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Welcome to Connected Learning

Teams is used widely around the University for teaching, meetings, and collaboration. It is part of the
Office365 platform and is freely available to all staff and students, along with other Office apps at
https://office365.qub.ac.uk/.

A course administrator will set up your access to modules so that you can participate in learning
activities just as you would in-person.
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Getting Started

You will need:
A PC with Google Chrome or Microsoft Edge Installed, and a working microphone/headset.
or

A PC, Mobile or other device with the Teams application installed.

Get Teams

If you have been asked to take part in a Teams meeting for a tutorial or other activity, then you will
need to use Microsoft Teams.

Teams is freely available to you as part of Office365. To access it, visit: https://office365.qub.ac.uk/
and sign in as usual with your student number and password:

Welcome to Queen's
University

Office 365 Services

Username:

Password:

You will arrive at your Office365 homepage and shown a list of apps that are available to you. Open
Teams:

Office 365 L Search Q

Good morning Ins

+ & e @3 ®H $ i

Start new Outlook OneDrive Word Excel PowerPoint OneNote
[ ]
Wi Ng s 2 FL =
eams S Swa Forms All a
Notebook y Ep=


https://office365.qub.ac.uk/
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Install the Teams App

Teams functions just as well in the browser as it does on the desktop, but there are some advantages
toinstalling the desktop app, the main being that you don’t have to leave your browser open to receive
notifications and content, instead it will always be available via the Teams tray icon:

If you want to install teams as a desktop application, then you can do so via a link in the browser app.

Click the options button in the top-right of the screen, then choose “Download the desktop app”.

Change picture

® |nacall 1 ° >

est Class 4 Set status message
Saved
2nt names to stz L. S
@ Settings
9
J Keyboard shortcuts
About D

Download the desktop app

Download the mobile app

Sign out

Note that you can opt to download the mobile app if you prefer. Microsoft Teams is also available in
the Google Play Store and Apple App Store.

Once installed, you will log in with your usual QUB credentials. You may be asked to do this multiple
times the first time you use it.



P4 QUEEN'S
»<€] UNIVERSITY Connected Learning using Teams — Guide for Students
g BELFAST

Using Teams

Classes or modules are set up as teams, which are simply groups of people who can meet, share files,
and post notes in a common space.

Step 1 - Open a Team
1. Open Teams, either by the desktop app or in your browser.
2. Open the main Teams panel with the button on the left menu and see the list of teams you belong

to. Open the team for the module you are teaching, in this example we use the fictional module
PSY5050:

Q, Search

PSY5050

Working Group

Step 2 — Become Familiar with the Team Panel

All teams have a main channel, called “General”, where meetings are started and conversation can be
posted, as in this example:

< All teams General Posts Files 1more~ + ®Team 1Guest O (D o=

Psychology Teams Onb... -

_’=@

:\

Welcome to the team!

Try @mentioning the team name or staff names to start a conversation.

& Christopher Brown has added psychologyqub (Guest) as a quest to the team

Start a new conversation. Type @ to mention someone.

A 2 @B B 8 - B
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There can be other channels too, but we are only using the main General channel for now. Note that
the above screen is showing Posts, which is the default place to start. Text and attachments can be
posted here, and they will be visible to all members of the team. If you start a meeting, members will
see a link to it here as well.

Notice the Files tab. This section is a more organised place to share files, and often a tutor will place
files used in a lecture in this section.

General PosNotebook -

+ New v T Upload @ Copy link {4 Download

General

3 Name Modified

Step 3 —Join a Meeting

Your tutor will start a meeting inside the module general channel, so you should visit it and be ready
at the start time.

Sometimes the meeting is scheduled in advance and you will se an entry for it in the main team panel,
and it will be synchronised to your Outlook (which also gives you a link and a join button) . Whether
scheduled or not, the meeting can always be joined from the main panel.

Once the meeting starts, you will see a join button, which you should click:

General

[T General started

¢ Reply

Start a new conversation. Type @ to mention someone.

A ¢ @B © @ - B
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Step 3.1 - Interacting

Raise Your Hand

Two main ways of accepting interactions have become established. The first option is the Raise your

hand button:

Raise your hand

¢

If you raise your hand, you are indicating that you have a question or comment, and you should wait
for the tutor to ask you to speak. They will see that your hand is raised in a list of participants. Once
you have spoke, you should click the icon again to lower your hand.

Leave a Comment

The next option, which tends to be more common, is that participants leave a question or comment
in the meeting conversation window. Open it with the Show conversation button:

Show conversation

¢

How interactions are handled is up to the presenter and they will usually make it clear to you which

they prefer.
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Step 3.2 - Sharing Files or Desktop

You may be asked to demonstrate files. The share button lets you share your desktop, a specific
window, or files (from your OneDrive). Most often, sharing the desktop is used, as in this example:

Next click Desktop, and note the option to include audio:

(O Include system audio

Desktop PowerPoint Browse Whiteboard

The inclusion of audio (other than current microphone audio) in the share requires that Include system
audio be ticked. This is useful if you are playing back a video file or some other source that has sound.
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Teamworking and Breakout Rooms

Sometimes you may be asked to work in groups, which you can do in a secondary meeting, often
referred to as a breakout room.

Step 1 - Secondary Meetings (Breakouts)

A secondary meeting (breakout) is simply a separate meeting taking place at the same time as another.
In Teams, there is no distinction between a meeting and a breakout, they are the same thing and have
no special rules for creating them.

NOTE: Microsoft have announced that a dedicated Breakout Rooms feature will be released in an
Autumn 2020 update to Teams.

1. You can have a separate meeting by creating one in the usual way, where one group member
simply invites the others. There is no need to leave the main meeting, it will continue on hold,
appearing on the main Teams meeting panel:

PSY5050 Monda... @ @
Hold 03:57

2. Resume the main meeting with the play button, which will then place you on hold in the other
meeting, allowing you to switch between both.

Quite often you will be asked to go to a breakout room, or have a secondary team meeting to discuss
something or work together, with instructions to come back to the main meeting after an amount of
time to present your work.
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Step 2 — Ways to Initiate a Secondary Meeting

There are no special rules for creating a secondary meeting. These are some common ways, and your
tutor will usually advise you:

Method 1 — Call Someone

Whether already in a meeting or not, you can make another meeting call via the Calls panel. Open it
from the left-hand menu, you may need to select the More added apps button first:

Search for or type a cor

Find an app

The Calls panel lets you call as many users as you like, or you can invite others to join once the meeting
has begun. Select Make a call, then enter the names of the people you would like to call in the box
and press the voice or video call button as preferred:

Make a call o o _

5 0 SUe X5 eTon X

Suggested

The other members of the group can accept the call, with video or voice, and the main tutorial meeting
will continue with hold as described in the previous step.
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Method 2 - Meet in a Team or Channel

This approach is more suitable if the members of the subgroup are known in advance, especially if
they will be meeting regularly, e.g. for group work.

Visit an Existing Channel

Often groups or breakout rooms will have been set up for you already. You could be assigned to one
in advance, or you could be asked to enter one during the teaching session.

In this example module, there are various channels under the main General Channel:

< All teams Breakout Room 2 Posts Files Notes -+

P5Y5050

General

Breakout Room 1
Breakout Room 2

Tutorial Group A &

Tutorial Group B &
Tutorial Group C

Any channel could be used for a breakout, but in this case, 2 rooms have been set up for that purpose.
The tutor will ask you to divide up and enter a room. Simply open the corresponding channel to enter
it. One person should use the meet now button to begin the secondary meeting, while the other
members join it.

@ Team 1 Guest i" (D

Meet now

The secondary meeting can be put on hold by re-joining the main meeting, and vice versa.

Create Your Own

You can create your own team, or channels in teams that you own. The process of creating a team is
the same for any user, where from the main All teams panel, the Join or create team button is used.

10
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The user gives the team a name and adds users to it. Note how the main meeting in still in session, as
a floating box, after clicking through to the All teams section—creating the team in advance is better,
but not necessary since it can be done on-the-go as we see:

25" Join or create team

PSY5050 Monday Lecture

Of the available team types, Other is the most suitable, although any of them will do:

Select a team type

= \ QC e
- S, e

Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after-school
assignments Educator working group development activities

Once a team or channel is created and has users, open it and use the meet now button, which may be
on the conversation panel, or the top-right:

My Group Work Team

General Let's get the convers

Try @mentioning a student or teachg

Start a new conversation. Type @ to mention sol

v 60 B@s o -

11
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Additionally: Invite someone...

..to your already open meeting by clicking the Show participants button and enter a name in the Invite
someone box:

People Y« ¥ X

Invite someone @

TIP: Invitations can be to anybody, that means a student group could even invite the tutor, or another
supervisor, to join their meeting. The same hold functionality applies, so your other open meetings will
be held for you and you can change between them as needed.

12



