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1. Access Microsoft Office 365 Account

To access your Microsoft Office 365 Account, open this link in any browser:
portal.office.com

1.1. Enter your Official Email Address and Password sent by ICT to login into your
Office 365 Account.

Enter your NUML official ID

B¥ Microsoft

Slgn n / (;:;f‘} T Entel' Password

@numl.edu.pk « enumledupk anNd Sign in

Enter password

No account? Create one!

Can't access your account?

Forgot my password

Sign-in options

2. Download and Install (Desktop Application)

2.1. When you will login to your MS Office 365 Account, on Dashboard select Teams

Icon:
ning Install Office ™
i *
ol - W @ ©§ N " T - r ]
Outlook OneDrive Word Excel PowerPoint OneNote SharePpint Teams Sway Forms
e /

2.2. You will be redirected to Microsoft office 365 products’ page, click on “Get the
Windows App” button to download and
install the app on your Windows,

OS, Android, or Linux device.

Microsoft Teams

Download Teams for work on your desktop

Opening Teams_windows_x64.exe *

fou have chosen to open:
[55] Teams_windows_x64.exe

whichis: exe File (95.9 MB)
from: hitps://statics.teams.cdn.office.net

Download the Teams desktop app
and stay better connected.

Would you like to save this file?

Save File Cancel

Get the Windows app

~~
Download ‘App 6 your laptop/PC
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3. Run Teams Application on Desktop

To launch Teams, go to the app launcher and login to your MS Office Teams Desktop

Application:

Best match /
* Microsoft Teams / L]
App
o Apps .
: Microsoft Teams
If Teams_windows_x64.exe > App
i Teams_windows_x64_s_8D853E7FEBS >
. 5BEQ-7-0_exe
. iy Open
. Search the web
] @ available
- teams - 5 b It >
; /O ee wep results Z‘ New chat
. Documents - This PC (6+) @ Settings
] G Sign out
: X auit
~
v

Microsoft Teams

Enter your work, school,
or Microsoft account.

Not on Teams yet? Learn more

Sign up for free

4. Create Team and Invite Team Members

4.1. At the bottom part of the page, click on the link Join or create team.
4.2. Click on the Create team button then select Classes.

Teams g

Your teams

[ [
-

General

31 May 2020

h

Create a team

. Software Enginesring

Join or create a team

Select a team type

o
EH] m
Join a team with a « . .
Enter code

1 8 code to join & team? Enter Class

assignments

2. Click hera to Create your Team/Class

el

Discussions, group projects,

ul &b \Y

Staff

Schoal administration and
development

Professional Learning Other
Community (PLC)

Educator working group activities
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Clubs, study groups, after school

Cancel



4.3. In the Create your Team window, name your class, then write a brief description that
states the purpose of the class, then click the Next button.

4.4, Start adding people to the class. Click on the Add button to start adding individuals,
groups or distribution lists from Organization. Or if you want to set up your content
first (recommended), then click on Skip to add team members later.

Create your team I

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 Add people to "Team"
R U=HEs @ Students  Tfachers

Description (optional)

I Search for students I

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

Create a team using an existing team as a template

o

5. Auto-enrolment by students
5.1. If you prefer that students enroll themselves, click on “Teams” (1), then on the three dots
of the team you want students to enroll in, then

on “Manage team” (2)

Search or type a command

Teams

5.2. Click on “Settings” (1), then on “Team code” (2)
and share the code (3) through any medium
(Email, WhatsApp App etc.)

e

Your teams

1

1 elab Class elab
Members  Channels Analytics  Apps
+ Team theme Pick a theme E
» Member permissions Enable channel creation, adding apps, and more . #  Hide
+ Guest permissions Enable channel creation & Manage team | 2
& Add channel
Test
o
» @mentions Choose who can use @team and @channel mentions <= Add member
€2 Leave the team
+ Teamcode Share this code so people can join the team directly - you won't get join requests & Editteam
. @ Getlink to team
3| df4jz7p
) Manage tags
" Fullscreen ) Reset [ Remove [y Copy
Naote: Guests won't be able to join with a team code [l Delete the team

image (5.2.)
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6. Creating Channels and Tabs

6.1. Channels are subsets of a Team that help you organize content and
conversations. When you create a new class, a "General"
channel is automatically added. You can create additional
channels to keep your class organized. By default, anyone on 3 view team

the team can access these channels. _
. . . (= Add channel
Use Channels to create sub-categories within each team for file

# Remove favorite

storage, special projects, focused topics and/or conversations & Add members
6.2. Standard S Leave the team
For weekly content ,
For topics ¢ Edit team
6.3. Private il Delete the team
For tutorial groups
For teaCh I ng team Create a channel for "Software Engineering” team

6.4. To Create a new channel, select the ellipses (...) | ==

next to your team name in the channel list.
6.5. From the drop down menu, select Add Channel
6.6. In the dialog box, name your channel and write a

brief description that explains the purpose of the

channel, then select the Add button. S —— v o

(0 Automatically show this channel in everyone's channel list

6.7. Tabs let you add content and applications
within a channel. Several default tabs are
created within each channel, including
Conversations, Files, Class Notebooks, and Assignments.

6.8. To create a new tab, select the + to the right of the default tabs, then select an
app or file for the tab, name it, and select
the Save button.

6.9. To create a new tab that links directly to a B General o fies Cashotsseok assgnmens Tmeee

Cancel

SpeCIfIC flle (SUCh asa Iesson plan or = Hassan Humayun changed channel name from today to 31 Mayy 2020. %
Ou‘t“ne or an |nteract|ve CIaSS presentaﬂon)' %I Hassan Humayun changed channal name from 31 Mayy 2020 to 31 May 2020,
click the + to the right of the default tabs, e

then select the app for the file type (such
as a Word document, Excel spreadsheet,
or PowerPoint presentation), browse to the
file name under "Files," name the tab, and
select the Save button.

Add a tab X

Turn your favorite apps and files into tabs at the top of the channel kearch Q
More apps —_—

Tabs for your team

[ A " l l
Excel Forms OneNote PDF Pl;

Document  Excel ~ Forms  OneNote  PDF  Planner Power BI
Library

B8 £l
m Website Wiki ‘Word

PowerPoint SharePoint Strea
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7.0rganizing your Content

You can upload your Files and can use it later for your Live Sessions, Class Assignment etc.

General Posts Files Class Notebook Assignments Grades =+

+ MNew ~ T Upload <@ Copylink L Download + Add cloud storage - = All Documents

General

Name Modified | ~ Maodified By -

8. Create Video Conference

8.1. To create a videoconference lesson (meeting), click on the camera icon:

# Apps

E3 Search or type a command

_'!' General Posts Files Class Notebook Assignments Grades
o

e Welcome to Test

i Choose where you want to start

Upload Class Materials

Set up Class Notebook

&' Gervasoni Selene has added Mora Giorgia to the team.

Start a new conversation. Type @ to mention someone.

@ Team

L A ¢ © B age 9
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8.2. Start Meeting

You can decide to start it immediately (1) or to schedule it (2):

s

General Posts Files Class Notebook Assignments Grades ® Team

Welcome to Test

Choose where you want to start

Meet now

@< On / [ Schedule a meeting

8.3. Schedule Meeting

To schedule a meeting, fill in the Form.
8.4. Invite individuals to a meeting
Invite one or more individuals to your meeting. Meeting recordings and resources
shared during the meeting will be organized within the meeting history item in

8.5.

your Chat view.
Invite a channel to a meeting

Invite your whole class or working group to a meeting by selecting a channel to
host the meeting. Meeting recordings and resources shared during meetings will

be organized within the selected channel.

Q Search

Time zone: (UTC+05:00) Islamabad, Karachi

) ) Your Meeting Name
& Training Session - Live
1

N ; Invite individuals to a Meeting
= Add required attendees + Optional

(5] Does not repeat

Invite Channel or Channels to your Meeting
&= [ CT Training Sessicn - Sep 2020 > General

@ Add location

= B 7 U &S % A A faegephv T, | = = = =21 @ = e

Type details for this new meeting

New meeting Details  Scheduling Assistant m

Bl Sep 18,2020 II0AM - Sep 18, 2020 10:00AM v 30m @ AHdaﬁr.’e“d‘e“""ef["“e Ui el ) e
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8.6. Set Meeting role through Meeting Options
You can set meeting options later after scheduled a meeting.

— Test
Teams Y T General Flk-s Clsss Notebonk  Assignments. Grades =+ Olam 3 Mt v September 18, 2020, 10:00 AM - 11:00 AM
&, Rizwan Akhtar g
Yourteams Choase where you want to start 1. SEIe?t any Optlon
T Test Meeting options acco_rdlng to your
_— requirement.
o—|
F - ] Always let callers bypass the lobby No ©)
If you want to set Meeting
secunty |ater chck h%ﬁ s i i Announce when callers join or leave Yes - )

2. If you don't want to give Ereryone

permission to others to
share contents in live
meeting select Only Me

Thisis Test Meetng Lve Session
Spedific people

Only me

People in my organization

a. Control who can enter the meeting directly. (Who can bypass the
lobby)
Use the virtual meeting lobby so that participants wait to be admitted to the
meeting instead of joining immediately.

b. Control who joins the meeting as a presenter or attendee.

Select Only Me to designate all other participants as attendees. This is the safest
set-up for meetings held in a classroom setting. If you expect to have more than

one presenter in your meeting, select Specific people and pick the other
participants who should join as presenters. Select Everyone if you want all
participants to join the meeting as a presenter.

8.7. Participants will receive a notification via email

« 8 0 3 = 0 € B =

7 of about 77 < > Em-~

Live Session - ICT FES Inbox x B 2

9 ICT - Session FES <ICT-SessionFES@hec.gov.pk> & Fri, Sep 11, 403 PM (7 days ago) Yt -

fome, ICT =
[ sep | (No Subject) Agenda
1 1 View on Google Calendar Fri Sep 11, 2020
Fri pr When  FriSep 11, 2020 4:30pm — 5pm (PKT) 10:30am  (No Subject)

Who ICT - Session FES* 4:30pm  (No Subject)

o later evi g
No later events
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8.8. Roles in an online meeting

Capabilities Organizer/Presenter Attendee
Speak and share video v v
Participate in meeting 4 v

chat

Privately view a v v

PowerPoint file shared
by someone else

Share content v
Mute other participants v
Remove participants v
Admit people from the v
lobby
v
v

Change the roles of other
participants

Start or stop recording

s.9. Meet Now

If you click on “Meet now”, the meeting will begin immediately, and participants will
be allowed to join the meeting.

Want to add 4 subject?

Meet now

B! Schedule a meeting

ICT DEPARTMENT



8.10. Change roles during a meeting

a. To change a participant’s meeting role, click or tap Show
participants in your call controls. Right-click on the participant
whose role you want to change. Select Make an attendee or
Make a presenter.

b. To quickly access your Meeting options and change the
meeting role settings for both current participants and anyone
joining your meeting in the future, click or tap More actions in
your call controls, then Show meeting details. You can find
the link to your Meeting options near the join link for the

meeting
Microsoft Teams ¢ earch of type a command m
People X
Meeting details @
Invite someone or dial a number @ Physical Science Lab
Currently in this meeting (2)
9 Cara Coleman @ Dialin manually
® Organizer + Toll)
Conference ID: 307 778 222 #
LK Lauren Kuan ‘ 1
Outside your organization

& Enter phone number

Copy join info

42 Pin

trator
Please join us for our weekly lab session.

> Remove participant

z Make an attendee

Join Microsoft Teams Meeting

3_ Terrie Cline

DM  Delbert McCray

@‘ Al Fredrickson

8.11. By clicking on the message icon, you can chat with all
parIICIpants B Microsoft Teams e )

Meeting chat

e SR TMENT



8.12. During the meeting, if you click on the screen icon (1), you can share:
a. the screen of your PC (2)
b. PowerPoint presentation (3)
c. collaborative whiteboard (4)

| | in

Presentation 1.pphtx Presentation 2.pptx Freehand by InVision

Presentation.ppitx Présentation Droit d'aute...

8.13. Record the meeting
a. To record the meeting, click on the three dots, then on “Start recording”.

£23 Show device settings

£ Show meeting notes

T Enter full screen

i Keypad
© sStart recording

[ Turn off incoming video

()




b. To stop recording, click on the three dots, then on “Stop recording”:

® o07:06

|, §

£33 Show device settings

E Show meeting notes

T Enter full screen

Keypad
© Stop recording

(74 Turn off incoming video

8.14. The recording will be automatically uploaded on your Stream account
(integrated in Office 365 — HEC Cloud). You will receive an email notification with
the link after the meeting has ended. The recording can be shared with other
users or download in mp4 format.

Teams
Your teams
]
Find an app Q
2
Recent ~ /
Stream Edu Class Azure Edu Staff
Notebook Boards Notebook
Help Jira Cloud OneNote Planner
(]
Pally Shifts Who Wiki
More apps >
SYEnglish

Q, Search

. Stream My Watchlist About

gl My watchlist

Saima

‘i Stream

@ Home [51 Discover ~ [E

Mycontent ~ - Create v 2 Search

’ Microsoft Stream

X

Videos Groups Channels Wiatchlist Followed channels Recyde bin
Search for videos Sort by State Privacy
| SO Search for videos ... ‘ | Upload date v ‘ ‘ All v ‘ Al v

®
=}
&
c

Meeting in "Week 1 - Contents”

0 003 9/11/2020

Meeting in "Week 1 - Contents”

D 0 001 9/11/2020

Meeting in "Week 1 - Contents”

0 0L 9/10/2020

m
In)

EQ

0

Ry e
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8.15. The meeting recording will be also available in Teams

b

< All teams General Posts Files Class Notebook Assignments Grades
test 2

Welcome to test 2

General
Choose where you want to start

Wy EB

Upload Class Materials Set up Class Notebook

[} Meeting ended: 19m 26s s

Meeting

Recorded by: Gervasoni Selene

7Tm 15s
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