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Using Teams: Downloading the Teams app

Ideally, MS Teams is accessed via your Apple Store iPhone App. During the download and install process, use your
username@mybvc.ca account credentials for your Log In and Password.

Step 1: From your iOS Home

From your i0S Home Page click
the Chrome web browser icon.

_ 24 Bow Valley
Ao College

Step 2: Open your Browser Step 3: MS Teams downloads Step 4: Go to the App Store

Mlicrasolt Tearms

Your browser will open. We'll Navigate to Your iOS options will be
search for the MS Teams teams.microsoft.com/downloads displayed. Click to navigate to the
downloads from here.

Apple Store.

Or use your browser to navigate
directly to the URL.



https://apps.apple.com/ca/app/microsoft-teams/id1113153706
mailto:username@mybvc.ca

Using Teams: Installing the Teams App

Follow the Microsoft MS Teams user prompts for install. Your MS Teams icon will be seen on your device after following these
easy steps using your username@mybvc.ca account.

Step 5: Get the iOS App Step 6: Install the iOS App Step 7: The icon is on Home Screen Step 8: Open MS Teams

Microsoft Teams

=

Bow Valley College Credentials

Only your username@mybvc.ca log-in will
provide you the BVC Lerner experience
you’re expecting.

Microsoft Teams S B Microsoft Teams

Wizlcome to Microsoft Teems
A happaer place ‘or leams lo
wWork wogether

Ratings & Reviews

4.7

Hi

Apple makes it easy to locate the Follow all user prompts during MS Teams is now an easy to When prompted use your Bow
iPhone version of MS Teams for the install. locate icon on your iPhone Valley College

your own Apple device. or iPad. (username@mybvc.ca) credentials.
Download and install today! Open, sign-in and explore.
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Using Teams: Accessing Teams for the First Time

The first time you log into MS Teams you will have to use your username@mybvc.ca account and password. After that, it's like
any other i0S App you use ... openitup ... and it just works:

Step 10: Use your myBVC Password Step 11: Notification Permissions

Step 12: Microphone
Permissions

Step 9: Use your myBVC User ID

Microsoft Teams o
Yizlzome to Wicrosoft Teems
A happeer place Tor leams 1o
work together
5 studenti2 e mybye.od
ATe-em: l'lo«f'l.d Lil:'e to “Teams™ Would Like to Send
- ‘ I eshBmall ol e 1 ol 1-683- 515
u BE25 10l frae. Cur fccepible Use Poley has
el e Lot
9 o 3 palicy, listed . s
rl-:j;t;:r.:z’nv-t-:cll-‘r?r:-h::sdl-::::r'. Questinns?
q W e r t y U i a . P . @ f Cantant us &t cancivacavallayonlsge oa
a 3 d f o] h | k I -
O oz x C Y b g m il | o
22z _ ==
When prompted, complete your log- When prompted, complete your log- When prompted, click OK to accept When prompted, click Allow to
in with your username®@mybvc.ca in with your username®@mybvc.ca Notifications from MS Teams. connect your microphone to the MS
Teams environment,

User ID and click Sign In. password and click Sign In.
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Using Teams: Exploring the Teams Interface

Teams is a chat-based collaboration tool that provides Bow Valley College Instructors and Learners the ability to work
together and share information via a common space.

Tip 1: Intro [ Next

Armnolity every student's voie,

A short intro will display while your
account is setup.

When complete click Next.
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Tip 2: Home Screen & Activity
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From the main interface a Learner
can utilize cool features like
document collaboration, one-on-one
chat, team chat, and more.

Tip 3: Your Teams
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Every Teams has channels
Click one to see the files and
conversations about that topic,
department or project.

Teams are made up of two types

of channels — standard (available
and visible to everyone) and private
(focused, private conversations with
a specific audience).

Each channel is built around a topic
like General or Student Chat Room.

Tip 4: Responding to Chats
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Type and format here. Add afile,
emoji, GIF or sticker to liven it up!

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

NOTE: Classroom Chats are not
accessible through this interface.
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Using Teams: Downloading the Teams app

Ideally, MS Teams is accessed via your Google Play Android App. MS Teams is also available through the most popular
web browsers by logging into office.com using your username@mybvc.ca account. Follow the Microsoft MS Teams user
prompts for install.

| £ Bow Valley
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Step 1: download at

teams.microsoft.com/downloads

414 &= - NZ6l%e

(Y @& teams.microsoft.com/ :

Microsoft Teams

Get Teams on
Android

rdrowd, the Ardroid lege, Seogle Play anc Lhe Govge Sy lequ ere

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

Download and install today!

Step 1: Install the app

4V =S - N a61%m

¢ Qi
» Microsoft Teams
* Micrasoft Corporation

What's new = EN

Last updated Nar. 12, 2020

Rate this ap
Tell others what you think

W W W W W

Write a review

Developer contact A~

& Website

1

Google Play will have your
Android download and all
updates.

Download and install today!

Step 1: Log-in to your Teams

o Microsoft

When prompted use your Bow

Valley College
(username@mybvc.ca)
credentials.

Step 1: Explore the interface

s7MEE - NTa61%m
= Teams . Q
m *PMO Team

@ MS Teams Support

@ PR-ITS Training and Comms :

International Applications

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

N719 VR Lab

3 New Course
Process Improvement Community

Business Continuity Management

I O <

MS Teams is an easy to
navigate interface. Explore
your own assigned Teams and
Channels.



https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_CA
mailto:username@mybvc.ca

The MS Teams interface on Android is a streamlined version of the Desktop App. Whether you are on the go, away from your

Using Teams: The Teams Interface

PC / Mac Workstation or prefer the smartphone experience, your Meeting / Class will be complete:
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Your: Feed
All about your activity

A26 24 & - NFo %% e
—  Feed v Y Q
M (@) Jodie mentioned you 3:43 p.m

Chat with Jodie
Stuart de Vries That would be perfect. Can...

M (2 Jodie mentioned you 3:34 p.m
Chat with Jodie
Stuart de Vries Ross is doing something u..
M (=) Jodie mentioned you 318 p.m
Chat with Jodie
Stuart de Vries What mobile device do you ...
(@ Jodie mentioned you 3:04 p.m
M S X P

Chat with Jodie
Stuart de Vries Stay tuned, | am just checki.

Sort your Feed
Sort by user, subject and more.

Stuart de Vries Do you have time for a quic..,
M % Jodie asked you to join a 12:57 p.m
meeting
Meeting
- & =~ -
= =] a3 B B
ti t Teams ign ts Cslendar
11 — ’
i O <

Activity. Show all Feed, Activity
or Team Activity notifications
received, including the number
of unviewed notifications.

Your: Chat
Start and contribute

4726 W2 E - N= o 5% .
Click a Chat to reply
m TS Pand !Each Chat.has. a rlch set of toqls to
Nancy Dk, Interact with including RTF editor,
emojis and alerts.

— Chat

Jodie Moser 3:43 p.m
JM

© Stuart de Vries That would be perfect

Dennis Huston 3:30 p.m
1

Christina Lovestone 1:06 p.m
CL

Thanks Stuart, Kelly is talking to her n

Start New Chat

[

Launch a one-on-one or small group
conversation.

NOTE: Please use Private Chat for your private chats.

1 el s 1My
FM '
You: My pleasure - If any i1ssues

Geneiaah and Nicole 1170 a.m
o =~ "
a = &3 B &
tivi t Teams ign ts Cslendar
11 ~ ’
1 J S

Chat. Click to:
Compose a message

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

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

Your: Teams
All accessed from here

4726 A8 - N = h0% e
—  Teams ¢ Q

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

»
International Applicatises
General

Budgeting Tool

N718 VR Li
Manage teams

o
Clo
e

New Cours

-

Create new team

+

Process Im

.

+
' 28" Browse teams
Business (
H  Join ateam with a code
B veencom
— = -t
A = igi (5] E
tivi t I signments  Calendar
i O <

Teams. Teams and their
Channels is where you will find
all Learning Material including
Scheduled sessions where
Instructors deliver courses to
all registered students.




y College

Using Teams: Joining a Class using Teams

It's important that the only presenter is the Instructor. Before you join the Meeting [ Class, let’s turn off your

microphone and video:

Step 1: Access the Meeting

342 @ & |5 - N = 60%8

¢ A&Psec38&4

ANATIIDT Section 1,2, 3, % 4 7 21 Skelet

CHAT DETAILS

A&P sec 3 chat, Details & Join
Fri. apr. 03, 20; Each scheduled class will have easy
2:00p.m. - 5:0( tO locate Chat, Details and Join

S buttons.

Join Micrasoft Teams Meeting Leam more
aboul Teams | Meeling oplions See more

Shared to channel

ANAT1107 Section 1,2,3,& 4

b 21 Skelelal syslem and 22 muscles

Participants {5)

o Jennifer Ko
¢ Organiser

Stuart de Vries

¥ Accented

1 O

Your scheduled class will
be found in the relevant
Teams' Channel as in the
example above or in the
Meetings and Recordings
Channel.

Bow Valley

Step 2: Audio Inputs

A&P sec 1&2

Inputs & Outputs
Manage your audio, video and
speakers before you join the Class.

Join now

O <

1]

Before you join, mute your

microphone to reduce
feedback.

You can also adjust your video
and audio output during this
step.

Step 3: Click Join Now

A&P sec 1&2

1]

O
A

After clicking Join Now you
will connect to the meeting
and have new interface
controls and views.

Active screen

This is where you will see

presentations, videos,
attendees and more.

Step 4: Meeting Interface

1:31 G b -

s Chat ™
o Click to enter the ,
M Class chat. '

People

Click to view / interact with
Attendees, including
starting a Chat and Group
Chat.

\

rowsing for ¢ Flle

Control Bar

This is where you can
adjust your audio & video
settings as well as access

w /-Z q)) eesw e

Kelly Pow an expanded menu.

The meeting interface has a

lot for you:

= Usethe Chat and People
icons in the top right to
interact with the Class

= Useyour Control Barto
interact with the display




Using Teams: Using Teams in the Class

Tip 1: Interact with chat Tip 2: Interact with people

& MS Teams Tips with Kell.. [
LI BN IR

& l\'ISITcaT-s'E;:s with Kel l'.).'f . .
@ During a session you can access chat,

: , During a session you can access chat,
Attendees, audio settings and more.

Attendees, audio settings and more.

Use the Chat icon to access the Chat

panel and settings Use the People T—
icon to access B
5 S W Attendees and A
UrgentChat? | # o' pin, mute orchat |~ 0T
L:‘J_I_b:. — With them CL. Christina | avestone : N
Set your Chat urgency RE e a s~ P> g wempe | B TR
with the ‘three dots’ LIS -
Tip 3: Show device settings Tip 4: Turn on the live captions
Access audio and video tools to Live captions are an excellent way
take advantage of an audio | | to capture the detailed text of the 00  Putme on hold
headset, installed A/V equipment o)) Device < Sassion.
and other media connectivity. @ startrecording
) Spesler Click the ellipses and Turn on live T

To&gle a?d expergnenlt with audio e Kol captions to confirm if useful for
SEUINgs Ior an optimal experience. your own learning experience.

v -1»

Share

i

N

Turn off incoming video

Dialpad

Bow Valley
College




Using Teams: Using Chat in Teams

MS Teams is a chat-centered workspace in Office 365 that's a hub for teamwork. Teams supports flexible communication,
including chats, calls, meetings, and private and group conversations:

Teams: Chat
All about Connecting

4:25 G4 |60 & - N =, 96%08
—  Chat Q
c® Colleen, Jason and Jodie Wednesday
Jadie: | believe they get the attendanc...
Annette Palmer Wednesday
AP ;
uz
4 . ) Olukunle Ojeleye Wednesday

® You: Hi Olu - can you make me an Own...

ﬂ MS Teams TlpS with KC“)‘ we Wednesday
Kelly: SlideDeck from Today's sesion [F..

Budgeting Project Meeting... Wednesday

Simon: Thank you

~., Colleen Huber Wednesday
Start New Chat
Launch a one-on-one or small group
conversation. ey 4
- - '/\‘(lh
Q SR - R
Aclivily Chat Teams  Assignments  Calendar
[ O <

»9q College

Chat conversations are
organized by date and
then threaded.

To begin, click the Start
New Chat button.

QQ Bow Valley

Start: A Chat
Search for Users

4:26 & |6 & - GX =, 98%0

¢~ New chat

Jennifer Ko
X Instructor  Practical Nurse

JB  Jennalee Bryant
&

' Jennefer Rousseau
/ Instruclor - Senior High
JA Jennifer Acevedo

® Program Chair

larmeifor Avin

() Jenn  Jennifer  Jenny
TRZ23 3405 60718190
qiwieflrjtiyjujijolp
alsidifliagihlilkll
U0zl xjciviblnfmpea

1#1 s Engiish [JS) . Nex!

In this screen you'll type
your Chat recipient’s name.

Predictive text will provide a
number of choices, select
from the list and begin your
Chat normally.

Start: A Chat

Use the Editor
4:27 & (6 & - N, 98%0
& Jenn_ifer Ko 4 %
To _J ennifer Kl:n;.'i_il

yes please
i can see basic structures of life

M @ ¢
1 R 7
Editor

Use to add Rich Text, formatting and graphics.
TR203 84S 67)1819)0

QEWRERREITQYQULRIJORP
AISIDERFRIGIHEJIK]L

+ 2 X CVBNM @

1#1 ; Engiish [JS] . )
[l O N
Use the Editor and the

ellipses to gain access to

powerful tools and options.

Type your message in the
panel shown, click Send.

Start: A Chat
During Meeting/Class

1:35 W N Tl 57%hE

@ Tap to return to meeting 05:03

£~ MS Teams Tips with Kelly Pow

CHAT DETAILS MORE

CH Colleen Huber
® SeniorProject Manager- Change & Complia...

@colleen|
M@ @ @ A e =

() colleen  Colleen coleen

TR203 4S5 6)7]8)19)40
qiwiefrjtiyjujijollp
alsidifliaglhlilkl]
T Hzixjcivibinimpe

1#1 s Engiish (US) . )

I @) 504

Attendees can be displayed
by clicking the People icon.

You can also search in the
Chat field for a recipient as
shown above.

Type your message in the
panel shown, click Send.

Start: A Chat
Set Urgency

13 d e - NSl 57% 4

> Tap to return to meeting 05:57

¢~ MS Teams Tips with Kelly Pow

CHAT DETAILS MORE
ey CUNMEEIT U 1145 JUNNTEW U GUTIVEID AU
KP
- Recorded by Kelly P

>

Tmin 4/sec

Urgent!

Toggle the urgency of your Chat to be sure the

recipients is notified and understands importance.
I}¥']  Flora Mandaayl nas joined tne conversario

¥] KellyMadsen has joined the conversatior

(*] MichBel Ksenak has joined the conversat

Natify recipient every 2 min. for 20 min.
URGENT!

Colleen Huber

Chat settings include the
ability for users to set different
levels of urgency for the
recipient.
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Using Teams: Using Group Chat in Teams

Group chat is a great way to connect with Instructors and other Learners during your Class. You can use Group
Chat before, during and after Class:

Step 1: Access your Chat

416 WG4 N e 61%

Nancy: Ok. Safe dnve home. Chat tomo...

Jodie Moser
Stuart de Vries That would be perfect. ...

A Dennis Huston 530 p.m

Chat interface

Reply to existing Chat or compose a new

message to any one or any group.

ﬂ Jodie Moser 1:00 p.m.
Jodie M. added Sty d. to the meeting.

ﬂ Jodie Moser 1:0C p.m
You: hi
Flora Mahdavi o
FM . .
You: My pleasure - if any issies

Geneiaah and Nicole

a =] *hs 8 [

Aclivity Chat Teams  Assignmenta Calendar

I @) <

Chat )
ITS Pandemic Response CO.. 350 pm

343 p.m.

Start your Group Chat from
your Chat interface for access
to the best tools available.

Step 2: Add people to Chat

418 & o NS 60%m

¢~ Donald Hagell (Guest) d &
lo Donald | C:l_;_l-‘:'ll. Ijod

M Jodie Maoser

@ Manager, Project Management Office

Jodi Phillips

Instruclor

JP

Predictive Text
Smart search will help you easily locate
the people you want to Chat with

AN LIRSV AL g
(B I in it

TH213 441567849240

1#1 ) Engiish [US)

I O N

You can add anyone to your
new Chat. Use the To: Field to
bring people together.

Step 3: Compose your Chat

L EmE N =l 60%

¢~ Donald and Jodie

o . Donald Hagell I{: Jadie Moser |

Compose with Rich Text
Use the editor to compose rich messages
with tables, pictures and more.

Hi
a2 (@) Ay free >
() the if of

TH203 445161784940

1] O N

The Rich Text editing
functions of Teams will feel
familiar to anyone using any

applications from the MS
Office Suite.

Step 4: Edit the Chat
URERTE N=ao60%m
¢~ Donald and Jodie
lo ZTVEDHEJ'J | ag»:-ll.v _'{: tJodi»:- rv‘.v:n:c:(‘ !

Hi
o, By s >
(D the if of

TH203 4567849240

I O N

Group Chats can be edited
while in-flight.

Add new people and save the
Chat. It's up to you.
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Using 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.

@ Do notdisturb %

Set status message

Notifications
Oon

D ]

Settings

What's new

Tl

S

More Apps

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

. £ 4 Bow Valley
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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.

© Tap to return to meeting 00:56

é MS Teams T Mute chat

CHAT n Leave chat

= = Too 00 o0
= O O — S

_ . Microsoft Teams ~ Mar, 26, 3:23 p.m. :
&/ e @ . — :
Py Diffusion is more about a concentration

gradient. Not so much how we lose

~> Forward fluids

1

I:J Save -

ﬁé Mark as unread




Using Teams: Attending Class Checklist

Learners using Teams

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

 Open teams

[ Open channel for session

[ Mute your microphone / disable video

1 Join the session

[ Open chat

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

d Enjoy and learn!
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Using Teams: Additional Learner Resources

Accessing Support Accessing Education

Learner Success Services = MS Teams Learner Guide Link
academicsuccess@bowvalleycollege.ca

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

» GotoLSS101on D2L for resources about online

Academic Success Resources

ITS Service Desk

403.410.1611

helpdesk@bowvalleycollege.ca

The Bow Valley College ITS Help Desk will be able to support
targeted MS Teams Questions.

. &3 Bow Valley
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https://mybvc.ca/documents/temp/MicrosoftTeams_Learner_GetStarted.pdf
https://bowvalleycollege.ca/student-resources/academic-services/academic-success-centre

