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MICROSOFT TEAMS FOR REMOTE LEARNING

Created By: Technology Services

This document provides a walkthrough on how to use Microsoft 0365 applications for remote learning. Canvas,
Outlook, Teams, and Stream will be used for this process. Teachers will send invitations to join course content.
Student will accept and join courses as they are happening in Teams or watch content on demand in Canvas.

1. Navigate to the Office 365 Login page.

B¥ Microsot | Office o —— Tamolites  Support My -

Welcome to Office

2. Login using “studentnumber@UCPS.K12.NC.US” (not the Google account @student.ucps.k12.nc.us)

B® Microsoft =. Microsoft

Slgl'l in  5715927722@ucps.k12.ncus

I:>5”-"927722@‘“""”2"‘“‘S Enter password
No account? Create one! .o I .
Can't access your account? )
Forgot my password

Sign-in options

3. Click the Outlook application to check the inbox for invitations.

Good morning, Tyler nstall O
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4. Outlook Web Access

Inbox houses incoming calendar invitations sent to Course Groups and other mail from UCPS
staff or classmates will be delivered here.

Groups are made by class lists in Powerschool.

i. Powerschool courses and enrollments are dynamically syncronized with Microsoft.

Microsoft then creates the group, whose members include currently enrolled students

enrolled and the instructor for the course. Teachers will create Calendar invitations
directed to the group.

Settings will allow the user

i. Theme
ii. Dark mode

ii. Focused Inbox

.E.

View All Outlook Settings

5. View All Outlook Settings of note

General > Language and
time > Time Zone

Mail > Layout > Focused
Inbox

Mail > Attachments >
Storage Accounts

Mail > Rules

Mail > Forwarding

Mail > Automatic Replies
Calendar > Shared
Caldendars

Language and time

Language

\esting hours is (UTC) Coordinated Universal Time.

he (UTC-05:00) Eastern Time (US & Canada) time zone permanently, change
that time zone.
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6. Invitations from Course instructors will appear in the inbox.
e Select the message
e Confirm the Teacher and Course match expected enrollment
e Review the Occurrence details
e RSVP Yes to add the event to the calendar.

(©) i Focused = Other Filter Public Safety | 3rd Period

Milton McLamb Milton McLamb
<
Ij > Public Safety 13rd P... (2) nlzm Thu 6/11/2020 3:06 PM G H 9 <

Daily class Teams meeting space To: Public Safety | - Section 3

Get started =—— bd [ Public Safety | 3rd Period
Occurs every Monday, Tuesday, Wednesday, Thursday, and
v 1 of 6 complete Friday from 11:45 AM to 1:30 PM effective Mon 1/13/2020 until
Wed 6/10/2020
Choose your look @ G
B Send a message No conflicts

Use Office apps

RSVP to all events in the . :
ﬁ, series Email organizer Q

Get Outlook mobile

B

Add a message to Milton McLamb (optional)

|:> Tve || 7 e || X

Daily class Teams meeting space

;'\P‘ Import contacts

7. Calendar is accessible at the bottom left corner of Outlook
e Accepted invitations and their occurrences show on the daily schedule.
o Analert will pop in Outlook 15 minutes before the meeting is about to start.
e Click on the day’s meeting to join the course

g e — 2
- M fode € > Ao 26— May 2, 200 0 wesk 2 Share ¢ ‘

Apet 2020 27 m 28 29 e 0 May 1

My calendrs
. Pubhc Satety | JiaPeriod | Pubii satety 1 sraperio | Pubic satery 1 s pesioa | mubic sateny 1 3o persoa | Pubse satety 1 v Perioa
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8. Click Join.

® Public Safety | 3rd Period

® Mon 4/27/2020 11:45 AM - 1:30 PM  Series o

Public Safety | 3rd Pe1 >d
GIN
Milton Mclamb

=] calendar
~
%
@ Milton McLamb invited you

You accepted

Public Safety | - Section 3 didn't respond.
= Daily class Teams meeting space

" Yes, |'ll attend Vv

9. The Join button will open the default web browser and then attempt to open the Teams client if
present.
e If no Teams client is installed login through the Teams web portal

s GO0 the Teams app
@ desktop app for the best ax

We're opening your Download the Windows app
Ak 4 o deskton i for e oo
meeting in the Teams app. !

e Use Teams on Microsoft Edge
o downlaad o installation required

9. Before Joining, in the pre team meeting space, some settings can be customized.
e UCPS Policy prohibits
student camera use at this

time. R r Ry
e If external microphone or :
speaker is present customize
setup.
i. Modify Speaker
ii. Modify Microphone

N

10. Join Now
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11. Once the meeting has started any mouse movement will display the toolbar. It will appear on screen in
the Teams window.
e Camera: Toggle On/Off
e  Microphone: Toggle On/Off
e Share Content: Select to share screen or content

e ... menu: Access advanced settings like Turn on Live Captions

e Raise hand

e  Meeting Chat: click to open chat flyout
e Members: View meeting members

e Hang up: Leave the meeting

00:07 A

12. Before the course begins the Instructor will Start Recording.
e Anaudible message will play and a blue banner will appear at the top of the screen.
13. Recording will end once the course has concluded.
14. Recordings are uploaded to Microsoft Stream upon completion. Although recordings are available in the
course chat, course instructors will post daily course content to Canvas.
15. Go to Team Chat. Locate the Team chat for the course that was just taught.

7] Search or type a command TU - m] x
v Public Safety | 3rd Period = Chat 3 more BEl -
[El  Tyler delong joined the meeting
1
H 'é;)_'"'t"l;
e Hello! Welcome to class
Got -.‘.'w.a: I need

Go ahead and stop recording
thanks
See you back at Josh

4 Meeting en 6 M

Meeting
= =] '
Im2s

(6]
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16. Click the Three dots to the side of the video

17. Select Open in Microsoft Stream

18. The content can be viewed. Alternately, the course content should be available under Canvas modules.

i Stream

Public Safety | 3rd Period

Details

Public Safety | 3rd Period

19. Login to Canvas through NCEdcloud

Rapidldentity

NCEdCloud JEIE G
Applications
Profiles N D‘-' ; "‘1 6
) Nor
Files | 4

Sponsorship

Canvas - LEA 900 ©

Workflow

Union County Public Schools | Date Modified: June 22, 2020 | Version: 1


https://my.ncedcloud.org/

Technology Services Department
721 Brewer Drive

Monroe, NC 28112

(704) 296-3143

20. Navigate to the proper course:
e Locate the Module: Class Recordings

ii v Class Recordings (1st six weeks)

|::> 2 June 10, 2020 Stream-2

21. Click the URL to open an embedded version of the course content in Canvas.

— McLamb - Law & Justice | -S2 > Pages > June 10, 2020 Stream-2

View All Pages

Home
Announcements
Assignments J une 1() y 2 C’ 2 () ST ream- 2
Discussions
Grades
People
Pages

Files

Syllabus Public Safety | 3rd Period

Outcomes

320-06-11 1812 UTC

Quizzes

Modules

i c—
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