Quick tips Microsoft Teams
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MUTE YOURSELF WHEN YOU ARENT SPEAKING

Even quiet background noises are distracting. If you use the mic built
into a laptop, avoid typing when un-muted. Speak at a normal volume.

MINIMIZE INTERRUPTIONS

Notification noises are very loud to other participants in on a call. Set
any alerts to silent and find a quiet place to video call.

WEAR HEADPHONES

It is much easier to hear each other and will help prevent mic feedback.
Many headphones have built in mics that are great for video calls.

DON’T TALK OVER EACH OTHER

Lag can make asking questions out loud difficult. Instead, try raising
your hand or send a text chat. Use “thumbs-up/down” when able.

AUDIO OR VIDEO FREEZING ?

You may have a bad internet connection. Try turning off your video.
or using an ethernet connection, especially with bigger groups calls.

BE A GOOD HOST

Not everyone will follow the rules. Hosts have the ability to mute
others, stop them from sharing screens, or remove them from calls.
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e Making it so your students cannot record,

share their screen or mute you as a teacher.
o From within the meeting

03:09

1 While in your meeting click the show

participants button from the menu.
People

Invite someone

2 You will see the list of your students who are in the meeting.

If you hover your mouse over their name and click on the 3
horizontal dots you can make them an attendee. An attendeg
cannot share their screen, record or mute others.

* Currently in this meeting (2)

gh. Ryan Combres
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It will prompt you to change them, click change and you will

Mute participant
then see them show up as an attendee, not a presenter.

¥4 Pin
o From within your calendar event Remove pariicipant

Make an attendee

1 Click on the calendar option on the left toolbar and
choose the meeting event. Click on meeting options

Aszignment

Test Event Chat Details Scheduling Assistant Meeting notes Whit oard

* Cancel meeting ~ Tim chewan Meeting options

2 It will open a tab in your browser where you can change the option of who

can present, where you would choose Only Me. If you have a reoccurring event
(ex: daily), once you change it for one it changes for all in that series.

Change who can present?

This will affect who can share content, as well as who

can mute people, remove people and admit people

from the lobby

» Presenters (1)

= Attendees (1)

@ Mitchell Gee

Test Event

) Occurs daily @1:30 PM

<, Ryan Combres

Meeting options

Who can bypass the lobby?

Who can

preses

nt?

People in my organization

Everyone

Everyone

People in

_ Only me
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e How to schedule a series of meetings

1 Click on the calendar option on the left toolbar.

New meeting Details Scheduling Assistant

2 When you create a new event there is a repeat

drop down where you can select daily, weekly,
monthly, yearly or custom: where you can select a
length of the series.

Time zone: (UTC-06:00) Saskatchewan *~
Creating a series event
Add required attendees

3 ) ) Apr 6, 2020
When you create a series you can see that it

is reoccurring by the arrow symbol on the events. % Does not repeat

Does not repeat
Every weekday (Mon - Fri)

BETIY
Custom recurrence
Weekly
Start  Apr6, 2020
Monthly

t Repeatevery 1 Day

Yearly
Custom End  Select date

Occurs every day starting 4/6

** Eor custom — you select a custom

recurrence. By selecting your start and end
date and then choosing your repeat option.




e How to create a meeting event for a specific channel within a Team

1 When creating a new meeting event, under Add
channel you will see a list of your available teams. If you
expand them, they will show all your public channels that
you can post this meeting to. Any private channels in your
team will not show up in this list.

2 | created this one in the new channel of my test team
and you will then see it show up as a scheduled meeting
within that channel. You can also join the meeting from
your calendar itself.

Test meeting event in a cl

e e S

E New channel Posts Files Motes +

Ryan Combres 7:52 AM
Scheduled a meeting

Test Event
Occurs daily @1:30 PM

«' Reply

Ryan Combres 2:39 AM
Scheduled a meeting

Test meeting event in a channel
Wednesday, April 8, 2020 @ 10:00 AM

< Reply

Test Event

Add required attendees

Apr 7, 2020 . Apr 7, 2020

Does not repeat

Add channel

- E Grade 10 Class (Ryan's Test for creating documentation)
General
Another new channel

MNew channel




¢ Recording your Team meeting

1 From within your meeting find your task bar and click

on the eIIIpSIS Ryan Combres started recording

More ad ns

& 00:39

00:12

3 You can then see in the taskbar that you are recording

2 _ . _ from the counter and red recording dot.
Meeting actions will appear where you can select to

start recording. You will see a notification at the top of the
window telling you that you are recording — and to let
others know that you are recording.

Please note — recordings, once stopped are automatically 123 Show device settings
uploaded to Microsoft Streams (within your Office365
account). Let others in your meeting know before you
record them.

Stop recording?

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

E Show meeting notes

Stop recording

O Enter full screen

g

& You're recording Let everyone know that they're being recorded.
I i Keypad

S/ 3NOwW IMeeung noes

4 The same ellipsis gets you back to

the menu to stop the recording. You

oo End meeting will be prompted to click stop
recording. You will then see a

(4% Turn off incoming video notification bar at the top of the
window telling you that the recording is
being processed and saved into
Microsoft Stream.

(© Stop recording
i Enter full screen

% Keypad
(@ Start recording
= End meeting

[#4 Turn off incoming video

dA Recording is being saved Once the recording is processed and saved in Microsoft Stream, it will be added to the meeting chat.




1 From within Office365 use your app

launcher and find Stream. If it doesn’t
show up within your main app list, click
on all apps and you will find it there.

Office 365

[6] Discover

Outlook OneDrive

Word X Excel

l'a- OneNote

PowerPoint

¢ Finding and securing your recording

E My content + Create O g 1

Vidaos Sreup Channels Meetings Wiatch

Privacy

> SharePoint T Teams

@i Class Notebook 5-‘ Sway
—

F = Forms Calendar

options.

Stream

All apps

Your meeting recording is here! — "Meeting in "General” "

@  Getting too much email?

Some content in this message has been blocked because the sender isn't in your Safe senders ist. | frust

CAUTION: This email originated from outside of Prairie Spirit. Exercise caution when viewing attachments, clicking links or responding to requests.

4

Your content is ready to stream!

Meeting in "General"

4 You will receive an email when your
video is ready on Stream

Permissions

[ Allow everyone in your company to view this video @

Share with (O

| My groups v | Search for your groups
Viewers (O Owner @ Display @
@ Ryan Combres (nfan.combr..
@ Ryan Combres (nfan.combr..
Grade 10 Class (Ryan's Test ...

2 While in Stream go to My content > Videos and you will see that your recording is either processing
or already complete. Click on the pencil to check the video details, change video permissions, and other

3 Make sure you do not check the Allow

everyone in your company to view this
video. You will see here who the video
owner is, and which Teams can view it. You
can add other Teams you may want to see
if by searching for them.

You will see it posted in feed as well.

Meeting ended: 4m 4s

Meeting
Recorded by: Ryan Combres




e Setting DO NOT DISTURB when you are in a meeting

1 Make sure to set your Microsoft

Teams status to do not disturb when you

are in a meeting. &% Ryan Combres

%  Change picture

While this status is set you will not © Avzilable

receive pop up notifications when you
receive messages within Teams, or if Busy
someone tries to call you. So, if you
happen to be sharing your screen
everyone won'’t be seeing all your
notifications.

© Available
[ Set status message

Do not disturb [ Saved

© Be right back {51 Settings

© Appear away

Zoom

Click your portrait icon in the top right of
Teams and hover your mouse over your
status. You can then select do not et st s st Ao s 4m Tamee  EYDOArd shortcuts

disturb from here. A

‘@\ Ryan Combres
L]  Change picture

D) Reset status

Available Available b
® Busy & Set status message
© Do not disturb [] saved
Be right back £33 Settings
2 it you are using teams through fppearaney b e ot
a brOWSGF Chang|ng your Status {0 Reset status About >

will be the exact same steps.

ryone gets when they can't get on?

Download the desktop app

Download the mobile app

Sign out




e Checking your microphone, speakers and camera settings within Teams

1 Click on your portrait icon and

click Settings. 2 Click on Devices in the left settings menu and you

will see current audio devices and cameras that are
usable for Teams. You can also make a test call to
practice and make sure that your microphone,

Y Ryan Combres speakers and camera are working.

¢ Change picture

© Available
4 Set status message
[] Saved
P - Audio devices
i21 Settings
(5] Privacy Plantronics .Audio 655 DSP

I Notifications

Zoom 3
e . Speaker
{} Devices =
B Permissi Speakers (Plantronics .Audio 655 DSP)
{ Permissions
Keyboard shortcuts .

?
% Calls Microphone

About

Microphone (Plantronics .Audio 655 DSP)
Check for updates
Download the mobile app £} Make a test call

Your test call results

Sign out i )
Here's what we detected from your devices:

U, Microphone - Microphone (Plantronics .Audio 655 DSP)

Connected

) Speaker - Speakers (Plantronics .Audio 655 DSP)

Connected

(04« Camera

3 After your test call you will be provided with

call results letting you know what is working
and what isn't.

= Network

Connected




e Setting a detailed status message

1 Click on your portrait icon and
click Set status message.

‘%\ Ryan Combres
\.‘, “¢  Change picture

In a call

¥ Set status message

Keyboard shortcuts
About
Check for updates

Download the mobile app

Sign out

¢ Back

| am away for lunch, will respond to your
message when | return.

Show when people message me (1)

Clear status message after

1 Hour

‘%\ Ryan Combres
V % Change picture

In a call

| am away from my desk for lunch. | will respond
when | am back.

Display until 1:37 PM Y |

l_.J Saved

£33 Settings

Zoom

Keyboard shortcuts
About
Check for updates

Download the mobile app

Sign out

2 Fill in your message and check the

box show when people message
me. Choose from the drop down how
long before the status clears.

Those who message you will then see
this status message above their new
message box.

Status of Ryan Combres: | have stepped away from my desk for lunch. | will respond to your message when | am back.

3 To remove it manually click back onto

your portrait icon and click the trash can
icon. You can edit it from the pencil icon as
well.




