Microsoft Teams for Faculty or Staff
How to start Microsoft Teams?

1. Go to office.com. For TSU faculty members/staff, login using your @tsu.edu.ph account.

ffice 365 Login | Microsoft Off. X ==
“ C & office.com w 9

! Apps ™M Gmail BN Maps @ YouTube

=. Microsoft | Office Products v  Resources v Templates Support My account Buy Office 365 All Microsoft R,

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

2. Choose Teams from the list of applications.

@ office.com/7auth=2 w
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Office 365

Good morning Install Office
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Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams
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Sway Forms Calendar All apps
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3. This will be the workspace in MS Teams.

Every team has channels Start a new chat Add tabs Use the command box Manage profile settings
Click one to see the files and Launch a one-on-ane Highlight apps, services, Search for specific items or Change app settings,
conversations about that or small group and files at the top of a people, take quick actions, change your pic, or

topic, department, or project. conversation. channel. and launch apps.

. Mark & Project Team > Research and Develppment - e Megan Bowen

download the mobile app.

Move around Teams

Use these buttons to switch
between Activity Feed, Chat,
your Teams, Calendar & Files.

L—e

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it

—0

M‘nam’Mrmm B Mark & Performance Ovendew.docs B Mark B Parts and Spec Listabix
Add or remove members, Zoom 1
create a new channel, or

[ get a link to the team Add files
Find personal apps —i ) Let people view a file or
Click to find and manage a- work on it together. ik the moki 2

your personal apps.

Your message is attached
Join or create a team . O (0, & specific conversation.
Find the team you're
looking for, join with a code,
or make one of your own.

Compose a message
Type and format it here. Add a
file, emaji, GIF, or sticker to

liven it up!

Add apps

Launch Apps to browse or

search apps you can add to

Teams. —

How to create a Team in Microsoft Teams?



1.

2. Click Create team, then select the team type.

Go to Teams tab from the workspace and look for “Join or create a team”.

Teams

Your teams
[ MIS Class 1

General

MISO

TSU Public Group

MS Teams Class

@

88" Join or create a team

° |

Join or create a team

>

Create a team

-e
-
[ 1]

Join a team with a code

Enter code




3.

Then choose the Team Type Class.

Select a team type

= &t
o O ' s

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

Educator working group

Cancel

Enter the Name and Description of your team and click next. Created team will automatically
save as your team template. You can use it as your existing team template in the future.

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.

MName

Team 1 @

Description (optional)

Sample Team|

ICrea:e a team using an existing team as a template I




4. Add people to your team by searching the name of your students then click the Add button.

Add people to "Team 1"

Students

Teachers

MP Mark Anthony Perez x fi Daryl James Macaspac =
PC  Patricia Ann Co x o Ethel Patrick Ramos x

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

Skip

You should see a list of added students as shown below
student just click the X button next to student name.

. If you want to remove the currently added

Students
—

Add people to "Team 1"

Teachers

Search for students

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

o Ethel Patrick Ramos
EPFRAMOS

Patricia Ann Co
i PARCO

{f Daryl James Macaspac
(DIPMACASPAC) Software/Web Developer

Mark Anthony Perez
me MA.PEREZ1711




You may also add a colleague, your chairperson, or dean to be co-owner (or co-administrator) of
your team.

Add people to "Team 1"

Students ] Teachers

@y Heidilyn Gamido x “

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

Close

List of added co-owner/s of the team.

Add people to "Team 1"

Students || Teachers

Search for teachers

Start tvping a name to choose a group. distributicn list_or person at vour schoal,

Heidilyn Gamida
HTVGAMIDO

Close




5. This will be your working area for the created team. Once you create a team, General channel
will also create as your default channel. As you can see there are Five Tabs in the General
Channel. Posts, Files, Class Notebook, Assignments, Grades.

Go to Channel Posts tab, to start a conversation or video call. You may also post picture, video,
file, and link on this tab.

Microsoft Teams 4 Search or type a command

o Teams V¥ 71 General | Posts | Files Class Notebook Assignments  Grades @ Team
S -
Chat
MIS Class 1 Welcome to Team 1
Choose where you want to start
B wise
e 3 u TSU Public Group
] a—|
Bt [ s resms ciess — i
- i !
o 1
ik 71 Team 1
General
Upload Class Materials Find help & training
= Mark Anthony Perez has added Ethel Patrick Ramos and 3 others to the team.
op -
& Mark Anthony Perez has added Heidilyn Gamido to the team.
@
Help
: Start a new conversation. Type @ to mention someone.
[E3} 28" Join or create a team 3] A 2O @B S g e B

6. Go to Channel Files tab, to upload (download) or share files (word, pdf, powerpoint). Files that
you share in a channel will automatically save on the Files Tab.

Microsoft Teams & Search or type a command

.?t Teams Y 71 General Posts| Files | Class Notebook  Assignments  Grades = rd
Activity | | | |

- | Your teams I + New ~ T Upload v & Sync @ Copylink & Download {- Add cloud storage  --- = All Documents /I
Chat
MIS Class 1
;i; General
Teams
MISO -
E L] Name Modified | Modified By
Assignments -
T5U Public Group Class Materials Mark Anthony Perez

Calendar ! MS Teams Class

T Team1
General
Apps
©)
Help
£} & Join or create a team =3




7. Go to Channel Class Notebook tab, to create class notes.

Microsoft Teams £ Search or type a command

Teams Y

Your teams

' MIS Class 1
MISO

% n TSU Public Group
. MS Teams Class

T1  General Posts Files | Class Notebook Assignments  Grades +

iy T Team1

General

(53] " Join or create a team e

S0 @

Set up the sections in each student's private space.

e following suggestions or create your own.

B Team 1 Notebook

’—l Student name

] Handouts X
] Class Notes X
] Homework X
1 Quizzes X

=+ Add section

Discard

Back

Teams

Your teams

MIS Class 1
MIso

TSU Public Group

Microsoft Teams e Search or type a command

General Posts Files Class Notebook Assignments

. MS Teams Class

Team 1
General
8" Join or create a team 23]

Upcoming

Drafts

Assigned (0)

Assignment

Qu
. Looks like everything's been graded.

From existing




9. Go to Channel Grades tab, to view the graded assignments and quizzes of your students.

Microsoft Teams i Search or type a command

Teams e General Posis Files Class Notebook Assignmentsf| Grades || + S O
fourtearms Due before May 5 8 Export to Excel
B s cessn

B s software Unit Quiz 1 Assignment 1

n Miso Q, Search students Tomorrow - 110 points Tomorrow « 10 poi

ﬂ TSU Public Group e e Co, Patricia Ann
. Ms Teams Class @ Macaspac, Daryl James
n Team @ Perez, Mark Anthony Returned

General
Announcements @ Ramos, Ethel Patrick

Files

Files

5" Join or create a team o}

How to manage team in Microsoft Teams?

1. Select the particular teams from the “Your teams” left-side panel, click on the ellipsis (the ‘three
dots’ “...”).

Microsoft Teams Search or type a command

Teams g General Posts Files Class Notebook Assignments Grades +

Your teams

P s Class 1 Welcome to Team 1

Choose where you want to start

TSU Public Group

—
! MS Teams Class - |
. 0 g
0 I
Team 1 E
General
Upload Class Materials Find help & training

Mark Anthony Perez has added Ethel Patrick Ramos and 3 others to the team.

03 (o

Mark Anthony Perez has added Heidilyn Gamido to the team.

Start a new conversation. Type @ to mention someone.

Join or create a team ] by & © @ B G > g e B

&




2. Now you will see the below options, then click the Manage team.

Microsoft Teams Search or type a command
Teams e General Posts Files Class Notebook Assignments Grades
Your teams
MIS Class 1 Welcome to Team 1
u Choose where you want to start
MIsO
TSU Public Group
7:‘ Hide
]
. MS Teams Class i 'T ‘I
@ Manage team - 0 ¢
(]
Team 1 & Add channel e/
General & Add member
Upload Class Materials Find help & training
¥ Leave the team
¢ Edit team
@ Get link to team hy Perez has added Ethel Patrick Ramos and 3 others to the team.
hy Perez has added Heidilyn Gamido to the team.
{7 Manage tags
@ Delete the team lew conversation. Type @ to mention someone.
5" Join or create a team e @ @ & D:q B> g e =

3. Now you will be redirected to team Members tab, you can now add new member or co-owner
to this team. You may also mute and remove the student from the team.

Microsoft Teams & Search or type a command
a
5. Teams ? = Team 1 - ® Team
Sample Team
il oo
il MIS Class 1 I Members I Pending Requests  Channels  Settings Analytics Apps I
H —

Teams
n MIsO Search for members Q &' Add member

% TSU Public Group Owners (2)
¢ Mark Anthony Perez AV
- MS Teams Class .
Mem and guests (4)
i Team 1
Name Title Tegs (D) (O Mute students Role
General
o Ethel Patrick Ramos O Member H
MP_ Mark Anthony Perez O Member ~~ *
PC  Patricia Ann Co O Member ~ X
ot .
&5 Join or create a team e Daryl James Macas... So b Developer O Member ~ X




4. When someone requests to be added to a team, you will get an email asking you to approve.
And if you go to the Team and click Manage Team you will see a new tab Pending Requests
which lists the pending users.

Microsoft Teams £ Search or type a command

Teams g T Team 1 - @ Team
Sample Team

Your teams

MIS Class 1 I Members IPEFC ng %eq.xestsl Channels ~ Settings  Analytics  Apps I

B wis software unit

B wso

TSU Public Group a
B e é‘ dn
=4
Team 1 =

General

A

No requests right now. When people ask to

t" Join or create a team & join your team, they’ll show up here.

5. Channels are dedicated sections within a team to keep conversations organized by specific
topics, projects, disciplines, whatever works for your team. Files that you share in a channel will
automatically save on the Channel Files Tab. Click the Add channel button to create new
channel.

Microsoft Teams Search or type a command

Teams N 1 Team 1 -
Sample Team

Your teams

MIS Class 1 IMembers Pending Requestsl Channels ISemngs Analytics  Apps I
—_

MIS Software Unit -9 Search for channels Q = Add channel
B wso Active ()

Name Show far me Show for members  Description Type Last activity
T5U Public Group
! MS Teams Class
Team 1 Deleted (0)

General

General i} 1h ago

e8' Join or create a team 3




6. If you forgot to include some students in your team, you may invite them to join the team
instead. Click the Settings.

Microsoft Teams 4 Search or type a command

Teams Y o Team 1 @ Team
Sample Team
Your teams
MIS Class 1 o Il\fembs\s Pending Requests CI’*anneIsI Settings IAn;\y’t\cs Apps I
MIS Software Unit - @ » Team theme Pick a theme
MisO
» Member permissions Enakle channel creation, adding apps, and more
TSU Public Group
» Guest permissions Enable channel creation
MS Teams Class
r @ i Choose who can use @team and @channel mentions
Team 1
General . . :
+ Team code Share this code so people can join the team directly - you won't get join requests
»  Fun stuff Allow emaji, memes, GIFs, or stickers
» OneNote Class Notebook Manage notebook sections and preferences
» Tags Choose who can add tags

.
&' Join or create a team

Select Team Code and generate code.

o Team 1 - ® Team

example team class

Members  Pending Requests Channels  Settings  Apps 1 more

» Team theme Pick a theme

»  Member permissions Enable channel creation, adding apps, and more

»  Guest permissions Enable channel creation

» @mentions Choose who can use @team and @channel mentions

+ Team code Share this code so people can join the team directly - you won't get join requests

d60s2da

7 Fullscreen U Reset [i Remeve [y Copy

Note: Guests won't be able to join with a team code

» Fun stuff Allow emoji, memes, GIFs, or stickers

» OneNote Class Notebook Manage notebook sections and preferences




Students can now join the team by entering the generated team code as shown below:

Join or create a team

- i TP

Create a team Join a team with a code T5U Public Group

o o o 233 ;
1 1
1 1

Lo = ]

®

1 Create team

d60s2da

u] u]
o - -4

7. Analytics can run different reports to get insights into how users in your organization are using
Teams. For example, you can see how many users communicate through channel and chat
messages and the kinds of devices they use to connect to Teams.

Microsoft Teams 4 Search or type a command

Teams Y o Team 1 - ® Team
Sample Team
Your teams
MIS Class 1 Members  Pending Requests  Channels  Settings | Analytics | Apps
n MIS Software Unit 1] IAII Channels h I I Last 7 Days 23 Apr2020 - 29 Apr 2020 I
B wso
Summary
TSU Public Group
6 6 294 ws
. MS Teams Class Users Apps SharePoint files
Team 1
Role
General

6
Owners + Members
0

Guests

8. To add applications in your team, just go to Apps tab and click the More apps button.



Microsoft Teams

Teams Y

Your teams

MIS Class 1

Search or type a command

el Team1--

Sample Team

@ Team

I Members  Pending Reguests  Channels  Settings  Analytics I,‘ap:s I

Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or add a tab in a team channel B More apps

Description

quizzes, and polls. [}

Use OneNote notebooks to collaberate on digital

ent and share it with your team, o]

Planner makes it easy

ized, assign tasks, and keep track of your progress, Create anew plan soyou an.. [

Pin Power Bl reports to your channe! to start a canversation ab reports and chats in the same place, [}
Send praise to people o
Add a SharePoint page er list. Lists can be edited. Page: o

MIS Seftware Unit @

Miso Name »

TSU Public Group - Forms

MS Teams Class - OneNote

Team 1 . Planner

General
Gl Powers
n Praise
- SharePaint

" Join o create a team &

Create an outgoing webhock

How to create Assignment in Microsoft Teams?

1.

Go to the General channel in the desired team, then click the Assignments tab.

Search or type a command

Microsoft Teams

Teams

Your teams

MIS Class 1

. MIS Software Unit
MISO

TSU Public Group
. MS Teams Class

. General Posts Files  Class Notebook Assignments | Grades + 13

Upcoming

Drafts

Assigned (0)

Team 1
General
C——
Announcements Assignment
Files
Quiz

oot

g5 Join or create a team

From existing

Looks like everything's been graded.




2. Click the Create button then select the Assignment from the dropdown list.

Assignment

Quiz

From existing

3. Enter a Title for this assignment, this is required.
Provide more information for the assignment. The following steps are optional:

Teams n General Fosts Files Class Notebook Assignments | Grades +

Your teams

MIS Class 1 New assignment Saved: May 4 10:30 AM I Discard I I Save I

MIS Software Unit

Title (required)
B wso I Assignment 1 I
<) Add category
U P Group
. MS Teams Class I Sample I
& Add resources
Team 1
Points
General
Lo |
Announcements
Files £ Add rubric
Assign to
I Team 1 (=] II All students el I
Date due Time due
I Tue, May 5, 2020 Gl 1200 AM ® I
ot -
& Join or create a team LC2
! - Assignment will pest immediately with late turn-ins allowed. Edit

e Choose multiple classes or individual students in one class to assign to.
e Add additional instructions
e Attach resources to the assignment by selecting Add resources.

During this step, add a document from your personal OneDrive, computer, or create a
blank Word (.docx), Excel (.xlsx), or PowerPoint (.pptx) document to hand out to your
students.

e The default for the file will be Students can't edit, which means the document is read-
only. This is a great option for reference materials.



e Select More options Students edit their own copy if you'd like each student to edit
their own document and turn it in for a grade.

e Select a due date and time.

i,: Add category

Students edit their own copy
- |k

Instructions

Enter instructions Students can't edit v/

Reading Journal.docx @ Open in Teams E

Students can't edit )
gl Open in Word
I
(+ Add resources

@l Open in Word Online

Points

4 Download

@ Remove

o Add rubric

For more assignment timeline options, select Edit. Here, you can customize when your
assignment will be posted to students and when it will close for turn-ins. By default, no close
date will be selected, which allows students to turn in assignments late.

e Select the amount of points this assignment is worth, if any. You can use points on any
number-based scale including whole numbers of 100 and set your own denominator.
Examples: 88/100 or decimals 3.7/4.0.

e Select Add rubric to add a grading rubric.

e Add acategory.

Click the Assign button. Your students will be notified of the new assignment on the day you
specified.

Click the Discard button to discontinue your work on this assignment or Save to return to the
assignment and edit it later.



Microsoft Teams.

General Fosts Files Class Notebook]| Assignments

Search or type a command

Grades

o

MIS Class 1

Mis Software Unit

MIso

TSU Public Group

MS Teams Class

Team 1

General

Announcements

Files

o

& Join or create a team

New assignment

Title (required)

I Assignment 1

& Add category

Instructions

I Sample

& Add resources

Points

L |

() Add rubric

Assign to

I Team 1 =) I I All students

Date due Time due

I Tue, May 5, 2020 12:00 AM

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

Microsoft Teams ©

Teams

After Assigning your assignment you should be redirected to the screenshot below:

Search or type a command

General Posts Files Class Notebook | Assignments

Your teams

MIS Class 1 e
MIs Software Unit e
MISO -

TSU Public Group

MS Teams Class

Upcoming

~ Drafts (0)

No draft assignments yet.

~ Assigned (1)

Aszignment 1
e tomor

Team 1

General

v Graded (0)

No graded assignments yet.

Anncuncements

Files

"
Join or create a team




7. Click the created assignment to manage it. You can Edit assignments, see Student view and
Export to Excel the list of students assigned in the assignment.

E4 Search or type a command

Microsoft Teams

e Teams s General Posts Files Class Notebook | Assignments | Grades 20
1

e

T MIS Class 1 B89 Export to Excel

L

Teams:

B wis software Unit

d B vso

TSU Public Group wes i -
To grade (1) Graded (0) Search students

Assignment 1

Due tomorrow at 12:00 AM

o)

- MS Teams Class

Team 1

General

Announcements

Files

st
&’ Join or create a team

Name

@ Perez, Mark Anthony

Status

@ Not turned in

Feedback /10

]

How to create Quiz in Microsoft Teams?

1.

Go to General channel, click the Assignments tab. Click the Create button then select Quiz from
dropdown list.

Microsoft Teams

© Search or type a command

ﬂ‘m!-:r Teams v | General Posts Files Class Notebuokl Assignments |Grades + | 2 O
] wr tears :
Cha e Upcoming
MIS Class 1
HH
= Drafts
B3 s sottwars unit
Assigned (0)
Miso
Calendar T5U Public Group
! MS Teams Class
Team 1
General
— )
Announcements Assignment
Apps Files
Quiz
@) Looks like everything's been graded.
4;;- From existing
£3] &" Join or create a team 33 “




2. Select an existing quiz or create a new one. Use the search bar if you can't see the existing quiz.
But for now, click the + New Form.

Forms

s -w A s n e - E i W 7
Add the quizzes you create in Microsoft Forms to you

assignment.

Parts of speech quiz

- Telling Time

Students goal-setting survey

3. Under My Forms, click New quiz to begin creating your quiz.

At

—+

New Quiz

Y

4. Enter a name for your quiz. You can also enter an optional subtitle for your quiz.
e Quiz names can contain up to 90 characters and a subtitle can contain up to 1,000
characters.

Questions RﬂﬁpDnSES

Weekly math quiz

A summary of what you learned this week

== Add question




5. Click the Add Question button to add a new question to the quiz. Choose from Choice, Text,

Rating, or Date questions. You can also click More question types ™ to select Ranking, Likert,
File upload, or Net Promoter Score® questions. Select Section to organize sections for your
questions.

—I_ oAt

e Your quiz is saved automatically while you create it.
6. Enter the text you want to display for the question and each of the choices.

-, -
! m

1. § Which of the following are prime numbers?
Choose all correct answers.

21
31 +/ Comect answer
41 +/ Comect answer
49

+ Add option

Pointss 5 @D Multiple answers @D Required E

7. Want to add more choices? Click Add Option to add more choices than the default two choices.
Click the Correct Answer check box button next to each correct answer. To remove a choice,
click the trash can button next to it. You can also choose to make a question required or allow
multiple choices for a question by changing the settings at the bottom of the question.

8. Click More settings for question **" , and then select Subtitle to add a subtitle for the question.

9. Enter a number in the Points text box to assign a point value for a correct answer to the quiz
question.



10. Click the Message button next to the choices if you want to display a custom message to your
students who select that choice as their answer.

21
EY o/ Cormect answer
41

You're nght! This is a prime number,

49

+ Add option

11. To display math formulas, click More settings for question """ , and then select Math.

Subtitle

Shuffle options

Math L\s

12. Click in each question text box and now Microsoft Forms displays various math formula options
for you to use in your quiz.

1. Solve for "
2 Lor=10
X y X - ] 0 7 8 9 +
> < > < £ |x| 4 5 6 X
Y | | x° P lo In 1 2 3 _
T x! > M [x] [x] 0 = -




13. Some math formulas will trigger auto answers.

i
1. Solve for "
242 =10 Abc
Suggested results: | x = JTI | |
=+ Add option
Points: (® ) Muitiple answers (® ) FRequired

14. Click on the suggested option to add it as a choice.

15. Click Add Question to add more questions to your quiz. To change the order of the questions,
click the Up or Down arrows on the right side of each question. For text questions, select the
Long Answer option if you want a larger text box displayed on the quiz.

e To copy a question, select it and then click the Copy Question button in the upper right

corner.

16. Click Preview at the top of the design window to see how your quiz looks on a computer or
mobile device. To test your quiz, enter answers for the quiz questions in preview mode and then

click Submit.



Weekly math quiz

A surnmary of what you leamed this week

Hi Jeff, when you submit this form, the owner will be able
to see your name and email address.

* Required

1. Which of the following numbers are prime
numbers? *
Choose all correct answers.

O 21

O 31

17. Click Back when you are finished previewing or testing your quiz.

18. Once you select your desired quiz, it will appear in your assighment under Resources. Enter the
rest of your desired assignment settings, then select Assign.

Teams General Posts Files Class Notebookl| Assignments || Grades

snecas soans [ omews | [ swe |
Title (required)

B vso I Assignment 1 I

Your teams

MIS Class 1 New assignment

B s software unit

&) Add category
TSU Public Group

" Join or create a team

Instructions
. MS Teams Class I Sample I

& Add resources

Team 1
Points

General

10 I

Announcements I

Files i agd rupric
Assign to
I Team 1 =i} II All students & I
Date due Time due

I Tue, May 3, 2020

5] 12:00 AM

Assignment will postimmediately with late tum-ins allowed. Edit




19. Students will be able to complete the quiz, and you can grade it right from Teams.

Microsoft Teams Search or type 2 command

Teams g General Posis Files Class Notebook  Assignmentsf| Grades

Your teams Due before May 5 B Export to Excel

MIS Class 1

B wis software unit

Quiz1 Assignment 1

B vse Q search students omo
TSU Public Group e Co, Patricia Ann
- MS Teams Class @ Macaspac, Daryl James

Team @ Perez, Mark Anthany Returned

General
Announcements @ Ramos, Ethel Patrick

How to Start a Channel Meeting in Microsoft Teams?
1. To start a meeting, do one of the following:

q

Mark Anthony Perez has added Ethel Patrick Ramos and 3 others to the team.
Mark Anthony Perez has added Heidilyn Gamido to the team.

Mark Anthony Perez has created channel Files. Hide channel

mi g (

Mark Anthony Perez has created channel Announcements. Hide channel

Start a new conversation, Type @ to mention someone,

A ¢ © @ B

e Select = in @ new conversation.

Select 2'in an existing conversation to keep all that conversation’s context.




2. Inyour video preview, enter a name for the meeting, and select Meet now.

Want to add a subject?

Meet now

m Schedule a meeting

3. Select the names of the team members you want to invite to the meeting. You can also type a
phone number, a good way to add people outside your organization that aren't using Teams.

People

Imr“.e someone

Currently in this meeting (1)

ﬁ Mark Anthony Perez
the organize

o Ethel Patrick Ramos

™

hﬁ Heidilyn Gamido
MP_ Mark Anthony Perez
PC  Patricia Ann Co

00:24 "‘1 ,\z G—‘ 6

Daryl James Macaspac

Join a meeting

1. Look for the meeting notification icon 2% in a conversation to find a meeting.
2. Select Jump In to participate in the meeting.

Share
(-

1. Select the share screen icon to show your screen to the other people in the meeting.

0024 @4 ¥ [




2. Select more options icon *** to record the meeting. You'll be emailed when the video is ready
so you can view, edit, and share with others.

£33 Show device settings

E Show meeting notes

T3 Enter full screen

Keypad
© Start recording
> End meeting

(A4 Turn off incoming video

How to Schedule Meeting in Microsoft Teams?
1. Select Calendar on the left-side of the Teams application window, then select New
Meeting button.

Microsoft Teams

Search or type a command

Calendar

Eﬂ Today

St Meet now -+ New meeting

[E] Work week

May 2020

06

Wednesday

07 08

Thursday Friday

05

4PM

6PM

Enter the Title of the meeting, invite attendees in the Add required attendees field.
External attendees can be invited by typing in their email address. Click on the search result
or hit ENTER on your keyboard to add a person to the list of attendees and continue adding
additional attendees as needed. Fill up the needed information then click the Save button.



Microsoft Teams

Search or type a command

. New meeting Scheduling Assistant

—_—
IT'\mE zone: (UTC+08:00) Beijing, Chongging, Hong Kong, Urumgi |

Va I Sample Meeting

= Add required attendees

+ Optional

I May 7, 2020 930AM May 7, 2020

1215PM ~ 2h45m @ A\Idayl

8 Add channel

B s ciass 1
@ - n MIS Software Unit

General

Online Meetings Test

[l wiso

» . MS Teams Class

» TSU Public Group

vl e

Search or type a command

. New meeting Details

Time zone: (UTC+08:00) Beijing, Chongqing, Hong Kong, Urumgi

I May 7. 2020 930 AM - May 7, 2020

1215PM v 2h45m @ A\Idayl

Wednesday, May 6, 2020

PM 3PM

All attendees

~ Required attendees

Mark Anthony Perez

WY Unknown
oot 4 P
I 8 Add required attendees I

~ Optional attendees

oot 4 i
I & Add optional attendees I
~ Locations

Add location I

4 PM

Thursday, May 7, 2020

ﬂ Close

View my work hours

4PM




