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Microsoft Teams | Teaching with Teams 
This guide provides an overview on various features and tips for using Microsoft Teams. The aim of this guide is to 
enable educators to get the best use of Teams for teaching purposes.   
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Teaching with Teams | General 
 

To access Microsoft Teams online 
 

1. Open a browser and navigate to portal.office.com. Login with your Maynooth University credentials (email 
address and password).  
 

2. Select the Teams app from the list of Office 365 suite of apps.  

 
3. Alternatively, go directly to teams.microsoft.com and login. 

 

To access Microsoft Teams app (Recommended) 
 

The Microsoft Teams app provides a better user experience, with additional functionality. To use Teams, Google 
Chrome or Microsoft Edge provides the better experience in terms of browsers, but ideally, whether presenter or 
invitee, we advise the use of the Teams app. The app is available across Windows, Android, Mac OS, iOS and Linux. 

1. If the Microsoft Teams app is already installed on your machine, search the programs list and launch the app.  
 

 
If Teams is not yet installed on your machine, copy and paste the following link into a browser and download 
and install the appropriate app for your device: https://teams.microsoft.com/downloads.  
 
When the app installs and launches delete the username@ad.mucampus.ie address in the username field (if 
present, i.e. if using a MU device) and enter your full MU email address.  

 
 

  

https://login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9a63-4910-a426-35363201d503&redirect_uri=https%3A%2F%2Fwww.office.com%2Flanding&response_type=code%20id_token&scope=openid%20profile&response_mode=form_post&nonce=637240434162317610.MzgwZjEwYzctZDVhMy00ZjQ0LThiNTEtMTdkMWZjN2E5MjkzODk1N2ZiY2MtMzNlOS00MTQwLTgwMzUtZDU1NjI1OWZlZTE5&ui_locales=en-US&mkt=en-US&client-request-id=17379b07-23f6-4146-863f-9d1373a5ba8c&state=aguqwyTBN6TSIXjAPwJYw8HMCb2jTzOrFKaG5nchT2VRG7xZAfs0hkhz9D_UbiE2FtpFTrWAbXZJCUad34Ch19tc7rD5Y7G61CNZgkcwBRnKdmvPaDHn3ra5hcC4OxZt8ms-8Sxph3zB3Hp4s__BqE6p4HpXLaouEFNy_JK-PJcSLmQN2Y_WN1fYKb-PT_vT_okrg0bSLBx_6SEAohYn3O81DW0IOD9F6NP8e8zt3bQKFkSk1aGpvJKGSJ2hMD48FZ9KVN9kSLzdlHpPiNmBGtt2WH42vMlrQRQu_nFZ8mY&x-client-SKU=ID_NETSTANDARD2_0&x-client-ver=6.3.0.0
https://login.microsoftonline.com/common/oauth2/authorize?response_type=id_token&client_id=5e3ce6c0-2b1f-4285-8d4b-75ee78787346&redirect_uri=https%3A%2F%2Fteams.microsoft.com%2Fgo&state=1d05c7d1-a346-4fa5-b242-0cd1040d25be&&client-request-id=14c3530a-2def-478c-b4c7-2776986c03d5&x-client-SKU=Js&x-client-Ver=1.0.9&nonce=516a1c5c-322d-444b-a7be-85fb197aa7f7&domain_hint=
https://teams.microsoft.com/downloads
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Navigating the Teams app 
 

A team is made up of one or more people grouped for a particular purpose, e.g. you may wish to create a team for a 
project, study group, department, class module and/or working group, etc. A team is made up of channels. If you liken 
a team to a folder, a channel would be a subfolder of a team.  

A channel is a subsection within a team. By default, a General channel is created each time you create a new team. It 
is advisable to use the General channel for team-wide announcements and as a type of noticeboard and main 
discussion forum. You may create additional channels within a team per discussion topic, projects, or any other 
distinction which can be made between conversation topics. The purpose of the channel is to focus the conversation, 
files being shared, and work carried out via the channel in question, e.g. a class project, learning objective, Class Q&A 
or module unit.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Access to any saved team posts 

Commonly accessed settings: Amend language (date and 
time format), set theme (dark or high contrast), manage 
priority access, amend the way you receive notifications, 
adjust audio/video settings and make a test call 

Check for Teams desktop app updates 

Sign out of the desktop app 

Search for Messages, People and Files and filter search results. Type / 
or @ in the search field for a list of commands and shortcuts 

Hide a team when you wish to remain a member, but do 
not wish to receive related notifications 

View team owners and members, review pending 
requests to join the team, view and amend team 
channels (set channel moderation preferences), edit 
settings (add team picture, amend member and guest 
permissions, generate a team code, etc.), review team 
analytics and add/remove team apps.  

Add a channel to the team: General channel comes with every team and cannot 
be deleted. Add further channels per discussion topic, project, or other 

Add a member: Team Owners may add other owners, members, or guests. 
Members may make a request for a new member to be added to the team, but 
a team owner must approve the request.  

You may leave a team at any time. However, if you leave the team and wish to 
be re-added, an owner must add you once again.  

Edit the selected team name, description, privacy (never 
create a public team, all teams must remain private) and 
team picture.    

Get a link to the team to access the team via a browser, 
or to provide someone with access to a public team    

Create or amend tags: Tags are created to contact a subset of people within a 
given team, quickly and easily 

Only team Owners can delete a team: it is recommended 
that each team should have a minimum of two owners 
but not everyone should be an owner, i.e. you don’t 
want many users to be able to delete a team and yet you 
want to have a second owner in case the primary owner 
is unavailable to admin the team 

View all team activity: 
notifications, mentions, etc. 

Have a one-to-one or one-
to-many chat outside a 
team 

View your calendar and 
organise online meetings 

View and edit your files 

Team 
options 
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Set your user presence and status message 
 

Your user presence in Microsoft Teams indicates your current availability, according to entries in your calendar (In a 
meeting), and/or whether you are on a Teams call (In a call, Presenting). In many cases, this status will update 
automatically to ‘Busy’ or other. However, if you wish to amend this status manually: 

1. Open Teams, select the user icon in the top right-hand corner and amend your status accordingly. If you wish 
to change this back to the original status, select your user icon once again, select the status drop-down menu 
and then Reset status.  

 

2. If you also wish to set a status message, select Set status message from the menu (as shown above), insert 
the required text, set the duration of time the message should be displayed and select Done.  

 

  

Available: You are active and available in 
Teams.  

Busy: You are busy but do wish to have 
notifications appearing on screen. 

Do not disturb: You are busy and do not wish 
to have notifications appearing on screen, e.g. 
if you are sharing your screen.  

Be right back: You are temporarily unavailable 
via Teams. If your computer is inactive for 15 
minutes, your status changes from Available to 
inactive. After 30 minutes, your status changes 
to ‘Away’ 

Appear away: You are busy at a particular task, 
and do not wish to respond to notifications 
immediately.  
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Keyboard Shortcuts  
 

Several shortcuts are available for use in Teams, to enable you to more easily navigate the application using your 
keyboard. To access a list of available shortcuts:  

1. Select your user icon > Keyboard shortcuts 

 

An example of these keyboard shortcuts is displayed below: 

 

  
Microsoft guide for Mac OS: Keyboard shortcuts for Microsoft Teams 

https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2#PickTab=macOS
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Check for updates 
 

The Teams web app is updated weekly, and the Teams desktop app is updated every two weeks. This update 
process is usually completed automatically, however users can also manually download updates at a time that 
suits them. To do this: 

1. Select your user icon and Check for updates from the menu 
 

Make a test call 
 

It is advisable to make a regular test call to ensure your camera, microphone and speakers are operating as expected. 
To do this: 

1. Select your user icon from the top right of the Teams app and select Settings from the menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select Devices from the menu on the left and then Make a test call 
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3. The Test Echo call will start, and you should hear the message “To test your call quality, record a short message 
after the beep. Your message will then be played back to you’.  
 

4. Once you record a short message and this is played back to you, you should hear the message “If you are 
happy with the quality of your message then you have configured teams correctly , if not, check your device 
settings and try again” 
 

5. If everything is working as expected, you should see the following once the Test Echo call has ended.  

 
6. If a fault has been detected, this will be indicated above. Select Go to device settings and select an alternative 

option from the menu, e.g. if your speaker indicates a problem, select Go to device settings and choose a 
different option from the menu. 
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Search Tips 
 

Use the search field at the top of the Teams app to search for messages, files, people and more. Simply type a person’s 
name or file title (or part thereof) in the search bar to be presented with a list of possible results. However, to speed 
up your search, see the following quick tips:  

 

• Type / in the search field for a list of shortcut commands, e.g. type /testcall to immediately start a test echo 
call to test your microphone, speaker, and camera 

• Type your search word or phrase within quotation marks to get search results for that exact match only, e.g. 
“Semester 1 Assignment” 

• If you are looking for a file that was edited recently but you aren’t quite sure of the title, enter the following 
into the search bar and select Files: LastModifiedTime = today or LastModifiedTime = “this week”. This will 
present the relevant file results, which you can then further filter if required. Further search options include 
yesterday, “this month”, “last month”, “this year” and “last year” 

 
 

• Use + or AND to further specify your search criteria, e.g. Assignment + September, this will return all search 
results (Messages, People and Files) that match both search criteria provided 

• Type Ctrl+F followed by a search word to find relevant content in the current location only 
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Organise your Teams dashboard 
 

To place your teams in a preferred order on your dashboard: 

1. Select a team and drag and drop into the desired position on your Teams dashboard.  

 

Hide a team 
 

If you wish to hide a team from your current view to declutter your Teams dashboard view: 

1. Select the More Options next to the team in question and then select Hide.  

 
2. This team will then appear in the Hidden teams section of the Teams dashboard.  

 

  

Your active teams 

Your hidden teams 
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Archive a team 
 

If at the end of the academic year, you wish to archive one or more team to which you have access: 

1. On the Teams app dashboard, select Settings > Manage teams 

 
2. Select the More options icon (three dots at the right of the team you wish to archive). 

 
3. Select Archive team (left). Select the checkbox for Make the SharePoint site read-only for team members 

and then Archive (right).  

 

Further Training Material 
 

1. At any point while using the Teams app, select Help > Training. This menu provides access to excellent up to 
date videos and training material from Microsoft.  
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Teaching with Teams | Working within your class team 
 

Moodle Course Spaces 
 

Moodle course spaces are automatically created in Moodle for all subjects and modules offered by the university in a 
given academic year. There is one space created for each subject, but to facilitate multiple teaching, there may be 
multiple spaces created for a given module. Each instance of a module runs over a given period (Semester 1, Semester 
2, Summer, or Year-Long), and some instances are sub-divided into class groups. A Moodle course space is created for 
each unique combination of module code, semester, and group. 

Students are automatically enrolled into their appropriate Moodle course spaces. Lecturers are assigned to Moodle 
course spaces by their departments. Different departments choose to manage this process in different ways, your 
departmental administrator will be able to advise you on your department’s practices. 

 

Class Teams 
 

A special academic-type Team is automatically created in Microsoft Teams for each course space in Moodle. The 
membership of these Teams is synchronised with Moodle. Each user enrolled into a Moodle Course Space with the 
role Lecturer will be added to the matching Team as an owner. Users enrolled in the Moodle Course Space with any 
other role will be added to the matching Team as Members. 

 

Navigation within a team 
 

 

 

 

 

 

 

 

 

 

 

  

To return to the Teams dashboard 

All channels will be displayed here 
See Team Options above 

Access current channel files here 

Use tabs to add shortcuts to files and apps 

Define how you receive channel 
notifications and how regularly 

Set channel moderation preferences 
and view channel analytics  

Get an email address for the selected 
channel so that you can email 
information directly into the channel 

Get an URL link to the channel to 
reference in another channel or via an 
email or other View channel files in SharePoint 

Microsoft guide for additional information: Choose a team type to collaborate in Microsoft Teams 

https://support.microsoft.com/en-us/office/choose-a-team-type-to-collaborate-in-microsoft-teams-0a971053-d640-4555-9fd7-f785c2b99e67
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Adding Moodle app to your team 
 

Any module teams of type class, that have been imported directly from Moodle will automatically display the Moodle 
app across the top of the General channel tabs. This Moodle app will provide direct access to the Moodle module in 
question.  

 

However, if you create a team from scratch, even if this team is created as type class, the Moodle app will not 
automatically be available, therefore you will need to add this if you wish to link a Moodle modules to your team. 
Adding the Moodle app to your team, provides a single-entry point for students for all their course materials and 
online classes.  To do this: 

1. Open the team in question and choose a channel in which you wish to display the Moodle app. Select the + 
icon to add an additional tab.  

 
2. Search for and select the Moodle app.  

 
3. As there are no Moodle modules associated with the newly created team, the following may be displayed.  

 

However, within seconds the below screen will be displayed. Select Login to Office 365.  
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4. Once logged in, you will be prompted to select one of the Moodle modules to which you have access.  

 
5. Select a Moodle space and then Save.  

 
 

Change the name of the tab if required 
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6. This Moodle space will then be displayed as an additional tab within the selected team.  

 

Add other apps to your team 
 

Tabs in teams allows an owner or member of a team to make a file, website, or other app easily and quickly accessible 
alongside the ‘Posts’ and ‘Files’ Tabs, e.g. if you wish to highlight an important document or share a YouTube video 
with students, add a tab to the document and/or video to ensure the content is readily available and easily accessible 
to all students who are members of the team in question.  

1. Open the team in question and choose a channel in which you wish to display an additional app. Select the + 
icon to add an additional tab.  

 
2. Select the required app from the list of available apps or search for a specific app.  
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Add a member to a team 
 

1. Navigate to the relevant team, select More Options > Add member.  

 
2. For a team of class type, choose whether you wish to add a Student or a Teacher. Once this selection has been 

made, enter the full email address of the new team member and click Add.  

 

  

Enter full email address here 
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Working with channels 
 

Teams are made up of one or more channels. By default, a General channel is created each time you create a new 
team. It is advisable to use the General channel for team-wide announcements and as a type of noticeboard and main 
discussion forum. You may create additional channels within a team per discussion topic, projects, or any other 
distinction which can be made between conversation topics. The purpose of the channel is to focus the conversation, 
files being shared, and work carried out via the channel in question, e.g. a class project, learning objective, Class Q&A 
or module unit.   

It is possible to create a Standard channel which can be viewed and accessed by all members of the current team, or 
a Private channel which can be viewed and accessed by a selected subset of the members of the current team. Only 
those who are already members of the current team, can be added to private channels. It is recommended to only 
create a Private channel if necessary, as there is a limit of 30 private channels per team and it can prove difficult to 
admin the private channels in the background.  

To create a channel 
 

1. Select More options (three horizontal dots next to team name) and then Add channel.  

 
2. Provide a channel name, description (if required), select the required privacy level of the channel (standard 

or private – see information above), choose whether you wish to ‘automatically show the channel in 
everyone’s channel list’ and select Add. If you are a member of a team with several channels and you choose 
to show this channel in your channel list, this means that this channel will be pinned to the top view of channels 
in said team.  

 
3. See channels below: 

 

The checkbox next to ‘Automatically show this 
channel in everyone’s channel list’ was selected on 
creation of this channel, i.e. regardless of the 
number of channels in this team, this channel will 
remain visible. 

Private channel example 

Hidden channel: to show/hide a channel, 
select the More options (three dots next to 
channel in question) and select Show/Hide 
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Post and Format a Message 
 

When posting a message, make sure every post has a descriptive title and if there is a current thread about the topic 
you wish to post, reply to the current thread instead of starting a new conversation.  

 
To start a new conversation 
 

1. Select the channel in which you wish to start a conversation. Select New Conversation at the end of the page.  
 
 
 

2. Use the field provided to type your message and select Send to post to the selected channel.  

 
 

To format a new conversation or a reply 
 

 

 

 

 

 

  

New conversation: starts a new 
conversation thread. If there is 
already a thread on the same subject, 
reply to that thread instead of 
starting a new conversation.  

Announcement: allows you to bring 
greater attention to a conversation 
post, include adding a coloured 
background or image to the headline. 

 

 

Choose to post the same conversation or announcement 
to multiple channels in the same or different teams 

Delete the conversation/announcement Add a conversation subject 

Type your message here 

Select icon for more formatting options – this also allows you to use a carriage 
return without automatically posting the conversation message 

Send: post the conversation or announcement 

Everyone can reply: all owners and 
members of the team can reply to 
the conversation post. 

You and moderators can reply: only 
the person who posts the 
conversation and owners can reply. 

To amend moderator settings: More  
Channel Options > Manage channel > 
Channel settings > Permissions 

 

Attach a file from your Computer, OneDrive or 
Teams 

Meet Now to start an audio and video 
call 
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@ mentions 
 

All owners and members of a team can view any conversation posted to any channel within that team. To direct a 
message to one or more members of the team, use the @ symbol followed immediately by the name of the person 
on said team; everyone in your team can still see this message but it will gain the attention of the person who was 
mentioned. To bring the entire team’s attention to a conversation or announcement, use the @ symbol followed 
immediately by the name of the current team.  

 

 

  

 

 

To edit an existing post 
 

A team owner can edit and delete their own posts and can delete other’s posts also. A team member can edit and 
delete their own posts only. To edit a post:  

1. Select More options next to the post in question.  

 
2. Choose the required option from the menu listed.  
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Create Question Polls 
 

1. Select Messaging extensions (three dots as shown below) and then Forms or if you have used Forms via the 
selected team, select the Forms icon from the menu 

 
2. Enter the question you wish to raise and the possible reply options. Click Next.  

 
3. Choose to Edit or Send the newly created poll.  

 
4. Once the newly created poll is sent to the channel, it will appear as shown below.  

  

Question Poll 

Collected responses 
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Respond to Question Polls 
 

1. Select one of the answers to the question asked (top image below) and select Submit Vote. The results of the 
poll will be displayed as show below (bottom image below).  
   

 
 

Meet Now within a team 
 

To start an instant meeting within a channel, so that anyone within that channel can join: 

1. Open the required Team and then select a channel from the left channel list. Select Meet now from the upper 
right of the Posts tab screen.  

 
2. Change the title of the meeting if required, decide if you wish to turn your camera on, and once ready to start 

the meeting, select Join now. 
 

Question Poll 

Collected responses 
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3. Invite meeting attendees using the Participants panel on the right of the call screen.  

 

Alternatively, invite members of the channel to join by using the Join option displayed in the selected channel.  

 

 

 

Microsoft guide for additional information: Start an instant meeting in Teams  

  

https://support.microsoft.com/en-us/office/start-an-instant-meeting-in-teams-ff95e53f-8231-4739-87fa-00b9723f4ef5
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Schedule a channel meeting 
 

To schedule a meeting/class within a channel, so that anyone within that channel can join, e.g. a regular team or 
project meeting: 

1. Open the required Team and then select a channel from the left channel list. Select Schedule a meeting from 
the Meet drop-down menu.   

 
2. Add a meeting title, include additional participants if required, select the required data and time, choose 

whether the meeting is recurring or not and add meeting details if required. Once you are satisfied with the 
invite, select Send.  
 

 
 

 

Microsoft guide for additional information: Schedule a meeting in Teams  

 

Recording Content to share with a team 
 

1. Open Teams > Calendar > Meet Now 

 
2. Enter a recording title or subject, choose whether to enable/disable video and audio, and select Join now.  

 

https://support.microsoft.com/en-us/office/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
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3. Although you will be prompted to invite additional people to the meeting, disregard this prompt if you wish 
to record you and your content only. Select More actions and Start recording once you are ready to proceed.  

 

4. The following message will be displayed across the top of the screen – this message is displayed to inform all 
involved in the meeting that they are being recorded. As this recording has been initiated by you, with the 
purpose of recording only you and your content, you may dismiss this message.  

 

In addition to the above, the following recording indicator will appear on the call navigation bar: 
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5. See section on how to share your screen, etc. during a meeting. Once you have completed your 
lecture/tutorial/recording, select More actions and Stop recording. At the following prompt, select Stop 
recording.  

 

Select End meeting > End from the Leave drop-down menu.  

6. Your recording will then be prepared and saved to Stream – depending on the size of the recording this can 
take some time to complete. You will receive an email, like that shown below, once your content is available 
to share on Stream. You will also be able to access a link to the recording via the meeting chat.  

 

Share a Teams recording 
 

When an online meeting is recorded via Microsoft Teams, the recording is processed, and the video saved in the 
Stream app. The default privacy setting for these recordings is to restrict access to only those who participated in the 
recording, and not to make the video public to the organisation.   

1. Open a browser and navigate to portal.office.com, Sign In and select Stream from the list of available apps. 

 

 

2. Select Videos from the My content drop-down menu; all your video content will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 

3. Select Update video details (pencil icon next to a video) to view video details, permissions, and options.  
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4. The permissions section is the focus of this guide. Select the group/channel/individual from the drop-down 
menu to specify with whom you wish to share the selected video.  

Important: If the checkbox next to ‘Allow everyone in your company to view this video’ is selected, this 
means that your video will be available to view by all staff and students of both MU and SPCM.  

 

 

 

 

 

 

 

 

 

 

 
a. Select People from the Share with: drop-down menu and enter the full and correct email address of 

the person with whom you wish to share the video.  

 

 

 

 

b. Select Apply. Those that have been granted access will now be able to view this video via the Stream 
app.  

 

 

 

 

Option 1: Share with one or more individuals 
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Teams have been automatically populated with data from Moodle, meaning all modules will now have a matching 
Team. Lecturing staff have been made ‘owners’ of the Team, with the students as ‘members.’ These Teams will appear 
automatically for you in the Teams app.  

a. Select People from the Share with: drop-down menu and start to type the required module code. 
The search list will be populated with options, select the required team, and then select Apply. The 
members of the specified team have been granted access and will now be able to view this video via 
the Stream app. 

 

 

 

 

The above process should be used for other non-module teams also.  

 

 

If you wish to share a set of videos with one or more people, where the users do not currently belong to a Team and/or 
do not require the Team functionality/workspace, consider creating a Group; individual people can then be added to 
this group over time.  

Important: If you wish to create a shared workspace to collaborate with one or more people, to share documents, 
videos, and/or information, plan projects, carry out discussions and much, much more, we recommend you create 
a private team within Microsoft Teams. The Group within Stream should be created if you wish to share video 
content only.  

To create a Group in Stream:  

a. Select Group from the Create drop-down menu 

 

 

 

 

 

 

 

 

b. Complete the form, as shown below.  

 

 

Option 2: Share with a Team 

Option 2: Share with a group of people (outside of a Team) 
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b. Once the group is created, you may now share video content with this group. Once the required group 
is selected, click Apply. The members of the specified group have been granted access and will now 
be able to view this video via the Stream app. 

 

 

 

 

 

 

 

 

 

Enter a descriptive name for the Group – this 
will be used to generate the Group email 
alias 

Enter a description if required 

Select ‘Private group’ from the drop-down 
 Confirm if you wish to allow group members to 

edit/delete and/or upload videos to the group 
Enter the full and correct email address of 
one or more people.  

Additional people can be added to the Group 
at any time. To do this: Select Groups from 
the ‘My content’ drop-down menu, search for 
and select the required group, select 
Membership and ‘Add member’ 

 

 

 
Select Create to create the group.  

EG101 

EG101 
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Remove access to a Teams recording 
 

1. Stream > My content > Videos > Update video details (pencil icon next to a video) 
 
 
 
 
 
 
 
 
 
 
 

2. Uncheck the checkbox next to Allow everyone in your company to view this video.  

 

 

 

 

3. Select the X next to anyone in the Viewers list who should no longer have access to this video.  

 

 

 

 

 

 

 

 

 

4. Finally, ensure to click Apply to save these settings.  
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Teaching with Teams | Online Class 
 

Schedule an online class 
 

An online meeting or class can be scheduled any time before the meeting/class is due to take place.  

1. Open Microsoft Teams and select Calendar from the navigation panel on the left 
 

2. Select Schedule Meeting from the New Meeting drop-down menu.  

 
3. Complete the New Meeting Details as required and click Send. An example is shown below.  

 

4. The meeting has now been scheduled. This event will now appear in the Calendar (both Teams and Outlook) 
of all those who have been invited to attend.  

 

  

Add a meeting/class title, enter the email address 
of all leaners and other educators (as required) to 
invite them to attend the class, select the required 
date and time, and choose a recurring meeting 
option from the available drop-down menu, if 
required.  

A private channel cannot be included in a meeting 
invite.  

And at present, if you include a channel in your 
meeting invite, you will not have access to 
Breakout Rooms. This feature is expected any day.  
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Manage who records your class 
 

If you have organised an online class and you wish to manage who is able to record the class content, you must assign 
yourself as the 'Presenter' of the meeting and everyone else will be automatically assigned the status of an attendee. 
Attendees cannot record the meeting. To do this: 

1. Before the meeting, open Teams, select Calendar and open the event in question 
 

2. Select Meeting Options 

  
3. From the Who can present? drop-down menu, select Only me or select one or more nominees as 

the Presenter. Everyone else will be assigned the status of an attendee. An attendee cannot record a 
meeting or share their screen. Note: Guests cannot be assigned the Presenter status. 
 

4. Click Save. 

  

Join an online class 
 

1. Teams > Calendar > Select the event to open > Join 
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Share a class join link 
 

If you have a dedicated channel within a team where you wish to share the meeting join link, or if you wish to invite 
other attendees to the meeting without adding them to the invite, you will need to copy the join link and share as 
required: 

1. Teams > Calendar > open the meeting/class event from your calendar 
 

2. Right-click the URL link ‘Click here to join the meeting’ and select Copy link 

 

3. Navigate to the location where you wish to share the meeting join link and paste.  

 
4. You may wish to display the join link in a more user-friendly manner, to do this: browse to the team > channel 

in question, type a message, highlight the word or phrase to which you wish to apply the URL link, select the 
link icon, paste the URL link into the Address field and select Insert.  
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Navigation during an online class 
 
 
 
 

 

 

 

Download an attendance list 
 

If you wish to download a Teams meeting or class attendee list, follow the steps below. Note: the attendee list must 
be downloaded during the meeting. 

1. During the meeting, select the Show Participants icon 

 
2. Select More actions > Download attendance list 

 

3. The downloaded list can be accessed via your Downloads folder on your Windows device.  
 
 
 
 
 
 
 
 

 

Show meeting 
participants 

Show meeting 
conversation 

Raise your hand 

Breakout Rooms 

More actions 

Enable/disable 
camera 

Unmute/mute 
microphone 

Share content 

Leave and/or end 
meeting 
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Mute Function 

 
When you join a Teams meeting, it is advisable to mute your microphone unless you are speaking, to reduce any 
background noise on the call. To do this: 

1. Select the Mute icon on the toolbar in the upper right of your active meeting screen 
  

 
  

2. To unmute your microphone, select the same icon, as shown below 
  

 
  

Whether you have 10, 50 or up to 300 attendees joining your Teams meeting, you may have cause to mute all 
attendees at some point, to reduce any background noise and/or to get attention for the start of the meeting/class. 
To do this: 

1. Select the Show Participants icon 
  

 
  

2. Select Mute all or select the mute icon next to each and every participant. Note: the attendees will be able 
to unmute themselves if they wish to add something to the meeting/class. 
  

 
  

If you wish to mute everyone and also, manage whether they can unmute themselves during the meeting/class, you 
must assign yourself and/or one or more nominees as the 'Presenter' of the meeting and then toggle the setting on/off 
to allow all other attendees to unmute themselves. To do this: 

1. Before the meeting, open Teams, select Calendar and open the event in question 
 

2. Select Meeting Options 
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3. From the Who can present? drop-down menu, select Only me or select one or more nominees as the 
'Presenter'. Guests to MU cannot be assigned the Presenter status. 
 

4. For the Allow attendees to unmute, move the slider to No 
 

5. Click Save 
  

 
  

6. During the meeting, to manage if attendees can unmute themselves, select Show Participants and then the 
More actions menu. Finally, select the Allow attendees to unmute option from this menu. 
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Question Poll during class 
 

If you wish to start a question poll during your class to check learning and/or to encourage class participation: 

1. Select Show conversation and then Messaging extensions 
 

2. Select Forms from the list of apps 
 

 
3. Enter one or more questions and answers in the form provided. Choose whether to share results automatically 

and/or to keep responses anonymous. Click Save.  
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4. A preview of the form will be displayed; if you wish to amend, select edit, or if you are happy to proceed 
with the form as is, click Send.  

 

5. Any replies generated via the form will be displayed in the Conversation section of meeting screen.  
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Breakout Rooms 
 

1. Schedule an online class and join at the scheduled date and time. At present, only a meeting organiser, using 
only the Teams desktop application, can manage and move freely between rooms.  
 

2. After you join your scheduled meeting, select the Breakout Rooms icon on the upper right of the screen. 
 

 
3. Select the number of Breakout Rooms you require and choose whether you wish to assign participants to 

rooms automatically or manually. You can create a maximum of 50 breakout rooms per meeting. Once 
satisfied with your selection, click Create Rooms.  

 

The rooms will be created and listed in the panel on the right. Once the rooms are created, you may choose 
to add further rooms. When you are ready to start the Breakout Rooms, select Start rooms.  
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4. Once the rooms have been started, participants will be moved into their rooms within 10 seconds. It is possible 
for one person to assigned to a room by themselves, so if this happens, hover over the room in question, select 
More options > Delete room. Any participants in the deleted room will be moved into the Assign participants 
group ready to be reassigned to another room.  
 

 
5. If you wish to join any of the rooms to check progress, hover over a room, select More options > Join room. 

 
 

6. If you wish to contact all room participants at once, select More options > Make an announcement. Enter a 
message and select Send. This message will appear in the Conversations window of all Breakout Rooms.  
 

 
 



41 
 

 
7. When you wish to bring participants back to the main class once again, select Close rooms.  

 

 
 

Things to Note 
 

• At present, only a meeting organiser can manage and move freely between rooms. 
• You can create a maximum of 50 breakout rooms per meeting. 
• You must be using the desktop version of Microsoft Teams to organise your meeting participants into 

breakout rooms.  
• Participants can use the Teams app across desktop, web or mobile to take part in a breakout room. If a 

participant joins via their mobile, use the main meeting as their breakout room.  
• Participants join the breakout rooms as presenters, so they are automatically able to present for the 

duration of the breakout room.   
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Blur your video background 
 

1. After joining an online meeting/class, select More actions.  

 
2. Select Apply background effects.  

 

 
3. Choose blur or one of the other backgrounds and then Apply. Alternatively, if you wish to apply your own 

custom background, select + Add new and choose an image from your device.  
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Share content during a class 
 

1. During an online meeting/class, select the Share content icon. If using a Mac, you may be required to allow 
Teams functionality to run in order to use this particular feature – if this is necessary, a prompt will be 
displayed on your screen after you select the Share content icon - follow the prompts on your device to allow.  
 

 
2. On selecting the Share content icon, the Share tray will appear across the end of your screen. You will have 

the option of sharing your Desktop screen (anything that is opened on screen will be displayed to your 
meeting/class audience), Window (enables you to share a window view of an application that is already 
opened on your machine), PowerPoint (the share tray displays any recently opened PowerPoint presentations 
from OneDrive) and Whiteboard.  

 

 
The red line surrounding the screen indicates which window is the live/active screen being shown to all 
participants.  

 
 
You can select Stop Presenting at any time to stop sharing your screen.  

Share Tray: Select a screen, application, or 
PowerPoint or Whiteboard to display to 
participants 
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Share your Desktop Screen 
 

During your meeting, if you wish to share different files across various browsers and applications, select Desktop 
Screen #1 from the share tray so that anything you display within the red share boundary line will be displayed to your 
audience. This will allow you share content across various apps without un-sharing and resharing during the 
meeting/class. Please be aware that until you stop sharing your screen, anything that is displayed on your shared 
desktop screen can be viewed by everyone on the Teams meeting. To share your desktop screen during your Teams 
meeting: 

1. Select the Share content icon 
   

2. The share tray will appear across the bottom of your screen. Select Desktop Screen #1 from the available 
options. Note: if you are working from a single screen, i.e. a laptop or single desktop screen, only one screen 
will be displayed as an option and not two screens, as shown below.   
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Share audio from your computer during a class 
 

When you share content during a Teams meeting/class that involves any audio, e.g. to play a video via YouTube or 
recorded content via PowerPoint, you must also share your computer sound with others on the meeting. To share 
sound on a Windows device during a Teams meeting: 

1. Select Share content. 
 

2. Then, before selecting the desktop, window or app you wish to share, use the slider on the left of the share 
tray to Include computer sound.  
  

 
 

  
Microsoft guide for Mac OS: Share content on Mac OS 

https://support.microsoft.com/en-us/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8
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Working with the Whiteboard 
 

To use the whiteboard during a meeting: 

1. Select the Share content icon and select Whiteboard from the Share tray. 

 
2. You will have the option to collaborate on the Whiteboard with class attendees (default option) or to 

present and edit the Whiteboard as the sole editor.  
 

 
3. The Whiteboard will be displayed as follows.  
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4. Use the tools across the top of the screen to type or write on screen.  

 

5. To save a copy of the Whiteboard, select Settings and Export image (PNG). This can then be saved or shared 
as required.  

 

 

End the class for all 
 

1. On completion of an online class, select End meeting from the Leave drop-down menu. This will bring the 
online class to an end for all involved.  
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2. The following dialog box will appear, select End.  
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