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Instructing with Teams

Instructors delivering a course with one monitor (i.e. laptop)

Use the checklist to ensure a positive, uninterrupted learning experience for all attending students.

Be prepared:

1 Close all applications

RACTICE

-makes-PeRFect -

P

1 Open the content / applications being used during your session only

A Practice your ALT+TAB shortcut to toggle between content being shown

Be a minimalist:
O Organize your session o minimize the variety of content you share during any particular session
d Limit content ‘switching and sharing’ changes to breaks
4 Start your PowerPoint presentation Slideshow in Presenter View
1 Scale your PowerPoint view to the left side of screen

d Scale up your MS Teams Learner View, Control Task Bar and Chat Window views to the right side of screen




Instructing with Teams

Running a Teams session with one device (i.e. laptop) requires you to use your desktop space efficiently:

Show Presenter View

Instructing with Teams

Overview & Guide Beyond the Basics

Right Click In Slide Show
Use the Show Presenter View

function to display the S
controls needed fo Insfruct. e

The Presenter View will provide a number of
Instructor tools including zoom and laser pointers.

Scale Presenter View

Grab the Corners to Scale
Use the bottom right of the
- s Presenter view window to
scale to left side of screen.

=l
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You will scale the Presenter View window similar
to other Windows applications you use everyday.

Toggle the Window view

Instructing with Teams

Overview & Guide Beyond the Basics

Maximize, Minimize Windows
Toggle the Presentation View

Presentation .TOO|S window to access scale
Laser pen, window, zooms, , functions.

window blackout efc.

To resize the various content you first need to minimize
the window using icons at the top right corner.

Set Left & Right Screens

ting notes

MS Teams Controls & Chat

The right side of the screen is
dedicated to the confrols and Chat
that an Instructor uses during Class.

i Enter full screen

Your Presentation Content
The left side of the screen is
dedicated to content being
presented to Learners.

yyyyy
L 2

Layout the content how it makes sense to you. Many
Instructors use the left side of their screen to present, and
the right side of their screen to interact. It's that simple.




Instructing with Teams

MS Teams has a lot of functionality to manage. Practice presenting your own content smoothly with the following ftips:

Pin Someone

The Pin function is perfectly suited for Instructors
who need to have certain content ‘persist’ in
the main presentation view:

= |nstructing with American Sign Language
(ASL)

= |nstructing with a translation service
= |nstructing with a Guest Speaker / Peer

The Pin Menu
Roll your mouse over any active

content view during a meeting to
expose the Pin menu.

Dave MdOemamn +++

L Mute participant

The Pin Function
This menu is limited to muting the
participant, or pinning their view.

Pinning a conftributor or content screen will
force MS Teams to always show this screen as
the primary display to affendees.

Toggle Between Content

Alt+Tab is a shortcut key most often used to
switch between open programs in the MS
Windows OS.

As an Instructor using only one device (i.e. @
laptop), you will likely have to Alt+Tab between
content as you move through your session:

Other options:
To cycle right-to-left in the available open
windows press Alt+Shift+Tab.

To switch between open tabs in the active
window, use the keyboard shortcut Ctri+Tab.

T

Sharing / Refreshing New Content

Sharing content in Teams starts by clicking
the Share icon and choosing from a number
of sharing sources:

= Desktop (share your entire desktop)

= Window (share an application window)

= PowerPoint (share a specific, recent file)

= Browse (browse OneDrive etc. for a file)

= Whiteboard (if the free MS App is installed)

The Sharing Function eee E] o5 -~
Use the Share icon to select /

deselect the content to present.

NOTE: Please be aware that the ‘switch’

between different content sources may not

be immediately reflected in attendee

displays:

= ALT+TAB: Ask your learners to confirm that
the new content is being displayed

= SHARE: Always Stop Sharing before
sharing new content

PRO TIP: Let your MS Teams presentation
catch-up to how you are delivering your
content, there can be a lag for attendees.




Guide your Learners

Instructing with Team General Channel Do’s & Don’ts

DO: Post Announcements

General is Open to All
s WaNt fo reach all your Learners?
i e o USE The General Channel

I
ey
o I oM e Viries has erret m.
- ‘ Stuart de Vries 3/24 11:37PM [0 Zdited @
o
New Course

w Stuart de Vries 3

H Added a new tal
. MS Teams Tips
« Reply

& Stuart de Vries 3/27 142

. Added a new tal

- MS Teams Tips m
« Reply
A e OB a8 7@ - B

All your Learners will visit the General Channel every
time they visit your Team. Post notices, important
iInNformation and more in the General Channel.

DO: Use for General Files, Tabs and Access

Must Find Files and Log-Ins
wesmennenean. JS€ GENEral Channel Tabs to make

ies 2 team owne

learning materials easy to find and use.

at. Hide cha

DON'T: Schedule Meetings

. New Course Session 01 Posts Files Notes Poly +

N I Stuart de Vries 3/24 541 P

Use other Channels to meet _

Learners cannot post chats 1o

the General channel.
- )

Student Chat is Open!

T

@ Team

Pro Tip:

Use your MS Teams Calendar
function and Add channel when
scheduling your Class:

1= Add channel

—

0 ' B8 nurs1103 - Pathophysiology - 20/ANAIOT13

» &, NURS2503: Mental Health Nursing Winter 2020

=+ ) NURS2504: Community Nursing - 200ANAICT13

The General Channel does not allow Learners 1o

It puts you, the Learners and your
Recording in the same spof!

initiate Chats — which is a key feature of Teams in

the Classroom.

DON'T: Delete. (You cannot delete)

New Course

‘Breadcrumbs’ of Activity
You cannot delete this

Use the General Channel to
update Learners on course
material, changes or updates.

A CO@BB S B g P @ - B

Use the General Channel as a Landing Page to

drive your Learners to re

levant learning materials.

& content from your General
Channel.

o (g @
g

RN B

You cannot delete this Channel. You also cannot edit
the ‘breadcrumbs’ of activity each time you invite @
Learner, create a Channel etc. This is a known issue and
a common user request to Microsoft,




Instructing with Team

Public or Private?

Create a channel for "New Course” tea

Standard - Accessible to everyone on the team

Control Access
Do you need breakout sessions or
a public area for collaboration?

When you create a new Channel you can

determine it’s privacy: Public for all and Private for
select members only.

Manage Settings

“ " New Course - ® Team
w ANAT1101 Section 1.2, 3, & 4 [copy]
el & addmember + menions Settings >> Member Permissions
% Leave the team — Access fo refine how Members can
| interact with the Channel, Chat and Apps.
Get link to t -

+ OneNote Class Notebook Manage notebook sections and preferences

The Teams Ellipses

Click the three dots to display _
the Teams menu and then

click Manage team.

The Settings area of your Teams site provides
controls to fine tune how Members and Guests of

»»»»»

your channel can interact with your Team.
ll.‘, J R Ty
‘ -liLLt
L L E G E

Moderated or not?

o
New Course > New Channel -+ ®
w |

) -l N Control Permissions
= New Course ~ Permissions Set channel moderation preferences lf mOderOTed' you can COhTrOl
who can Post to your Channel.

Channel permissions allow you to determine how users
interact: Moderated for Instructor Channels and Non-
Moderated for Learner Breakout Chat Channels.

Refine Permissions

L
New Course - @ Tesm
- ANAT1101 Section 12, 3, & 4 [copy]

- 4

New Course + Team theme

Set Chat and Messaging Permissions
Instructors can provide enormous leeway
to our Learners including the ability to
creafte and delete content.

MS Teams has a lot of power to give / remove
permissions Experiment with how you want your own
class to interact.




Instructing with Teams

MS Teams provide some grea

your Class. Here are the most

Manage if Participants can present

The easiest way 1o manage how meeting
Parficipants interact with your Class is o adjust
their settings before the Class begins.

To begin, open the scheduled event in MS
Teams or in your Outlook Calendar item, locate
the MS Teams meeting info and click Meeting
options as shown here:

Join Microsoft Teams Meeting

Learn more about Teams| Meeting options

From the Meeting Options screen, choose Only
Me from the Who can presente options listed. This
means only you can start / stop recordings, share
content and use audio.

Meeting options

Who can bypass the lobby?

Who can present?

Want to Mute Everyone?

The Mute all function is an
excellent way to focus the
Class on your own presentation.

- controls to help manage how Parficipants can interact with

oopular Tips:

Identify and interact with Participants Mute your own Chat
The easiest way to interact with your Class If you find you are receiving too many
attendees is using functionality in the People panel. Chat ‘pop-ups’ use your profile settings

and turn your status to Do Not Disturb:
To access the People panel, click the Show . .

Participants icon on the Control Task Bar. © Do not disturb v

Show Parficipants E@ Set status message
MU Sciect to view, inferact and/or
mute meeting attendees. Q Notifications
- On
You can now see who is attending, you can mute |
individual participants or mute all participants, as 23 Settings
well as remove Attendees from your session. ,
(- What's new
I - x B ore s
{er_n_'hifler Ko Invite someone 2 5 Msting particpasts (19) I'-'-J\
ttg ‘ "e Eeenters (1) g5 Addpeople
Ji“g; Nort B et o ] Addaroom
e g e | You can also personalize your status
B & & I
B oo P Want to Mute Everyone? message, as well as set your Teams
e Want to Message Someone? The Mute all function is an Dark View USiﬂg the Seﬂings function.
I the People panel, roll your excellent way fo focus the
mouse over an Atendee to Class on your own presentation.
display Communications tools. D)
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Instructing with Teams

Open your document

Search or type a command

< Allteams B General Poctc Files Class Notebook  Assignments  Grades Intn FAQs + | Teaching Continuity .. + g S 0O -
‘ Fle ~ Home Insert layout  References  Review  View  Help @ Tell me what you want to do oo
v Flv &  CenturyGothic gt v @ Open in Deskiop App

*MS Teams Remote ClassRoom T... - open in DeSkap App @ Open in Browser
L Download

e The most powerful editing tools _
e oot will likely be found in the

Q1:1 have my learning |

= Desktop version of the software. -«

ACCESS & INTERFACE

@2 Do I need fo use VPN to access my Bow Valley College MS Teams environments?
AZ: No. Insfrucions anly require Infemef occess in order fo nstruct with MS Teams.

Q3 Can | use my Gmail account to join Teams?
A3 No ors must sign info M Teams using their Bow Valley College credenfials in order fo access ihair Bow Valley College Insiructor tooks and
ervironm:

BUILDING YOUR TEAM

@& Con | build my own MS Teams for delivering Bow Valley College courses?

for all BVC Insiructors. However, once an Insfructor has fheir MS Teams siie provided by 15, the Instructor can edt, update ond
quired.

At No. ITS provid
personalize the

TS will provide MS Team sites to Instructors Friday March 20, 2020,

@5: Can | add Learners fo my own MS Teams?
Ac5: No. ITS will add all students to your MS Teoms using School Data
odd [ remave students az per coure fion. You cannot add stud

You will not be oble fo add Leamers to your Teams. Schoal Dota Sync will run nightly to
ts manually.

TS will activate Leamer Rosters for MS Team sites Friday March 20, 2020.

@&: We have quite o few students with idenfical names. How can you make sure you reach fne comect student?
rasters maintained in Agresio

Ak Students are added io speciic M3 Teams sites based on registration information and

of 2 674words _English - 100% +

There are numerous ways to create, post or open
documents. In the example above a FAQ
document has been made into a Tab.

Edit your document together

B General rosts Fies Clas

*MS Teams Remote ClassRoom T... =

Where are others editing?

The document will dynamically
be updated with edits markups
edits by users.

~ Who is editing?
- Easily identify Who is accessing
- the document for editing.

Q3: Can 1l use my Gmai

USING THE WHITEBOARD
Q8 Can o Whieboord sesmion be recorded?
e s com

NTEGRATING OTHER DEVICES
@10 cant
ag e

& Wacom Tabiet duing @ s

The main difference is you'll be editing together, in
B real-time, with each other viewing in real-time.

sl

E G E

Edit your document

Search or type a command

< All teams B General Poctc Files Class Notebook  Assignments  Grades Intro FAQs +  Teaching Continuity .. + 8 2 0 -
‘ Fle ~ Home Insert layout  References  Review  View  Help @ Tell me what you want to do [J Comments | |+
Yy [~ CentuyGothic ~ 11 ~ A" A" B I U L~ Av - =v - v Ov B §
v

*MS Teams Remote ClassRoom T... -~ -
General . . . o
2 idden chaneels Edits will be visible to all

ot Asy Y

@Q1: 1 have my leaming materials sel d .I. d H .I.h F'l d T b .

e e eenceszee JOAATEA IN TNE FIIE AN ap Vviews.

wig M3 Teoms.

ACCESS & INTERFACE

Q2 Do | need fo use VPN to access my Bow Valley College M$S Teams environments?

A2 No. Ins’ ors only require Intemet access in orde use and Instruct with MS Teams.

Q3 Can | use my Gmail account to join Teams?

A2 No ars must sign infe MS Teams using their Bow Valey College credentiials in order to access iheir Bow Valley College Insirusior tools and

s

BUILDING YOUR TEAM

@d: Can | build my own MS Teams for delivering Bow Valley College courses?

tors. However, once ar ructor has their MS Teaoms si rovided by IS, the Instructor can edit, update and

TS will provide MS Team sites fo Instructors Friday March 20, 2020,

Q@5 Can | add Learners to my own MS Teams?

AE: ITS will odd al ‘eoms using Scheol Data You will not be obie to add Leomers to your Teams. Schoel Date Sync wil run nightly to

odd f remove students a: ion. You cannot add sh it

ITS will activate Learner Rosters for MS Team sites Friday March 20, 2020.

Q4: We have guite a few students with idenfical nomes. How can you make sure you reach the comect student?

Acb: Students are added to specific MS Teams sites based on reaistration information and < rosters maintained in Aaresso, -

Page 1of2 680 words  English (US) = 100% +

Editing in Teams is similar to editing in your Desktop
App. You will have the same tools and features.

Multiple Reviewers in Sync

Search or type a command

< All teams B General rposts Files Class Notebook Assignments Grades Intro FAQs~  Teaching ContinuityR.. —+ g .2 0 -
‘ Fle  Home Imsert  Layout  References  Review  View  Help Q@ Tell me what you want td o @ © Dg nments| -
v []v ¥ CentuyGothic w9 + A" A" B I U &~ Av | =+

e Christina Lovestone « I F -

*MS Teams Remote ClassRoom T... | L -
Go to location
hCCESS & INTERFACE

o use WPN fo access my Bow Valley Co
ors only require Infemet accass in or

General

2 hidden chani

@2 Can | use my Gmail account fo join Teams?
A2 Mo ors must sign infe MS Teams using the Bow Valey College credentials in ordefl | occess their Bow Volley College Instrucior tools and
environm

wene o - Muyltiple Reviewers
Easily identify Who, What and Where
TS will provide MS Team sil your Tecm members Ore helping 1_0

Q4 Con | add Leamers o1

norert develop your documents.

odd / remove students as |

ITS will activate Leamer Rosters for MS Team sites Friday March 20, 2020.

Q5: We have quite o few students with idenfical names. How can you make sure you reach the comect student?
A:S: Students are added to specific MS Teams sites bosed on regisiration information and class rostess mainfained in Agresso.

RUNNING A SESSION

@&z Can we sef up muliple inshuctors in @ class to be able fo move fhrough o presentafion that is being shown on screen share?

r of the session can have other Altendess parficipate os o Prasenier or on Aftandee. Prase: on fake fumns “Sharing their screen | content”
ng fogeth

USING THE WHITEBOARD

631 English = 100% +

A Quick Start Guide is also available for Learners
new to using MS Teams in the Bow Valley Classroom.
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Using Channels

Before the class - Create the Breakout Rooms (Channels)

01-Breakout Room
02-Breakout Room
03- Breakout Room

During class- Assigning students to breakout rooms- You can
tell students the name of the breakout room they are
assigned to and they can navigate there to find their peers to
communicate via conversations or “meet now’ for audio call

8 4 i . ‘—_~— ] : . ) r : . |

MPORTANT \

Please returm to Module 02 in 5 mins!

When the breakout session is almost over- you can send @
message and select the Breakout Room Channels to post the
message to. And select the Important Icon to alert them.

After the class is over- if you no longer need the breakout
rooms- you can delete the channels from the Team.

Using Private Chat

Before the class - Create the Breakout rooms (Channels)

Feature Channel Private Chat

Ability to Post to multiple rooms at  Yes. Post to multiple channel No. Instructor needs to go to

once. feature. each private chat to post the
message

Ability for everyone to see all the Yes. No. Only the users added in

activity in each breakout room. each private chat will see the
content

Ability to chat and join via a video Yes. Yes.

call ad-hoc.

Ability to find a breakout room on Yes. No. Need to be manually added

their own.

During class- Assigning students to Breakout Rooms- You can tell
stfudents the name of the breakout room they are assigned to and
they can navigate there to find their peers to communicate via
conversations or “meet now"” for audio call

When the breakout session is almost over- you can send a message
and select the Breakout Room Channels to post the message to.
And select the Import Icon to alert them.

After the class is over- if you no longer need the breakout rooms-
you can delete the channels from the Team.




Instructing with Teams

Learners using Breakout Chats and Calls

Use the checklist to ensure a positive, uninterrupted Learner experience for every Breakout chat session being delivered using MS Teams.

Teams Breakout Chats:
1 Use if Learners are collaborating via text and there is no need to exit class with Instructor
d Navigate to the Breakout Room Channel assigned

A Start typing to other Learners

Teams Calls:
1 Use if Learners are collaborating via text and there is no need to exit class with Instructor
A Use the Calendar’s ‘meet now’ button to complete an audio call

[ When collaboration is complete and it's fime to return to the class, Learners can go back to the

‘Scheduled Class’ Channel and Rejoin the Class in session




Instructing with Teams

Access the Compose Box Add text / content to your post

© Search or type a command = Search or type a command
¢ Alreme =1 OStudent Chat Room posts Fles Notes Eiquettesnd e + o] < Allteams _; OStudent Chat Room posts Files Notes Etiquetteand Rules + @Team e
= l Please Read = b4 l POSf 1'0 mulﬁple Chdnne|s
New Course " Create an Announcement TR s New Course Post to every Channel or Class  Lomisss s

s it is applicable like from NF1 textbook sometimes is

- - you are instructing to. Add Visual Elements

Cee® Use this menu to select the

0 Student Chat Room

ot - fype of confent fo create. I e

0 Student Chat Room

New ¢ Berespe New Select a background
R - this case an Announcement.,  wsrenes - i RN illustration, colour or picture to
BV ST LA e - - e =8 e addalittle polish to your Post.
. Student Chat Room Etiquette
A & canreply v © i T}
- o " " = =1 @ = B '

Add a subject

Start a new conversation. Type @ to mention someone.

Basic Online Class Etiquette

J-Please show up at the scheduled fime.

Open the Compose Box

This editing view will provide Looking for exact text?
rich conftrols to craft your The text used in this example is

Announcement. also available from your original o st rhat you can be
MS Team fraining class. o e e e et s e oo st sometbing ok We e hve o el ;
E SRR = B P =N =N N =

Powerful text editing and publishing tools are From the Compose Box you can create a message just
available once the Compose Box icon is clicked. like you normally create emails or word documents.

Select Channels to Post Access the toolbar to edit

® Search or type a command Search or type a command

. .
< Allteams 7 0Student Ch Choose how ‘I'o pUbIlSh ®Tim - < Allteams -1 0Student Chat Room Pposts Files Notes Etiquetteand Rules + ©Team ==
. Now you can select which « Do not share any nformation from this cht room inather clsses or e e college.
w | I » Do not bring information FROM other classes to this chat room (unless it is applicable like from NF1 textbook sometimes is)
Channels to post to, whether hd
il towerds ach ot Expand your menu
New Course

'm NF1 textbook sometimes is)

Newrcme people can reply and more. Click the three dofs (ellipses) to -

open the expanded menu and the
Edit conftrols.

< Amnouncement Everyone canreply v (@8 ostin muitiple chamnels fi

To: |y OStudent Chat Room Select channels

ct/unselect channels where this post is posted

Basic Online Class Etiquette
Q-Please show up at the scheduled time.
te. et permission f .

Basic Online Class Etiquette

J-Stay on mu

because you have i

e eeaz oo POSEHhe Announcement

=== Click the Send icon to post your
: o . + Announcement to the selected
2-Refrain from ch gum, eating or drinking in front of the camera. C h O n n els .

J-Don’t be afraid fo raise your hand. Ask questions. If you are confused about something. ask. '

g gum, eafing or drinking in front of the camera.

Q-Don'’t be afraid fe raise your hand. Ask questions. If you are confused about something, ask. We are here fo help.

J-Enjoy and learn!

Start a new conversation. Type @ to mention someone.

Q-Enjoy and leam! ‘

A 2 © @ B S Q F @ B A 2@ m B S B g P B

When you have crafted the Announcement to your You will always be able to edit your posted
Announcement. Click the ellipses at the top of your Post
- to add emojis, save as a bookmark and edit.




Instructing with Teams Using Polly for simple polls

Step 1: Download the ‘POLLY’ app

Add Polly to a Team or Chat
e POIly can be used for quick

polls or more extensive

feedback surveys.

our team with Polly

Click the + icon on your tab bar fo add a
new app. The Polly app will be displayed in
your available options. Install it.

Step 3: Design your survey

nnnnn
Authoring

Time Pollys for your course
You can send your Polly ‘now’
or schedule any time during
your course.

Rich mix of Question Type
Design your Polly the way you
need for your own course.

Multiple choice

Polly makes it simple to manage poll scheduling,
voting options, question types, anonymity levels,
and results visibility.

WUNLLEY

Step 2: Setup for Instructor Usage

vl New Course Session 01 rposts Files Ne s Polly -

Stuart de Vries .
Q Polly ¥ gk Welcome! Rl

No Polls or Surveys for New Course Session 01 yet!
Get started by selecting "Create" above!

“ Create a Poll or Survey
Polly is accessible in your Tabs
and can be used for polls or
surveys ... even attendance!

Access your Polly Tab and click the Create button
to begin designing your poll or survey.

Step 4: Use in class

Anon or Non-Anon?
Non-anon your Polly for
attendance. If you need surveys or
polls, consider Anon.

[

Owner: Stuart de Vries | [ Open [ Non-Anonymaus | G

Do you enjoy using MS Tea

O Yes

There's no complicated process to memorize or external
apps to visit. Just start a poll and reach the people who
matter most, right where they learn. It's that simple.




Instructing with Teams

Add a Forms Tab

Tun yo Search Q
Tabs for

ur favorite apps and files into tabs at the top of the channel
ourt=sm
\% ;
t Excel Flow .
| Easily surveys, =

Documen

m
lllll ry Easily create surveys, quizzes, and polls.

Add Forms to your Channel
Forms can be used for polls or
for more extensive surveys.

There are numerous ways to create, post or open
Surveys and Polls. In the example above a Forms
application will be used.

Create and name your Poll / Survey

Forms Menu

Change the look and feel, the
- Newces sottings and preview the Poll / 5@
Forms Survey while you work. © Preven GgTheme & Share Mor

Saved
Questions Responses
ass Quiz or Surve 2

Switch Modes
Quickly switch between
" addnew Design and Response modes.

Add Questions

Design your Poll or Survey
exactly the way you need for
your own Course.

The Forms Menu in the upper right hand corner

Name and create your Forms

Click Save when done

Name your Form with the function to make it easy
for you and your Learners to find.

Start building your questions

Control the questions
Multiple choice, ranking, rating and
open text are just some of the

choices available to you. ey - Q12020
I S 03 knowledge or a Survey t
ice | Text | %] I EH F
e
H ®

Sophisticated tools

Use some of the most popular and
field-tested survey frameworks,
complete with suggestions and tips.

There are an number of question types and rating

B "=y hagve additional functions and conftrols fo increase
LL satisfaction with the Poll or Survey experience.

tools that can be included in your new Form.




"’tﬂ

M
UV
o

'll
|
L

Uns

wrd
L

Instructing with Teams

Crafting your questions

“ Search or type a command

o1 New Course Session 02 rosts Files MNotes Edit| Class Quizor Su.. ~ =+ B0 & -

o o Customize all content

Your question, responses and
scales can all be edited the
way you need.

Is the question required?
Make the question mandatory

ould prefer all m

Smme and add subtitles using the
—+ Add statement e”IpseS.

@ Feourd .

Each question you use will be fully customizable
with easy editing and configuration tools.

Preview the end result

®
3

Forms

Questions

= Preview the Form
. Class Quiz or Survey - Q12020 How will the Poll or Survey
New Coure Sesion 03 T o— behave? Make sure you test
and get it right!

1. How strongly would you agree with the following statements: *

Test out how the survey behaves and if you would

B = agnswer the questions the same way you expect the
I-I: Learners to.

Using Themes and Settings

Search or type a command

- Themes add usability
A variety of setftings are

Forms

i v —b'ﬁev
available to help the user
R Wh fill out this form
complete your Survey. oo
Anyone with the link can respond
~ ®) Only people in my organization can respond
0 Student Chat Room | Record name
. New Course Session 01 C|aSS QL“Z or Survey _ Q’I 2020 One response per person
New Course Session 02 .
Flegy Courss Sesson 03 This is a Quiz to test knowledge or & Survey to assess satisfaction. Options for responses
v A o
st
1. How strongly would you agree with the following statements: * 372772020 [T 12:00 PM
« End d
Strongly Disagree  Disagree Neutra
Hovig WS Teams 00 (| [ s0em
vailable to me in my
o ¥ Shuffle g
. Etore
Customizable e
Set Start and End dates, craft T ——
custom Thank You messages Your esponse ws st
and more.
~ e\.scl f;:rsEs delivered ::U u;cer, College
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Fine tune the behavior of your Form to make it easy to

understand, fill out and provide you feedback.

Share and start collecting feedback

4 Search d
New Course S 02 » Edit | fo! S + 5] D &
FFFFFF 5 ,b-,\e‘
S—
Questior R o

~ Only
Choose how to share )
Get alink, a QR code, HTML text or
just send your respondents an email. @ » =

1. How strongly would you agree with the following statements: * e
2 Disagree Neutral - Get a link to duplicate
- Get a link to view and edit

When you're ready to share the survey you have
a number of options. Click the Share link at the
top of screen and select from the choices.




Instructing with Teams

It is easy to focus on a specific person’s video feed, regardless of whoever is presenting during the meeting.
Use this feature for translation, guest speakers, town halls or more:

Pin an attendee feed (including video) Resize a Video Frame
R.ighf—clic;k a video within the Class’'s Team meetfing and select the Reframe a video The Teams software may automatically crop your
Pin function from the menu. video to better fit your screen.

If you want to change how video is sized for your screen, right-click the
video and select Fit to frame to view the entire video:

The Pin Menu
Roll your mouse over any active

content view during a meeting to
expose the Pin menu.

Dave Mdieman ==+

The Pin Function
This menu is limited to muting the
participant, or pinning their view.

Ft to Frame
The video frame can be fit to your
own screen, or resized like other
content windows.

The video will be shown regardless of who's currently speaking.

, , , , , , . To see a closer, cropped view, right-click the video and select Fill frame.
You can pin multiple videos or right-click any pinned video and

select Unpin af any time.




Pro Tip:

If you don't see the Stream icon,

Instructing with Teams

click the All apps icon:

Click to show the
suite of MS Apps!

%

All apps

Navigate to the Stream

* @ :
Your own Stream
Showcases your own and

popular videos from all
i College meetings.

Navigate from Office.com

Or directly from
microsoftstream.com using your
College user-ID and Login.

Popular channels  see more

BVC-Teams Instruct... BVC MS Teams Stud...
S Teams Tra No Description

Invite your cowarkers to upload videos. Everyone in your company can contribute. x M>Teams;lrainmg.Videas
(=]
L how t Microsoft Stream
A K : ANATT101 sec 1,2,3,4
£ — sec 1,23,
AHA- neuro assessment G T ; . ANATIOT Sedtin
2490 00 o1 [N ; =
s
‘P‘
# L g

Click on the Search button

Access your own Stream by logging into https:office.com or
microsoftstream.com using your College user-ID and
password to log in.

Sort to locate your own Stream

= x

Sort the Search results

One of the easiest ways to
@ Home ) Discover v 1 Mycomtentv - Crestev O Search locate arecording is by the
Publish date - of your class.

Videos Channels People Groups

Search for videos Sort by

O Search for videos .. Publish date v |

[~ | Meeting in "Wednesday Night Lectures”
[ . 0® 09 0L 4/1/2020 - . _
= S @ Mary Lourdes Larioza El &
-nxm Char
E -— | Wednesday Night Lecture on Chapter 14 - IMC Media Advertising, Social and Mo...
[ L] 0® 00 001 4/1/2020 & Jiena Guli 2 &
B

Share the Stream

The Share button gives you a
" number of options, including

accessing the URL, which you
| E | I will use to create a Tab!

IBM Cloud - Day 3
2@ 0 0L 4/1/2020

Test out how the survey behaves and if you would answer
the questions the same way you expect the Learners to.

= x
w @ :
L Search and Sort
@ Home [ Discover v [ Mycontent v | Creste v O Search Sort the search result by F oA ©

author, date and name.

| O Search for videos ... ‘ | Trendi ng s ‘

9 BVC MS Teams Student 101
- 14K ® 39 001 3/19/2020 @& Kelly Pow B O
- —-QTA49

=
IM Reconstitution
216® 1© 001 3/20/2020 ‘ Nicole Montgomery B Q »
o Stream Menu
subcutaneous Injections Place the Stream in your own
s 09 LA 3/24/ El Cll‘_'o

watchlist, comment or share.

I & I Literary Exploration Essay ELA 30-2

Click the Search icon to access the Stream library. You will

Pro Tip:

Click the Pencil icon to update your
video details including Title and
Permissions:

It is crifical to confirm your
Permissions are set correctly and
that you are sharing your video
Stream with the right stakeholders.

have to all BVC video, this is where the Sort function can be a

valuable tool.

Turn your Stream into a Tab

] ¥ :
Posts Files Notes D2L MJ#R5 Aprlv g . O

T e ey e sesenaCreate a Tab for your Learners

An easy way to make your Stream
accessible is to make it into a Tab
which all Learners can easily access!

A showrooming.

When you're ready to share the survey you have a
number of options. First click the Share link at the top of
screen and select from the choices.




Instructing with Teams

Teaching & Learning Enhancement ITS Service Desk

The Bow Valley College ITS Service Desk will be able to

TLE Is available to provide support for teaching with MS Teames.
support technical issues for MS Teames.

Ask us a question by:
helpdesk@bowvalleycollege.ca

Connecting to the Virtual TLE Office 403.410.1611

TV

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

Emailing TLE at tle@bowvalleycollege.ca

You can also access the Teaching Continuity Resources site for
online course delivery.



https://teams.microsoft.com/l/team/19%3a02823370e0dc4e78af8241db52e8bb06%40thread.tacv2/conversations?groupId=0bbe0a66-abf3-4bf4-bd33-39d47e8917e3&tenantId=8f11c6f4-648e-4c0c-bb99-96e8408a8e2a
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbowvalleycollege.ca%2Fteaching-and-research%2Fresearch-and-innovation%2Fteaching-at-bow-valley-college%2Ftraining-and-development%2Fteaching-continuity&data=01%7C01%7Csdevries%40bowvalleycollege.ca%7Cb2e04c27b28a465bc50508d7caa460a3%7C8f11c6f4648e4c0cbb9996e8408a8e2a%7C1&sdata=t88vFexdzv5Sw%2FGd%2BPBjLg0O%2FgRiPdcWlj3jSD6djkE%3D&reserved=0
https://teams.microsoft.com/l/team/19%3a02823370e0dc4e78af8241db52e8bb06%40thread.tacv2/conversations?groupId=0bbe0a66-abf3-4bf4-bd33-39d47e8917e3&tenantId=8f11c6f4-648e-4c0c-bb99-96e8408a8e2a

