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~ | Goals of this training

Creation of a Professional
Working Community

2. Schedule and conduct
meetings

3. Create a VCL structure in
MS Teams
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1. Introduction

Work environment has changed

* Hierarchy and Strict Processes -» Agility
* Quantity -» Quality

* Business-as-usual --» Innovation

* Individual --» Groups

)

M Co-funded by the
il Erasmus+ Programme
of the European Union

)

valeu-x |




- 1. Introduction

Office 365: Complete Group Collaboration Solution

ot

Email and Create, edit and
Schedule call share content Chat Connect
Meetings
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2. Team Settings

Team

A team is a group of people gathered to get something done in
your organization (,Learn about teams and channels®, n. d.).
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Search Q © Northwind Traders > Deve

2. Team Settings

Conversation Files  Wiki  Planner —+

@ Cecily De Crum 11:00 a
©  Thisis the latest budget ¢

General
ﬂg 160724-WinterC
Customer Accounts

Development < Reply

Teams kst

Daphne Knowles

Social Media L ‘?. Can someone please poi

» Teams are overall group of et

32 more channels

e} Miguel Silva 11:16
@ There's still quite

people working on a project D | g

»They can range in size from a o e
small learning community to a B rourh Cffe ' o
large organization

Fun stuff 0O¢ Join
Marketing

Daniela Madera
Weekly Specials L @ Setting up some

Marketing revie
Thursday, 15th @ 1(

Source: 4 more channels
https://www.microsoft.com/itshowcase/blo
g/wp-content/uploads/2017/03/Microsoft-
Teams-channel.png Louisa Cain

® Miguel, Corey, I'
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2. Team Settings

Join or create a team

> TeamS can be Created by adding Create a team Join a team with a code
members individually, by email aliases
or via security codes

Creating Teams

Enter code

Bring everyone together and get to work! Got a code to join a team? Enter it above.

» A default channel named General will be
created

Select a team type

8 =

Class Professional Learning Staff

Discussions, group projects, Com munlty (PLC) School administration and Clubs, study groups, after school
assignments development activities

Educator working group
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2. Team Settings

Different Team Types

» Class: suitable for discussions, group
projects and assignments

— ideal for teachers & students

— each class team is linked to its own
notebook

> Professional Learning Community:
educator working group, e.g. PhD-students

— equal read-write permissions
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Select a team type

[ &0

Class Professional Learning Staff

Discussions, group projects, Commu nity (PLC) School administration and Clubs, study groups, after school

assignments Educator working group development activities

» Staff: Administration of learning communities
— each staff member will have a staff leader
(owner)
- integrated staff notebook
» Other: Study groups, leisure groups and any
other activities
— equal read-write permissions




- 3. Professional Working Communities (PWC)

Create a PWC (step-by-step)
» Choose the team type you think fits best, e.g. PLC or staff

: 'I' Organization

F™ Convarsations B Conversations T Conversatians 3 Conversatians A Comersations T comersaticns T Conversatians A Comersations T comersaticns
Files e Files Files hes
85 Mates i= Holes 1= miotes 1= Hotes 1= hiotes 25 Motes = Hotes 1= hiotes 35 Motes Source_
- - —— —i - . = e - https://powell-software.com/wp-
content/uploads/2020/03/overview-of-
Canpectars =% {onnecto =+ Conneciors =+ Connecions =+ Connectors Cannectars =+ Conneciors =+ Connectors Cannectars .
teams-and-channels-imagel.png
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3. Professional Working Communities (PWC)

» After choosing a team type, name your team and choose a privacy setting

> DireCtIy add people to your team or Sklp thlS Step for R[O)\"All Add people to "Professional Working Community"

Start typing a name, distribution list, or security group to add to your team. You can also add people
outside your organization as guests by typing their email addresses.

Create your team

Staff leaders are owners of staff teams and add others as members. Each staff team allows you to Start typing a name or group

communicate, share important documents, and set up a Staff Notebook to track common
administrative goals.

Name

Professional Working Community

Description (optional)

Department A

Privacy

Private - Only team owners can add members

—> private: Team owner can add people & people
Private - Only team owners can add members can join by code. Team is discoverable in the teams

Public - Anyone in your organization can join ga”ery (|f ena bled)
—> public: Anyone can join without approval from
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3. Professional Working Communities (PWC)

> You're ready to go!

> A general-channel, files section & a staff notebook were created automatically

W General Posts Files Staff Notebook + AU General Posts Files Staff Notebook

Welcome to the team!

mentioning the team name or staff names to start a conversation.

Give your staff a private space for notes
and a canvas for collaboration.

Set up a OneNote Staff Notebook

*
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3. Professional Working Communities (PWC)

» A Staff notebook contains three types of sub-notebooks:

a) Collaboration Space — notebook for all staff to
collaborate, e.g. for Meeting Notes, Tracking progress of
initiatives

b) Content Library — notebook for the staff leader to -

share course materials (read-only for members), e.g. for
policies & procedures, dates & deadlines

Give your staff a private space for notes
and a canvas for collaboration.

c) Staff member notebooks — private notebooks
between staff leader & staff member (leader can  access
them, but members can’t see the other staff's notebooks),
e.g. professional research, feedback, evaluation
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3. Professional Working Communities (PWC) — Best
Practice Example

Professional Working Community -

Department A

» Manage your team settings

> AISO applicable for other team types Members  Pending Requests Channels  Settings  Analytics  Apps

Team picture Add a team picture

2B General Posts Files Staff Not

Member permissions Enable channel creation, adding apps, and more

Guest permissions Enable channel creation

Professional Working Co...

PW

@mentions Choose who can use @team and @channel mentions

Team code Share this code so people can join the team directly - you won't get join requests

Private team

Fun stuff Allow emoji, memes, GIFs, or stickers
Department A

OneNote Staff Notebook Manage notebook sections and preferences

Tags Choose who can add tags

*
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3. Professional Working Communities (PWC) — Best
Practice Example

» Manage your team settings — Member permissions

Wl Professional Working Community -
Department A

Members  Pending Requests  Channels  Settings  Analytics  Apps

Teamipicture () e e v~ Member permissions Enable channel creation, adding apps, and more

Member permissions Enable channel creation, adding apps, Allow members to create and Update channels

(<

Allow members to create private channels

(<

Guest permissions Enable channel creation

Allow members to delete and restore channels

(<

@mentions Choose who can use @team and @ch

Allow members to add and remove apps

(<

Team code Share this code so people can join the

Allow members to upload custom apps

(<

Fun stuff Allow emoji, memes, GIFs, or stickers

Allow members to create, update, and remove tabs

(<]

OneNote Staff Notebook Manage notebook sections and prefer
Allow members to create, update, and remove connectors

(<

L Cheees ol iatde Give members the option to delete their messages

(<

Give members the option to edit their messages

(<
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3. Professional Working Communities (PWC) — Best
Practice Example

» Manage your team settings — generate a team code to make joining your team more easily

Department A

Professional Working Community -

Members  Pending Requests Channels  Settings  Analytics Apps

Team picture Add a team picture
Member permissions Enable channel creation, adding apps, and more
Guest permissions Enable channel creation
@mentions Choose who can use @team and @channel mentions
Team code Share this || + Team code Share this code so people can join the team directly - you won't get join requests
Fun stuff Allow emoj Generate
Note: Guests won't be able to join with a team code

OneNote Staff Notebook Manage notebook sections and preferences

Tags Choose who can add tags
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3. Professional Working Communities (PWC) — Best

Practice Example

» Manage your team settings — create new channels within the settings or via the “three dots“ next to your team

Members  Pending Requests| Channels ||Settings Analytics Apps

Search for channels Q

v Active (1)

Name = Show for me Show for members Description

General
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& Add channel

Last activity

Hide

Manage team

Add channel
Add member
Leave the team
Edit team

Get link to team

Manage tags

Delete the team




3. Professional Working Communities (PWC) — Best
Practice Example

» Manage your team settings — add or delete members, and assign roles (owner, member)

Members ||Pending Requests Channels Settings Analytics Apps

Search for members Q & Add member

v Owners(1)

Name Location

ao Lisa Langesee ATWinf Owner
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3. Professional Working Communities (PWC) — Best
Practice Example

» Manage your team settings — add or delete apps you want to use in your community

Members  Pending Requests Channels  Settings  Analytics || Apps

Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or add a tab in a team channel.

B More apps

Description

Easily create surveys, quizzes, and polls.
OneNote Use OneNote notebooks to collaborate on digital content and share it with your team.
Planner Planner makes it easy for your team to stay organized, assign tasks, and keep track of your progress. Create a new plan so yo...
Power BI Pin Power Bl reports to your channel to start a conversation about your data. With reports and chats in the same place, every...
Praise Send praise to people

SharePoint Add a SharePoint page or list. Lists can be edited. Pages are read only in Teams.

Posts Files Staff Notebook || +

*
*
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3. Professional Working Communities (PWC) — Best
Practice Example

» Choose from a huge variety of (third-party) apps & directly add them as a tab, e.g. Planner

Add a tab Planner About X

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

Planner makes it easy for your team to stay organized, assign tasks, and keep
track of your progress. Create a new plan so you can start getting things
done.

Learn more

Document Excel MindMeister OneNote Planner Tab Name
Library

™ p 5} as)

Power Bl PowerPoint  SharePoint Stream Website Looks like this team has existing plans. Select an existing plan to add it as a tab.

O Create a new plan

Name your plan

@ Use an existing plan from this team

Existing plans v
More tabs

% . a ap% Post to the channel about this tab

adam.ai AgilePolly Aktivlearn aulaPlaneta Avochato
Plus
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3. Professional Working Communities (PWC) — Best
Practice Example

»> Planner makes it easy to create an overview of deadlines, tasks and your progress

Planner About X

Posts Files Staff Notebook|| Deadlines ~|| -+

Planner makes it easy for your team to stay organized, assign tasks, and keep
track of your progress. Create a new plan so you can start getting things
done.

BH Board B Charts Schedule

Learn more

To do Add new bucket

O© Create a new plan

Tab N
bl + Add task

Name your plan

@ Use an existing plan from this team
O Enter a task name

Looks like this team has existing plans. Select an existing plan to add it as a tab.
Existing plans v

Set due date

o+ v
: = Assign
Post to the channel about this tab

Add Task

*
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3. Professional Working Communities (PWC) — Best
Practice Example

> E.g. add your company‘s website as a tab for a quick access

About X
@ Website

Tab name

Website

URL*

Paste your link here

*Make sure you're only linking to sites that start with 'https://' and contain trustworthy web content.

That way, you and your team can stay secure.

Post to the channel about this tab
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4. Create a VCL structure

New rubric

Title

> Research

Description

Here you will find the requirements for achieving certain grading levels.

Grading criteria

Excellent Good

Your solution needs to All criteria were All criteria were discussed
cover: excellently fulfilled. but too superficially.

- his early life

- his scientific findings

- scientific resources

100
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/ Points

Fair Poor

Criteria were discussed Two or more criteria were
but not in depth and/or missing.
one criteria was missing.




5 . Calendar > Add dates > Calendar only available if you have

> Schedule meetings/live events an Exchange Online License (e.g. A1)

» Not for users with free accounts or

> Join meetings directly
guests

Activity

Calendar Q4 Meet now 4+ New meeting

[ Todqay < > May 2020 & Work week

ws 26

Tuesday

ASS\_C}ET ments

Calendar

$

ol
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6. Schedule meetings/Live-Events

» Go to the calendar
. — upper right corner

» Schedule a new meeting or create a live event (larger audience & moderated)

a4 Meet now + New meeting v

G4 Meet now -+ New meeting

Schedule meeting

@) Live event

Co-funded by the
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6. Schedule meetings/Live-Events

New meeting Details Scheduling Assistant

> Meetings can be set
up for one-time or as
recurring meetings

Time zone: (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna

> For recurring lAdd title
meetings: you can
add a start & end Add required attendees + Optional
date
» Add a specific May 26, 2020 May 26, 2020
channel to show the
affiliation 0]8 the Does not repeat -
meeting

Add channel

> Add required &

optional attendees
Add location

B 7 Q %‘ L‘E" A pA Paragraph

Type details for this new meeting
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6. Schedule meetings/Live-Events

> Attend a meeting by:
» Joining via link
» Joining via calendar
» Joining in a channel

Marketing mesting m
(&) Copy Review 01:13 Microsoft Teams Meeting Ge

&% i everyone. Thanks for mesting up; can we start a thread in tiis meeting &2 take minubes but akss o tradk changes
i the: copy that need to be made? Let's start screen sharing o view the doc

]
B2
lencas

Ca

Peliliom Jamsn 1200 pm

* %0, it looks ke there needs to be a grammarspelling pass on this doc at the very least. | looked through really Source:
quickly nd foumd 2 couply typos, https://support.content.office.net/en-us/media/6d2bd9ee-ee7c-
Mduiions Marcar 1202 gm 4a78-b450-16dabb43b2a3.png

@ M=o, 3 lot of these tagines and ad copy need bo be updaied to reflect semternce case, not tile case.

- Ragly

(<}

Source:
https://support.content.office.net/en-us/media/18ea9fc8-979d-
f30-95c0-998b4ca3eaca.png
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6. Schedule meetings/Live-Events

03 Show device settings

E Show meeting notes

> Take meeting notes
» Join a meeting & click on the three dots

I Enter full screen

> Start taking notes of the meeting % Show background effects
> Note: Only available in meetings with no Turn on live captions (preview)

more than 20 participants

» You will find the notes after the meeting in
the channel where the meeting took place

i Keypad

@© Start recording

» Each meeting in the same channel o> End meeting
becomes a new section in the notes o ahend and start taking 2 TuM offincoming video
(OneNote) ELE] 22te:!q aking

=
Notes you take are shared with rJ oo @ a
others and are accessible before,

during, and after the meeting.

Take notes
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6. Schedule meetings/Live-Events —

. @ End meeting
> Record a meeting

> Join a meeting & click on the three dots
» Start the recording

» On the left side of the bar, a red recording point
will appear & indicate that the meeting is being © ovs0 gl L [p] e
recorded

> Stop the recording the way you started it (three
dots -> stop recording)

> You will receive a message in the chat when the
upload on Microsoft Stream was successful

(Z4 Turn off incoming video

Meeting
Recordec

Chat Recent Contacts Y/ Open in Microsoft Stream

o< Share
Meeting

Recorded by: Lisa Langesee @ Getlink

04 Meeting ended 1m 10s  4:33 PM
Recent
Meeting with Lisa Langesee

Meeting with Lisa Lange:
9 J
Recording is ready
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6. Schedule meetings/Live-Events

I New live event

» Live-events are live broadcasts
designed for a larger audience ; T SO G T

@ . To invite attendees, copy the link once you schedule the live event, and publish it or send it in a
calendar invite. Learn more

» They are moderated and more
structured

Invite people to your event group

» Main purpose: one-to-many

Invite presenters

communication
Location Organizer
> After setting up the event: share & oy ke
publish the link to the attendees —
you can share the link via the May 26, 2020 May 26, 2020
calendar entry of the live event

B 7 U S % A WM Paragraph I, < >

Provide info about the live event

> Note: you need at least an Enterprise
E1 or an A3 license to create a live
event + different links for presenters
& attendees

Invite attendees
To invite attendees, copy the link and share it or send it in a calendar invite.

@ Get attendee link @ Learn more

*
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6. Schedule meetings/Live-Events

New live event

> Make further Settings Live event permissions
» Regarding permissions on who can o People and groups

WatCh the |IV€-event Only the specified peaple and groups can watch the live event.
» Decide how you want to produce the orgvide

eve nt (Vla TeamS or eXte rnal dGVlceS) Everyone in your org can watch the live event. (Sign-in required)

» Note: once a live-event ends, it can‘t
be restarted — you need to create a The loe eventuill e open to anyone. Use when most o he attendees
neW One (neW InV|tat|On are outside your org. (No sign-in required)
link!)

How will you produce your live event?

@ Teams

You plan to use Teams to share content from presenters' webcams and screens.

Recording available to producers and presenters

Recording available to attendees (7)
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6. Schedule meetings/Live-Events

» Moderator‘s view (step-by-step)

® Test 00:11 0attendees (EEENLD Need help?

Join as a producer

Test

Queue Live event

Add video or content from below The live event hasn't started

Join now

(A4 @ z @ £33 Beats Studio® von Lisa-M...

Other join options

= Add a room & Attendee

Share
Turn on your video if you're planning to
speak in the live event. Mute all

Lisa Langesee W )Q/
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6. Schedule meetings/Live-Events

»> Moderator‘s view (step-by-step)

. — choose what you want to share with the audience (share-button)

& wicrosaft Teams ot

View Vindow_1eip

Lisa Langesee's desktop

QR E & @ T 4 0%EE FL2I M4 Q=

{and your queue) to your attendees.

10. To queue another video feed, you'll need other presenters 1o join the event, Their feeds will show up on
the bottom of your screen.

Notes:

sharo

. prosucers can screens
Mk 0o 1N 1o overt 13 is i o1 1S potental contict

KA 0N

1 you are producing your event from an audiorium and there's an in-room audience whose reactions
(taughter, Capping, e(c) you want captured n the ive even, you can turn of noise cancelation. Just
saet d than tum off pana.

12. To askca presenter to oin a ive event, solect Participants ' _and find the person you want to jin i
You aiready nvied them, their name wil be in the is i search for them.) When you find

Was this information helpful? No

Co-funded by the
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@
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9
|
&
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e
ai
wil
Q)
Q
=

1
L

Live event

(and your queue) 10 your attendees.

10. To queue another video feed, you'll need other presenters to join the event. Their foeds will show up on
the botiom of your scroen
Notes:
= Upto ton preserters or producers (nckuding you) can share video orcontant # .

= 1your conent s e, scroans
Mk 6t 3116 st 104 4 dwivs o s pesaial eoefiet

1. you are producing your event from an auditorium and there's an in-room audience whose reactions
(augter, clapping, efc.) you war Jred i the five event. you can tum off noise cancelation. Just
slect 0 the co s ne.

12. o ask a presenter to join a llve event, select Participants ™5, and find the person you want to joi 0f
you akeacy invited them, thelr rama wil be in You can search for them.) When you find

Was this inormation neltu?  Yes  No

€ . V00 GLffRENOCPRPEE 5 Ja "

Click Start to go live to
attendees.




6. Schedule meetings/Live-Events

Once you start, you can't stop and restart. The event can last up to 16 hours from start
time and attendees will watch at a 10-20 second delay. Learn more

Cancel Continue I

»> Moderator‘s view (step-by-step)
® Test 02:35 0attendees ( LIVE Need help?

Queue Lisa Langesee's desktop Live event Lisa Langesee's desktop is live

& Wicrosoft Teams Edi s Window Help = = & Wicrosoft Teams Eat_View Window Helo DA BN BoCINEY - e T RN

{and your queue) o your attendess.

Their feeds wil show up an

10 Toa d, you'l - Theirfoeds wil show up on
the bottom of you

Notes:

Make soro that i avert 64 s o o hs plenal conlc

@

1 U
Al

EEER.I0BCE A JALF

=

Ifyou are producing L itorium and there’
faughter, e etc) ptured in te five even, canceliation. Just
dthen tu o derico sottings pane

1. Hyou e producing your event from an auditorium and there's an in-room aucience whose reactions
Gaughter, clapping, etc.) you want Capiured in the ive event, you can tum off noise canceliation. Just
i d then tum of 7 he device settings pane.

12, To ask a prasentar to jon  Ive evant, seloct Partcipants ', and fd the person you want tojol
‘You aleady nvited them, thei name vil be i the st 1 not, you can seerch for them) Whe you find

12. To ask a prasentar fo o a live event, salect Participants ™ d the: person you want to join {1
you already invi * ‘search for them.) When you find

€ . )J0h GEEFfRRELNCOPCE A YA

= _Wen s

Wes this information helpfur [ ¥eal ! [Ne|
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7. Tips & Hints e
&

Chat with participants

> If you have overlapping meetings in your calendar, the “Join® button won‘t be Join online
available — you can still join by right-clicking on the event & selecting “Join online”

» The Teams calendar will show you events which were scheduled in Teams, Accept

Exchange, or Outlook _
Tentative

» If you add a channel to a meeting, everyone in the channel can see it and join the
meeting Decline

» You can add a specific file as a tab — needs to be uploaded in the files section
first e X

> You can add bots and interact with them in channels or chats, e.g. Kayak for flight
information

» Add a Wiki tab to a channel to collect & re-use knowledge

> Planner: set up buckets after adding tasks to keep things clear & add labels to
tasks to sort similar tasks

> Live-event: up to ten presenters can share their content at once
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8. Exercise

Source: https://www.youtube.com/watch?v=YmmswrQSKgU
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valeu-3¢

Virtual Albanian European
Universities ¢ ange

Thank you for your audience!
Any questions?

www.valeu-x.eu
Co-funded by the
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»Wissen schafft Briicken.«

Mattis.Altmann@tu-dresden.de
Lisa-Marie.Langesee@tu-dresden.de
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" Sources

Learn about teams and channels. (n. d.). Retrieved on May 26th 2020, from https://support.office.com/en-us/article/learn-
about-teams-and-channels-5e4fd702-85f5-48d7-ae14-98821a1f90d3

https://de.smiletemplates.com/free/powerpoint-infographics/0.html (Infographic templates)

What is Microsoft Teams and which type should | use? - ask.PLCSCOTCH. (n. d.). Retrieved on May 26th 2020, from
https://ask.plcscotch.wa.edu.au/faq/209120
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