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USING ﬁ Microsoft Teams

Before creating an online
classroom using Microsoft
Teams, it is highly recommended

that you download and the
Microsoft Teams desktop client
as the desktop client provides
more security.

Enter your work, school,
or Microsoft account.

Sign-in address

Sign in




You can Host a Meeting Immediately or
Schedule a Meeting for later

To Schedule a Meeting for later, click on the 'Calendar' tab to the left
of the Microsoft Teams client. This will open up your calendar view

Calendar
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G4 Meet now
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hursday

5PM

New meeting Details Scheduling Assistant
Close
Time zone: (UTC-08:00) Pacific Time (US & Canada)

&

Next, click the '+

New Meeting'
button on the top 5

right of the screen. :
This will prompt you
to fill in the
information, then
click 'Save'

@

Add title

Add required attendees + Optional

Apr7, 2020 3.00PM Apr 7, 2020 3:30PM ~ 30m @ All day
Does not repeat W

Add channel

Add location
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Type details for this new meeting



Calendar

(3] Today < >  April2020 v

06 07 08

Your meeting

will now be o7
seen by all
attendees -
invite both in
teamsand by [ e o
email
£

To begin a meeting immediately, click the 'Meet Now' button in the
'Calendar’ tab
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Once you begin a meeting, you will have an option to
configure your video and audio settings

Choose your audio and wideo settings for

Mr. Matthew's Class

® @ Custom Setup

Other join options

ci Audio off

When you are ready to begin, click the 'Join
Now' button




In the meeting

Duration Show
of the call Chat on End call
right side
Toggle of screen
Camera Share
on/off Screen Show participants
on right side of
screen

Mute/Unmute



To mute or remove a Currently in this meeting (2)

specific student, click the (®)) Louren
'Show Participants' button a5
and right-click the name of R

the student you wish to

mute or remove Mute participant
2

Pin
Remove participant

#  Make an attendee

| & Callwith Joshua, Sarah and Babak ™ o2 o0
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