€@ Microsoft Teams Installation

kindly opten the link below and download Microsoft Teams
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app

=. Microsoft | Microsoft 365 Microsoft Teams . Features . Rescurces ~  Plansand pricing  Download Teams

Now stay connected with family and friends with the new features in the Microsoft Teams mobile apyg

. 2 Chat A
Download Microsoft Teams s -

Connect and collaborate with anyone from anywhere on Teams. . Ellis F"'“_"i' _ 1009 AM
Kasper: Hi mom, what is for dinner?

. Amelie Whittle
Download for desktop Download for mobile * Sounds good. Thanks!

A 0 aile Fabia

We recommend you to use the Desktop version of Microsoft Teams.

Click Download for Desktop and run the installation.



@ start & Sign in to Microsoft Teams

M InWindows
MM click Start Start button > Microsoft Teams.

’ On Mac
. Go to the Applications folder and click Microsoft Teams.

G

The company will create a Microsoft 365 username and password and send it to you in your
personal email.

When you start the Microsoft Teams App you should use the Microsoft 365 username and
password to sign in, and select Work or School Account.

After signing in to Microsoft Teams you will redirect to a specific Channel (Class), If you don't see
you should click to Start to Class, Or you can join to the class from the Calendar as
well.

You can switch on the Camera & Mic to let the attendees hear you & see you.

Enter your work, school,
or Microsoft account.



Start using Teams

; < All teams n General Posts Files Class Notebook Assignments Grades Recorded Videos 3 more -
H M H. Ac:d“e:;a :;;tali;‘é.l;-;h‘; t.;f,;_nlf ;Ihis channel. Here's a link.
n Fill | Viirtual Training Evaluation - Demo Session (Aramc...

Demo Session - Saudi Aramco & Raply
a

General MH Mutahar Hasan Yesterday 12:59 PM
E ° Added a new tab at the top of this channel. Here's a link.
‘. ﬂ Fill | Demo Quiz (Aramco)

& Reply

i

Hasan Ahmed has added shadi.aljunaidi to the team.
Hasan Ahmed has added Fahad Alghahtani to the team.

Hasan Ahmed has added Hani Mohammed to the team

e (g (g O

Hacan Ahmad hae addad Hani Abaheani to the foam

If you click the (Teams) icon in the left sidebar you will be able to see the

Chat Logs & Posts.

Class Shared Files.

Assignments

Attendance fomr

And other contents related to the class

+

& Team

54 Meet

@



€© start using Teams

; < All teams n General Posts Files Class Notebook Assignments Grades Recorded Videos 3 mare + # St Meet - @ LG
MH SRS, Ly T VRS
H ® Added a new tab at the top of this channel. Here's a link.
i E Fill | Viirtual Training Evaluation - Deme Session (Aramc...
g
Teams
Demo Session - Saudi Aramco & Reply
General MH Mutahar Hasan Yesterday 12:59 PM
=] ® Added a new tab at the top of this channel. Here's a link.
‘. ﬂ Fill | Demo Quiz (Aramco)
« Reply
g Hasan Ahmed has added shadi.aljunaidi to the team.
& Hasan Ahmed has added Fahad Alghahtani to the team
g Hasan Ahmed has added Hani Mohammed to the team

You can join to the Video Call by clicking s ve -
If you need any assessment kindly contact Al Mashreq Training IT Support.

Tel: +973 17 140 144
email: info@almashregbh.com

For further details about Microsoft Teams App kindly check (Microsoft Teams App Guide) in the below Link:
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7

Click Here


https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7

@ Share Your Screen in Ms Teams

While you are in a Video Call you can share your screen
to show your presentation to all attendees by clicking the
the Share icon (Figure 1)

e (lick the Share icon

e Select the screen you want to share with others

e |fyou need to shre a video with an audio check the
(Include System Audio)

e Once you finish you can stop sharing your screen by O incheke system ko
clicking the below icon s A s

- [ AR ' |

Meeting | Microsoft Teams Microsoft Whiteboard

You may use the Whiteboard to write some notes
using the Whiteboard App in the screen.
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@ Manage the attendees

Invite someone or dial a number &

Currently in this meating Mute all

ﬂ Babak Shammas 21
J’ M) Price Connecting...
o

‘?-l Joshua Vanburen i
L P
% Danielle Booker

Sarah Roach

Mute participant

o= Remove participant

You can see and manage the attendees by clicking the attendees icon in the bottom, you will see the list of attendees.
You may also:

e Mute all attendees

e Mute one attendee

e Remove an attendee from the Class.



@ Add newTab in the Channel

Test Channel (Public Test Team - Project ABC) | Microsoft Teams

L) search Q & Public Test Tea... > Test Chan... =
BTy

= Favarite Conversations Files Wiki T

£ m IMG Microsoft Team & Download criginal emai

ge Reply

Teams Fublic Test Team - Proje... <

'_fJ Ganers n negan@marksaroup.net .,
. Test Channel 2

[-J‘| Test email

Fila This is a test!

e You can see the list of tabs in top of each channel
® you can also add a new tab such as Forms, Videos or Quizess.. etc
e you can click the + icon to add more tabs



@ Add Forms

_ S e s

. Add a tab
ﬂ Zoho Projects > General - ) o
Turn your favorite apps and files into tabs at the top of the channel. bearch

Conversations  Files Wik +

Add a tab
Turn your favarite apps g files into tabe at the top of the channel.

B
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DEEn
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Asana Egnyte Ermpsense w Hoatsuite Intercom MindMeists
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You can use forms for Quizess, Exams or Surveys

e Click + in the tabs

e Search for Forms

* You can add new form or select an existing form.

e the form will be added as a Tab and will be available in the post as well.
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