MICROSOFT TEAMS

A step by step guide for Setting Up online
class/meeting

THE GUIDE WILL INCLUDE

[0 Accessing www.office.com
website

u Accessing Outlook for New Group
Creation

u Joining or Creating a New Team
u Using Calender for Live Event

n Downloading Event Reports

MICROSOFT TEAMS AT A GLANCE

Microsoft Teams is a unified communication and
collaboration platform that combines persistent workplace
chat, video meetings, file storage, and application
integration.
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LOGIN MICROSOFT OFFICE WEBSITE

Click on “Microsoft Edge” or “Chrome” browser icon and type www.office.com to
open MS Office website. Enter the credential provided by NTC department
(MUST officila email and Password) to login.

l—EI‘(I Office 365 Login | Micrc X‘—f— e - X

] - 9
=3'ch Microsoft | Office Products ~  Resources ~ Templates Support My account All Microsoft

Remote Learning in education. Learn more >

Hello, Muhammad.
Welcome back.

amir.ntc@must.edu.pk

Switch to a different account

Not Muhammad? Forget this account

If you entered right credentials, it will show you your Microsoft Office 365

'—EI‘ 1 Microsoft Office Home ‘ + ~ al x
< =2 (&) n & h wwnw.office.com, e = 7 2
i3 Office 365 2 Search n B ? @
Good evening Install Office -
)
+ &% o @ @®@ $ W P & C
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Class Sway
Notebook

@ -

Forms All apps

Recent Pinned  Shared with me  Discover T Upload and open...
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OUTLOOK FOR NEW GROUP CREATION

Click on “Outlook” in your Microsoft Office 365 dashboard and it will open another
web page. Enter your credentials again to sign in your outlook inbox.

4—5‘ IJ Microsoft Office Home =. Sign in to Outlook | +

&« — () n & hitpsy/leginmicresoftonline.com/commo

Sign in
to continue to Qutlook

amir.ntc@must.edu.pk

Can't access your account?

If you entered right credentials, it will show you your outlook email personal page.
In the right side of the page, scroll down and you will find “New Group” Menu.
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Provide your group details here. It is recommended to use “MUST” in start of the
group name so that it can be searched or organized later in HEC domain. Since,
we are working under HEC domain, therefore, we have to select Public in Setting

Privacy field.

New group

Working together on a project or a
shared goal? Create a group to give
your team a space for
conversations, shared files,
scheduling events, and more.

Group name

MUST-NTC-5C2020

Email address

must-ntc-sc2020

must-ntc-sc2020@hec.gov.pk

Description

Group of Students enrolled for NTC Short Courses.

Settings

Privacy

I’ubl'\c - Anyone in your organization can see what's inside V|

Members will receive all group conversations and events in their
inboxes. They can stop following this aroup later if they want to.

The group email address (like must.ntc-sc2020@hec.gov.pk) can be used to
send email to all the members/students of the group you are going to add in the
group. Now add members/students in the group by adding their email addresses

or you can add later.

M Inbo: | M Inbo: | @ Mod | @ https | & Califc | [l The© | BE Welc | G Hom

&« c 8 outlock.office.com/people/group/hec.gov.pk/must-ntc-sc2020

Add members to
MUST-NTC-SC2...

Add members to your group to start
collaborating. You can choose to
add colleagues, members of
existing groups or distribution lists,
or guests.

Who is a guest?

Guests are people from outside your
organization. Guests will get all email
messages sent to the group in their
inbox, and can collaborate on files in
the group

G Lowe | 2 How | 0 Micr |ﬂ Mail g P x @3 Five ‘ G vint: | & burn | & Imac | + - X

e * a @ &

Add members

must.demo.student1@ nutlook.coml

must.demo.student1@outlook.com
Guest
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i Outlook L Search contacts, directory, and groups ® B & ) Q --

= & Edit A Add members ¥y Addtofavorites & Invite others [ Leave group £ Stop following

%  Favorites Owner Recent Activity

MUST-NTC-SC2020
v Contacts @ LT Public group with guests + 4 members
Public group - 4 members d
= Send email 0 Follow in inbox
‘Your contacts

A
AL Your contact lists
About Members Email Files
0] Deleted
~  Folders About this group & Edit |2 Invite others
ER Contacts Description
Group of Students enrolled for NTC Short Courses.
New folder

Emai
must-ntc-sc2020@hec.gov.pk

~  Groups

£ Member
Group members
#  Owner

i Deleted R hammad Amir Rasheed marmirachid2020@outionk com
P unEmmas Amirfzness amirashid2020@outlook.co
~  Directory o )

B3 Default Global Address L...

@

Manaae aroup members

All members of the group will receive an email from the group email addess
(must-ntc-sc2020@hec.gov.pk) that you have been added as a member in the

group.

Note: Inform your students that keep checking their emails for all kind of class
updates.
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CREATE A NEW CLASSROOM USING MICROSOFT TEAMS

For teachers, MS Teams application must be installed on their laptops. In your
MS Office dashboard, click on Teams and there is a link to download the
application.

Microsoft Teams 3 Search or type a command ‘;"!

Teams 3 8" Join or create team

o o

NTC STAFF NTC STAFF

<—— Click here to download MS Teams Application

Once the application is downloaded, login with your MUST, Mirpur official email
address e.g. amir.ntc@must.edu.pk and enter your password provided by HEC.

¢ - o~
ogh

Enter your work, school, or Microsoft account

B® Microsoft

amir.mc@must.edu.pld

Learn more
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Click on “Teams” once you are logged in on the MS teams Application. Click on
“Create team” button to create a new Team.

[E4 Search or type a command
Teams W Join or create a team Search teams Q
Your teams
ﬂ NTC STAFF - P
n NTC STAFF Create a team Join a team with a code

000 Erer cose
Got a code to join a team? Enter it above

Next, select a team type. You can create a Class, a Professional Learning
Community team, A Staff team, or Other teams depending on your requirements.
For online classes, we must select the option “Class”.

Select a team type

Professional Learning Other
Community (PLC) School administration and Clubs, study groups, after school
den = activities

Educatar warking group

Cancel
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Write a meaningful name of your class team with short description.

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

MUST-NTC-5C2020

Description (optional]

A Classroom for students enrolled in Short Courses offered by NTC department

Cancel m

Here you can add students as members of a class team by typing their email
addresses one by one, but it is highly recommended to add students as a group
that has been created in MS Outlook. You can add students later by clicking more
options (...) available with class team name.

Add people to "MUST-NTC-SC2020"

Students  Teachers

M MUST-NTC-5C2020 v X “

Start typing a name to choose a group, distribution list, or person at your school.
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In a class team you can add different channels. Channel could be a subject, a
topic, or a discipline it's up to a teacher. General is a default channel available for

each newly created team.

“ Search or type a command
Teams e MU General Posts Files Class Notebook Assignments Grades —+ ® Team  1Guest  **e
Your teams
B vrosmr
n NTC STAFF

General Welcome to MUST-NTC-SC2020

signments
Choose where you want to start
MU MUST-NTC-5C2020

General

g
=S '|
. ‘ U'ge
o) 1
Upload Class Materials Find help & training

&' Muhammad Amir Rasheed has added mamirashid2020@outlook.com (Guest) as a guest to the team.

Start a new conversation. Type @ to mention someone.

25" Join or create a team ] Ay @ © W B G B 9 e

In a class team under General Channel, you can see there are few facilities
available as tabs for team members. Facilities like Posts, Files, Class Notebook,
Assignment, Grade. You can add a new tab like excel sheet or a PowerPoint
presentation available for your class students.
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CREATING A LIVE EVENT BY USING CALENDAR APPLICATION

Since you have created your class team, its time to create a live event to take

online class. Click on Calendar application in MS teams and on right corner click
on the small arrow next to New meeting button and then click on live event.

& Search or type a command
Callndar 51 Moot now
Schedule meetin
) Today < > May 2020 g
I (g} Live event l
04 05 06 07 08
londay Tuesday Wednesda Thursday Friday

In the next window, you need to enter details of the lecture you want to deliver
live. Details like Name of the lecture, date, start and end time etc.

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 itin a

calendar invite, Learn more

Title ™ Invite people to your event group
Netwnrkl Fundamentals>>Class No.1 Invite presenters

Location

Organizer
Muhammad Amir Rasheed
I"  Producer
End

May 11, 2020 12:00 PM May 11, 2020 12:30 PM

Details

B I V] S wOA A Paragraph T, <

Provide info about the live event
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In the next window set the live event permissions. Select People and groups and
add name of the outlook group in “Give permission to” field.

New live event

Live event permissions

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

Add a person or a group

M MUST-NTC-5C2020 %
must-ntc-sc2020@hec.gov.pk

‘ Give permission to:

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)

In the same window scroll down and there you will find a heading “How you will
produce your live event?” Teams option is already selected, you just select the
sub options under Teams like “Recording available for attendees, Caption,
Attendees engagement report, and Q&A and click on Schedule button.

New live event

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)
Captions (preview)
Spoken language English (United States)
Translate to Choose up to 6 languages
Attendee engagement report
Q8&A

An external app or device

You plan to use another tool to share content. Learn more

Support

Give attendees access to support info for your organization.
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Click on “Get attendee link”. It will copy the attendee invitation link to clipboard
and close the window. All members of the group can join the event you just send
them an invitation email on the outlook group like "must-ntc-sc2020@hec.gov.pk”
and share the “copied clipboad link” in the email.

Network Fundamentals

Invite attendees

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

@ Get attendee link

(@ Learn more

Friday, May 8, 2020 Organizer
10:30 PM - 11:00 PM (30 minutes) ﬁ‘ Muhammad Amir Rasheed
i) Producer, Organizer

X Cancel meeting

Live event resources

Available after event

Outlook L Search

= B Send (I Attach ~ @ Encrypt [i] Discard --- ()
~  Folders
~ MUST-NTC-SC2020 ¢ To - @ MUST-NTC-5C2020 X Bec
= Mo u Public group » 3 members
& Drafts 1 > Send email D Cc
B Sent ltems
Network Fundamentals Class No.1
W Deleted Items 2
. Dear All,
& Junk Email =ar
. The first class of Network Fundamentals has been scheduled on 13/05/2020 at 12:00 pm. You are informed to join
= Archive . . ; L .
the class on time. Below is the link to join the class (live event).
Il Notes

Conversation Hist... ‘

Mew folder

Groups
MUST-NTC-SC2... 1 This folder is empty
MNew group

Discover groups

Manage groups

https://teams.microsoft.com/I/meetup-

join/19%3ameeting NDZhYZEyZTctYTe2NS00ZTAMTayZTIMm)iNzdiQ Gl2ZWI3%40thread v2/02
context=%7b%22Tid%22%33%2275df096c-8b72-48e4-9b91-chf79d87ee3a%22%2c%220id%22%3a%2 2bde 1{bf7-
¢8db-4393-84a8-b6c061e8c775%22%2¢%221sBroadcastMeeting%22%3atrue%/d

Thanks

Teacher

= .=

& MWoA B 1 U 2 A

Lo AR

i
i
T
[l
1]
(i
Il
Il

Draft saved at 11:57 AM
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Try to Join the even on time .Click on the event available on the Calendar and
click on join.

Search or type a command

4 Meet now -+ New meeting

Calendar
[E] Work week

() Todsy ¢ > May2020 -
12 13 14 15

1
onda Tussda Wednesday

uesda

1AM
12PM Network Fundamentals> > Class No.1
Muhammad Amir Rasheed L=
1PM
Network Fundamentals>>Class No. 1
Muhammad Amir Rasheed L=
2 PM
3PM
4 PM

Next it will display your video with Join now button and some contols. Controls

like switch video on/off, mic on/off, and PC Mic and Speakers settings. Click on
Join now to move next.

Search or type a command

Join as a producer

Network Fundamentals>>Class No.1

Join now

) €53 PC Mic and Speakers

By default your mic is muted, unmute it.

Other join options

=) Add a room O Attendee
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Once the “Join now” button clicked, it will show you the following window. |
marked the window with three sections. The Section No.1 shows your video and
contents (Desktop, presentation etc.) that you want to share with your students.
The Section No. 2 shows your Queue. Queue of your video or conents from
below selction that you are going to send live. Double click item from the Section
No.1 to add it in the Section No.2.

& Search or type a command

@ Network Fundamentals>>Class No.1 00:35 0 attendees Need help?

Queue Live event

2 &

Add video or content from below The live event hasn't started

£ Search or type a command

® Network Fundamentals>>Class No.1 02:18 0 attendees Meed help?

Muhammad Amir Rasheed Live event

The live event hasn't started

Share

Mute all
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The Section No.3 shows your video and content live with little bit delay/lagging.
To broadcast your video and contents, just click “Send live” button in the Section
No.2. In the Section No. 3, click “Start” button to broadcast the event live for your
students.

& Search or type a command

® Network Fundamentals>>Class No.1 04:45 0 attendees Need help?

Queue Muhammad Amir Rasheed Live event

Share
Mute all

Muhammad ... B4 5

e Search or type a command ‘;‘ = X

® Network Fundamentals>>Class No. 1 03:19 | 2 attendee  LIVE Need help? L IR B £

Muhammad Amir Rasheed Live event Muhammad Amir Rasheed is live

Share

Mute all
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You can share your video only or video with content by clicking “Single Source” or
“Content Left” buttons in the Queue Section. You can share your contents by click
on the Share button. It is recommended to click on “Content Left” button then
Share button in the Section No. 1 and select the content that you want to share
and click “Send live” to share you content along with your video.

Presenting...

® Network Fundamentals>>Class No.1 52:00 0attendees = UVE Leave U 2 - R -

Muhammad Amir Rasheed’s desktop and Muhammad Amir Rasheed Live event Muhammad Amir Rasheed's desktop and Muhammad Amir Rasheed are live

Content
Stop sharing

Mute all

Muhammad ... B¢ & My desktop

You can stop sharing your content by clicking on “Stop sharing” button and click
on “Single Source” to share your video only
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Your students can ask you questions during a live event and you can reply in
private, dismiss a question or publish a question for all students.

“ Search or type a command ‘?

@ Network Fundamentals>>Class No. 1

13:10 1 attendee ' LIVE

A BB E o B

Muhammad Amir Rasheed Live event Muhammad Amir Rasheed is live Live event Q&A @ X

D‘Sm‘SE m

MUST Demo Student1hid 22 ©

Sir, please repeat the last topic?

Muhammad Rasheed (You) 1:271 P
Ok.

You can finish the event by clicking red “End” button in the Section No. 3 (Live

event). Once the live session/event is ended, click the “Leave” button to close the
window.
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DOWNLOADING EVENT REPORTS

You can download event Recording, Q&A report, and Attendee engagement
report. This window can be found in the Chat section by selecting the Event from
Recent events list. Live event resources (Recordign, Q&A, Attende engagement

reports) of the selected event can be found by clicking top right “View meeting
details” button.

Chat Recent Contacts 7 Network Fundamentals> >Class No.1 Chat Files Meeting Notes 1 more ~ “ EE+I

] uhammad Amir Rasheed joined the meeting.
Muh d Amir Rasheed joined g

Network Fundamentals>>Cla... 1:09 PM Vi
This message was deleted

Muhammad Amir Rasheed renamed the meeting to Network Fundamentals> >Class No.1.

l;l‘:d Meeting ended 31s  12:09 PM
Network Fundamentals>>Class ... 5/12
This message was deleted B¢  Meeting started ~ 12:10 PM

Scroll down to find “Live event resources” and click download button to download

resources one by one. Resources download in the “Download” folder in your
computer’s Document folder.

Network Fundamentals> >Class No.1

1£:UU FIVI - 1£:5U FIVI (3U MINUTes)

$ Muhammad Amir Rasheed
i}

W Producer, Organizer

You are the organizer.

X Cancel meeting

Live event resources
Recording

Q&A report

Attendee engagement report

Recording for attendees
Transcript

Advanced options

Refresh Delete all

Q&A Report

A B C D E F G H | J K
Source Type Identity Timestamp Conversation Id Content
Attendee Question Must Demo Studentl 5/13/2020 8:29 eeff93a2-1fel-4bSir, please repeat the last topic?
Moderator Response Muhammad Rasheed 5/13/2020 8:31 eeff93a2-1fel-4b Ok.(Muhammad Amir Rashid asked "Sir, please repeat the last topic?")
Attendee Question Must Demo Studentl 5/13/2020 8:42 98696506-6c5¢-41 Thank you Sirl
Attendee Question Must Demo Studentl 5/13/2020 8:43 edc6e69e-9a2b-4 Thank you Sirl

L M N [¢] P Q R |~

ot B =

Attendee Engagement Report (Attendance)

A B C D E F G H | J K L

[ M N | © |-
1 |Session Id Participant Id Full Name¢ UserAger UTC Even Action  Role

2 |e83d062a- amir.ntc@must.edu.pk Muhamm Mozilla/s 5/13/202( Joined  Event Team Member ‘
3 |acbe98ae- must.demo.studentl_outlook.com#EXT#@pern.onmicrosoft.com  Muhamm Mozilla/5 5/13/202( Joined  Attendee

4 |e83d062a- amir.ntc@must.edu.pk Muhamm Mozilla/5 5/13/202( Left Event Team Member

5 |acBe98ae- must.demo.studentl_outlook.com#EXT#@pern.onmicrosoft.com  Muhamm Mozilla/s 5/13/202( Left Attendee
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Screen shots from “MUST Demo Student1” laptop

) Microsoft Office Home X | cJ Mail - Muhammad Amir Rashid -~ X & Microsoft Teams X + ) X

& C @ teams.microsoft.com/ #/broadcastPlaybackScreen w = @ :

Microsoft Teams 4 Search or type a command

Network Fundamentals>>Class No.

Live event Q&A @

Featured My questions

3

~
L ]
-

Ask a moderator

Questions won't be visible to everyone until a
moderator approves them

@)

Help

Sir, please repeat the last topic?

s
[;El D @) @) LIVE 046 / 7:54 (1) Post as anonymous B>

) Microsoft Office Home X ‘ 6 Mail - Muhammad Amir Rashid - X E§# Microsoft Teams X + — X

& C @ teams.microsoft.com/_#/broadcastPlaybackScreen w = @

Microsoft Teams Search or type a command m

Network Fundamentals> >Class No. 1 Need help? L N BN G)

Live event Q&A @ X

Featured® My questions

Muhammad Amir Rashid 1:29 A B
(You) M o
Sir, please repeat the last topic?

Moderator 1:31 PM

Ok.

&’ Reply

Muhammad Amir Rashid
(You)

Thank you Sir!

< Reply

Ask a question

) Post as anonymous

There is much more to explore we hope this document shall give
you a head start.
THANKS from NTC Team
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