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Instructing with Teams

Learning made Easy

Students, tfeachers, and staff can seamlessly work together, create content, and share
resources all from a single, easy-to-learn and simple to use platform.

Communication Personalization Third-Party Apps

Stay connected with Personalize Teams with your Customize your experience
persistent chat, channel favorite education and with Flipgrid, Turnitin,
conversations, and meetings. organization tools. MakeCode, and other

learning tools.

Collaboration Notebooks

Co-author files and share Create and store resources
resources with built-in Office with OneNote In Team:s.
365 apps.
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Instructing with Teams

ldeally, MS Teams is accessed via Windows, Google Play or Apple Store Apps. MS Teams is also available through the
most popular web browsers, although MS Teams will not work with all browsers:

Access all device downloads at Access specific device or
hitps://teams.microsoft.com/downloads OS app stores and/or download sites

ﬁ Download Microsoft Teamsona X -+ - X
< IO
& c # teams.microsoft.com/download e e : © et Micr
v N E® Microsof ft | Store Devicesw Software v  Games&entertsinment v Deals  Storelocator v More AllMicrosoft v Search £ Cat W@ EN ~  Signin
B Microsoft Teams - Apps onGooc X 4
@ '__' \ &« C @ play.google.com/store/apps/details?id=com.microsoft plink&Imsrc=downloadPag p dAndroidGetApp hrd e H
—
B GooglePlay  searn KES E @
Q [ e of i
Ii 88  Apps Categories v Home  Topcharts  New releases [7] o]
. My apf

Microsoft Teams

NE
<
GGGGG . Microsoft Corperation  Business
Famil E
Overview  System Requirements  Rey Y € Everyone
Editors’ Choice .
Account

My subscriptions

Get Teams on all your devices ;Mlb(
Desktop Mobile N - 5025
'l Windows 64-bit ‘ i0S Screenshots  iphone
g8 Windows 32-bit @ Android T | | e Kl e
Microsoft makes it easy to locate the version of MS Teams for your own Apple, Android and Windows each have free MS Teams app downloads
devices and Operating Systems. Download and install today! at their media / content stores. Download and install today!

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca



https://teams.microsoft.com/downloads
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_CA
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Instructing with Teams

Activity

Show all notifications received
including the number of unviewed
notifications

Chat

Click to create or access direct
chats with one or more contacts.
NOTE: Classroom Team chat are
not accessible through this
interface.

View and organize Teams

Click to see your tfeams. In the
team:s list, drag a team name to
reorder it.

Assignments

Click to see past and current due
assignments. Review the work
ahead to get ahead.

Files
Let people view a file or work on it
together.

Find personal apps
Click to find and manage your
personal apps.

Add apps
Launch Apps to browse or search
apps you can add to Teams.

Teams Help
Easily access MS Help Topics,
Training and What's New content.

Start New Chat

Launch a one-on-one or small

group conversation. NOTE: Please
use Private Chat for your private chats.

a

¥ < All teams

L N

New Course

Zeneral

24 hidden channels

Calendar

Provides a view of Teams classes
(meetings) and allows you to join
classes (meetings) already in
progress.

Calls

Allows video / voice calling to any
Teams contact(s) using device
camera and microphone.

Every Teams has channels
Click one to see the files and
conversations about that
topic, department or project.

Use the command bar
Search for specific items or
people, take quick actions
and launch apps.

A
[*) Search or type a command

-

Create a collaborative space
A Class Notebook can be a
great way to build notes
together with Learners.

EEE

Welcome to New Course

Choose where you want to start

o) -
Upload your own content
Use this feature to upload your
class materials including
PowerPoint presentations,
Guides and Word docs.

Upload Class Materials Set up Class Notebook

Polly polls and attendance
Provides a view of Teams classes
(meetings) and allows you to join
classes (meetings) already in

= Stuart de Vries has created channel 0 Studer

E’ Polly 1040 A

progress.
£Y Hi There, I'm Polly
A teammate of yours recently added me to help your team

create and manage polls

Create a poll Learn more

Start a new conversation. Type @ to mention someone.

ACECEER-

on it together.

General Posts Files Class Motebook Assignments Grades Meeting Notes  Welcome  calendar D2L +

Add files and reactions to chat
Let people view afile or work p—————————————

Manage profile settings
Change app settings, change
your pic or download and
sync the mobile app.

Create a collaborative space
A Class Notebook can be a
great way to build notes
together with Learners.

=

Join or create a team

Find the feam 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,
emoiji, GIF or sticker to liven it up!

Reply to a message
Your message is attached to a
specific conversation.

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams

Manage your Team

New Course
Welcome to New Course

Choose where you want to start

nel

ember
eave the team 1
Edit team J 11

. 1

Get link to team o b o /
Manage tags

the Upload Class Materials Set up Class Notebook

SN

3
= W

&Y Hi There, I'm Polly

420 @B G e Q@ @ - =

Instructors at Bow Valley College can manage their
team by clicking the three ‘dots’ by the Teams name.
The menu displayed allows Teams Owners to add
channels to their Teams, which can be used for different
functions such as a specific Course session.

Choose your Security

Choose a unigue name for your channels. You can also
[l i_E"' select the level of Privacy for your channel, and whether
il E other members can view the channel in the menu.

Add Channels to your Course

From this screen you select the various elements of the
Teams structure including channels and members. Use
the Channels link and Add Channel button to create
your channel content.

Manage your channels

New Course > New Course Session 03 =
New Course Session 03

You can further manage your channel and how people
can post and reply to messages. Click the three dots by the

Channel. Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams Setting up a Class

Step 5: Add learning material for Learners

New Course
Welcome to New Course

Choose where you want to start

B lme i
o P

Edit team

Q@
o

&Y Hi There, I'm Polly

420 @B G e Q@ @ - &

Learning Materials can be added before, during and
after a live class. In the above example the Instructor

will use the Upload Class Materials in General channel.

Step 7: Add a Wiki to leave a message ...

Wikis can be added as a Tab and can include
information such as assignment nofices, updates,

j R =y general guidance and more. Use the Pin feature to
il-l-t! make easy to find and read by your Learners.

Step 6: Manage files in Teams, OneDrive and more

presentation,
assignments
and mid term
material

Uploaded 7 items to Generl
9 Madified | 256 K3
Materials Stuart de Vries
ssion, m.pptx Afewsecondsago  Stuartde Vries
ion_Final_Assignmentpptx  Afewsecondsago  Stuart de Vries
ion_Final_Exam pptx Afewsecondsago  Stuart de Vries C I ass
i nt.. Afewsecondsago  Stuartde Vries
i Afewsecondsago  Stuart de Viies
fewsecondsago  Stuart de Vries

i ki ki i fi fi i
El
A - T B
‘é’ 2 & o
g &8 & & & | B B

Instructors can use the File management bar seen
above to manage files in Teams, OneDrive in the
Cloud or SharePoint.

Step 8: ... about ‘Chat Etiquetie’

. IEA
L

New Course

Student Chat Room Etiquette
Last edited: Just now

Student Chat Room Etiquette

Please Read

In the example above, the Instructor has posted a Wiki
regarding student Chat Etiquette. Use this Wiki for your
own Best Practice delivering learning with MS Teames.

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams Setting up a Class

Option 1: Informs via D2L

Option 2: Informs via Broadcast Email

Course Information v"

Module 1: Organization 7|

of the Human Body

(B} Onlire class sceess - ANATI10T: X + - (i X
= C @ d2lbowvalleycollege.ca/d2lle/content/ 232196 Home * § s B
¥ Apps @ Links for ESL Stude.. &8 MyTeacher & Google @8 Typing
Course Home Content Communication s Assessments « Brightspace Help Calendar More
L] P )
|  Online class access . 8 prin
Ei[ Overview
¢ Download
|:| Bookmarks
100 % 2 of 2 topics complete
E Course Schedule
. — Online class access ‘ Launch Teams v
Table of Contents 230 | & Linl
@ v Online class Quick start guide ‘ Help Updated
B PDF document

One way to have Bow Valley College Learners access your

course is via D2L.

Instructors can setup so that Learners can access the MS
Teams link and the online chats, class and recordings by
clicking on the Online class access menu item and clicking

through to the MS Teams space.

In the past, a Quick Start Guide was also made available for
Learners new to using MS Teams in the Bow Valley Classroom.

To all Aratormy & Physiology101 Students,
Please take & maoment to resiew this @amail and complete the steps before your first dass January 7, 2020,

What is Hagpeoing

Baw Valley Collepge discontinued wse of Adohe Cannect far mew course delreery in 20019, WS Teams i ogubeing weed for
nesw course delivery starting 2000 ta help improve gaur overall larning experience. At its core, Teams is & chat-based
workspace that features group and private messaging, with threaded and persistent conversations. 'Within @ach team,
users can cresate different channels to arganize their communications by tapic.

How to Prepare for Using M5 Teams in the Clasroom
Students will access ME Teams through their D2L Apcounts,

Step 1: Access wour D21 profile and Step 2: Access the Comtent ares and ~ Step 30 Open MS Teams and begin to

lostate the AP 101 courde iclick Onlinee Class Aecess eiplore the interfaoe
s | -
TLLAN L
.' . 1._ : =
i
1 L]
. ) : »
1 = z:Fl Sy e e g e ey
-

DL parbirass (o ot o poie Lesrasr Forsl snsl wdl AEF 101 Lesreern cmn e the B Teamas linkard  H ot Teama spalesion v not = inudslked snd
b poiir are-niog-taop far couns ceifine, alern, O onliae dhein, clay sl reeordiag by cleffing on sesllsBlE, 5 sk Arowssr cen B uned o log ik =
mugrirseis ard mors. To scosw coune mareralh e deline dese scoms mesau Bm aad dikhing  hiipgyitewe ofics comp’ adng pour Do Maley
clck ihe Cominni meau Esm @ nhoan sbawe. tarsagh iz ike K Teama npes Coliege crederiloh (insrasrn el eabrec ol

A dpkk fiart Gulde b sl sval kb= for Learem pes Alier scoswing, dikck an ibe K Teara leon

Gt esesd B0 WS Team:s

Ton get to know the BS Teams sereen, support options and how we will be using in your Bow Valley College course
denwmiload the Help File taday Link

Thanks far supporting this exciting initiative,

lennifer

ANATI1101 Learners can access the MS Teams link and
the online chats, class and recordings by clicking on the
Online class access menu item and clicking through to
the MS Teams space.

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams

Open your Teams Calendar

Schedule meeting
g Live event

06 07

08

To start a live Class session open your MS Teams app and
click the Calendar icon on the left tool bar. Then, click the
New Meeting button on the top right corner of screen.

Start the meeting ...

Choose your audio and video settings for

New Course session

Once your class meeting is setup you can open in the
‘i' Calendar at any time. To start the meeting click the Join
E

Now button in the middle, or use the buttons highlighted to
join with certain audio and video characteristics.

Create a New Meeting

Make sure

Scheduling your class is as simple as Outlook. One key
difference is the step to add your new class to the proper
channel — as shown above. When complete click the

Next button in the top right corner to circulate to
affendees.

... and wait for your Learners to arrive

Now your class meeting can wait for Learners to join. This is
an excellent time to ensure the learning materials being

presented are accessible to share with MS Teames.
Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams

Interact with people and chat

Show device settings

Access audio and video tools to
take advantage of an audio
headset, installed A/V equipment

optimal experience.

and Clickshare connectivity.

Toggle and experiment with
microphone settings for an

23 Show device settings

Show meeting notes

O Enter full screen

: Start video with blur

[2c) Tum on lve caphons (prev

sit Keypad
(O Start recording

[ Tumn off incoming video

and blur your background on video ...

Access chat, manage . |
Learners access & audio ot st wil st Carntyi s s (1
and more. €=
Hear
Use the Toolbar to access feedback?
the Chat and People
panels. Use the People
panel to mute
attendees.
anm
;j @@ P B -
Show meeting notes ...
Instructors can capture and share {31 Show device settings A
meeting notes during the class. T
b o scton R
e A

Make it collaborative and have

. . T Enter full sc
the entire class contribute. fer il screen

; Start video wath blur
[cZ) Turm on lve caphons (prew
i Keypad
() Start recording

[ Tumn off incoming video

The blur feature is a great tool to
minimize distractions and focus
your Learners on course content
only.

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca

Device settings X

Audio devices

PC Mic and Speakers ~

Speakers / Headphones (Realtek Aud...

Microphone Array (Realtek Audio) A

S

Meeting settings

Private viewing

Allow participants to move through shared
presentations on their own

T Emter full screen

; Start video wath blur
[c) Turmn on live caphions (preview)

it Keypad

() Start recording

[ Tumn off incoming video




Instructing with Teams

Turn on the live captions...

Live captions are an excellent &35 Show device settings
way to capture the detailed text = Show meeting notes

of your session and make it
available to everyone as
captions.

I Enter full screen

74z Start video wath blur
Cllck.’rhe elllpses.onc.zl Turn on live 9 Tur on live captions (preview)
captions to confirm if useful for
your own class.

i Keypad
() Start recording

[ Tumn off incoming video

Start the recording ...

Now that your learning materials, &35 Show device settings
settings and device is ready it is £ Show meeting notes

time to start the meeting and
begin the class recording (if you .
choose to record your class). = Fnterfullscreen
fa: Start video wath blur
Click the ellipses to display the ) Tum on live captions (preview)

toolbar and click Start recording. —

() Start recording

(4 Turn off incoming video

Share your learning materials

Choose apps, files or screens
Sharing Learning Material is
easy. Just click the Share button
on the toolbar and choose.

... and wait for your Learners to arrive

Instructing with Teams

Overview & Guide Q1 2020

New Course session  01:45

Call is in progress. Click here to go back to the call screen.

Red line around screen
Several prompts exist to
remind attendees the
meeting is being recorded.

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams

Download the ‘WHITE’ app

&« Home Gaming Entertainment Productivity Deals

Results for: whiteboard

Hardware and accessories (1) showall

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

Office 3€
Home

>

18

999999

The Microsoft Whiteboard app is available
from the Microsoft Store and will integrate to

your own instance of MS Teames.

Post to Teams

<« Settings

/Wuy
,/'L{/ v

[
]

v;.* ! B Post to Teams
. B

cppAANANARRO

Now that your Whiteboard is active you can post to your
Teams class, directly to the channel you are delivering

e =Y the course Iin. This practice makes it easier for your and
iLLt!

your Learners to find.

< New Course
® 0 Student Chat Room
®  Genera

01

8000

=z =z =

ew Course Session
L ew Course Session 02
ew Course Session

03

I
Select channel to post
Post your Whiteboard instance
to your Class session — make it
easy for you and your Learners
to access.
I

Setup for Instructor Usage

Invite someone to Whiteboard
You can invite other Team
members to collaborate on
the same Whiteboard.

L = o # 92 <

Open the Whiteboard app as normal and
toggle the Settings icon in the top right

hand corner.

Provide sharing in your chat

[ Tost whiteboard and polly etc
Thursday, January 30, 2020 @ 430 PM

@ Team  1Guest e+

Learners will see a link o click and access the
Whiteboard. Alternatively you can share like

PowerPoint, YouTube or other apps.

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams Managing content after a Class

Tip 1: Posting Recordings

If you choose to record your Class, recordings will be
available after your session and can be edited,
posted to your files area and made into a Talb for
easy Learner access and use.

Meeting chat X
Pro Tip: The easiest way to

make your recorded session
available if to make the
recording a Tab.

10:05 PRI 1
This is a New Course session
that students will attend.

E New Course session |
Ooours every Monday.—.

' Open in Microscft Stream
=, Share

‘@ Get link

[4 Make this a tab

() Learn more

i Meeting @
= Recorded by: Stuart ...

(M  Report a problem

Step 1: Click the ellipses
Step 2: Make the recording a Tab

Tip 2: Posting Files

There are a number of approaches to managing your files
and allow you to create, link to or post to your General
channel, specific channels, SharePoint and OneDrive:

;l General Posts Files Class Notebook Assignments Grades Meeting Notes  Welcome  calendar D21 +

+ New ~ T Upload @ Copylink & Download

+ Add cloud storage @ Open in SharePoint

= All Documents

In the MS Team:s files structure, clicking the ellipses will display
additional menu functions and allow you to Pin to Top or Make this
a tab for easy access, for all your Learners.

.

Mame -~

¢ Class Matenals
J MewCourse_Session_MidTerrn_Exam.p... -

MewCourse_Session_Final_Assignment.pptx

MewCourse_Session_Final_Exam.pptx

MewCourse_Session_MidTerm_Assignment....

MewCourse_Session_01.pphx
MNewCourse_Session_02.pptx

MewCourse_Session_03.pphx

Modified | - Modified By -

Stuart de Vries
Open » de Vres
Copy link de Vnes
Make this a tab

de Vries
Download

Delets de Yrnes

O

Rename

Cpen in SharePoint de Vries
Move de Vries
Copy

More 2

pu

Make your class Learning
Material available to all
learners by making easy to
search and easy to find.




Instructing with Teams

Instructors using Teams

Use the checklist to ensure a positive, uninterrupted Learner experience for every session being delivered using MS Teames.
d Open teams
1 Open channel for session
d Start online meeting
d Share initial content
d Open Chat
A Ask remote students to confirm audio / video is working

A Start recording

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca




Instructing with Teams

Access Teams support immediately

M5 Teams Support

To access:
CTRL + Click on this graphic.
When prompted, Launch in MS Teams App.

Access the Teaching Continuity
Resources site for online course
delivery

Teaching & Learning Enhancement

tle@bowvalleycollege.ca

The TLE consultants are available to provide MS Teams
support and answer questions.

ITS Service Desk

helpdesk@bowvalleycollege.ca
403.410.1611

The Bow Valley College ITS Service Desk will be able to
support targeted MS Teams questions.

Issuese Contact the ITS Service Desk at 403.410.1611 or HelpDesk@bowvalleycollege.ca
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