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Three ways to use Microsoft Teams

1. Web App
 Using a web browser (http://teams.microsoft.com).

« Be aware of web browser compatibility.

« Not all Team features supported by Firefox and Safari browsers.

« Recommend you use Google Chrome (for Mac) or Microsoft Edge browser. Safari 13+ will be
supported by the end of September.

2. Mobile App
« Mobile app available for Android and iOS devices.

3. Desktop App
« Available for Mac, Linux and Windows.

Please use the Desktop version of Teams — It is required for Breakout Rooms!
Features such as take control, web cam background/blur are not available via the web app.


http://teams.microsoft.com/

£ m‘ Day, Luke

Installing the Teams Desktop App WL cranoe picure
If you already have Office installed but not Teams. Available >

ET Set status message

1. Go to http://teams.microsoft.com L [ saved

9. Sign in using your KCL email account (K_number@kcl.ac.uk) '%: & Settings

3. Click your profile picture and select download the desktop app B

4. Run the installer '
020, About >
/ Download the desktop app

I"Sta“ing office 365 Download the mobile app
« All KCL email account holders have a free Office 369 license. Sign out

« The Office installer includes Teams. —

1. Go to office.com Install Office -

2. Sign in using your KCL email account (K_number@kcl.ac.uk) Offce 365 appe

5. Click Install Office to download the installer. _w L Incuses Outook. OneDrve for usiness
Word, Excel, PowerPoint, and more,

Remember to use your K number, e.g. k0915282@kcl.ac.uk. 1t Other instal options

—>  Select a different language or install other

apps available with your subscription.

See the IT Digital Skills Hub for more guidance



http://office.com/
mailto:K_number@kcl.ac.uk
http://teams.microsoft.com/
mailto:K_number@kcl.ac.uk
https://emckclac.sharepoint.com/sites/ITdsh/SitePages/Remote-Working--IT-Guidance.aspx
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Testing your Microphone

1. After installing the desktop version of Teams
click your profile picture and click settings.

Has Day, Luke
'3 Change picture

Available >
Eﬁ? Set status message
\ [l saved
£33 Settings
initial s
Zoom - [(100%) + |

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Sign out

9. Click devices and then make a test call.

Settings

5% General
[‘f] Privacy
[ Notifications
{} Devices
B Permissions

% Calls

Audio devices

Realtek High Definitjpn Audio v
Speaker

Speakers (Realtelf High Definition Audic) Ay
Microphone

Microphone JRealtek High Definition Audio) '

=) Make a test call ;

Change if you do not
Secondary ringer hear your microphone
ene in the test call.

Camera

None v
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User Interface Views

There are five main interface views you need to know

1. Teams List View
2. (Module) Team
3. Activity Feed
4. Chat

5. Galendar
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Tea.ms List View

Search for or type a command : 4
|.K—4 Teams ¥ 5 28" Join or create team List of a" Teams
N you are part of

a /
g ) -
= MT-MT TEL Managers KEATS Advisory Group MT- A&H PS TEL Team ThlS iS Wher‘e you W|||
find your language
module Teams.
BS’_ Rollover 2020/21 MLC Test Environment MLC - Covid-19 Planning
©)

You must be granted access to a Team by a Team Owner for it
to be displayed in your list.
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Team View

What are Teams? A private group of people sharing one collaboration
and communication space.

« Teams are made up of channels.

« A channelis where you message, share files and host meetings with
other members of the Team.

« Channels are typically dedicated to a specific topic allowing you to
organise team work.

« (Channel conversations are public to all members of the Team.
Can also have private channels that only a subgroup can access

« All Teams have at least one channel called General.

Team Name

x /

MT-KO-CTEL-IiTEL-KA

General

Accessibility

Digital and online assessment
KEATS templates and content build

Teaching Online

\ Channels

Only IT Services can create Teams — You can request a new Team by completing a request form



https://kcl--bmcservicedesk.eu29.visual.force.com/apex/selfservicenew#/support/catalog/common
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Terminology

« Microsoft Teams: the software program/application, often shortened to Teams.

A Microsoft Team: a collection of people sharing a private collaboration and communication space.

Team 1

MT-MLC French
Stage 1

« All Teams have at least one Team Owner who can add other KCL users.



King’s Skills Hub Team Files Search for people Manage Profile
Helb & quidance Go back/forward Files shared with To start chat or Profile picture, status,
mat%ria%s screen Team Name the channel audio or video call app settings...
7
- Q. Search
Your notifications
Log of Team activity < All teams X KEATS Upgrade 3.9 Posts Files Notes 1more~ -+ @Team 0 O
(e.g. messages posted
to channels) ; 6 July 2020
X
Harrison, Sue 06/07 10:10 Meet NOW . . .
KEATS Upgrade 3.9 - the revisions to the Lambda theme are now o
Start a audio/video meeting
Yo_ur Messages ) MT-KO-CTEL-i FEL-KA with any of your local customisations. Please check out known issug  _ pOS’[S a message to
Private and meeting T HEL- Testing in KEATS 3.9 Upgrade Wiki. .
chat history channel allowing Team
General o Renly members to join.
Accessibility Manage Team 13 July 2020
Your calendar Digital and online assessment Add or remove
. : Sue 13/07 10:28 1
View lUpcomlng KEATS templates and content build members; create | today's briefing attached. A Shared ﬂ|e
meetings and schedule KEATS Upgrade 3.9 a new channel...
new meetings. Teaching Onlipe E: KEATS 3.9 Upgrade TEL Briefing.pptx
TL tog*Adobe Connect
« Reply
TL tool - Echo360
TL toal - Microsoft Teams 16 July 2020
TL teol . Harrison, Sue  16/07 09:02
Team Channels 3 hidde Reply tO tOPIC KEATS Upgrade 3.9 - just a reminder that any functional testing from faculties needs completing by the

All Teams have at least
one channel.

Add a message to

specific conversation

Microsoft Team Interface

Attach a file

end of today. Please focus on an specific functionality/approaches/CSS you use in your area and report
any bugs into the bug tracker: KEATS 3.9 Bug Tracker

Start a new conversation

5Start a new conversation. Type @ to mention someone.

Ao & @ W B B 9 o - e

Send message

Share a file with Team

channel
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Activity Feed View °

« The activity feed displays a summary of everything
that’s happened in the channels that are in your Team
list.

« Examples: missed calls, colleague reactions (e.g.
likes/emojis) and messages posted by colleagues’ to a
Team channel

« Helps you keep track of Team updates and colleagues’
activities.

&

e
¢
@

/

&
Feed v Yoo
#| =l Fitzgerald, posted 12/06

Rollover 2020/21 » General
Thanks Summers, Linda, | will add...

':E summers, posted 11/06
Rollover 2020/21 = Generza

Hi Malik, Josh and Fitzgerald, Rob,...

a3 Wadud, 10/06
mentioned KEATS...
KEATS Advisory Group » Genera

KEATS Advisory Group - dear all,...

i85 Stathers, 09/06
mentioned MT-MT...

MT-MT TEL Managers > Genera

Hey MT-MT TEL Managers, quick...

Ollie Stathers posted a message to
the General channel in Team MT-MT

TEL Managers

Stathers
Hey los

é

«' Reph

De Silva
Hi all, ¢
MyReat

7 replies
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Your Teams
Team 1 Team 2 Team 3
MT-MLC French MT-MLC German MT-MLC Magali

Stage 1 Stage 2

Channel activity Channel activity Channel activity

- Messages - Messages - Messages

- Files - Files - Files

- Meetings - Meetings - Meetings

- @mention - (@mention - (@mention

Notifications

@mentions to refer to a specific person when posting messages to a channel.
You can also mention someone simply by typing their name. Start by capitalising the first letter and as you continue to type the
name, a list of people will show for you to choose from.



Modern Language Centre 1. Start a new chat Find a chat by person’s name or keyword

u
Chat View -
< 2 Search for or type a command
° The chat View Iogs a“ ppivate _IK_J Chat Recent Contacts To: |Ente-rname. email, group or tag ~
and group chats. a 4 Malik, Josh 28/05
Activity Hi, yes ok
. Mills, Amira 20/05 2. Search names
* Including chat messages ol @ . ooz
posted at a Meeti“g_ : Language Modules Meeti... 15/05
E Brossard, Cathenine: | need to go ...
Aszignments

@ Teaching online-working ... 07/05
Zhou, Hongfen: good point, Eloi, ...

Staff Empathy, Behaviour... 07/05
You: MLC Staff Info. folder httpsi/... 3. Type message
PS5 Team Meeting 07/05

Carroll, Atsuko: Hi Kevin, The proj..

'ﬁ . Staff meeting 04405

Zhou, Hongfen: Thanks, bye ever...
Type a new message

() Staff Meeting 04/05 o )
e Furminieux, Pascal: Nice to catch ... A V @ ) ([ [ &= G e B

Help \

4. Send

You can hide but cannot delete chat messages!
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Calendar View -

 Join a scheduled meeting.
« Schedule a new meeting.
« Start a private meeting now,

l.e. without sending a
meeting calendar invite.

al )
¥ Informal/Social Teams

Start a private meeting now

Search for or type a command

Today < %  June 2020

22 23

N
¥ Informal/Social Teams

5

s Catchup ¥ Catchup

3 MS Teams 3 MS Teams

5 5

E Goddard, Kevin 3 E Goddard, Kevin Iy

Workstream C
Microsoft Teams Meeting

Mars, Nelly YEP Catch-Up meeting

.

s Microsoft Teams Meeting
s Stalberg, Elizabeth
\ o

MLC/CTEL Teams
Microsoft Teams Meeting

Informal/Social Teams

Goddard, Kevin

FEEETEEFEEETT

Click to view meeting
details/join a meeting

0

Schedule a meeting

25

Thursday

b

v Informal/Social Teams
¥ Catchup

% M5 Teams

.
E Goddard, Kevin

0

[E] Working Week

2

N
¥ Informal/Social Teams

0

E Goddard, Kevin




New folder Training1-...

3

Teams-Trai...

Meetings happen in a separate window to the main Teams application window.

MamTeams applidétioh window

©)]
N .
Teams_Brea...
a Sm{iub All tean General Posts Files +
Teams-Trai... ‘ Ao Rakesh Chauhan (SA Account) h a
Activity AF =
P &
Chat RaKkesn Lnaunan (DA Account) n
~Gui AALFNO1 French Stage ... **
leams Ouice 9 Rakesh Chauhan (SA Account)
Assignments Rakesh Chauhan (SA Account) h

ShortCours..

Calendar
PDF
A

Day, Calls
Luke_Contr...

1

signature
®
Metalinkin... Apps

General

Rakesh Chauhan (SA Account)
Rakesh Chauhan (SA Account)
Rakesh Chauhan (SA Account) h
Rakesh Chauhan (SA Account) h
Rakesh Chauhan (SA Account)
Rakesh Chauhan (SA Account) has
Rakesh Chauhan (SA Account)
Rakesh Chauhan (SA Account) hz

Rakesh Chauhan (SA Account) h

Cheung, Christine

Cheung, Christine

Gt Access 15 General (AALFNO1 Fre.. ¥ Meeting with Day...

I

-

KEATS-Gro...

w" P O 9

eam n
w T #

‘O-

de Day, Luke a

€0 Lneung, Lnnsune t
ie Cheung, Christine a
ed Chandler, Natasha
ie Chandler, Natasha a
ed Hinchliffe, Katie t:
Hinchliffe, Katie a
llary, Magali t
i Le Texier, Catherine t
Allary, Magali

Le Texier, Catherine a

ed Bertherat, Jerome to the

Bertherat, Jerome a

Click here to swap between
® main Teams interface and a
meeting window

2
@
%
N
o
J
)
<

A meeting window

Invite people to join you

€M

SharedFolder

21:49
10/09/20:
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Meeting Gontrols

Meeting controls are docked to the top of the meeting window

Meeting with Day, Luke

Webcam On/0ff  Microphone On/0ff
Show Participants

See who is in the meeting

Invite someone to the meeting

Change meeting permissions (e.g. prevent attendees recording)
Download attendance list

Mute specific/all participants

Make participant a presenter

Give participant control of shared content
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Meeting Gontrols — Chat & Raise Hand

Meeting controls are docked to the top of the meeting window

Meeting with Day, Luke

Chat Raise Hand
Send messages - Get the presenter’s attention
Share files

React to other participant messages

You can use raise hand as a quick poll'
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Meeting Gontrols — Share Gontent

Meeting controls are docked to the top of the meeting window

Meeting with Day, Luke

Share Content
- Share your desktop

- Window if you want to share one application e.g. a browser window
- PowerPoint slides

(© ) Indude computer sound

Browse

s
2" ~
_all

Teams-Traiming-v2 - Pow... General (BALFNO1 Frenc...  Inbox - lukej.day@kclac... DLA subgroup progress ...  KEATS 3.9 Upgrade TEL ... Microsoft Whiteboard
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Recommend you use share desktop

Remember to enable
include audio to share all
audio played on your
device, e.g. a YouTube
video

{© ) Incude audio

T

Semester 1 - Week 1 | M...

Semester 1 - Week 1

V- N

PowerPoint Browse

2 2

KEATS 3.9 Upgrade TEL ... 1. Project Overview.pptix

2

Governance structure .p...

Recommend you
share desktop
instead of window
or PowerPoint.

Sharing a desktop

allows you to
easily share
content from
multiple sources
(e.g. KEATS,
PowerPoint slides
and PDF).
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Presenting PowerPoint Slides
If you share your desktop screen (not share application/PowerPoint) use PowerPoints Reading View

e: *AALFNO1 French Stage X = 4

@ Cours:
< C @ keatskcl.acuk/course/view.php?id=64522
@ KeaTs

College
LONDO.

19/20 i@ Microsoft Teams (3§ Email - Day, Luke -.. W Microsoft Stream B0 MLC Staff - !!! Luke..

ING'S My Courses All Courses College Services ~ Quick Links ~

Staff Help ~ Student Help ~

Useful Tips

" slide 23 of 29

UG Students

@

®

B &8

18:11
eyrhgfg

pressreader

Newspapers & Magazines

Reading
View
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Meeting Gontrols

More actions

Gallery & Large (7x7) gallery view

Together Mode (single video feed of webcams)
Meeting details — copy a meeting link that can be used
to invite people.

Start recording

Turn off incoming video (turn off student webcams on
your screen)

Meeting Notes

¢o1 Device settings
E Meeting notes

(i) Meeting details

H Gallery

7 Apply background effects

[cc] Turn on live captions

@ Start recording

i Dial pad

[# Turn off incoming video
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Large Gallery (7 x 7) — Requires >= 5 people in the meetmg

r 29 a ' :
| K (. % bl b“
w.vélrnm : . ::a \‘.’I v€\.m' | 4 serl Gille -x Y & Boyce “ m«-uiona

_{ % f of

\4 Vemulakon l’

n ® - y * J " i
W"\ ' Ny sl

byn HI atz | Wllhl ' Fry ¥ Jornea Armant $ Daniel Sada Caraveo # Josh Sawyet «

u.w 4 4 — Yy | ’!

% Vardhan Dugar & 28k, Aditya Bindal # Shashank Jain Matt Whitehéad #

_— § "'*'#"F-

A “ \’ ﬁ" \. ~|«“

Leaza .Sllvu s ¥ Jil Sitnick $ Heather Cox
~

g »

Abby Schi l;(hl 'Shay

b d W

Adam Parker Gold ’ Jos kall.. 8 "smn Wunderle ¥ 3

-~ ) Al i 8~ .
oy . A _

| - " . . T- W—.»

1 ' s : \ . N
AN ,;. l &

‘()i;nk!inywl s »\hnx Mathew § [ Aya Tange # Bonnle Phelan $ A" ¢ Meredith Coots =¥ Joe Cicero # v
. - - S .

{ '\ '- "‘(‘ / ‘g"

Adam Parker Goldberg  § M " K

Sorys Delafosse Randy Wallngford ssting Krug (COLOR Crea. Dipak Boyed #

Note if you have low bandwidth the feature will be disabled



Modern Language Centre

Together Mode — Requires 5 to 49 people in the meeting

Together mode places
up to 49 people into a
single video feed with
a room background
image
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Coming Soon

Hard audio mute (September)

Gives meeting organisers the ability to mute one to many
meeting participants while removing the muted participants'
ability to unmute themselves.

Live captions with speaker attribution (September)

Live transcription with speaker attribution (September)
Live transcripts provide another way to follow along with
what has been said and who said it. After a meeting, the
transcript file is automatically saved in the chat tab for that
meeting.

Language support currently unknown

Invite someone or dial a number &

Currently in this meeting

ﬂ Babak Shammas

i

8% Danielle Booker
1

(Q\ Sarah Roach

J Mute participant

> Remove participant

Mute all
23

Connecting...

)g
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Goming Soon - New Pre-join Screen (September)

Background settings

Choose your video and audio options .: T
|91} Computer audio ‘ ' {' ‘

e

Phone audio
Room audio

& ‘:) Background filters Don't use audio

The pre-join screen will give you more options to customise your audio and webcam before entering
a meeting.
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Coming Soon

The Meeting Lifecycle Reimagined

https://www.youtube.com/watch?v=Lj6bXROoTHU



https://www.youtube.com/watch?v=Lj6bXROoTHU
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Coming Soon

Chat Bubbles (October)

Chats sent during a Teams meeting will surface on the screens of all meeting participants, making the chat more
central to the conversation.

Video Filters (December)

Before joining a meeting, you can use the filters to subtly adjust lighting levels and soften the focus of the camera
to customize your appearance

Live Reactions (December)
React during a meeting using emojis that will appear to all participants.

PowerPoint Live Presentations (December)
PowerPoint Live Presentations can assist users in making their presentations engaging and inclusive. Everyone in
the audience can navigate their view of the slides and provide instant feedback in the form of live reactions.
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Student Learning Technology Help
from the Gentre for Technology Enhanced Learning (GTEL)

The College’s main student resource is the Student Learning Technologies at King’s KEATS page.

Guidance on:

Microsoft Teams
KEATS & Turnltin
Kaltura Sl k.. A
Microsoft Office Learning Technologies at King's
Echo 360 N

LinkedIn Learning B surmmary ofthe I available at Kig's

HyFlex

King’s ePortfolio (Mahara) hifponclll wiElosdal

Box of Broadcasts (BoB)  KEATS & Turnitin

Ta"S » Kaltura

» Microsoft Teams


https://keats.kcl.ac.uk/course/view.php?id=12967
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Staff Learning Technology Help
from the Gentre for Technology Enhanced Learning (GTEL)

Microsoft Teams Meetings Flexible Teaching & Learning KEATS Activities &
Resources: Descriptions,
« How to guides and support Designed to align with the Examples, Best Practice
« Synchronous teaching and King’s Academic Strategy
learning 2020-21. - Guidance on labels, pages,
- Student engagement and books, files and more.
community - Online teaching guidance & - Includes activities such as
e (Guidance on the new Technology Guides quizzes, group choice,
breakout room feature. « A-Z of all resources assignments and more.

| highly recommend you check these resources if you feel you need
extra support with Online Teaching, KEATS or Microsoft Teams

For CTEL guidance on all Technologies at King’s please check: https://keats.kcl.ac.uk/course/index.phpPcategoryid=5088



https://keats.kcl.ac.uk/course/view.php?id=76601
https://keats.kcl.ac.uk/course/view.php?id=51445
https://keats.kcl.ac.uk/course/index.php?categoryid=3088
https://keats.kcl.ac.uk/course/view.php?id=87368

eeeeeeeeeeeeeeeeeeee

How to start your
online Teams class
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Language Module Teams

Every language module group will have its own Team, i.e. a private collaboration and
communication space. The Team will be your virtual classroom space.

There are two types of Teams meetings:

1. A channel meeting with other members of a Team group.

 This meeting type is public (visible) to all members of the Team.
« When scheduling a meeting you do not need email addresses.

2. A private meeting that is not part of a Team group.

« Use this type when you need a private one-to-one meeting with a student.
« You need to specify who can join the meeting.

MT-MLC German
Stage 2 - G1

General Channel
Messages
Files
Meetings

Breakout Rooms
Messages
Files
Meetings

Team Members
Teachers
Students

All language module classes will be of the channel meeting type!
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Language Module - Ghannel Meetings

What does this mean for teachers?

« Each module you teach will have a team
space with your students.

HJ < Allteams General Posts Files —+ @Team 4 @D o
- You can use this team space to keep in [ R
contact with your students and host = o st
. rench Stage ... **
online classes. e
....|,r‘n;.|_ Cenera | ’ @ 40 Connec tors
H S Breakout Room 1 B op SharePoint
Advantages of module Teams N - : «
« You do not need student emalil .
addresses to setup online classes.
« Your students have an easy way to o M;[]g ou o -
meet up and work together outside of =~ == | S
class time. Promote using the student discussion space to your students

to post messages and hold meetings.
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Language Module Teams

Every Team has the following channels:

« General Channel

« Breakout Room1

« Breakout Room 2

« Breakout Room 3

«  Student Discussions

The breakout room channels are no longer needed.

| created these as a backup solution in the event
Microsoft did not release breakout rooms in time
for teaching week.

You can hide or rename the breakout room
channels

< All teams

AALFNO1 French Stage ...

zeneral
Breakout Room 1
Breakout Room 2

Breakout Room 3

Student Discussigze

2. Search

. General Posts

—

Hide channel

—

To rename

Rakesh Chauhan | {5
g Rakesh Chauhan (¢
Q Rakesh Chauhan (¢
g Rakesh Chauhan (¢
Q Rakesh Chauhan (*
g Rakesh Chauhan (¢
Q Rakesh Chauhan (*
g Rakesh Chauhan (¢
Q Rakesh Chauhan (¢
g Rakesh Chauhan (¢
L Channel notifications > Man
& Hide |‘a” .
an (¢
@ Manage channel an (
B4 Get email address En
@ Get link to channel
Etine
£ Edit this channel
tine
&8 Connectors
] Delete this channel W e
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Team Names

Example Names

Module Team . < All teams

AALFNO1 French Stage 1 G1 263

AALFNO1 French Stage 1 G2 e

AALFNO1 French Stage 1 G3 =)

AALFNO1 French Stage 1 G4 B AALFNO1 French Stage ...| -+
AALFNO1 French Stage 1 G5 -

AALFR11 French Stage 1 SEM1-G1 . o I

AALFR11 French Stage 1 SEM1-G2 =. D

Team naming scheme: -
Module code | module name & stage | group number

If OSM the team name will include SEM1 or SEM2
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Recommendation: Upload a unique Team Picture
For modules with many groups, | recommend uploading a unique Team picture.

Edit AALMA13 Mandarin Stage 3 SEM1-G1 details

Team name

AALMA13 Mandarin Stage 3 SEM1-G1

< All teams Click to change picture

MT-AALMA13 Mandarin Stage 3 SEM1-G1 (D) upload yﬂur
own picture

Drescription

AALMA13 Mandarin Stage 3 SEM1-G1

MT-MLC-Staff-Training

General
Breakout Room 1

Breakout Room 2

Using unique pictures should help minimise the risk of the
wrong Team group being used, especially for teachers
who will be teaching multiple groups of the same stage.
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Channel Meetings - How do | start my online class?
1. Shortly before the scheduled class time go to the Module Team page.

You can use search to find the Module Team

French Stage 1 G’I|

. Teams Q, French Stage 1 G1  Press enter to view all results

Skills Hub ST 1 88" Join or create team
61 AALFNO1 French Stage 1 G1
u:t Your teams e
Chat
X%
= D =
ments d_b
. @
ugr
Lo MT-MLC-Staff-Training MT-MLC online MT-MT TEL Managers KEATS Advisory Group MT- A&H PS TEL Team

Make sure you select the correct module group!
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Channel Meetings - How do | start my online class?
You can also find the Module Team using the team list view.

You can reorder your
Teams list by clicking
and dragging the team
name.

French Stage 1 G1

!J Teams
259
—
All Your |8
Teams AF AF AF AF
-
. AALFR11 French Stage 1 AALFR12 French Stage 2 AALFR12 French Stage 2 AALFNO3 French Stage 3
o SEM2-G1 SEM2-G1 SEM2-G2 G1
Teams
a
L
a

AALFNO5 French Stage 5
G1

AALFNO5 French Stage 5
G2

AALFR14 French Stage 4
SEM2-G1

AALFNO4 French Stage 4
G1

Currently only TLs/DTLs and the PS team have access
to module Teams. | will add teachers once teacher-
module assignment is approved.

AALGNO1 German Stage
1G3

AALFR13 French Stag 3
SEM1-G1

A

AALGNO1 German Stage
1G1

AALGE14 German Stage
4 SEM2-G1

AALFNO3 French Stage 3
G2

AALFNO6 French Stage 6
G1

AALGE13 German Stage
3 SEM1-G1

AALFNO4 French Stage 4
G2

AALGNO1T German Stage
1G2

€

H

AALGE12 German Stage
2 SEM2-G1
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Channel Meetings - How do | start my online class?

2. Inthe General Channel click Meet Now.

P

||P=\_|d,_ < All teams @ General Posts Files + ®Team 04 (D)
- 04 Meet now
u:‘?:t . g Rakesh Chauhan (5A Account) has added Chandler, D Schedule a meeting
Q Rakesh Chauhan (SA Account) has made Chandler, P
a g Rakesh Chauhan (5A Account) has added Hinchliffe, Katie to the team.
Chat
MT-AALSP14 SpEIHISh S... Q Rakesh Chauhan (SA Account) has made Hinchliffe, Katie a team owner.
E v g Rakesh Chauhan (5A Account) has added Garcia, Teresa to the team.
Assignments
== i Q Rakesh Chauhan (5A Account) has made Garcia, Teresa a team owner.
ge Breakout Room 1 g Rakesh Chauhan (SA Account) has added Lopez-Vazquez, Alejandra to the team.
U Breakout Room 2
Q Rakesh Chauhan (5A Account) has made Lopez-Vazquez, Alejandra a team owner.

Breakout Room 3

L

[ [=]
o
o

Cheung, Christine has changed team description.
Student Discussions

(4

Cheung, Christine has removed Rakesh Chauhan (5A Account) from the team.
3 September 2020

BG5S  Day, Luke has changed team description.
SuE] Day, Luke has changed the team name from AALSP14 Spanish Stage 1 SEM2-G1 to MT-AAL...
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Channel Meetings - How do | start my online class?

3. Inthe meeting window input a meeting title and click join now.

Microst ft Teams L

|
Choose your au dio and video settings for Important-

Semester 1 - Week 1|

If you record the
meeting the
recording title will
automatically be set
to the meeting title.

£33 Realtek High D... Join now
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Channel Meetings - How do | start my online class?

4. Click show participants.
b. Inthe participants panel click more actions | manage permissions.

[

Semester 1 - Week 1

P SMT have confirmed
| students should not be
Particlpants W able to record classes

T *% Manage permissions

| Download attendance list
C

ur _
9‘ Day, Luke
. Organiser

Suggestions (2)

Day, Luke
@ o

E8A witts, Joseph
?‘ itts, Josep

Invite people to join you

Clicking manage permissions
will open a browser window
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Channel Meetings - How do | start my online class?

6. Change who can present option from everyone to only me and then click

save.
This setting is important for the following T
reasons:
- |t disables the Teams record Semester 1 - Week 1
feature for students. T

Meeting options

« Prevents students interrupting
your presentation by sharing their
Screen . Announce when callers join or leave

Who can present?

Who can bypass the lobby?

« Allows only you to mute all
participants.
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That is all you need to do to start your class

A message will be posted to the General Channel with a Join button for students.

Semester 1 - Week 1

You do not need to

send Team meeting

- " invite emails to

o = students each
week.

< All teams

MT-MLC-Staff-Training

@« Semester 1- Week 1 started
General - & Reply
Breakout Room 1
Breakout Room 2

Start a new conversation. Type @ to mention someone.
Breakout Room 3

A 2 OB B & B Q B

Breakout Room 4

Students will receive a Teams notification message that the meeting has started.
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Meeting lobby (optional)

The permissions page also allows you to setup a meeting lobby.

« Alobby prevents people joining
your meeting without your 7D
approval.

Semester 1 - Week 1
2, Day, Luke

Meeting options

Who can bypass the lobby?

Always let callers bypass the lobby

Announce when callers join or leave

Who can present?

Change to “only me”
to enable a lobby

Everyone v
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Recommendation: Do not use a meeting lobby

The permissions page also allows you to setup a meeting lobby.

« You will receive waiting in lobby
notification messages

Day, Luke
is waiting in the lobby.

Participants

Type a name

« You can approve requests in the view
participants panel Waiting in lobby (1)

@ Day. Luke

Currently in this meeting (1)
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Recommendation: Do not use a meeting lobby

| do not recommend using a meeting lobby. You could start the class shortly before the
scheduled time and display a PowerPoint welcome message by sharing your screen.

Welcome . ¢
Class will begin shortly-:

N

Break until 14:30

Teacher Name

Only members of the Team can join the meeting!
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Muting students and allowing screen share

Allow a participant to share their screen:

1. Click participants.
2. Click the ellipsis button
3. Click make an attendee

Muting participants:

1. Click participants.
2. Click the ellipse button
3. Click mute participant

Mute all participants

In meetings with more than 3 participants a mute all
option will be displayed. Note that participants can
unmute themselves at any time.

Hard audio mute feature releasing September

Participants
Type a name

Currently in this meeting (2)

@ -
Jirganiser
@ Day. Luke

Suggestions (] 4 Mute participant

; ":_:' Pin
B witts,
X - o

# Make an attendee

2 Remove participant




eeeeeeeeeeeeeeeeeeee

Scheduling classes to
Outlook calendar
(optional)
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How to schedule classes to Outlook Galendar

Go to the general channel, click meet now and select schedule
meeting

—. - 04 Meet now

Rakesh Chauhan (5A Account) has adde [:.I Schedule a meeting

[
A l:ti'-.'i'l':.-' .

O
f—
Q Rakesh Chauhan (SA Account) has made Chandler, P
a g Rakesh Chauhan (5A Account) has added Hinchliffe, Katie to the team.
ot
f—

MT-AALSP14 Spanish S... -

Rakesh Chauhan (5A Account) has made Hinchliffe, Katie a team owner.

Rakesh Chauhan (5A Account) has added Garcia, Teresa to the team.

-

b

A
=3
]

-
=
£

General

H-H Breakout Room 1

Teams

Breakout Room 2 Do not recommend scheduling classes until
Breakout Room 3 aftel' the tl’a“Sfel’/Withdl’awal deadline

Student Discussions

LI

3 September 2020

295  Day, Luke has changed team description.
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How to schedule classes to Outlook Galendar

Input the following details:
« Meeting title

- Repeat weekly ol
« Start date/time and end 2
date
. A meeting message = I
5
HH
Select Weekly s
-
A calendar invite will be sent ©
to all students for a meeting in [l _
the general channel. -

i (-~

T
-

EZQ C. Search

New meeting Details Scheduling Assistant

Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Add title

Add required attendees + Optional

3 Nov 2020 1200~ Start date/time
<«—— and end date/time

1 Dec 2020 13:00 ~ 28d1h @ All day

Occurs every Tuesday starting 03/11  ~

QMT—MLC—Staff—Training » General \
Do not change

Add location

B _Z- Q T(:" L'E'J A iy Paragraph Ix

Type details for this new meeting
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How to schedule classes to Outlook Galendar

Go back to the general channel | view meeting details

), Search

< All teams

Meeting in "General” ended:

MT-MLC-Staff-Training - « Reply

Ferel Meeting in "General” ended: 5 min 28gec o i}

Breakout Room 1 ¢ Reply

Breakout Room 2

Day, Luke 13:16
Scheduled a meeting

Breakout Room 3

Breakout Room 4
(no title)
Thursday, 10 September 2020 @ 13:30

Student Meeting and Discussion Cha...

« Reply

Start a new conversation. Type @ to mention someone.

A 0 Q@B S 9 @@ - .

=  View meeting details

A calendar invite will be
sent to all students for
a meeting in the
general channel.
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How to schedule classes to Outlook Galendar

Click more options | Meeting options

al

Q. Search

(No subject} Chat Detajfs Scheduling Assistant

* Cancel meeting

& Add title

Meeting options

= Add reqguired attendees
10 Sep 2020 13:30
10 Sep 2020 14:00

iy} Does not repeat "

= IT-MLC-5taff-Training

®© Add location

e

30m

All day

Tracking

x{,’"ﬁ“ Day, Luke
‘.h_l ‘P

Organiser

+ Optional
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Meeting Permissions

Change the who can present option from everyone to only me and then click

Save.

This setting is important for the following
reasons:

Disables the Teams record feature to
students.

Prevents students interrupting your
presentation by sharing their screen.

Allows only you to mute all
participants.

Only you can create breakout rooms

@i

This step prevents
students recording
the class on Teams.

Semester 1 - Week 1
2, Day, Luke

Meeting options

Who can bypass the lobby?

Always let callers bypass the lobby

Announce when callers join or leave

Who can present? Everyone v
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How to schedule classes to Outlook Galendar

Go back to the general channel | view meeting details

), Search

< All teams

Meeting in "General” ended:

MT-MLC-Staff-Training - « Reply

Ferel Meeting in "General” ended: 5 min 28gec o i}

Breakout Room 1 ¢ Reply

Breakout Room 2

Day, Luke 13:16
Scheduled a meeting

Breakout Room 3

Breakout Room 4
(no title)
Thursday, 10 September 2020 @ 13:30

Student Meeting and Discussion Cha...

« Reply

Start a new conversation. Type @ to mention someone.

A 0 Q@B S 9 @@ - .

=  View meeting details

A calendar invite will be
sent to all students for
a meeting in the
general channel.
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How will students join
online classes?

From KEATS to Microsoft Teams
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How will students join online classes?

Before students can join online classes they must first become members of the module Team.

Instructions for students will be posted to KEATS module pages with a unique Team Access Code students
can use to join your module Team.

Online Classes .

Online classes will take place on Microsoft Teams. Please follow the instructions in Online-Classes.pdf to access your St“dﬁféﬁﬂgﬁgfk &
module team group. You Team access code is: hevefne.

Open Microsoft Teams

Module Gontent ".
Semester 1 -/
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How will students join the module Team?

1. Click Teams and then join or create team.

4
|.—J Teams
S Your teams
Activity
Chat
Assignments Q
Y .
i MT-MLC online
xx
O
s

MT- A&H PS TEL Team

MT-MT TEL Managers

L

vlg
L]
[=——= .

Rollover 2020/21

KEATS Advisory Group

MLC Test Environment
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How will students join the module Team?

2.

Input the team access code and click join team.

< Back

Join a team

\ Join a team with a code

3hiffs4

@

Jain team

Students only need to do this once!

Q Search « (Clicking join team will automatically
add the student as a team member

« You do not need to add students or
approve access

-

MT-King's Online Educators T...

728 members | Public

10000

The King's :3-‘_ ne E:L.:E::-_*s eam area in TranSferS & Withdrawa|8
et mmepsem === Students will be instructed to leave the
team group.
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How will students join the module Team?

Once a student has joined the Team they can join online classes by going to the module team general
channel, at the scheduled class time, and clicking the join button you have created.

Students will receive a Team
notification when a class
meeting is posted to the
general channel.

General Posts Files Smore~ +

g I

&« Reply

Day, Luke 03/09 15:36
MT-MLC-Staff-TraifN .

« Reply
1] I} 1
i General

Breakout Room 1
Breakout Room 2 Meeting in "General"
Breakout Room 3
Breakout Room 4

Student Meeting and Discussion Cha...

:-::1 Meeting in "General” started

« Reply

Start a new conversation. Type @ to mention someone.

Ae ¢ @ @ B = € o .- B
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King’s IT & GTEL Plans

Students joining by Team code is not the best solution but is the easiest approach for
students and staff with what is currently available.

King’s are investigating using Microsoft Graph API to integrate SITS with Teams. Will
automate Team creation based on SITS MAV records and automate enrolment of
students.

Will work in a similar way to how students are enroled on KEATS courses from SITS
Successfully integrated at the University of East London

Unlikely to be implemented before teaching begins

Also investigating integrating Teams meeting invites with the KCL timetable system. No
details have been given by CTEL/IT. Potential issue for the MLC with timetable teacher

assignment and meeting permissions. Lecture based departments confirm module
lecturers mid August. Our modules do not have teachers assigned.
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King’s IT & GTEL Plans

The MLC Teams setup is unique to most other departments

Advantages of having a language module Team for each group:

Greater control over meeting permissions (e.g. student recording).

« Easy to give another teacher access in the event they need to cover teach a class.

« Teacher and students have one meeting space that can be used for all online classes.
« Students have a discussion/meeting space they can easily use outside of class time.
« Teachers can customise their Team spaces to better engage students.

« Messages you post to the Team are more likely to be seen by students then KEATS
forum posts.
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Gustomise your Team - Channel Tabs & Teams Apps

You can customise your Module Team by adding tabs to channels

«  Website tabs — KEATS course tab
« Listsapp

« Documents

« Forms, surveys, ...

< Allteams

AALFNO1 French Stage ... -+

General

Breakout Room 1
Breakout Room 2
Breakout Room 3

Student Discussions

Add a tab

Turn your favourite apps and files into tabs at the top of the channel Search Q
More apps

Recent ~

Website Lists Document Excel Forms OneNote PDF
Library

Q_ Search

General Posts Files KEATS v Lists - I
[lll )
If your site isn't loading correctly, click here Planner Power BI PowerPoint SharePoint Stream

Dashboard » Courses » “AALFNO120~21 000001 FRENCH1F Celine's Monday class

Turn editing on n

YouTube

_Jedalo]-Jd

£33 Manage apps

French Stage 1

More tabs

If you have any queries or concerns please check the Modern Language Intranet FAQ
and Student Handbook. If you cannot find an answer to your question then please
consult your teacher.

Important Information

- Oral examination timetables and venue information will be published on the MLC Student
Infarmation Area during Term 2.
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Checking Student
Attendance
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Downloadable attendance lists

You can download a list of participants and use it later to record

attendance on KEATS.
i A B C
1 |Full Name User Action Timestamp
. Participants o 2 Joined 6)(2,12020, 8:18:13 PM
1. Click People | 3 Joined  6/2/2020, 8:19:15 PM
e 4 Joined 6/2/2020, 8:25:13 PM
e ] 5 Joined 6/2/2020, 8:10:13 PM
L 2. Attendance list 6 Joined 6/2/2020, 8:15:13 PM
s 7 Joined 6/2/2020, 8:18:13 PM
@ Day. Luke
@ v e The attendance report shows the name,
join time and leave time of all meeting
attendees.

| believe it will also include breakout
room information.

« Only meeting organisers can download attendance reports
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How to check Team members

FZJ C. Search

« Use manage team
to see who has e [ MT MLC PS Staff - ® Team

MT MLC PS 5taff

access to your team a
Activity M M
H Members Pending Requests Apps 3 more v
* Youcan also add Bl VIT MLC PS Staff Search for membds  Q | & Addmember |
members p—: £33 Manage team
eneral
PP .. Task Arcs B Add channel ] Modern Language.. Owner
° Only add Staff asS d i Professional Development at Kinge® < Add member
Team Owner E Referral Guides %, Leave the team Ir Modemn Language... Staff Owner ~~
Cotendse 2 hidden channels #  Edit team
liss Modern Language... Owner v~
o @ Getlink to team
{J Manage tags uests (2)
tle Location Tags (1) Rale
i Delete the team
E_q V& Sadle.. Miss Modern Language... Member ~~ >
Apps stude“ts
) % Hinch... Miss Modemn Language... Member v~ x
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Recommendation: During teaching week 1 - Send a welcome message

The KEATS attendance list is populated from SITS data. It is therefore an accurate class list.
Recommendation:

Send a welcome message to your student group using KEATS QuickMail before the first class — In
your message remind students they need to join your module Team group to access online classes.

« Remember it takes 24 hours from SITS enrolment for students to be granted access to the
KEATS course.

« Late enrolments can take longer.

UG/PG Enrolment Deadline: 25th September
Teaching begins: 28t September

The PS Team will send an email to all language module students with instructions



eeeeeeeeeeeeeeeeeeee

Important
Information
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Important Information

1. Please be aware that team channel meetings are public to that team. If you need to have
a private meeting with a student either call them directly by first starting a new chat or
schedule a meeting by going to Calendar | New Meeting.

2. All'learning resources (PowerPoints, PDFs etc.) must be stored on KEATS. You can
share resources on Teams provided a copy is also available on KEATS. Resources
uploaded to a module Team are stored on a module SharePoint site.

3. Each module team has an email address. Recommend you continue to use QuickMail
instead of the Microsoft Team email address.

4. Recording meetings. To prevent students recording meetings make sure you change
meeting permissions (see step 4 of how do | start my online class®). You must do this
every time you start a class and channel breakout room.

b. A channel for students to message and meet-up outside of class time will be available.



Modern Language Centre

Important Information

6. Beaware that not all Teams features are available when using the Teams web
app. Not all web browsers support Microsoft Teams meeting features. See the
browser section at: https://docs.microsoft.com/en-us/microsoftteams/limits-

specifications-teams

Highly recommend you install the Desktop version.


https://docs.microsoft.com/en-us/microsoftteams/limits-specifications-teams

Modern Language Centre

Breakout Rooms 1

Microsoft Breakout Rooms Preview
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Important Information

Breakout Rooms are currently in preview access (a testing phase)

« [tis not the final feature
« Technical issues/software bugs are likely
« Expect many updates from Microsoft over the coming weeks

Please be aware, due to the NDA between King's and Microsoft, the breakout room experience should
not be shared with anyone outside of King’s.

Known issues:
« All meeting attendees should use the Desktop version of Microsoft Teams (conflicting information

about web, phone and tablet app)
« All meeting attendees must be using a Teams version >=1.5.0021759

Technical issues and support for web, mobile and tablet should be resolved before world wide release
(October). If you experience problems please report it 8888@kcl.ac.uk



mailto:8888@kcl.ac.uk

Modern Language Centre

How to check your Teams version

Click your profile picture, mouseover about Bi-Daily catchups Chat 3 more v @ oy, Luke
and click version. X

Change picture

Available >
A grey banner will be displayed with your [ Set status message
Teams version. ' Meeting [ Saved
Recorded by: kel - ctel & Settings

If you version number is < 1.5.0021759 click
check for updates. — T -t Y

mm?f:} Legal Keyboard shortcuts

scording About S

Third-party notice (desktop) Check for updates

1sson-Cr
Pall. the  Third_party notice (web) Download the mobile app
licrosofi

—

You have Microsoft Teams Version 1.3.00.21759 (64 bit). It was last updated on 01/09/20... iy
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Creating Breakout Rooms

1. Click breakout rooms. —

2. Set the number of rooms you need.

4. Choose automatic or manual

assignment and click create rooms.

Automatic assignment is the
quickest option.

You can set the number of rooms
for automatic and manual
assignment!

Create Breakout Rooms

Room settings

How many rooms do you need?

Participants

How would you like to assign participants

Automatically
Assign 0 people into 1 room (0 participants per room)

Manually
Add participants individually to Breakout Rooms.
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Automatically assign participants

4.

If you selected automatic assignment, student names will
now be displayed under each room name.

By default breakout rooms are set to closed. You must open
rooms for students to join.

Click start rooms to open all rooms and automatically move
students to their assigned breakout room.

You can change automatic move to breakout rooms by
clicking breakout room settings and unticking ‘Automatically
move people into opened rooms’.

{ Settings

Automatically move people into
opened rooms

Breakout Rooms

i Assir.. participants

"1 participants are assigned

Manage rooms Add room

Room 1 (1
B Day Lu I-::e{ :

Room 2 (0}

his room is empty

Room 3 (0)

his room is empty

Room 4 (0)

his room is empty
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Manually assign participants

9. If you selected manual assignment, you must assign at
least one student to a room before you can open the
room.

« Click assign participants to display a list of students. Tick all
students you want in the same breakout room. Click assign
and choose a room.

Moving a student to another room
Click a breakout room to display a list of students. Select the
student, click assign and select a room.

Breakout Rooms

Assign participants
Day, Luke

Select all
Day, Luke

Manage rooms

Room 1 (0)

% Noom 15 empy

Assign
Room 1 (0)
Room 2 (0)

Room 3 (0)

Room 4 ((0)
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Joining a breakout room

6. To join a room, mouseover open and click more actions
button — Join room.

Breakout Rooms

Assign participants

All parbapants are assigned
Manage rooms Add room Close rooms

Room 1 (1)

Day, Luke

_ loi ;
Select all S LBl

Day, Luke
Room 2 (0)

Rename room

Room 3 (0) Cloze room

Room 4 (0)
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Moving between rooms

Joining a room will put you on hold in the main meeting.

If you want to leave the breakout room and join another room, click leave in the
breakout room window and resume in the main meeting window.

Resume

Main meeting Breakout room 1

@ ®

On hold 00:49

Breakout rooms are only available
via the main meeting window.

If you click resume before leave you will be put on hold in the breakout room meeting.
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Breakout Room Announcements

You can send a message to all breakout rooms by clicking more actions | make an announcement.

Breakout Rooms

Make an announcement

Assign pz

All '
Ul arbicina
All partiapants are assic

[

i
. nill

Manage rooms Add room Close rooms
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CGlosing breakout rooms

To bring everyone back to the main meeting click close rooms.

Breakout Rooms

Make an annour cement

Assign pz

All '
Ul arbicina
All partiapants are assignec

[

i
. nill

Manage rooms Add room Close rooms

To restart the breakout rooms using the same student-room assignment, click start rooms.
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Limitations

If a student joins late or needs to re-join a meeting you may
need to manually assign the student to a room.

Must have at least one person assigned to a breakout room
before it can be opened. You cannot open empty rooms.

Conflicting information if breakout rooms currently works
on mobile and tablets.

Once you have chosen automatic or manual room
assignment you cannot go back and change it.

Breakout Rooms

Assign participants
Day, Luke

Select all
Day, Luke

Manage rooms

Room 1 (0)

This room is empty

Room 2 (0)

This room is empty

Assign
Room 1 (0)
Room 2 (0)
Room 3 (0)
Room 4 (0)

Room 5 (0)
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Breakout Rooms FA(Q

Can only the educator create a breakout room?

Yes, if you set meeting permission ‘who can present’ to ‘only me’, then only the educator will be able to create
breakout rooms.

After the breakout meeting is over, how does the educator get access to the artifacts - files, chats, whiteboards
- that were created during the breakout session?

The organizer will have access to all the artifacts from the main meeting and the breakout rooms via the meeting
chat. They can decide if they want to share these artifacts with the participants

Can attendees (students) add more people to the meeting and/or access the meeting join details?

No, attendees cannot add more people to the meeting or the breakout room.

Source: https://keats.kcl.ac.uk/mod/page/view.php?id=4479090



https://keats.kcl.ac.uk/mod/page/view.php?id=4479090
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Breakout Rooms FA(Q

What permissions are provided to breakout room attendees (students)?

Attendees will have presenter permissions by default. If the organizer wants to turn off presenter attendees, the
organizer can go into each room and adjust breakout room attendee permissions in the breakout room meeting
options.

Can the breakout rooms he set to automatically record?

No, breakout rooms cannot be set to automatically record.

Recommend you monitor the CTEL Microsoft Teams Meetings KEATS course for updates.
https://keats.kcl.ac.uk/mod/page/view.php?id=4479090



https://keats.kcl.ac.uk/mod/page/view.php?id=4479090

Modern Language Centre

Breakout Rooms 2

Using Language Team Channels
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Using Channel Meetings as Breakout Rooms

Q. Search

1. After you have started your main
class meeting (see how do | start
my class) return to the main

< All teams General Posts Files Smore~ + @Team 1 @O -+

- I
% <_J Replrlr

TeamS WlndOW. _(,_ Day, Luke 03/09 15:26
MT-MLC-Staff-Training - ",E_J% -
) « Reply
General -
Breakout Room 1 -
Breakout Room 2 o Meeting in "General"
Breakout Room 3

Breakout Room 4

Student Meeting and Discussion Cha...

2. Click one of the breakout room
channels.

:I:G Meeting in "General"” started

« Reply

Start a new conversation. Type @ to mention someone.

A ¢ @ @ B & € a - B
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Breakout Rooms

3. Click the meet now button - as you did to start the main meeting.

Q. Search

Assignments

Teams:

e

< All teams

=

MT-MLC-Staff-Training

General -
Breakout Room 1 -
-

Breakout Room 2 =
Breakout Room 3
Breakout Room 4

Student Meeting and Discussion Cha...

Breakout ... Posts 2more ~

@ Team Iil:cl @

Breakout Room 3 ended: 12 min 30 sec i:!
¢ Reply
Breakout Room 3 ended: 22 min 51 sec i}
&« Reply

31 July 2020
Breakout Room 3 ended: 1 min 22 sec i:!
¢ Reply

Start a new conversation. Type @ to mention someone.

A ¢ @ @ F > @ @ @ - B
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Breakout Rooms

You now need to repeat steps 3 — 5 of how do | start my class to change meeting permissions if you
want to disable student recording.

Meeting in "Breakout Room 3"

4. Input an optional
meeting title and
click join now.

oose your audio and video settings for

Breakout Room 3

—

@‘

= © ) o @D {33 Realtek High D...

Clicking join now will put you
on hold in the main meeting.
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Breakout Rooms

b. Click manage permissions. This will open a browser window.

Meeting in “Breakout Room 2°

Raise yi  More actions

Invite people to join you

Participants

‘ Manage permissions

| Download attendance list
Cumently in this meeting (1)

Day. Luke

Organiser

Suggestions (2)

Day, Luk
@ oo

-9! Witts, Joseph




Modern Language Centre

Breakout Rooms

6. Change the who can present option from everyone to only me and then
click save.

This setting is important for the a5 This step prevents

following reasons: students recording
- Disables the Teams record feature Sacggster 1- Week 1 the breakout room
to students. = on Teams.

Meeting option
« Prevents students interrupting your

presentation by Shar‘ing their‘ Who can bypass the lobby? Everyone "
Soreen_ Always let callers bypass the lobby
Announce when callers join or leave Yes ()
 Allows only you to mute all Who can present? Everyone v
participants.
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Breakout Rooms — Moving between rooms

Each breakout room meeting opens in a separate window. Starting new a breakout room puts
you on hold.

Moving Between Rooms
You can move between rooms by clicking the resume button.

Meeting in "Breakout Room 1°

) 5| m vee

On hold 16:59 Invite people to join you

You can send chat
messages when on hold
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Breakout Rooms — Limitations

You can have a maximum of four active calls (3 calls on hold)

Language module student cap =12

Recommended use:
General channel + 3 breakout rooms channel meetings
4 students per room

A Team can have more than 4 active breakout rooms if You've reached the limit
needed but you cannot start and be in more than 4
concurrent meetings.

To start another call, end one that you're on

To have more than 4 rooms a student will need to start each
additional breakout room meeting. It is important to note
that you will not be able to disable students from recording
the meeting with this approach.
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Breakout Rooms — Assigning students to rooms

If you use this approach you need to think about how you will
assign students to rooms...

1. Manual assignment
2. Automated random assignment

Download attendance list and paste into an online random
team generator. Paste the team assignment to Teams chat
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Useful Tips

QuickPolls, Managing Chat, PowerPoint Slides, Technical Issues &
Camera Quality
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How to improve webcam quality

Whatever webcam you have good lighting is crucial to get a professional quality

- Natural lighting is best — if possible Common Lighting Issues
sit facing a window T - «
,. g

:
'I'}c}eycl@ri(, back light
too’strong

« Tryto avoid strong overhead lighting
and strong background lighting
sources directed towards your back.

Florescent Light UndemrExposed
* g » ne p

« A soft lighting source facing you will .- | | J;ﬁb .
work much better than harsh lighting e S =

If your room has poor lighting and you want to improve your webcam and video recording
quality consider purchasing a desktop USB ring light. They typically cost £10 - £20.

You main light source should be directed straight towards you ———
USB ring light
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Equipment & Technical Issues
Connection and equipment

« |f possible use a wired (ethernet) connection

« Ethernet cables are available to order from the Business Support Team.

« |If your WiFi connection is generally poor (i.e. not specific to Teams) consider changing your WiFi channel. Your
neighbour might be using the same WiFi channel as you causing interference.

« |f you are working at some distance from your Internet router (e.g. your office is upstairs) you might want to
consider getting a WiFi repeater to extend your wireless network.

« |f you connection is poor try disabling all incoming video (student webcams)

Good Weak
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Turn off incoming video

{53 Device settings
[E Meeting notes

(i) Meeting details

H Gallery

Apply background effects
Turn on live captions

Start recording

Dial pad

(7@ Turn off incoming video
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Quick Polls

With Microsoft Forms, you can create an instant,
real time poll in seconds within Microsoft Teams.

1. Go to the Teams channel or a meeting chat window.

2. At the bottom of the Teams app click the messaging
extensions button and search for Forms.

3. Click Add to add the Forms addon to your Teams

Forms
Productiygy, Utilities, Microsoft

About

More from Microsoft Corp.

Permissions

Easily create surveys, quizzes and polls
Easily create surveys, guizzes and polls

Tabs

Use in 3 tab at the top of a chat or channel

Bots
Chat with the app to ask questions and find info

As

Type a new messac

FEIFT"'"ISl

¢ © W B E

-~ [
Easily create surveys, quizzes and polls

More apps  »
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Quick Polls

4.

Add your question and options, and
then click Next.

Preview your poll, and then click
Edit if you want to make changes,
or click Send if you're ready to post
it.

Forms
Powered by Microsoft Forms

Create a new poll

Option 1
Option 2

- Add option

@ Multiple answers




e Forms 00:01 Updated

Day, Luke created a poll

MOdel‘ﬂ La"guage Gentl‘e Results are visible to everyons: Names recorded

Which of the following do you find most

Quick POIIS challenging?

O Grammar

O Listening

As people in your group take the poll, you'll see real R
time results in the chat window. O Reading
O Vocabulary
O Writing
Submit Vote
Grammar 0% (0)
Listening 0% (D)
Pronunciation 100% (1)
Reading 0% (0)
Vocabulary 0% (O
Writing 0% (0}
Once you have completed steps 1- 3, a Microsoft | response

Forms icons will be added to your chat options for quick
access to create new polls.

A V¢ @ W B E P



Useful Resources

Student Learning Technologies at King’s
Student resource on learning technologies used at King’s

Flexible Teaching & Learning
Staff Development and Support - Created in collaboration with multiple teams across King’s in response to Govid-19

KEATS Activities & Resources: Descriptions, Examples, Best Practice
CTEL guidance on KEATS activities and resources

CTEL Microsoft Teams Guidance
Centre for Technology Enhanced Learning KEATS page containing Teams guidance

Kaltura Guidance
King’s video hosting platform

IT Skills Hub
Remote working guidance — IT Services guides on installing Teams, 0ffice 365 and other software



https://keats.kcl.ac.uk/course/view.php?id=12967
https://keats.kcl.ac.uk/course/view.php?id=76601
https://keats.kcl.ac.uk/course/view.php?id=51445
https://keats.kcl.ac.uk/course/view.php?id=87368
https://keats.kcl.ac.uk/course/view.php?id=59634
https://emckclac.sharepoint.com/sites/ITdsh/SitePages/Remote-Working--IT-Guidance.aspx

