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Microsoft Teams

How to Create Teams?

Step 1: Open Microsoft Team in browser or in app. Login to your
Microsoft Team account by the given Username and password.

In browser

B® Microsoft
Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options

Back Next

In app

Microsoft Teams

<

Enter your work, school,
or Microsoft account.

fsign-in address

Not on Teams yet? Learn more

Sign up for free
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Step 2: Type the given password in your portal for Microsoft teams and
select sign in button

B% Microsoft
& 19017016@gridu.in

Enter password

Forgot my password

Step 3: Microsoft Team will be open. To create a team select teams menu
in the left side menu bar.

Oriententaion
gricc4 (C started the meeting

8¢ Join E] Message




GRICC — MS TEAMS

Step 4: Select Create team in Join or create a team option.

Mlcrosnﬁ feams Q —
oin or create a team Search teams Q
yyvvvvey
- b -

Create a team Join a team with a code wehinar coop Ph.D viva voce

o0 —
Got a code to join a
5 a

Step 5: Select team type as class for students.

Step 6: Enter your semester, course and Programme names as a team name (ex.
BScMaths llsem Algebra) and click next button.

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.

Name

Networking -Dvag 1st yeal{

Description (optional)

Let people know what this team is all about
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Step 7: Select Student tab to add students for the created team. Enter student

register number in the search field and select the student. After selection click
add button. Repeat this step for all the students of your course. Now click the

close button.

Add people to "Networking -Dvoc 1st year”

Teachers

190170

n at your school.

ARUN RANJITH KUMAR A 19017016
(19017016) D.Voc. Seftware Development

JEGADEESWARAN M 19017025
(19017025) D.Voc. Seftware Development

SIVANESH KUMAR GKRJ 19017012
(19017012) D.voc. Saftware Development

ALEX PANDIAN N 19017001
(19017001) D.voc. Saftware Development

RAGHU R 19017021
(18017021) D.voc. Saftware Development

MATHESH G 19017002
(19017002) D.Voc. Software Development

NAVEENKUMAR M 19017019

Add people to “"Networking -Dvoc 1st year”

Students  Teachers

Al ARUN RANJITH KUMAR A 19017016 x

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




Step 8: Your team page will open.

earc
General Posts Files Class Notebook Assignments  Grades © Tesm S Meet @D

< All teams

Networking -Dvoc 1st year

Welcome to Networking -Dvoc 1st year

Choose where you want to start

iy

Upload Class Materials Set up Class Notebaok

==t

7

This page has all the options to handle online class. The following steps are for
handling online classes using meeting in Teams option.

How to Schedule Meetings in Microsoft Teams?

Step 1: Select Calendar option in the left side menu bar.

Micrusc’ﬂ feams Q —

B catercr
({1 Today < > December2020 &) Work week
07 08 09 10 1
Monday Tuesday Wednesday Thursday Friday

Step 2: Select schedule meeting in the dropdown of meeting option.
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Microsoft Teams

. Calendar

| [ oy () December2020 v

07 08

Monday Tuesday

E ZPM

G Meet now + New meeting
[5) Schedule meeting

) Live event
09 10 1

Wedhnesdzy Thursdzy Friday

Microsoft Teams Q_ Search

Newmeeting Details  Scheduling Assistant

Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi v

¢/ Add title

Add required attendees

(3

Dec 2, 2020 300PM v Dec 2, 2020
5} Does not repeat v

B8 Add channel

®  Add location

Type details for this new meeting

Add title

Calendar
Do not repeat
Add Channel

ok owpdE

B 7 US % A M ragephv T, & T 3

+ Optional

230PM v 30m @  Alday

- Enter the meeting title.

Add required attendees - You can add as an optional one.

- Select date and time duration of the meeting.
- You can schedule meeting repeatedly or not.
- Assign the meeting for the selected teams.

Select send button. Meeting information will be sent to the students who are in

the selected teams.
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7

(=3

Microsoft Teams Q_ Search

Newmeeting Details  Scheduling Assistant

Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

Introduction

Add required attendees

+ Optional

v 30m @  Alday

Dec 2,2020 300PM v Dec 2, 2020 330 PM
Occurs every Wednesday starting 12/2/20 v

n Networking -Dvoc 1styear > General

Add location

B 7 U ST A WM pagephv L = = = E 9

Type details for this new meeting

@
i
2]
J
i

Step 4: If you want to Share the meeting link other than the team members,
Select the arrow at the top right of the meeting in the calendar.

3PM

Microsoft Teams Q Search

‘

Calendar

) Today ¢ >  MNovember 2020 - December 2020 /

30 01

Monday Tuesday

demo for mst
griced CC 8

msteam
grice4 €C =]

02

Wednesday

Introduction
griccd CC

4PM

5PM

6PM

7PM

4 Meet now + New meeting

& Work week v

My calendar 3

Introduction

Dec 2, 2020 3:00 PM - 3:30 PM

@ Networking -Dvoc 1st year » General

E) Chat with participants

2 griccd CC

Step 5: At the bottom of the meeting details right click the click here to join the
meeting option then popup menu will open and you can select copy link
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address. Now you can share the link to participants to join in the meeting.

Microsoft Teams

Introduction ch:

X Cancel meeting

©®  Addlocation

Microsoft Te

) Caarch
Open link in new tab
Open link in new window

Open link in incognito window

Savelink as..
Copy link address
Emaj Win+Period

Undo CreZ
Redo Ctrl+Shift+7

Cut CtrleX

“ CIOSE

Meeting options Tracking

e [T

Paste Cley
Paste as plain text Cire ShiftsV

Select all CirlA

Spell check »
Wriing Direction »

1! Nimbus Sereenshot 3

Join on your compt gyt CtreShift+|
Click here to join themeemmg——""

Learn More | Meeting_options

How to join in scheduled meeting

Step 1:

All your meetings will be appeared in the calendar. Select calendar

option at the left side menu in the Microsoft Team

Calendar

(8 Today <

26

B 2o

Q Search

¢ o

> October2020

27

G4 Meet now + New meeting .

[E) Work week

28 29 30

Thursday

Oriententaion
griced CC
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Step 2: Select the meeting in the calendar for example select orientation
meeting which is highlighted. You will be having the option to join
in the meeting. Select join option and accept the meeting.

Q Search a =
Calendar G4 Meet now

Eﬂ Today ¢ ) October2020 v [E] Work week
26 27 ne 29 30
Monday Tuesday My calendar 7 Thursday Friday
Oriententaion
B 2P Oct 29, 2020 1230 PM - 1:00 PM
gricct (C
w Accept
E] Chatwith
2 L) Tentative

o griccacc X Decline
= Organize

= | [ Todyy < >

B Work week

i 26
a udio and video settings for
Asigrmenss [N Oriententaion
Calendar
4 1PM
3pM
apM &3 Custom Setup ‘ Join now ‘
5PM
(%) Addaroom
® 6PM
Apps
JON -
Help
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Step 4. After joining your screen will appear as follows

o T3 Enter full screen

e %% Show background effects
o i Keypad

o @© start recording
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1. Meeting Time Log: This time counts the duration of the meeting.

2. Show/Mute Video: This allows the user to show or hide their webcam
video.

3. Show/Mute Audio: This allows a user to turn their microphone on or off
in the meeting.

4. Share Screen: This allows you to share your screen with other
participants.

— o
¥ ~ Leave

Hide share options (Ctrl+Shift+E)

feams .. Calendar | Microsoft Tea..  Microsoft Excel - dvoc s..

5. Additional Options: This shows additional options available in the
meeting.

A. Show Device Settings: This allows you to review and adjust your
video source, audio source, etc.
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Jack Mic (Realtek(R) Audio)

B. Show Meeting Notes: This opens a notes area where you can take
notes for the meeting to review later.

C. Show Meeting Details: This opens an area to the right displaying
the date/time of the scheduled meeting, any dial in conference
numbers, ability to call a phone, and ability to copy a link to send
to someone to join the meeting.
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Microsoft Teams meeting

in on your computer or mobile app

D. Enter Full Screen: This removes the tabs to the left for chat,
teams, etc. as well as the window making the meeting take up your
entire screen.

E. Show Background Effects: This allows you to add a blur or a
virtual background to your video on the meeting. You can select
from the options listed.

I.  Toadd your own images in Windows, copy address listed
below and paste it into the address bar of a File Explorer
window. You can then add your photos to the Uploads
folder.

%AppData%\Microsoft\Teams\Backgrounds

Ii.  Toadd your own images in Mac copies the address listed
below and paste it into the address bar of a Finder window.
You can then add your photos to the Uploads folder.
~/Library/Application
Support/Microsoft/Teams/Backgrounds

F. Keypad: Allows you to dial numbers when necessary for entering
conference rooms, etc.

G. Start Recording: This allows you to start and stop recording of the
meeting.
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H. End Meeting: This will end the meeting for all participants.

I. Turn off Incoming Video: This will force all participants to enter
the meeting with their video turned off.

6. Chart: This will show the text chat for meeting participants.

7. View/Manage Participants: This shows a list of everyone who is
currently in the meeting. This also allows you to add users to your
meeting and see who may have raised their hand.
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8. To Take attendance of the participants select show participant and click
3 dots. Download attendance list option will be open. Select the option
your attendance list will be downloaded to your system.

In this meeting 2)

@ ARUN RANJITH KUMAR A 1... @ &

@ griced CC

o @ m B e o 8

Microsoft Teams Q Search @

People X

In o Don't allow attendees to unmute

v
X Manage permissions
Cun

4 Download attendance lst

O Orgarizer Dovinload atendance s

Waiting for others to join...
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9. Leave: This ends the meeting for you personally. This does not end the
meeting for everyone.

10. End Meeting: This ends the meeting for everyone.




