Microsoft Teams for Student

Online Learning Tutorial

Note:
(1) Last updated date of this training document /video: 21 Aug 2020, version no.: 1.0 Q@)

iZiThe user-interface ﬁUI‘ shown in this traininﬁ document /video max varx from the latest look of Teams :



Step-by-Step Tutorial

To facilitate online learning, you have to login MS Teams with your email account.

This is a quick guide to get the essential functions setup, which includes:

« Download & Installation of Microsoft (MS) Teams .. 00:25
* Introduction of MS Teams Interface .. 02:44
« Turning on the Notification of the Channel & Adding Scheduled Online ...03:33
Class Meeting into Calendar
 Attending an Online Class .. 05:17
* Online Class Meeting - Different Functions - 06:13 [/ ||\||
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Download & Installation of Microsoft (MS) Teams




The Launch of MS Teams (Web Version)

a | @ https://fs.vtc.eduhi/adfs/Is/2client-request-id=3ab936be-5227-dac3-8a00-d93822 187 lausername= &wa=wsignin.08wtrealm: ~ @ & | | Search... P~ | s &

& signin X \:\
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VTC

Please logon by your CNA email address and Password
FEHAME CNABE R REHEA

someone@vtc.edu.hk or studentno@stu.vtc.edu.hk

Password

Forgot your password? Change password

Please contact ITSD Helpdesk (Email: itsd-
helpdesk@vtc.edu.hk) if you have any further
questions.

© 2013 Microsoft  Email & CNA Services Portal Privacy Contact

Go to http://office365.stu.vtc.edu.hk to launch MS Teams



http://office365.stu.vtc.edu.hk/

The Launch of MS Teams (Web Version)

Vrc

Tips: Remember to include
“@stuvic.eduhld” after CNA.
Please logon by your CMA email address and Password

EE AR CNA B REHE A \lﬁ

099999401 @stuvtcedu.hk

(1)

() IR

Forgot your password? Change password

Please contact IT5D Helpdesk (Email: itsd-
helpdesk@vtc.edu.hk) if you have any further
queastions.

1) Enter your "CNA email address” and “Password”
2) Click the "Sign in" button



The Launch of MS Teams (Web Version)

BT Microsoft
999999401@stu.vic.edu.hk
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

Mo Yes

Click “Don’t show this again” and "Yes" Q >
) >
—



The Launch of MS Teams (Web Version)

B® Microso ft X | Microsoft X
e-—f'_-__ »
E

6 & (M]=]

Welcome, Student

Let Office 365 help you get your Take notes and stay organized with
classwork done OneNote notebooks
..........
B® Microsoft b B= Microso ft >
~ -
"

(3) = (4)

Brainstorm Documents are always with you
together in Word when you save to OneDrive

Click the "arrow"” button to continue Q@)




The Launch of MS Teams (Web Version)

B® Microsoft X

(5) ||~
Work anywhere with Office 365 on
web, desktop and mobile
Click the "tick” button to start Office 365 Q@)
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The Launch of MS Teams (Web Version)

) Microsoft Office Home x M_‘r!

Office 365 £ Search @ 33 ? @

A

Good morning, Student Install Office

+ ® o @ ® & @ | @ | >

Start new Outlook OneDrive Word Excel PowerPoint OneNote Teams All apps

Recent Pinned Shared with me  Discover

1 Upload and open...

A

No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag
it here to upload and open.

T Upload and open... New

OneDrive

Recent folders M Feedback v

Click the “Teams” 9 icon forthe web version of MS Teams. >

)




The Launch of MS Teams (Web Version)

LAN4108F-EG114401-AY2020-5em1-Class1A-KongTeacher

Wl MC41304-LAN1025-AY2021-Sem1-Class1A-Fan

After that, you will be re-directed to the similar page as shown.
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Download & Installation of MS Teams (Desktop App)

Microsoft Teams

Choose a class

‘@ @ ;e
o @ _
m
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LANA108F-EG114401-AY2020-5em1-Class1A-KongTeacher

MC41304-LAN1025-AY2021-Sem1-Class1A-Fan

To download MS Teams (desktop app), click the “Get app” button at the bottom left .

corner of MS Teams (web version) il n\}\
\\ é’/
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Download & Installation of MS Teams (Desktop App)

v + This » Downloads w earch Do...
ye This PC » Download @| | SearchD 2
- Mame Date modified Type
Cuick access
B Desktop ~ Today (13
| Downloads G Teams_windows_x64 8710/2020 10:50 AM Application

~ Earlier this year (2)

ﬂ Documents

S

(LI 5 T . e e

® Microsoft

Installing Microsoft Teams . ..

You can find the new “Application” file in the “Downloads” folder and

double-click it for installation.
u ICK | | | QSD




Download & Installation of MS Teams (Desktop App)

~

Microsoft Teams

Tips: Remember to
include “@stu.vtc.edu.hk”
after CNA.

J

Enter your work, school,
or Microsoft account.

bign—in address

Sign in

Not on Teams yet? Learn more

Sign up for free

Enter your “CNA email address” to sign in



Download & Installation of MS Teams (Desktop App)

\i TC

Please logon by your CNA email address and Password
FAARE CNAEERIREFEA

| 999999401 @stu.vtc.edu.hk |

|

Forgot your password? Change password

Please contact ITSD Helpdesk (Email: itsd-
helpdesk@vtc.edu.hk) if you have any further
questions.

© 2013 Microsoft  Email & CNA Services Portal Privacy Contact

Fill in your “CNA email address” and Password to sign in.

J )
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Download & Installation of MS Teams (Desktop App)

Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. You may need to let your organization manage some settings
on your device.

E Allow my organization to manage my device

No, sign in to this app only

04

Click “No, sign in to this app only” and "OK".
]

s



Download & Installation of MS Teams (Desktop App)

- Choose a class
=
Search cl Q
2
a m MC41304-LAN1025-AY2021-Sem1-Class1A-Fan
-;i;- Welcome to LANA108F-EG114401-AY2020-5em1-Class1A-KongTeacher
®
N
The interface of the desktop app is similar to the web version. -
) )
AN & J
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Introduction of MS Teams Interface




MS Teams - Functions of Sidebar Me

Q, Search
. M‘E‘r Feed v W 12} lotebook 2 more @Team Gt (D -
Tips: Symbols may be ’
attached for different types of il 1 KONGaddedyou 7o
L : ® to LANAI0EF-.. AY2020-Sem1-Class1A-KongTeacher  01:38 @
notifications.
fr 0 FAN added you to &7
© MC41304-LAN1025..
E +

L]
- ven served by VTC. Unauthorized recording was not allowed.
114401-AY2020-Sem 1-Class 1A-KongTeacher ..
Mon and Fri @200 PM until 11,2720
?5 KT

pg Teacher started

k=zage here, or start a

m e (@ to mention someone,

g =




MS Teams - Functions of Sidebar Menu

< Q, Search
Tips: You'll be able to send 2
. . . ' Chat Recent Contacts
messages that include files, links,
emojis, stickers, and GIFs. 2
m I
5 8§ =
e
ve private conversations
'ou just want to chat or video call privately one-on-
one or with a group.
° Private chat and calling
You can use “Chat” for one-to-one or group chats. < ;ﬁ>)
0_},.'




MS Teams - Functions of Sidebar Menu

i
- | [5) Todsy < > August2020 -
o 03 04 05 06 07
Calendar Monday Tuesday Wednesday Thursday Friday
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MS Teams - Functions of Sidebar Menu

Teams £

Your teams

2
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LAN4108F-EG114401- MC41304-LAN1025-
AY2020-5em1-Class1... AY2021-Sem1-Class1...




Turning on the Notification of the Channel &
Adding Scheduled Online Class Meeting into
Calendar




Selecting a Teams Class

(1 ) ol LAN4108F-EG114401- MC41304-LANT025-
AY2020-Sem1-ClassT... AY2021-Sem1-Class1...

Click the "Teams” button in the sidebar menu and choose a Teams class -




Selectir

2
Vocational Training Co... ~ e - O

Only people with access to this org can join its meetings

If you have an account with access to this org, sign in with that account. Otherwise, contact the

meeting organizer.

Dismiss

If you cannot join the Teams class, click the dropdown menu and switch the
account to "Vocational Training Council - Student”.

¢ "24



Selecting a Teams Class

Microsoft Teams Q, search

a =
A < All teams General Posts Files Class Notebook Assignments  Grades @ Team 3¢ Meet ~ (O
VVETCUITIT LW LAINSTIVUL "L IV I AT VLV ITHTT T wIadd 1A IWITY | Saulicl

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

LE
@
B LAN4108F-EG114401-AY202... - ¥ | @ J
5 iy
General h

Teams

g KONG Teacher has added SZE Student and 8 others to the team.
283  KONG Teacher changed team description.
KT KONG Teacher Vesterday 151 PM
® The copyright was reserved by VTC. Unautherized recording was not allowed.

LAN4108F-EG114401-AY2020-Sem1-Class1A-KongTeacher

Occurs every Mon and Fri @2:00 PM until 11/27/20
| 6 replies from Teacher o
¢ Meeting ended: 50m 25s

«' Reply

Start a new conversation. Type @ to mention someone.

A ¢ ©@ @R B A

You are now in the platform of your selected class.




Turning on the Notification of the Channel

E\\I

Microsoft Teams

Q Sea rCh

< All teams n General Posts Files Class Notebook Assignments  Grades @Team Dt Meet v (@O -

LAN4108F-EG114401-AY202... - 4)
Weo ———14401-AY2020-Sem1-Class1A-KongTeacher
General (2 ) E All activit_y )
Posts_replies mentions ame or student names to start a conversation.
(3 ) I Ll Channel notifications > Off

Except direct replies, persenal mentions
@ Manage channel ‘ .,
= Custom 4 @
Get email address |
_ Lo iy

@ Get link to channel !

g KOMG Teacher has added SZE Student and 8 others to the team.

235  KOMNG Teacher changed team description.
KT KONG Teacher Vesterday 1:51 PM
® The copyright was reserved by VTC. Unauthorized recording was not allowed.

Start a new conversation. Type @ to mention someone.

A ¢ © @ B B @ - B

Click the "Teams” button in the sidebar menu

Under “General”, click = for more options

Select "Channel notifications” R\
4) Select "All activity” to turn on the notification N/




Adding Scheduled Online Class Meeting into Calendar

LAN4108F-EG114401- MC41304-LAN1025-
AY2020-Sem1-Class1A- AY2021-Sem1-Class1A-Fan
o
Click the "Teams"” button in the sidebar menu and choose a Teams class =153

. i
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Adding Scheduled Online Class Meeting into Calendar

Microsoft Teams Q, Search

@ Team St Meet ~ (D)

|
g < Allteams General Posts Files Class Notebook Assignments 1 more
o LE Try @mentioning the class name or student names to start a conversation.
@
B LAN4108F-EG114401-A... - 4 @ J
A GOk By
General

Teams

g KONG Teacher has added SZE Student and 8 others to the team.

235  KONG Teacher changed team description.

KONG Teacher Yesterday 1:51 PM
The copyright was reserved by VTC. Unauthorized recording was not allowed.

LAN4108F-EG114401-AY2020-Sem1-Class1A-KongTeacher
Occurs every Mon and Fri @2:00 PM until 11/27/20

6 replies from Teacher
©O¢  Meeting ended: 50m 25s

=2
s « Reply

Start a new conversation. Type @ to mention someone.

A2 @ W @ B Q

Click the "Post” for the class meeting page. =15




Adding Scheduled Online Class Meeting into Calendar

Microsoft Teams

Tips: You must click “add to
calendar” to acceptthe
scheduled online video class.

E LAN4108F-EG114401-AY2020-Sem1-Class1A-Kon... Chat Details

-+ Add to calendar

Tracking
KONG Teacher
September 4, 2020 2:00 PM - 2:30 PM KT e
= n LANA108F-EG114401-AY2020-5em1-Class1A-KongTeacher > General
] Occurs every Monday and Friday starting 9/4/20 until 11/27/20
@

The copyright was reserved by VTC. Unauthorized recording was not allowed.

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Click “Add to calendar” to add the selected online class meeting in

to
Calendar <

Q
d)
Y




Adding Scheduled Online Class Meeting into Calendar

Microsoft Teams il ©. search
A
- LAN4108F-EG114401-AY2020-Sem1-Class1A-Kon... Chat Details ey -
a " Accepted Tracking
@ September 4, 2020 2:00 PM - 2:30 PM Kt KONG Teacher
Calendar rganizer
a = ﬂ LAN4108F-EG114401-AY2020-5em1-Class1A-KongTeacher > General
o ] Occurs every Monday and Friday starting 9/4/20 until 11/27/20
uge
Teams
®
k= The copyright was reserved by VTC. Unauthorized recording was not allowed.
Join Microsoft Teams Meeting
Learn more about Teams | Meeting options

After that, the status will be changed to “Accepted”. 1\




Adding Scheduled Online Class Meeting into Calendar

E Calendar + New meeting
5] Today < > August2020 - September 2020 B Work week
(1) 31 01 02 03 04
dddddddddd ay Wednesday Thursday ay
(2 ) LAN4108F-EGT14401-AY2020-Sem-
Class1A-KongTeacher 80

Click the "Calendar” button in the sidebar menu and select the scheduled class meetinT
N\

< ) &w
R



Adding Scheduled Online Class Meeting into Calendar

4 2

— ° ey .
Microsoft Teams ' Q, Search - TIpS: When |t S tlme tO attend
sl [E] Lan4108F-EG114401-AY2020-Sem1-Class1A-Kon... Crat Detais Close the online video class, you
M T I ” ”
a [ Tracking can find it in “Teams” or
“” ”
Calendar”.
CaEﬂar September 4, 2020 2:00 PM - 2:30 PM KT gf;':fz;ea“he’ k
a = ﬂ LAN4108F-EG114401-AY2020-5em1-Class1A-KongTeacher > General Optional
s Y] You're viewing an occurrence of a series. View series cs Eis:"tr:f Student
I.I
©
= The copyright was reserved by VTC. Unauthorized recording was not allowed.
Join Microsoft Teams Meeting
Learn more about Teams | Meeting options

Click the "Join" button to start




Attending an Online Class




Locating Online Video Post for Online Class Meeting

LAN4108F-EG114401- MC41304-LAN1025-
AY2020-Sem1-Class1A- AY2021-5em1-Class1A-Fan
Click the “Teams"” button in the sidebar menu and choose a Teams class JZERN
[\\ /”j

A



Locating Online Video Post for Online Class Meeting

Microsoft Teams ZB C. search

< All teams General Posts Files Class Notebook Assignments 1 more v

LAN4108F-EG114401-A... - 4 @ J
A

General

Teams

g KONG Teacher has added SZE Student and & others to the team.

265  KONG Teacher changed team description.

KONG Teacher ‘Vesterday 1:51 PW

LAN4108F-EG114401-AY2020-Sem1-Class1A-KongTeacher

Occurs every Mon and Fri @2:00 PM until 11/27/20

° The copyright was reserved by WVTC. Unauthorized recording was not allowed.

@ Team Ot Meet ~ (1)

-

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

& replies from Teacher
©O¢  Meeting ended: 50m 25s

Apps «' Reply

Start a new conversation. Type @ to mention someone.

3 A ¢ @B > R

Click the "Post” for the class meeting page




Joining the Online Class Meeting

a .
et LAN4108F-EG114401-AY2020-Sem1-Class1A-Kon... Chat Detais Join Close
- | + Add to calendar Tracking
|
@ September 4, 2020 2:00 PM - 2:30 PM KT gomg et
e rganizer
| a = n LAN4108F-EG114401-AY2020-5em1-Class1A-KongTeacher > General
e ] Occurs every Monday and Friday starting 9/4/20 until 11/27/20
uge
Teams
| ©
I _
= The copyright was reserved by VTC, Unauthorized recording was not allowed.
i
Join Microsoft Teams Meeting
Learn more about Teams | Meeting options

You will be re-directed to the class meeting page. Click the “Join” button to the setting page 3 )
| ¢

N éii



Joining the Online Cla

Choose your audio and video settings for

LAN4108F-EG114401-AY2020-Sem1-Class1A-KongTeacher Mute yourself before

joining the online video class.

Join now

Click "Join now" to start the online class meeting immediately.




Joining the Online Cla

(@ Q Search

t to do not disturb. You' ifications for urgent messages and

A similar look will be come.




Online Class Meeting - Different Functions




Online Class Meeting - Turning

You can click the “"Camera” icon to turn on/off your camera.




You can click the "Microphone” icon to mute and unmute the microphone.




Online Class Meeting -

Open the material and then
share it on screen

Turn on "include system
audio" if you need to play a video

(] Indude system audio

PowerPoint

No files available
S r m

1) Click on the “Share” icon to share your screen.

7,
7

2) Select "Desktop” for sharing ‘

“ //42




Online Class Meeting - Sharing Screen

| *team share - Notepad - O
File Edit Format View Help

Team Share Desktop Screen

LAN4108F-EG114401-AY20... 1735 —

The currently shared screen will have a red outline around it.
RN
1))
\\ (5’//
8



Online Class Meeting - Sharing Screen

Click the “Stop Sharing” icon to stop sharing your screen

N
R\
D)) _:| ) )

)
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Online Class Meeting

@ — x
Tips: You should make use of
/7 e V/4 People
the “Raise your hand
. . Irvit: m
function before asking e (3)
queStlon €5, CHAN Student @

KT i‘('_Jr_\C_-_Teache'
Suggestions (4)

55 S7E Student

€5 CHEUNG Student

LS LAU Student

W5 WONG Student

Waiting for others to J"‘Y"‘ e e
lour IS ra .

¢ 5 B -~

1) Click the “show participants” icon to show “People” at the right-hand side
2) Click the "Raise your hand” icon to raise your hand

3) You can find a "hand” next to your name in the “People” window. B
I — i




Online Class Meetin

KT KONG Teacher
IMPORTANT!
Everyone please click into the
meeting and accept the online
class meeting at left top side.

Call

Recording failed to ..
Download (expires...
Call

ecarding failed 1o ..
Downlaad (expires...

Waiting for others to join...

Reply

A & 0 =E B & - B

1) Click the “Show conversation” icon to show the meeting chat

2) The “Meeting Chat” box is located at the right-hand side for you to text and
read messages. ~

I




Online Class Meetin

Waiting for others to join...

1) Text your message
2) Press "Enter” or click the “Sent message” icon
3)

The message will be shown.

I

Meeting chat

KT KOMNG Teacher
IMPORTANT!

(1)

The copyright was reserved by
WTC. Unauthorized recording
was not allowed.

[y ANIOSREGTIA.

Ocours every Mon an_

Everyone please dlick into the
meeting and accept the online
class meeting at left top side.

1218 PM

testing

Recording failed to .
Download (expires...

1236 PM

You can input message in chat

box

(3)

I Reply

Ao

o
é

L=

B B E e

=l




Online Class Meeting - Turning Off Incoming Video

1) Click on the "More actions” icon

2) Select "Turn off incoming video” to save your internet some stress and improve call qualr’i< >f)>
é’l’

48



Online Class Meeting -

{51 Show device settings

[/ Show meeting notes

0 Enter full screen
% Show background effecs
€0 Tum on live captions (preview)
& Keypad
Waiting i

[# Tum off incoming video

010643 gAY e M F g

Click on the "More actions” icon

Select “Show background effects” -

B |49




Online Class Meeting - |

Background settings X

+ Add new

Waiting for others to join...

0:06:00  gA B [gd  eee

3
4

I

) Choose a background at the right-hand side
) Click on “Apply and turn on video” to apply the setting

“ //50



Online Class Meeting - Background Effects

+ Add new

Tips: You can use the "Blur
Background” option.

1)
2) You can select and change a new background again. )
y )

A new background is applied to your screen.

Click the "Apply” button to apply




Important Notes

Remember to turn on the Notification of the Channel

e Notification can inform you the news update and announcement from Teacher.

S Remember to add Scheduled Online Class Meeting into Calendar

e Adding calendar can remind you to attend the scheduled online class meeting.

Do not change the display name in Office 365 or CNATools

e Only the recognized display name is available for attendance taking.







Produced by

Information Technology Services Division

Please visit the website for more videos:

s Online Learning Guidebook for
°
T 3 student using Microsoft Teams

23 A {5 FH Microsoft Teams #1748 F:R=355]

@ https://www.vtc.edu.hk/digital-workplace/quidebook-for-online-teaching/student.html

s



https://www.vtc.edu.hk/digital-workplace/guidebook-for-online-teaching/student.html

