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Using Microsoft Teams! Teams is an online classroom hub,

where students can chat with their whole class, in groups with

other students, and one-on-one with their teachers. Through
Teams, students can also make video calls.
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- Open a web browser like Google Chrome, Firefox, Safari... and search for “download teams” or type this link:
https://teams.microsoft.com/downloads

- It is recommended to download Teams on your device rather than using the web interface. If you are using
Windows on your device (laptop or desktop computer), press on the Download Teams button. However, if you
are using Mac, press on More Options then choose Mac.

- You can also install the Teams app on your tablet or smartphone. To benefit from all the features and for more
flexibility, we prefer using a laptop or desktop computer.

G Download Microsoft Teamson = X | + -
&« c @ teams.microsoft.com/downloads o o o H
Microsoft Teams Get started  Downloads Sign up for free

Teams on your desktop. It's just better.

+ Download Teams

More options

Get Teams on all your devices

Desktop Mobile
B Windows 64-bit & oS
B Windows 32-bit i Android
@ Mac

A Linux DEB 64-bit
A Linux RPM 64-bit
- After you download Teams on your laptop or desktop computer, open the downloaded file in order to install

the program on the device.

- Now you can open the Teams programme and you will have a screen like the one below:
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https://teams.microsoft.com/downloads

-] Microsoft Teams - =

Microsoft Teams

Enter your work, school,
or Microsoft account.

E‘gn-in address

Mot on Teams yet? Learn more

N.B. For the Infants and Lower Elementary parents, they have to sign-in with their personal emails sent to the
Heads of Sections. The Upper Elementary and Upper School students will sign-in with their Office 365 emails
given by the school under the format firstname.lastname@stubhs.edu.lb. The password is the same as the
Moodle one. The teachers have added the parents’ personal emails as Guests in their Teams classes/sessions.

N.B. If the parents of the Infants and Lower Elementary have Hotmail/Outlook emails, they can sign-in as Guests
without doing any extra steps. However, if they have a Gmail or Yahoo email for example, they will have to do
the following steps (from a to h)

a. You will receive first an email from Microsoft Teams in your inbox saying that you have been added to
Teams session (check also the spam/junk folder).

b. Open this message then press on Open Microsoft Teams

c. You then need to create an account using your Gmail for example. Press Next button

=. Microsoft

Create account

Looks like you don't have an account with us. We'll
create one for you using bitarios1@gmail.com.
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d. Create a password then press Next button

BS Microsoft
« bitarios1@gmail.com

Create a password

Enter the password you would like to use with your
account.

Show password

e. Check your personal email to verify your email address and then check the code, like the one below:
(To verify your email address use this security code: 5711)

f. Enter the code you have received here: (do not use 5711. It is just used as an example)

B® Microsoft

« bitarios1@gmail.com

Verify email

Enter the code we sent to bitarios1@gmail.com. If
you didn't get the email, check your junk folder or

try again.

5711

| would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement,
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g. Enter the characters you see as follows then press the Next button and then press the Accept button.
Press the Open Microsoft Teams button

W g
i Microsoft
B® Microsoft "

bitarios1@gmail.com
< bitarios1@gmail.com . L.
Review permissions
Create account
B Brummana High School stubhs.edulb

Before proceeding, we need to make sure a real
person is creating this account. This resource is not shared by Microsoft.

The organization Brummana High School would
like to:

s Signyou in
Audio ~ Read your name, email address, and photo

You should enly accept if you trust Brummana High Scheol. By

accepting, you allow this organization to access and process
your data fo crea trol, and administer an account

Enter the characters you see ccording to the Brummana High School has not
provided a link privacy statement for you to review.

| Brummana High School may log information absut your access.

You can remave these pen ns at

https://myapps.microsaft.com/stubhs.edu.lb

Open Microsoft Teams?

https://teams.microsoft.com wants to open this application.

Open Microsoft Teams

h. Sign-in with your personal email and the password you created in the previous step.

Entering Your Account

- After you sign-in with either your Microsoft account or another account like Gmail, you will see this image. You
will have all the Teams sessions you are enrolled in under Your Teams. Press on Teams on the left-hand side. What
you see in this image are the Posts (what are posted) within the General channel.

- e “

Teams T MT  General Posts Files 3 more ~ ® Team 2 Guests

Your teams Teams training session # 2

Thursday, March 26, 2020 @ 10:30 AM

MT  Microsoft Teams Online ...
Reply

Ay @ @ B B QB R e B

General

& Charbel Bitar has added Charbelbitar1972 (Guest) as 3 quest to the team.

Today
€% Charbel Bitar has removed Charbelbitar1972 (Guest) from the team.
& Charbel Bitar has added Charbelbitar1972 (Guest) as a guest to the team.
& Charbel Bitar has added bitarios] (Guest) as a guest to the team

bitarios1 (Guest) 1:09 PM
Good morning

< Reply

bitarios1 (Guest) 1:14 PM

It is taking time Page5 | 10

Start a new conversation. Type @ to mention someone.

& Mansge teams b @ O W B @ B g e B




Join From Calendar

- Select Calendar which is visible on the left-hand side of the app, to see your meetings. Find the meeting
you want, and then select Join.

Marketing mesting
] Microsaft Teams Meeting Gra m

- Or, if someone starts the meeting, you'll get a notification you can use to join.
Join in a Channel

- If a meeting takes place in a channel, you’ll see an invitation to join, relevant content as well as who is in the
meeting, right in the channel. Just select Join.

(%] copyReview 0113

Rkl Tk
ﬁ Hi, everyone. Thanks for meeting up: can we start a thread in this meeting to take minutes but akic to track changes
o the copy that need to be made? Let's start scroen sharing fc view the doc

Mie s 1200 i
& Sa, itloolks like there nesds to be a grammarspeiling pass on this doc at the very least. | backed through resly
quickly 2 faund a couple types, e1c

Mtuicn Mawear 1202 g
{2 Al 3 lot of these tagines and ad copy need 1o be updated 10 reflect sentence case, not tile case,

o Ragly

Join From Chat

- If the meeting has already begun, it appears in your recent chat list. Select the meeting in your chat list and
then select Join at the top of the chat.

Marketing meeting & G}. “

Conversation Files Meeting Notes Whiteboard

Conversation:

- You can start a new conversation here.

- If you want to mention someone in your message, type @ before the name and press send.

- You can post a general message by just typing the message and pressing Send or the Enter/Return key

- You can also attach files from your device by pressing on 2
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Start a new conversation. Type @ to mention someone.

b @ O @B S B Q e _

Private conversation:

- You can start a new conversation and decide that only you and the moderator (teacher) can reply by pressing

A,

[ Mew conversation You and moderators can r... (@) Postin multiple channels @
B /7 U S % A WA Pemgephv L= T

Add a subject

|Sta rt a new conversation. Type @ to mention someone.

A ¢ QBB & 9 - B>

- You can have private conversations. Sometimes you just want to have a one-on-one chat or with a group
within your Teams session. Press on Chat on the left-hand side and then press on

= e “

Chat Recent Contacts

e

Have private conversations

Sometimes you just want to chat or video call privately one-
on-one or with a group.

° Private chat and calling

- Then type the name of the person/contact within the Team session who you are going to have the private
conversation with. After you type your private message and send it, you can start a video call, phone call or start

Search or type a command

a . ]
R Chat Recent Contacts c8  Charbel Bitar chat 1 more oo@ 5
Activity
a Recen
Chat 1:34 PM
B Charbel Bitar 139 PM hi sir
You: hello sir
1:39 PM
hello sir



Working with Files:
- You can create online files from New like Word, Excel, PowerPoint...
- You can upload files from your device

- You can also download files (like shared files for example)

= Teams e MT  General Posts Files Class Notebook Assignments  Grades o

= | Your teams + New v T Upload % Copylink & Download --- = All Documents
M1 Microsoft Teams Online ... e Bo  Folder

Teams
Word document

Modified | Modified By ~
Excel workbook

PowerPoint presentation

|
BB B

=3

OneNote notebook

o

Forms for Excel

Search or type a command

Teams N MT General Posts Files Class Notebook Assignments  Grades

= Your teams + New v T Upload <@ Copylink + Download --- = All Documents
MT  Microsoft Teams Online ... s+ } Add cloud storage

ase General

g

Teams @: Open in SharePoint

I [ Name- Madified | ~ Modified By
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- To open afile

E3 Search or type a command

= Teams W MT General Posts Files Class Notebook Assignments Grades e
= | Your teams + New v T Upload @ Copylink + Download -- = All Documents v
MT  Microsoft Teams Online ...
o General

Teams General

i : MName - Modified | Moaodified By ~~

Filas sl

@ “Teams headings for cover page.docx 5 minutes ago bitarios1

- Select the three dots ... and then select Open in Browser

Search or type a command

k. .
- Teams headings for cover page.docx Close S|
= 4 Download
6 Open in SharePoint
Microsoft Teams Booklet e o
e E' Open in Desktop App
o Parents & Students
@l Open in Browser

Introduction:

Using Microsoft Teams! Teams is an online classroom hub,
where students can chat with their whole class, in groups with
other students, and one-on-one with their teachers. Through
Teams, students can also make video calls.

Gl Teams headings for cover page.c X | + = 8

& & & brummanahighschool.sharepoint.com/w:/r/sites/MicrosoftTeamsOnlineSession-Group 1UpperElementary/_layouts/15/doc2.aspx?sourcedoc=%7B995EB8F6-92EA-42.. ¥ O e

Word Teams headings for cover page - Saved v bitarios1
File m Insert Layout References Review View Help Open in Desktop App Q  Tell me what you want to do £ Editing ~ |4 Share | [J Comments

Il

=

v

v By ¥ [caviody 15 v] A A B I U £v Av A - Evi v e | v O] B pictate ,gm.tm.

Microsoft Teams Booklet

Parents & Students

Introduction:

Using Microsoft Teams! Teams is an online classrcom hub,
where students can chat with their whole class, in groups with
other students, and one-on-one with their teachers. Through
Teams, students can also make video calls.
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- You can edit the file by pressing Editing... Make any changes. Edit the file then press Ctrl S (to save changes)

- You can share the file with people in the Team by pressing the Share button and specifying the people who can
edit

[¥2)
=
3]
[43)

Send Link

People you specify can edit

tﬁte' a name or email address

Add a message (optional)

!

Copy Link

Log out:

B bitariosT (Guest)

Available >
[ set status message
[ saved

53 Settings
Zoom - (o0%) + &3

Keyboard shorteuts
About >
Check for updates

Download the mobile app

Sign out
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