorrow Test assignment 2 €’ Returned 20/30

Downloaded Test Training 2 ...

Downloading Test Training 2 ...

H 4 s Test Training 2 - Faith Mwaka grade - 09_29_2020, 3_34 PM.csv - Excel T B - x
FILE HOME INSERT PAGE LAYOQUT FORMULAS DATA REVIEW VIEW DEVELOPER Sign in 3
AL Y Due date A
A B C D E F G H 1 J K L M N o P Q R 5 3

1 |Duedate JAssignme Status Points  Feedback
2 |2020-09-31Test assigiReturned 20/30

| Test Training 2 - Faith Mwaka g | ®




