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TEACHING WITH TEAMS: ESSENTIALS

You can join Microsoft Teams sessions from Teams, Outlook, and links in Canvas.

®» Joining a meeting in Teams

The steps in this section work for both the Microsoft Teams client and the Microsoft Teams Web
Interface.

After opening the Microsoft Teams client or the Web Interface, select the Calendar icon
(VX on, the left side of the screen.

o Teams Y General Posts
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Once the Calendar interface appears, find your meeting and click on the event to open a
window with a Join button. Select it to enter the meeting.

Calendar calendar Bookings

Activity

@ B Today < > November 2021 - December 2021

Chat

= 29 30 01

Teams Monday Tuesday Wednesday

TEST FREE WEEK

a
Calendar

% My calendar /!

Calls
Welcome class!

[T 4PM
November 29, 2021 5:00 PM - 6:00 PM

Files

& https://teams.microsoft.com/l/meetup-join...

Assignments
5PM 1 Welcome class!

Arleen Janz

6 PM
Presentation Demo Course GRP > General

() Chat with participants

7PM

oo O Arleen Janz
o

Organizer

After selecting Join, a settings page will appear which will allow you to choose your video
and audio options, such as turning audio and webcam on or off and choosing a webcam
background image. Finally, clicking the Join now button will take you to your meeting.

USF Digital Learning Live Support - Summer Hours 11am - 3pm, Weekdays (Formerly called Op...

Choose your video and audio options

[;1) Computer audio

Display Audio

B
‘@ O———

Your camera is turned off

Phone audio

Room audio

Don't use audio

Cancel
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®» Joining a meeting in Outlook

After opening Microsoft Outlook, select the Calendar icon on the lower left-hand
0 side of the screen.

(=1

Once the Calendar interface appears, select your meeting and then select Join Teams Meeting
in the popup that appears.
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A settings page will appear which will allow you to choose your video and audio options, such
as turning audio and webcam on or off and choosing a webcam background image. Finally,
clicking the Join now button will take you to your meeting.

USF Digital Learning Live Support - Summer Hours 11am - 3pm, Weekdays (Formerly called Op...

Choose your video and audio options

@ Computer audio

[N

Your camera is turned off

Phone audio
Room audio

Don't use audio

®» Joining a Meeting in the Canvas LMS

If a Teams meeting is linked within an announcement or on a Canvas page, such links will be
01 self-explanatory.

Our live online session will be conducted on Dec. 3 @ 10:30 am. To prepare for the session, review our agenda in Box
and be ready to discuss.

Join on your computer or mobile app

Click here to join the meeting &

Or call in (audio only)
+1 813-694-2079,277536418# United States, Tampa
Phone Conference ID: 277 536 418#

Find a local number & | Reset PIN e
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However, if the Microsoft Teams Meetings link in the left navigation panel of your Canvas
course has been activated, you can join the meeting by selecting the link and choosing Join on
one of the meetings listed.

— Presentation Demo Course > Presentation Demo Course

[ ]
Lloine * Microsoft Teams Meetings

Announcements
] Today December 2021
Syllabus
Friday, December 3 - Today
Modules
Grades 10:30 AM E Office Hours Join B CRY
2h S Arleen Janz invited you
People

Microsoft Teams
meetings

Microsoft Teams
classes

Friday, December 3 + Today

10:30 AM

Office Hours RSVP v  ees
2h

Arleen Janz invited you

FEFIFFF
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» Joining a Meeting from a Class Team in Canvas

Teams classes link in Canvas. Click the square for your course.

m If a meeting was scheduled from your Class Team, you can access your Team from the MS

Home
Announcements
Syllabus
Modules

Grades

People

Microsoft Teams
meetings

* Microsoft Teams Classes

Presentation Demo Course
GRP

Microsoft Teams
classes

the best performance.

m You may have to sign in, then choose how to connect. The desktop app is recommended for

Stay better connected with the Teams desktop app

Get the Teams app Use the web app instead
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This will take you to the General channel of your Course Team, where you will see a
meeting link in the chat area. Yours may look slightly different and show a Join button
above the meeting announcement. Click the meeting link or the Join button.

Channels

General

b Arleen Janz Yesterday 4:52 PM
s Scheduled a meeting

Welcome class!

Monday, November 29, 2021 @ 5:00 PM

After clicking Join, a settings page will appear which will allow you to turn your
webcam on or off, and where you can mute or unmute your microphone.
Finally, clicking the Join now button will take you to your meeting.

USF Digital Learning Live Support - Summer Hours 11am - 3pm, Weekdays (Formerly called Op...

Choose your video and audio options

g\) Computer audio

[\

Your camera is turned off

Phone audio

Room audio

Don't use audio
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» Attending your Meeting

Once you have successfully entered the meeting, the command tray will give you additional
functionality to interact with others during the meeting. Below is a description of what each icon does.

The Show Participants button will open up the Participants pane so you can view who is
currently attending the meeting, and who was invited but is not present.

The Show Conversation button will open the chat pane in the meeting where participants
can communicate through text and can upload files to the meeting for all participants to
have access to.

The Raise Your Hand button will inform the room and the speaker that you have a question

or would like to respond with a comment.

The More Actions button will open a pane that will give you more options to the Meeting
Notes, Device Settings, Phone Audio, and to switch the video of the participants to Gallery
or Together Mode.

The Webcam button will turn your webcam on or off during the meeting.

The Mute/Unmute button will allow you to mute and unmute your microphone.

The Share Content button will allow you to share your screen or applications you may have
open for the rest of the participants to view. You can access the Whiteboard feature.

The Leave button will allow you to leave the meeting.
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