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How to Access Microsoft Teams
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B Microsoft
Sign in

Mo account? Create ome!
Can't access your account?

Sign-in options

Back MNext
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Enter password

Forgot my password
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How to Create a Lecture
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2. Click "create team"
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“Class” A3l .10

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.
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Al Q8 i add class section

Description (cpticnal)

Cancel Next
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Add members to Computer Skills ) 2. Click Add
FEWAREY
Students  Teachers
I 2 201130130
1.Search Student ID 201130130
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, 201720650
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201820458
, 201320245
201320245
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Add people to "Computer Skills"

Students  Teachers

Search for students

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

201130130 %
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after adding all students click close
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Close
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Microsoft Teams Q, Search

< All teams General Posts Files Class Notebook Assignments Grades Test Example: Math test @ Team Ot Meet @
) o=
November 8, 2020
Computer Skills 1 D 1] Meeting in "General” ended: 1m 6s 4
General ﬁ? Manage team

November 13, 2020
Z] Add channel

Ervrp— sla Al-Anbosi 11/152:36 AM
2 LS member dded a new tab at the top of this channel. Here's  link.

ﬁ& Leave the team
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() Manage tags November 16, 2020

T Delete the team eneral ended: im 9s *
& Reply

“Add Member”

2
-
-
.
.
.
-
~-
:3
-
—_—
[ ]

-

v fi ' =CONCATENATE(BY,"@ammanu.edujo;)

Add members to Computer Skills

B C D E Students  Teachers

A
# F]Lu. (\ﬁj M\JI Search for students
1
2

L. - You're not allowed to invite guests
r MU 2%

2131080 (OO Gammanvetufr =

¥ 201410514@ammanu.edu.jo;

1

2

3 201410514 20141014 @ammanu.eduo; | |
4 &
d

6

T

=

4 [‘@ Cﬂp” Bulk import Bulk import provided by browser extension: "Refined Microsoft Teams”
cg Lopy | ]
Please wait... 2

ﬁD Faste Options:
]

- ) ;

Peste Special.

Added 0 users from organisation.

- 3

271"y PREN] gﬁ “Paste” a3 “Copy” JusY¥) il ‘”,ﬁ dgthal) Jaay) S g5 53 3 galald) Gl o
“Bulk Import” ai (Microsoft Teams) Jjasill
“Close” hial slgily) aic o



Instructor Guide — Microsoft Teams Created By: HEC TEAM

Microsoft feams — ﬁ

All teams m General Posts Files Class Notebook Assignments Grades Test: Example: Math test + @Team | 3t Meet ] @ oo

Gt Meeting in "General” ended: 48s 1 / 4
CEL click to start video call
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Computer Skills =] Meeting ended: 545 (VIE )
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=] General ended: 435 4
< Reply
=] General ended: 255 4
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mber
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/ your conversation

I Start a new conversation. Type @ to mention someane.

T Zo®BE T @ - =
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Want to add a subject?

1. Add Subject Name and Date
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2. Click on Start Lecture

§_pdalaal) faa)

Meet now

/ Off (¥ Schedule a meeting
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Microsoft Teams

@ Show device settings
B Show
(@ Show meeting details

O Enter full screen
i Keypad
© Start recording

o> End meeting

44 Turn off incoming video
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Microsoft Teams

People

nvite someone @

Currently in this meeting (1)

Organizer

o119 & Q)

Invite people to join you
Screenshare PowerPoint

(=]

Microsoft Whiteboard Freehand by InVision

“Desktop Windows” A “Share” i) .1

Share your screen

teams.microsoft.com wants to share the contents of your screen. Choose what you'd like to share.

Your Entire Screen Application Window
—

Chrome Tab

“Share” jid) ai2 ad, 4 sa LaS adld) e ki) o5 “Your Entire Screen” id) .2
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£33 Show device settings

B Show meeting notes
() Show meeting details

O Enter full screen

i Keypad
© Start recording
> End meeting

[Z4 Turn off incoming video

Invite people to join you

003w & @

Created By: HEC TEAM

:“Start Recording” 8 salaal) Jaii s 4um

32 Show device settings
El show meeting notes
(D) Show meeting details

O Enter full screen

i# Keypad
© Stop recording
> End meeting

[Z Turn off incoming video

Invite people to join you
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“Start Recording” a “Meet” s bkl g5 palaall g0y 3y 1

“End Meeting” ai “End Recording” sy} ais 2

Microsoft Teams @

mputer Skills

Team Tab & Biay Jawall gadl)

Recorded video will be saved on the "Team Tab"

R

Welcome to computer 1

Try @mentioning the class name or student names to start a conversation

| <

“Team Tab” dis Bisy Jauall gadll |3

13



Instructor Guide — Microsoft Teams Created By: HEC TEAM

: “Don’t Allow Attendees to Unmute” <hial) g 4kl plawdl i

Microsoft Teams Q Search C\

People BX

\,I $ Don't allow attendees to unmute |

"x Manage permissions 2
Preg
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8 Organizer

L Download attendance list

Attendees (1)

w} Ahmad Shalabi 1
(]

Suggestions (1)

T _ these (Guest)

Ahmad Shalabi %

(...) s baal 1

“Don’t Allow Attendees to Unmute” _5a) .2

Don't allow attendees to unmute?

Attendees won't be able to unmute themselves.

“Don’t allow” Al .3
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:“Manage Permission” salall (u e Gliada 4

G

General

2, Rola Al-Anbosi

Meeting options

Who can bypass the lobby? People in my organization ~
Always let callers bypass the lobby No @
Announce when callers join or leave Yes ()
Who can present? Only me ~
Allow attendees to unmute Yes ()

BSalall G dal b aSalil) ¢ 98 9 cilbiadlal) 4uthll slae) aiad “Only Me” 53 .1

Contact Hourani ELearning Center for Technical Support
(Al asall g SENY) antaitt ) sadl 38 ey el
0789144442
0789144447
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