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Learning with Teams MS Teams in the Classroom

Learning made Easy

Students, teachers, and staff can seamlessly work together, create content, and share resources
all from a single, easy-to-learn and simple to use platform.

Communication

Stay connected with persistent
chat, channel conversations,
and meetings.

Collaboration

Co-author files and share resources
with built-in Office 365 apps.

Personalization
Personalize Teams with
your favorite education
and organization tools.

Notebooks
Create and store resources
with OneNote in Teams.

Third-Party Apps
Customize your experience with

Flipgrid, Turnitin, MakeCode,
and other learning tools.
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Learning with Teams Downloading the MS Teams app

Ideally, MS Teams is accessed via Windows, Google Play or Apple Store Apps. MS Teams is also available through the most
popular web browsers, although MS Teams will not work with all browsers:

Option 1: Access all device downloads at
teams.microsoft.com/downloads

&« (&) i teams.microso

ﬁ Download Microsoft Teams onz X

ft.com

+

Jdown

v

loac

=

'TE X

Get Teams on all your devices

Desktop
§8 Windows 64-bit
E8 Windows 32-bit

® Mac

Mobile

i@ Android

Option 2: Access specific device or OS app
stores and/or download sites

Screenshots iphone  iPad

Microsoft makes it easy to locate the version of MS Teams for your own
devices and Operating Systems. Download and install today!

Bow Valley
College

Apple, Android and Windows each have free MS Teams app downloads at
their media / content stores. Download and install today!

Trying to download on the BVC Campus?
Wifi: eduroam student account: username & password

s



https://teams.microsoft.com/downloads
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_CA
https://apps.apple.com/ca/app/microsoft-teams/id1113153706
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.microsoft.com%2Fen-us%2Fmicrosoftteams%2Fget-clients%23web-client&amp;data=01%7C01%7Csdevries%40bowvalleycollege.ca%7Ce467243ecc0f49da0a5908d7941f4232%7C8f11c6f4648e4c0cbb9996e8408a8e2a%7C1&amp;sdata=jfzP%2Fo%2FgrGuxDK45qRITl218gZaWxyJPsySu9Bz8Sg0%3D&amp;reserved=0
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Learning with Teams Accessing your BVC Course using Teams

Option 1: Open your MS Teams
App, search for your Course

™ 25' .

G, Search for NURS

N L\_ce."sed Practical Nursing
PM) Sh ccount

HW Nu Labs
HWMUR: ABS) Shared Acc
t... (@) M Teams - Nursing Pilot

*MURS2504: C ty N 20FEBTHTR12
- R ommunity Nursing 21 2

& MURS2503: Mental Health Nursing Winter 2020

3 Module 01- Overview of Mental Health Nursing
MURSZE 2020

Module

- NURS25
@ Microsoft Teams Pilot - Nursing

@ Confirm Student content for NURS2504

Mental Health
2020

@ MNURS2504: Community Team - Mext Steps

@ Explore Options & Setup Community Nursing Teams Class
@ Prep for NURS2503

2 More than one member has been removed from the tesm
&
March 12, 2020

O Efe Bazuaye joined the team.

Emma Monaghan 3/12 11:07 AM
Added a new tab at the top of this channel. Here's a link.

- Process Improvement it News, January 2020

& FReply

& Christina Musa joined the

&' Tanya Didiuck

S Liesl Gruber-Becker joined the t=am.

Option 2: Access your D2L profile
and locate your Course

Option 3: Use your browser and
enjoy audio, video and chat

Use the Command bar at the top of the MS Teams screen to search
for your course. In the example above, the Learner is searching for
NURS2504.

From the predictive text results displayed, click your assigned
course “NURS2504: Community Nursing 20FEBTHTR12 to
navigate to MS Teams content.

From the Teams course area you can review the NURS2504
Calendar, Assignments, Chat and more.

Bow Valley
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# Hﬂi".'].f.".l.i.f'l:' MURS2304: Community Nursing - .. 3§ = & £ """"""”" o

caLLEA4 o

Crairsn Hovmell Cratlei Tammunizalion w Astpcirerre e Relglvguane belpe Cakedar Goszary ePietfalin FBG Mo -

Hows Caeidar

Welcome to Bow Valley College X e e
[RUYERE o Tk Mg L PSR I o

Saizogny i Coeengnile Hagin s

Bl W CEUTAA 0 R R i e ma e and B Thine kg thiz S e Uzenrring aewnts 5
kegesnzar, Uadale your gredle ard add a plelurs)
For seselarce i rasigatng D21 Gngkepece, sceses STUDDAT Orgrlsaazs D20
Ressnurnas far resannces Rl ar Bes eomers OF wod 500 ase The Brights pace YAT 1115 AN
Help lis sases Celep vieen sl peun Course Home pace which aneidwe nes : Comruanity Mecting
peresal quidance. &
i i
By Wil ey fps ndny ssevices e gupporLelucers, Vi gy encaugged
naznd some tme aneersing rouch thess Irks iz And waluaklz resoanns, Soog he
Lrarcen al waur Ceairen Hama gage e sl el g liag e RGO Lileary amd YAT O AllDw

@ Online class access - ANAT1107: X @@ Join conversation b4 + - =
<« C (@ teams.microsoft.com/dl/launcher/launcher.html?url=%2f %23%2fl%2fchannel%2f19%3ab4e001c9e31c4b57998992... ¢ T e H

5 Apps @ Links for ESL Stude @ MyTeacher & Google @ Typing

Microsoft Teams

e
A
Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

Already have the Teams app? Launch it now

Third-Party Disclosures

D2L continues to act as your Learner Portal and will be your one-
stop-shop for course outline, alerts, assighments and more.

Use D2L to access your individual courses and determine which
may be delivered online using MS Teams:

Step 1: Access D2L link

Step 2: Click Course Home to access your assigned courses
Step 3: Click the Content menu as shown above

Step 4: From the menu on the left hand ide of the screen, click
the Microsoft Teams Info link (or similar) and follow the
instructions.

If the Teams application is not yet installed and available, a web
browser can be used to access your Bow Valley College courses
delivered using MS Teams.

Use your browser to log-in to office.com using your Bow Valley
College (username@mybvc.ca) credentials.

After accessing the Office 365 portal, click the Teams icon, you'll
navigate to your MS Teams interface and can search for your
course in the Command Bar.

Trying to download on the BVC Campus?
Wifi: eduroam student account: username & password



https://d2l.bowvalleycollege.ca/d2l/systemCheck
https://teams.microsoft.com/l/team/19%3ae38ad85cc00c4731bc56866ae9e0f2d5%40thread.skype/conversations?groupId=199fec59-c3eb-4dce-b631-40a42f6ad452&tenantId=8f11c6f4-648e-4c0c-bb99-96e8408a8e2a
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Learning with Teams Navigating the MS Teams interface

Start New Chat
Launch a one-on-one or small group

conversation. NOTE: Please use Private Chat
for your private chats.

Activity

Show all notifications received
including the number of
unviewed notifications

Chat

Click to create or access direct chats
with one or more contacts. NOTE:
Classroom Team chat are not
accessible through this interface.

Assignments

Click to see past and current due
assignments. Review the work ahead
to get ahead.

Add apps
Launch Apps to browse or search apps
you can add to Teams.

Teams Help
Easily access MS Help Topics,
Training and What's New content.

Bow Valley
College

< All teams

&

NURS2504: Community Nursing ... -

General

0 Student Chat Room

Class Meetings

Every Teams has channels
Click one to see the files and
conversations about that topic,
department or project.

Files
Let people view a file or work on it together.

Calendar

Provides a view of Teams classes
(meetings) and allows you to join
classes (meetings) already in progress.

Calls

Allows video / voice calling to any
Teams contact(s) using device
camera and microphone.

ol ) x® Eh

m 0 Student Chat Room Pposts  Files MNotes Chat Room Etiquette +

P
L]

w

Use the command bar
Search for specific items or
people, take quick actions
and launch apps.

Search or type a command

Channels use Tabs
Tabs help separate content, video
rachel survel == e @Nd files from other Class material.

Rachel Burwell 27101218
Added a new tab at the top of this channel, Here's a link.

E Chat Room Etiquette

« Reph

[& Mew conversatio Everyone can reply - |_||_} Post in multiple channe

B L . v ) ) Paragraph I, = = = '
Add a subject

Start a new conversation. Type @ to mention someone.

A ¢ @ @M B @ > 9 F 8@ -

Manage profile settings

Change app settings, change your

pic or download and sync the
mobile app.

@ Team

Compose a message
Type and format it here. Add afile,
emoji, GIF or sticker to liven it up!

Reply to amessage
Your message is attached to a specific
conversation.

Add files and reactions to chat
Let people view a file or work on it together.

oo . TSBAM
A P M)

Join or create ateam

Find the team you're looking
for, join with a code or make
one of your own.




Learning with Teams Finding BVC Learning Materials

Note: this will vary as per Instructor guidance

Tabs organize our content
In this example the Welcome

SRS (S tab includes information about Your scheduled Classes will be .

Bow Valley College courses

. . _ assignments, meeting notes .
delivered via MS Teams are and mmore. ® accessible through the Channel Bl < o ANAT1101 Section 12,3, &4 & Notes 1 more @ - e
StI‘U.CtU.I‘ed 11’1’[0 Channels B— o llnks located on the Teams - E 01 Orientation to the human body /& Show
and Tab S. menu aS ShOWH. ._ zi z:ﬁ:ﬁﬁw orfite [ orereenoe hi';arr;bt:rd}.cic)de of conduct is in effect here. | do see this
| T::" . ‘ imply a place where you can ask for help from other
ANAT1101 Section 1.2, ... =~ . r material here. BVC academic honesty policy is in
Each course lecture (or Every Teams has channels Here, Learners can easily -0 0 Nervous system
. . . Click one to see the files and e 07 endocrine system ecermber 18,2015
meeting) is accessible on the Y. —-— select specific courses. In the B 0t Chat oo 08 Cardio Respiratory e 19,
. . ! . 23 hidden channels > . . ent Chat Room to 0 Student Chat Room.
left hand side of the screen. department or project. example to the right, the 09 ymphatic and immune system
o . 10 urinary system overview
Here, the General channel Orientation to the Human Body 1 onme e | ————
haS been SQIECted. i Course haS been Selected' 12 Musculoskeletal lEl2fel‘:is‘ffﬁlefﬁl;e1ﬁ)$vc;u;tsuedr:r?tilizej:)Sln
13 Nervous system in depth
| At 14end°crin:system in d:pth the class as an MS Teams meeting.
TabS further help You Can also use the Calendar EE? 15-1 Blood and Cardiovascular syst...
organize content unique to locate scheduled sessions. - " penton someon.
to each channel. : p o >

“ Search or type a command

Files are acceSSible th]f‘ou h [ ceneral e 2 . . o
’ g e TR Gt Gpenthectont - P After Cllelng On a Sp eC].f].C _';‘r < All teams E 01 Orientation to the ... Posts Files Notes 1 more @ Team
your Course's own MS |
scheduled course module, the a
Teams channel. - -
— student can connect to the ﬂ Jennifer Ko 12/19/19 234 Pl
e ] . ) - cheduled a meeting
: class as an MS Team meeting. | o i
Here, Learners can easily 8 pgg 11471101 Seetion 12 S e e
access Class Materials : Before joining the class e N o v 09
. File management - B O student Chat Room
through the Files tab located Create or upload new files, move to always be sure to mute your 01 Orientation to the human body ﬂ e e e
in the General channel. SharePoint to collaborate or move X . ) 22 hidden channels A
to storage in the cloud. micC al'ld dlsab].e YOU.I' VldeO' E Thursday, January 9, 2020 @ 2:00 PM
< i [ Click to see details of this meeting
. Connect as a Teams meeting
b Clicking the scheduled meeting opens up
B the Join now dialogue box.
iz Start a new conversation. Type @ to mention someone.
@ N OBB & B 9 - >

Bow Valley
> P4 College




Learning with Teams Joining a meeting as a Class

.. it's important that the only presenter is the Instructor
Before you join the Meeting [ Class, let’s turn off your microphone and video:

Search or type a command

A ey

Choose your audio and video settings for

Meeting now

Join now

Join now

U . £23 PC Mic and Speakers

Join now

First: Turn off your video
A @ 523 PC Mic and Speakers

Third: Click the ‘Join now’ button

Bow Valley
> P4 College
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Learning with Teams Using Chat in and out of class

Chatting in Teams

Channel conversations are
organized by date and then
threaded.

NOTE: As a best practice all
students SHOULD reply to
messages to maintain one
thread per topic.

Please limit new chat
threads to new topics only.

Start a Chat | General

Starting a Chat will create a
brand new thread with the
entire class.

To start click the Student
Chat Room link on the left
hand side of screen.

Then use the conversation
channel to write your
message and add media.

Bow Valley
College

. < All teams

Start a new chat
This chat will be viewable by all
members of the team or class.

ANAT1101 Section 1,2, ... ***

Canaora |

0 Student Chat Room
23 hidden channeld

Student Chat Room
This is the channel where most
chats will occur. Please review the
available threads (and reply) before
creating new threads.

Search or type a command

0 Student Chat Room Posts Files 2more (&) -

DO

© Team 1 Guest

Jennifer Ko ke
1> | believe you are added. | see your chat here! Lk
IR React tochats
Want to ‘like’, ‘heart’ or
Daniel Ofiuvwo otherwise react to someone's
> chat comment.
& Reply
v Reply to chats "
MNew convers y
It's as easy as the most popular apps.
B I ~ = ) A Taray AP =x — — —
Add a subject
Start a new conversation. Type @ to mention someone.
A 0 OB B G & Q - >

Conversation panel

~

A,

[& New conversation Everyone can reply ~ (2] Post in multiple channels @
B v U 5 A= é MA Paragraph v = = = ses
Add a subject
Start a new conversation. Type @ to mention someone.
Rich Text Format content gﬁ?ﬁ this icon to send your
Click this icon to open the RTF panel R e T e S glass
and add rich, formatted content to o for e ’
your chat and choose where and who group :
to post your chat to.
@ @ g D:ﬂ l}::" Q - .. %

Start a Chat | In Class

Class attendees can be
displayed by clicking the
People icon on the control
panel.

You can pin/ sort attendees
as well as access profile and
communication settings.

Type your message in the
panel shown, click Send.

3.Send your message how you want
You can chat with the Recipient
directly from this panel.

\

Ac ienne Teasdale

In a@all AT

Bl 2h & 0O %

Message Adrienne Teasdale

1. Click the People icon
This action will display the People
in the current meeting or class.

a.teaslale694@mybvc.ca .

B

People X

Invite someone @
ﬁ Stuart de Vries P
T. Adrienne Teasdale P
JH [~ r |

2.Select someone to chat with
s,/ The People attending the
8 | meeting or class is displayed.
* Select someone to chat with
mvite ot from the list.

MG Maria Rebecca Giganto

MK Michael Ksenak
Suggestions (5)

YC  Yujeong Choi

GL  Guile Lawas

1. Start typing the Recipient name
This action will trigger predictive
text and recommend a number of

likely choices.

Start a Chat | By Search

Begin a chat using the
Command Bar by typing
your recipient’s name.

Predictive text will provide a

number of choices, select
from the list and begin your
chat normally.

A
il Jenn

Recent Contacts W Q  Search for Jenn

Jennifer Ko
{JKO) Instructor - Practical Nurse

Jenny Wong
{JEWONG) Systems Analyst - Enterprise Applications

Jennifer Gierl
{JGIERL) Business Administration Pregramming Officer

Jennifer McAninch
{JMCANINCH) Online Delivery Officer

Jennifer Candelaria
(JCANDELARIA) Accounts Receivable Assistant

3. Send your message how you want
You can chat with the Recipient
directly from this panel and choose
RTF editing, emoji's or attachments.

Type a new message

A 1 C O @B B 9 -

2. Click the Recipient name
Select your recipient from the
list, click to open the
Conversation Panel and draft,
edit and/or Send your message.




Learning with Teams Using the Meetings Toolbar

Tip 1: Interact with people and chat Tip 2: Show device settings

. — | o “tx Access audio and video tools to take N -~ FE
A h rai r h n i o1 Show device settings
ccess chat, raise your hand to EE———— - advantage of an audio headset and S Show meeting mots
Speak, ad]USt aUd].O and mOre. that students will attend. Currently in this meeting (1) th d, t, ,t F 9 Speakers / Headphones (Realtek Aud...
e () other media connectivity. o Showmeetingdetals |
h T 1 r R i Y r . ) ) = Enter full screen Microphone Array (Realtek Audic) v
gz;;[i ae n dogclzgs:(;heaaf:ie;l{[he Have a Toggle and experiment with audio # Coooc
Question? settings for an optimal experience. — e e =
Chat / PeOple paHEIS (2 Tum on live captions (preview) Sl |
Raise your Hand. + Keypad
{:} Start recc:nrding Meeting settings
o> End meeting e et e
|:1'1 Turmn off mmmlng video B
A:Ej OB B & -
Tip 3: Show meeting notes ... Tip 4: Turn on the live captions
B v W o o
Instructors and Learners can &3 Show device settings Live captions are an excellent way to o —
collgborate and share meeting notes % Show meeting notes ST capture the detailed text of the 2 Show meeting notes
during the class. 0 o session.

™ Enter full screen T3 Enter full screen

Click the ellipses and Turn on live
captions to confirm if useful for your
own learning experience.

44 Start video with blur 28z Start video with blur

(€] Turn on live captions (preview) [cd] Twm on live captions (preview)

Bow Valley

> P4 College

i Keypad

() Start recording

(@4 Turn off incoming video

H Keypad

() Start recording

[F4 Turn off iIncoming video




Learning with Teams Using the Microsoft Whiteboard

° V| 7 o ° °
Step 1 Get It: Download the "WHITEBOARD' app Step 2 Use It: Using the Whiteboard
poimene o | e .
Invite someone to Whiteboard "
Apps (84) showal You can invite other Class
members to collaborate on the
p“‘“ﬂﬁﬂﬂﬂﬂﬁ same Whiteboard.
. u SHICE 36
Hardware and accessories (1) showall s = O 5 o
The free Microsoft Whiteboard app is available from You can invite other BVC users to the Whiteboard using the
the Microsoft Store and will integrate to your own People and or Settings icons in the top right corner, as well
install of your free MS Teams Desktop App. as export to MS Teams or as other file types.
Step 3 Post: Collaborate with others Step 4 Share: Share as a Presentation
‘t < New Course < =
: Zeitmg: - D e Presenting SHua it dan as sec
A - " Genea Presenting allows you alone to J Adais? =
' = New Course Session 1 interact with the Whiteboard. @
N R by ) P @
j,/‘/://w & Export = New Course Session 03 |
‘Jff‘ 4 @ Send to OneNote @ : b
@ Post to Teams \\(\,@#‘ m%ﬂﬂ\c
IE Format background [ A Urnigikcal @
5. Tocloa focaion Select channel to post \“3"“ o lu""\%h;g Sm—
B Clercavs Post your Whiteboard to your e telberon. ot
@ Accessibility checker ClaSS, Student Chat or Break- @0‘ oﬂ %\&‘;\ lég‘gn e L e e
: - Out Session - make it easy for S
° AAALABNAARFQ you, your Instructor and your £ 8 © 9 < —
fellow Learners to access.
Using Whiteboard ‘Post’: When posting to Teams you can select Using MS Teams ‘Share’: If you are not expecting to interact,
which Channel to post to. The members of this Channel (i.e. your collaborate or edit your Whiteboard, consider presenting it.
Bow Valley Instructor and fellow Learners) will see a ‘link to click’ which will Presenting is easy. Simply have your Whiteboard app open - and

College allows Whiteboard interaction and collaboration. select your Whiteboard ‘screen’ to share.
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Learning with Teams Tips & Tricks

MS Teams is becoming widely used and can be a lot when first getting started. Here are a couple of tips and tricks:

Tip 1: Your Status

If you find you are receiving
too many Chat ‘pop-ups’ use
your profile settings and turn
your status to Do Not Disturb.

@ Donotdisturb \

Set status message

Notifications
on

D ]

Settings

What's new

&

More Apps

You can also personalize your
status message, as well as set
your Teams Dark View using the
Settings function.

Bow Valley

College

Tip 2: The Ellipses

If you are navigating around your Teams interface
and see Three Little Dots on some of your menus ...
click them!

The Ellipses (three little dots) expand the menu

choices and will vary depending on which Teams
function you are using.

In the examples shown below, the user has clicked
the Ellipses during a Meeting / Class Chat as well
as opened the Chat Emoji menu!

Tip 3: Manage Messages

Important messages can be marked and saved
and easily accessible from your Profile later.

In the example below, the User has used the Chat
ellipses to expand the menu and Save the specific
message for reference.

= 58%m

(U Tap to return to meeting 00:56
6 MS Teams T Mute chat

CHAT p Leave chat

Rep| Microsoft Teams  Mar. 26, 3:23 p.m. E
&/ e . S :
PlY Diffusion is more about a concentration

gradient. Not so much how we lose

—> Forward fluids

1

m Save _

ﬁé Mark as unread




Learning with Teams Checklist — Attending a Class

Checklist: Learners using Teams

Use the checklist to ensure a positive experience for every Bow Valley Course you attend delivered using MS Teams:

1 Open teams

1 Open channel for session

d Mute your microphone / disable video

[ Join the session

1 Open chat and get ready to Raise Your Hand to ask a question

d Confirm audio, attendance, screen shares etc. per Instructor guidance
1 Do NOT stop the recording

1 Enjoy and learn!

Bow Valley
> P4 College
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Learning with Teams Additional Learner Resources

Accessing Support

Learner Success Services

academicsuccess@bowvalleycollege.ca

Learner Success Services will be able to direct learners
to MS Teams Learner materials and support targeted
MS Teams Questions.

Academic Success Resources

ITS Service Desk 403.410.1611

helpdesk@bowvalleycollege.ca

The Bow Valley College ITS Help Desk will be able to support
MS Teams technology issues.

Accessing Education

= MS Teams Learner Guide Link

» GotoLSS101on D2L for resources about online

learning and Microsoft Teams

New Students to BVC

= New Student Orientation Guide Link
= New Student Technology Use Tips Link

= Access software, systems and mobile information

for your best BVC experience Link

academicsuccess@bowvalleycollege.ca



https://mybvc.ca/documents/temp/MicrosoftTeams_Learner_GetStarted.pdf
https://bowvalleycollege.ca/student-resources/academic-services/academic-success-centre
https://bowvalleycollege.ca/student-resources/new-student-orientation
https://bowvalleycollege.ca/student-resources/technology-services
https://bowvalleycollege.ca/student-resources/technology-services
mailto:academicsuccess@bowvalleycollege.ca
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