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1. Logging in to Microsoft Teams
Microsoft Teams allows you to create virtual classes (live) with your students.
USI members (both professor and students) can access Microsoft Teams using their USI

credentials.
To use or download Microsoft Teams, go to https://www.mail.usi.ch/ and click on “USI

Cloud”.
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Once logged in with your USI credentials (your email credentials), click on “Teams” in the
dashboard (or search for it by clicking on “All apps”).
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You can use Teams via web, or you can download the desktop app by clicking on the screen
icon:
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2. Create a team

To use Microsoft Teams with your class, you need first to create a team. Click on “Teams”
(1) in the left menu. Then, on the top right, click on “Join or create team” (2).

Search or type a command

Teams

Click on “Create a team”:

Your teams
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Search or type a command

< Back

Join or create a team
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Create a team

Bring everyone together and get to work!

Enter code
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Join a team with a code

Search teams
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Select “Class”:

Select a team type

4
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Class Professional Learning
Discussions, group projects, Commu nlty (PLC)

assignments Educator working group
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Staff Other
School administration and Clubs, study groups, after school
development activitiss

Cancel

Insert your team’s name (1), then click on “Next” (2):

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

Test| 1 @

Description (optional)

Create a team using an existing team as a template 2
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Add students and/or teachers by typing their names:

Add people to "Test"

Students  Teachers

Search for students

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

Skip
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2.1. Auto-enrolment by students

If you prefer that students enrol themselves, click on “Teams” (1), then on the three dots of
the team you want students to enrol in, then on “Manage team” (2):

& Search or type a command

Teams

Your teams

1

elab Class elab

2 Hide
i
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Add channel

or}

Test
Add member

Leave the team
Edit team

Get link to team

G @ % (g

Manage tags

il Delete the team

Click on “Settings” (1), then on “Team code” (2) and share the code (3) through iCorsi 3
(e.g., in a forum).

I Test @

Members  Channels Analytics  Apps

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

3| df4jz7p

.7 Fullscreen 7D Reset [ Remove [[Y Copy

Mote: Guests won't be able to join with a team code
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Once logged in to their Microsoft Teams account, students will have to click on “Teams” (1),
then on “Join or create team” (2)
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Teams ¥ & 5" Join or create team

2

elab Class elab prova

Your teams

1

To enrol in the team, students will have to enter the code here:

Microsoft Teams A Search or type a comm

¢ Back

Join or create a team

>

Create a team Join a team with a code

. . . Enter code
Got a code to join a team? Enter it above.
28" Create team S "
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Team features

After creating the team, members can start a conversation (1), upload files (2), and share
some notes (3).

Microm“ Tean-'s -I Evd.—ch i ol .Id

Welcome to Test

General

Choose where you want to start

o

Uplosd Class Matedialks

St up Class Hotebosok

Gervasond Selene has added Mora Glorgla 3o the team

Ctart a new conversation, Type @ to mention somegneg 1
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4. Create a videoconference

To create a videoconference lesson (meeting), click on the camera icon:

* General (Test) | Microsoft Teams X +

&« c @ teams.microsoft.com/_#/school/conversations/General?threadld=19:6e22d940c3e24e.. W ¥ = @ :

Search or type a command

General Posts Files Class Notebook Assignments Grades & Team

Welcome to Test

Teams.

Choose where you want to start

oy

Upload Class Materials

Set up Class Notebook

= Gervasoni Selene has Jded Mora Giorgia to the team.

Start a new conversation. Type @ to mention someone,
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Then, you can decide to start it immediately (1) or to schedule it (2):

Search or type a command

Activity

General Posts Files Class Notebook Assignments Grades —+

& Team

Welcome to Test

Choose where you want to start

Pssignments

Calendar

To schedule a meeting, fill in the form.

New meeting

Title *

test

Location

Start End
Mar 10, 2020 2:30 PM Mar 10, 2020

Time Zone

(UTC+01:00) W. Europe Standard Time

B 7 U S v A WA

Type details for this new meeting

Paragraph v

Want to add a subject?

[ Schedule a meeting

Select a channel to meet in

Test / General

nvite peopie

a4 Invite someone
Repeat D Organizer
3:00 PM Gerv: g
bervasoni oelene
GS -
gervas@usi.ch
Scheduling a
'
Ix E

Close
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Participants will receive a notification via email:

& Accept v ? Tentative v ¥ Decline « Propose Mew Time + [ Calendar...
P 50 Frop q
selene gervasoni@usi.ch on behalf of Teste54@group.university
test

ﬂ Please respond.
This appointment conflicts with another one on your calendar.

M Gervasoni Selene

When Tuesday, 10 March 2020 14:30-15:00 Location Test/ General
14
| test; Test / General; Teste54@ group.university
15
16

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options
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If you click on “Meet now”, the meeting will begin immediately, and participants will be
allowed to join the meeting.

Please note: We recommend asking participants to turn their microphones off while they are
listening (to avoid background noise during the presentation), and to turn it back on only
when they wish to speak.

Want to add 4 subject?

[#] Schedulea meeting

By clicking on the Members icon (1), you can see the members who already joined the
meeting.

Microsoft Teams Z Search or type a command

People

nvite someone
Currently in this meeting (1)

Gervasoni Selene
GS

® Organizer
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By clicking on the message icon, you can chat with all participants:

Microsoft Teams

Poxn Dacrcpd

During the meeting, if you click on the screen icon (1), you can share:

- the screen of your PC (2)
- a PowerPoint presentation (3)
- a collaborative whiteboard (4)

Screenshare PowerPoint

Presentation 1.pptx

Presentation.pptx

Browse

Presentation 2.pptx

Présentation Droit d'aute...

Whiteboard

Zd

Microsoft Whiteboard

Meeting chat

-

mn

Freehand by InVision
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4.1. Record the meeting
To record the meeting, click on the three dots, then on “Start recording”.

£33 Show device settings

E Show meeting notes

T Enter full screen

i Keypad
© Start recording

[ Turn off incoming video

(4] S

To stop recording, click on the three dots, then on “Stop recording”:

£53 Show device settings

[El Show meeting notes

O Enter full screen

i Keypad
(O Stop recording

4 Turn off incoming video

&
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The recording will be automatically uploaded on your Stream account (integrated in Office
365 — USI Cloud). You will receive an email notification with the link after the meeting has
ended. The recording can be shared with other users.

. Reply 2 Reply All £ Forward G IM
Iunedi 09.03.2020 14:41
Micrasoft Stream <no-reply@microsoftstream.com>
Your meeting recording is here! — “Meeting in “General” *

To Gervasoni Selene
@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

>

Your content is ready to stream!

Meeting in "General”

to publish, view, edit or share!

Manage your Stream notification preferences here.

Do not respond to this email. This mailbox is not monitored.

Microsoft respects your privacy. Please read our Privacy Statement

The meeting recording will be also available in Teams:

Microsoft feams - e _E

< All teams General Posts Files Class Notebook Assignments Grades + @ Team
test 2

Welcome to test 2

General
Choose where you want to start

T [}
: l’f =3
Upload Class Materials Set up Class Notebook
[} Meeting ended: 19m 26s &s

Meeting

Recorded by: Gervasoni Selene

<« Reply

eLab contacts:
e-mail: helpdesk@elearninglab.org

phone: +41586664760
Last update: 9" March 2020
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