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Microsoft Teams — Student and Parent/Carer Guidelines

Catholic Regional College Caroline Springs will support students’ remote learning environment by utilising the video
communication tool, Microsoft Teams. Microsoft Teams forms part of the Microsoft 365 suite.

Teams will not replace SEQTA, the College Learning Management System, rather it is an additional interactive
communication platform to engage with learning.

Participation within Teams exerts the same expectations as per all College policies, namely the Student MacBook
Agreement/Laptop Hire Agreement.

A ‘Virtual Classroom Etiquette at CRCCS’ guide is attached, please read over this resource together as parent/carer
and student. To further guide and support learning, the following video communication protocol should be noted:

e Teams is an optional resource for teachers. If your class teacher uses Teams they will send you a ‘meeting invite’
and the meeting will appear in the Teams calendar and as an invitation in Outlook email. N.B.: Homeroom will
now run via a Teams Meeting. Homeroom teachers will schedule an invite for each Homeroom date and time;

e students will not be able to create Teams meetings with each other;

e Teams video communication will only occur during scheduled classes;

e an appropriate location like a study or the kitchen table is ideal for a Teams meeting - not a bedroom;

e be prompt so the ‘meeting’ is timely;

e the purpose of Teams is to guide learning and to focus on learning outcomes, hence it is a formal learning activity;

e if ICT assistance is required, log the issue via email: helpdesk@crccs.vic.edu.au ;

e the structure of the video communication will depend on your class teacher.


mailto:helpdesk@crccs.vic.edu.au

Update — cameras are now enabled

e Dress expectations
o Students will wear appropriate dress — similar to a casual clothes day at school.

e Background expectations
o Students will participate while in an appropriate location like a study or the kitchen table - not a bedroom.
o In choosing a location, consideration regarding what can be seen through the camera will need to take
place.
o Students have the ability to choose a background within Teams.
o If the above is not possible, students have the ability to disable the camera function:
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e the teacher has the ability to remove any student from the meeting who may not follow the above
expectations. This will be followed up via a SEQTA wellbeing notification.

Prior to joining a Teams meeting:

e reply to the SEQTA direqt message to report attendance;
e look over the SEQTA Online Lesson for the corresponding timetabled lesson;
e only relevant learning materials should be open on the MacBook;

e launch Teams via the taskbar or launchpad;



e navigate to the calendar icon on the left-hand side and click into the class ‘meeting’. The meeting will open up
and in the top right-hand corner it will say 'Join';
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e click 'Join"in the top right corner. Another screen will then be presented prior to officially 'joining' the ‘meeting’.
There are three options at the bottom of the image: 'Camera on/off', 'Blur background on/off' and 'Microphone
on/off".

Join now

QJ/ ( ) @ Custom Setup

Camera and Blur can be enable/disabled Set Microphone to off

e Staff may encourage students to enable their camera while using Teams



During a Teams meeting

e signal a question via the 'chat' function. Teachers will then encourage students to unmute themselves
when they need to ask a question; \

e theteacher hasthe ability to remove any student from the meeting who may not demonstrate appropriate
behaviour. This will be followed up via a SEQTA wellbeing notification.

Ending a Teams meeting:

e at the conclusion of the meeting teachers will ask students to disconnect from the meeting by hanging up;

e continue the lesson and learning activities as directed by the teacher or finish the lesson if the Teams
meeting was a plenary.



‘Teams’ collaboration space within Microsoft Teams (Update)

Meetings within the Calendar have successfully taken place during remote learning between staff and
students. It has also been successfully used for parent teacher interviews.

Microsoft Teams functionality at Catholic Regional College Caroline Springs is now extended to the ‘Teams’

o8
ul collaboration space within Teams.

Like SEQTA forums, the ‘Teams’ collaboration space within Microsoft Teams provides an alternate collaboration platform
with your class and teacher. It creates a dynamic environment in one space for your class to share ideas, learn and create.

The table below provides a list of features and commands possible within Teams (a visual Quick Start Guide is also

attached in the appendices):

A team is a collection of people, conversations, files, and tools—all in one place. Your class

Teams
. 00a .
can be a Class Team. Click %" to see your teams. In the teams list, drag a team name to
reorder it.
Teams
Y team:
CRCCS Demo Classroom ICT Demao Classroom
Channels Every team has channels. A channel is a discussion in a team, dedicated to a department,

project, or topic. Select Teams ®5 and choose a team. Pick a channel to explore Posts, Files,

and other tabs.
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Analysing and Presenting Argument
Channels >
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Start a
conversation with
the whole team...

Select Teams gﬁg" pick a team and channel, write your message, and click = Send.

Start a
conversation with a
person or group...

Launch a one-on-one or small group conversation. Click New chat , type the name of

the person or group in the To field, write your message, and click B Send.

Reply to a post Channel posts are organized by date and then threaded. Find the thread you want to reply
to, then click Reply. Add your thoughts and click Send B
< Reply
@mention To get someone’s attention, type @, then their name (or pick them from the list that
someone

appears). Type @team to message everyone in a team or @channel to notify everyone who

favorited that channel.

Stay on top of

Click Activity n on the left. The Feed shows you all your notifications and everything

things that's happened lately in the channels you follow. To set up notifications for a channel,
choose ... next to the channel name, then Channel notifications.

Share a file Click Attach € under the box where you type messages, select the file location and then
the file you want. Depending on the location of the file, you'll get options for uploading a
copy, sharing a link, or other ways to share.

Work with files Click Files ﬂ on the left to see all files shared across all of your teams. Click Files at the

top of a channel to see all files shared in that channel. Click More options ... next to a file to

see what you can do with it. In a channel, you can instantly turn a file into a tab at the top!

Add an emoji,
meme, or GIF

Click Sticker under the box where you type your message, then pick a meme or

sticker from one of the categories. There are also buttons for adding an emoji or GIF.

Search

Search for specific items or people, take quick actions, and launch apps. Type a phrase in the
command box at the top of the app and press Enter. Then select the Messages, People, or

Files tab. Select an item or use the filters to refine your results.

- > & Q_ Search Ca(ho!\c Regiona

Get help in Teams

Click Help on the left, then choose Topics, Training, or What’s new. In help, browse the tabs

or search for a topic you’re interested in. Furthermore, email helpdesk@crccs.vic.edu.au




m Microsoft

Microsoft Teams

Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels Start a new chat Use the command box Add tabs Manage profile settings
Click one to see the files and Launch a one-on-one Search for specific items or Highlight apps, services, and Change app settings,
conversations about that or small group people, take quick actions, files at the top of a channel. change your pic, or

topic, department, or project. conversation. and launch apps. download the mobile app.

Move around Teams

Use these buttons to switch
between Activity, Chat, your
teams, Calendar & Files.

Search or type a command

v R h and Develop t Posts Files Wiki Mark 8 Project Plan powersl._ Megan Bowen
Change picture

Nestor Wilke 3/26 432 Al
@ Availabl
0 Weekly Sync vailable >

4 set status message

b

Teams

Your teams

é

u Mark 8 Project Sync

General

View and organize teams

Oceurs every Monday @11:30 AM [ saved

Click to see your teams. In Design © Reply {3 Settings
o Digital Assets Web
the teams list, drag a team G'g‘tﬂMis:’:P‘e R - -
. o to Market Plai atti Fernandez /26 4 Zoom - (@%)
name to reorder it. —— Manage youn team .-, Hiteam! This site is the be is team site for doc repository, meeting
Add or remove members, discussions, and any tesm A dld] files oo
eyboard shortcuts
See your calendar B oo veret create a new channel, or freeiEn i e bt et people view a file or About >
. & Reply .
Click hedul General get a link to the team. work on it together. Check for updates
ick to see your schedule Monihly Reports
.. . ' Lidia Holloway /25433 AM Download the mobile app
and join meetings. a - o Here are the design proposals for the Mark 8 copter.
— Sign out
General [@:| Mark 8 Pilot Program.pptx
NC460 Sales
Collapse all
Hidden teams ‘.ﬁ Lee Gu A
WS  Looks good. | made some changes to the propeller housing based on discussions in our meeting yesterday.
e Megan Bowen 3/26 433 AM
Yo Have we made a decision on the chassis colors?
O Nestor Wilke 33 AM Reply
@ Current plan of record is silver and matte . + schemas as opticns for the three
different model releases. Your message is attached
< repy @ to a specific conversation.
Lidia Holloway AM 3
' . lam having so much fun with the protatype. Check out this overhead view of my house.

Join or create a team

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

Compose a message

Type and format it here. Add a
file, emoji, GIF, or sticker to
Access your apps -—Q liven it up!
Find apps added for your

teams or your personal use.

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

&’ Join or create a team & A 0 OB B S Q B




Microsoft Teams

In Windows, click Start 8l > Microsoft Teams.
On Mac, go to the Applications folder and click Microsoft Teams.
On mobile, tap the Teams icon. Then sign in with your Microsoft 365 username

and password. (If you're using Teams free, sign in with that username and
password.)

B® Microsoft
Sign in
Fma\l, phone, or Skype

No account? Create one!

Can't access your account?

Start a conversation

With the whole team... Select Teams £33, pick a team and channel, write your
message, and click Send =

With a person or group... Click New chat E type the name of the person or group

in the To field, write your message, and click Send .

Start a new conversation, use @ to mention someone

A O BB -

Pick a team and channel

A team is a collection of people, conversations, files, and tools—all in one place.
A channel is a discussion in a team, dedicated to a department, project, or topic.
Select Teams 235 and choose a team. Pick a channel to explore Posts, Files, and

other tabs.

Teams Y B Research and Development posts Files Wiki  Mark 8 Project Plan
Your teams Nestor Wilke
3 Weekly Sync
- Mark 8 Project Team
ﬂ Mark 8 Project Sync
General Occurs every Monday @11:30 AM
Design « Reply

Digital Assets Web

Patti Fernandez

Hi team! This site is the best place to collaborate on a
discussions, and any team meetings. Welcome everyo

Go to Market Plan

[ )

Research and Development

- Sales and Marketing

General

4 replies from Patti, Lee, Lynne, and Nestor

< Reply

Start an impromptu meeting

Click Meet now 34 under the area where you type a message to start a meeting
in a channel. (If you click Reply, then Meet now =4, the meeting is based on
that conversation.) Enter a name for the meeting, then start inviting people.

Gt Meeting ended: 19m 295
« Reply

Start a new conversation. Type @ to mention someg




Microsoft Teams

Make video and audio calls @mention someone

Click Video call 3 or Audio call % to call someone from a chat. To dial a To get someone’s attention, type @, then their name (or pick them from the list
number, click Calls % on the left and enter a phone number. View your call that appears). Type @team to message everyone in a team or @channel to
history and voicemail in the same area. notify everyone who favorited that channel.

ﬂ Noah McCormick

R lient had some changes to our design for the J

make those edits before our Wednesday clien

Dwight Nesmith
dwight@northwindtraders.com

o ‘JGSh Nestor s include a section about the buy one get one
josh@northwindtraders.com »d for August but she mentioned she got the k
& Adda bot
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Reply to a post Add an emoji, meme, or GIF

Channel posts are organized by date and then threaded. Find the thread you Click Sticker [& under the box where you type your message, then pick a meme
want to reply to, then click Reply. Add your thoughts and click Send E= . or sticker from one of the categories. There are also buttons for adding an emoji
or GIF. —
I Popular Search Q

3 Office Drama Popular stickers and memes
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Microsoft Teams

Stay on top of things

Click Activity L1 on the left. The Feed shows you all your notifications and
everything that's happened lately in the channels you follow. To set up
notifications for a channel, choose ... next to the channel name, then Channel
notifications.

Feed *

@ Megan Bowen 7727 8%
Added you to the team Contoso HR

Add a tab in a channel

Click by the tabs at the top of the channel, click the app you want, and then
follow the prompts. Use Search if you don’t see the app you want.

Add a tab X
Turn your favorite apps and files into tabs at the top of the channel. Seards Q
Tabs for your team

BEOEER S

Document ...  Excel Forms OneNote Planner Power BI

CLDEE

PowerPoint SharePoint Stream Website Wiki Word

Share a file

Click Attach 7 under the box where you type messages, select the file location
and then the file you want. Depending on the location of the file, you'll get
options for uploading a copy, sharing a link, or other ways to share.

Recent

Browse Teams and Channels

» & O

OneDrive

Upload from my computer | @ to mention someone

éy@k@)@@@

Work with files

Click Files [] on the left to see all files shared across all of your teams.
Click Files at the top of a channel to see all files shared in that channel.
Click More options ... next to a file to see what you can do with it. In a
channel, you can instantly turn a file into a tab at the top!

- Open in SharePoint
Move

Copy

Download

2 F D

N
T
Delete
=9 P =} Rename
& Getlink
By

Make this a tab
 —

e
Mark 8 Pilot Program.pptx

[ ] Mark 8 Performance chartxlsx



Microsoft Teams

Search for stuff Add apps

Type a phrase in the command box at the top of the app and press Enter. Then Click Apps 5 on the left. Here, you can select apps you want to use in Teams,
select the Messages, People, or Files tab. Select an item or use the filters to choose the appropriate settings, and Add.
refine your results.

Messages  People  Files

From v Type v More filters v

+ .
83 Join or create a team @

u Isaiah Langer 3/26
=" .. volunteer to help with the International
Marketing Campaign. | lived abroad for a
few years and wanted to ...

Conversation with Isaiah Langer N e Xt S t e p S W | t h
@ Miriam Graham 3/26
Great job team! The latest campaign was a .
great success - you all did an awesome job. M | C rO S Oft Te a m S
Sales and Marketing / General
See what’s new in Office

G et h e | p | n Te a m S Explore the new and improved features in Microsoft Teams and the other Office

apps. Visit https://go.microsoft.com/fwlink/?linkid=871117 for more
information.

Click Help on the left, then choose Topics, Training, or What's new. In help,
browse the tabs or search for a topic you're interested in. Get free training, tutorials, and videos for Microsoft Teams

Ready to dig deeper into the capabilities that Microsoft Teams has to offer?
Visit https://go.microsoft.com/fwlink/?linkid=2008318 to explore our free
a Help Topics Training What's new About training options.

Send us your feedback
< W Search help Q Love Microsoft Teams? Got an idea for improvement to share with us? On the
left side of the app, click Help @ > Give feedback. Thank you!

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.
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	Ending a Teams meeting:

