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Online meetings 101 FEETEE
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Y @ 23" Join or create team

Create team

Before

Q, Search
Create your class e
Add Student Join or create a team Search teams Q
Schedule “channel meeting” i ”
See Channel Calendar [ ClaSS ] Create a team Join a team with a code

. . . Enter code
Got a code to join a team? Enter it above.
25" Create team

Update meeting options MUsT!
Share pre-read materials

Make a test call

Select a team type

=) \ ﬂ> 1LXz
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Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after school
assignments Educator working group development activities

Cancel
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A Team Link
Before dd member

Create your class Add people to "Demo MU” Get a link to the team

Students  Teachers
—

Add StUdent bearch for students
Start typing a name to choose a group, distribution list, or person at your school.

Schedule “channel meeting" Cancel
See Channel Calendar ( Class |

https://teams.microsoft.com/l/team/19%3a56a151d77887456692ebefc216fc0015%

Update meeting options MUST

Share pre-read materials
Add Insight Tab

Skip

Team Code

o0
s

Members  Pending Requests Channels Settings Analytics Apps

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

zhsefsh

7 Fullscreen ) Reset @ Remove [D Copy

Join a team with a code

Enter code

Note: Guests won't be able to join with a team code Got a code to join a team? Enter it above.
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From your calendar In Class
Before

Create your class @ ' C O Meet v
= B > weror (TS B
Add Student Activity Calendar 8 Meet + N ting . _

Meet now
u . " :o = . o Schedule meetin
Schedule “channel meeting 7 ®Tdy < > April2021 7 g ’

Chat

&

Schedule a meeting

) Live event

See Channel Calendar ( Class ) 63 05 06 07 08 s

D Monday Tuesday Wednesday Thursday Friday

Update meeting options MUST 8 o T B ST

2 PM

Assignments

Sha re p re_rea d materia |S _ ()() Does nOt repeat 5 Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta ~

Add Insight Tab sl I 5 Add channel - [———
e ®  Mar 18,2021 1130 AM M
Which becomes a post in the channel o

Every weekday (Mon - Fri)

‘ I Ken Meyer 3:40 PM © Daily
&), | HiStudents
=

Weekly
- . y . g . = A aA Paragraph v
For week 1 will will be meeting online for the content | will be teaching you. Please see the Entrepreneurship channel class Monthly =
discussions. Yearly ting

ﬂ Week 1 Entrepreneurship Custom

Friday, March 6, 2020 @ 10:00 AM




New get link experience

My calendar 4

Demo meeing A
Demo meeing

Noppadol Rattanawisadrat
Apr 6, 2021 4:00 PM - 5:00 PM

2 o -
Demo meeing

Noppadol Rattanawisadrat

@ Chat with participants G2 https://teams.microsoft.com/|/meetu... \!

@ Join online
(=) Chat with participants

L/

&> Copy link
Noppadol Rattanawisadrat

(Jo

Organizer

@ Cancel

u! @,\ e leave Vv

© Meet now <+ New meeting

Meeting name X K week

Meeting with Noppadol Rattanawisadraﬂ Participants

rrype a hame

Get a link to share
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Before From your left menu Only meeting that invite this channel will available

Create your class = @ o
Chaﬂnel calendar Q < Allteams B General FPosts Files Class Motebook Assignments Grades Covid-19 Class Calendar v 3more~  + B 7 D e S Meat
Add StUdent Channel calendar . () Tody < > Jauary 2021 Voureup todatel -+ Addnewevent £ Workweek ~
Add a channel calendar
n 12 13 14 1=

Demeo Class 060320

Schedule “channel meeting’
See Channel Calendar ( Class )

Update meeting options MUsT!

math 012345

Demo User

Share pre-read materials
Add Insight Tab

TN math 012345
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More apps >

math 012345
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Create your class

Add Student

Schedule “channel meeting"
See Channel Calendar ( Class )
Update meeting options MUsT
Share pre-read materials

Add Insight Tab

¢o3 Device settings

= Meeting options

Meeting options

Who can bypass the lobby?

People in my organization and ...

Always let callers bypass the
lobby

Announce when callers join or
leave

Who can present?

Everyone

Allow attendees to unmute

Allow meeting chat

Enabled

Allow reactions

@

IVieeting options

Who can bypass the lobby?

Always let callers bypass the lobby
Announce when callers join or leave
Who can present?

Allow attendees to unmute

Allow meeting chat
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Everyone
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Meeting notes  Whiteboard

10) Pacific Time (US & Canada) ™ Meeting options

430 PM 3om @

v
Noe © )
ves @D
v
ves @D
v
ves @D

-



mEEsa-
’__.-- L
»

Online meetings 101

Participants

Assign students attendee role in online meeting

You can promote co-teacher, parent, TA, or student to presenter to help with classroom orchestration.

% Don't allow attendees to unmute @
¥% Manage permissions

1 Download attendance list

Before meeting During meeting Capabilities Organizer/Presenter Attendees
Speak and share video v v
Join Microsoft Teams Meeting Participants
Local numbers | Reset PIN | Learn more about Teams | Meeting options
Participate in meeting chat v v
Y EEREINE
Privately view a PowerPoint file v v

Meeting options Presenters (1)

shared by someone else

Demo User

e Organizer ' Share content v
e Attendees (1)
] Mute other participants
@ Noppadol Rattanawisadrat P P v
Suggestions Remove participants v
&2 Pin
@ Siril -
(8¢ Spotlight Admit people from the lobby v
""' ‘a Pat 1 Make a presenter
& Remove from meeting Change the roles of ather participants v

SR Sup

Start or stop recording v
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Create your class

Add Student

Schedule “channel meeting”
See Channel Calendar ( Class )
Update meeting options MUST
Share pre-read materials

Add Insight Tab
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Q, Search

{  All teams . General Postd lass Notebook ~ Assignments Grades Covid-19  gile munlvn

@ Copy link 4 Download ~+ Add cloud storage g

+ New v

T Upload v

General
Demo Class 060320
O Name ~~ Medified Modified By

General = 2 praTUsnouYAAA Demo User
Announcement
Secret room & B AVE domain import template (Regular and ... March 15, 2020 Demo User
Week 1 - Introducati n

o niroducation @ font2.docx March 16, 2020 Demo User

Week 2 - Online Learning

week 3

Ken Meyer 3:49 PM
Review materials before class
B102 Business Studies students please review the week 1 slides before our class on Friday.

Eu- Topic 1 - Entrepreneurship.pptx e
*| B102 Business Studies > General

-
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Create your class General Posts Files Class Notebook Assignments Grades Power bi' + ,
Add Student

Schedule “channel meeting”

See Channel Calendar ( Class )
Update meeting options MUsT!
Share pre-read materials Add a tab X

Add Insight Tab Turn your favorite apps and files into tabs at the top of the channel Search Q

More apps ’
Recent v

P
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Insights Azure Lab Document Excel Forms Kahoot! Lists
Services Library




------
- S

‘e
----------
-----

1 3 Feature
Update




Meeting Recap

G e e i & - o
Feed v & (@) VanArsdel Product Pitch Chat Detais Files Meeting notes Recording & Transcrpt Polly -+ -y - |

Meeting recaps help teams stay on track and keep ) B Meraositie R o o et < Sowss by < Campayins "

work moving forward after a meeting for both p e oy © My 0120200 Ve s | St i g i

participants and for those who were unable to e ; = B o

Salesan: ‘s

’
F i ¥ 4 Babak Shammas
l@ 9 Will posted Recording Transcript Notes ‘2 Accepted
©® Northwind Traders > Marketing 3 Qe

* filename.png

attend a meeting. Coming this year, a recap with
the meeting recording, transcript, chat, shared files
and more will be automatically shared in the

B Beth Davies
Declined

.1;;, ¢y Sarah +2 reacted to your M 2 @ VanArdel Pitch Deck i
A% message Linked v @f Pete Turner
Chat with Reta, Miguel, +3 ccepted

| prefer the blue one = Setting up time for us to come together and iterate on the latest designs for the VanArsdel Mark IIl.

. We will start off with a presentation led by Daniela Madera . Then we will transition into breakout Optional
Ga O Miguel posted > v g
4_ ™ sessions where smaller teams will focus on three key product areas, marketing, sales strategey, and
. . . . f6 Northwind Traders > Overview s s : Charlotte de Crum
meeting Chat tab and viewable in the Details tab for o
VanArsdel Pitch Deck
. . . . o Voicemail from Marie 4 Serena Davis
each meeting. The recap will also be available in the B e e
/\ Northwind Traders is 8 Rooms
expiring soon!

meeting event in your Outlook calendar.

0 Conference room 16537/AV/13
&) Polly sent you a card Accepted
Q Take this poll today!

/7 Sarah replied
© Tailspin Toys > General
Customer focus groups sign ups are open

Release timing: Q1 CY2021

285 Daichi mentioned
© Tailspin Toys
Tailspin Toys > Accounting

Microsoft 365 Roadmap

Return to features list



https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=68729

Large gallery view

View up to 49 video participants on a single screen in
Teams meetings with large gallery view.

Release timing: Available Now

Microsoft 365 Roadmap

Original disclosure

Return to features list
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https://educationblog.microsoft.com/en-us/2020/06/three-months-later-what-educators-have-learned-from-remote-learning-prepares-them-for-the-new-school-year/
https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65943

Together mode

Use of Al segmentation technology to digitally place participants
in a shared background, making it feel like you're sitting in the
same room with everyone else.

Based on decades of research, Together Mode more effectively
simulates in-person human interaction in a virtual space to
reduce fatigue from frequent video meetings and help people
feel more connected.

Release timing: Available now

Microsoft 365 Roadmap

Original disclosure

(@ Meeting details

FH callery



https://www.microsoft.com/en-us/microsoft-365/blog/2020/07/08/reimagining-virtual-collaboration-future-work-learning/
https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65942
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attend a meeting. Coming this year, a recap with
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. We will start off with a presentation led by Daniela Madera . Then we will transition into breakout Optional
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&) Polly sent you a card Accepted
Q Take this poll today!
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https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=68729

In this meeting (1)

S ] M System Administrator (]
potlight S '
rganizer

Suggestions (5) @* Spotlight me

With Spotlight, educators will be able to lock their video
for the whole class. This helps educators control the main
video feed that a student sees during the meeting. It can
only be enabled or disabled by the organizer or presenter.
This is different from "Pin participant”, which allows an
individual to pin a video feed for their own view but not for
the view of all meeting participants.

Release timing: Available now

Microsoft 365 Roadmap

Return to features list



https://www.microsoft.com/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65332

Education Insights

With Insights, educators can get a view of the
engagement and performance trends of his/her
class as well as dig into each student's progress.
Education insights allows educators to focus in on
what students are working on & contributing to
and when, within their class.

Release timing: Available now

Microsoft 365 Roadmap

Return to features list

Microsoft Teams

< All teams

English 11

General
Poems

Plays

Further Study

Essay Writing Help

Add a tab

Turn your favorite apps and files into tabs at the top of the channel kearch Q

More apps

Recent ~

Channel Forms Lists

Insights Document

ealendar Library

Excel OneNote

Search or type a command

nGeneral Posts  Files Class Notebook

Digital engagement

students were inactive this week
2 fewer than last week

Track student activity -

Activity
\ Alex Wilber wasn't active
n last week.
Message student
Assignments

7 submitted “The Canterbury Tales” late

3 more than the late submission average

Check Assignments status —

Time management
Ella Taylor hasn't started
Comedy of Errors yet.

Message student ~

Assignments ~ Grades  Insights T =

7 new posts this week
4 10 more than last week

Explore communication trends —

Studying Communication
- 40% of students work on @ 29 students participated in
assignments late at night. = a Shakespeare plays
discussion.
Take a look Explore discussion

is the average grade this term
10 points higher than last term

View grades trend & distribution —

Grades trend . Late submission

| The average grade for Write ,D\ Eldon Roque submitted
ﬁJ a poem is relatively low, '—" 6 out B assignments late. >

at 66 paints.

Take a look Track


https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65949

All-classes view in the Insights app

Q, Search

Use the Your classes view in the Insights app for
actionable data views across all classes you teach.
Data on assignments, activity levels per day, ..

missed meetings, and more can let you know N B 24 25 0
which classes you might want to focus on.

ss name T Inactive students Active students / day Missed submissions Meeting absence

H B20S Entrepreneurship Course | 7 7 0 0
From the app bar in Teams, select More added ' PO 1 ; .
apps.
m Math M2 | 2 1 0 0
Release timing: Available now .
Physical Science | 25 23 25 25

Microsoft 365 Roadmap

Return to features list



https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65949

Meeting Recap

Meeting recap will help teams stay on track and
keep their work moving forward after the meeting
is over. Coming this year, a recap with the meeting
recording, transcript, chat, shared files and more
will be shared with participants in the meeting
Chat tab and viewable in the Details tab for each
meeting.

Release timing: January 2021

Microsoft 365 Roadmap

Return to features list
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Customer focus groups sign ups are open
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Recording Transcript Notes
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= Setting up time for us to come together and iterate on the latest designs for the VanArsdel Mark 1l

We will start off with a presentation led by Daniela Madera . Then we will transition into breakout
sessions where smaller teams will focus on three key product areas, marketing, sales strategey. and
material engineering

VanArsdel Piach Dec

Tracking
Daniels Madera
¥ Organise
‘9' Aadi Kapoor
’ ctod
ﬁ Babak Shammas
0 Beth Davies
Decined
& Pete Tumner
Optional
6 Charlotte de Crum
Tentative
'| Serena Davis
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https://www.microsoft.com/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65946
https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=view%2Cassignment%2Cin%2Cthe%2Cteams%2Ccalendar

Custom layouts for meetings

Presenters will be able to customize how content
shows up for meeting participants, including
overlaying their video on content or moving their
content box to a corner of the video view -
allowing for a more dynamic content viewing
experience where presenters can easily direct
their audiences’ attention through hand gestures
and facial cues, without making the viewer choose
between the speaker and the content.

Mark 8
Product launch

2020

Release timing: February 2021

Microsoft 365 Roadmap

Return to features list



https://www.microsoft.com/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65943
https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=Custom%2Clayouts%2Cfor%2Cmeetings

Large meeting support

Hold interactive meetings with more attendees—
up to 1,000. When attendees exceed this limit, the

meeting will scale to accommadate up to 20,000 in P W -3 ’ np o
an experience where they can watch. P & '-
- > ‘ Participants

Release timing: March 2021 3 " ‘_ . ,‘ wj

. s ) : N ’ 4 L : _ . - kﬂ ‘i Troy Batterberry

. ;’» ] 3 3 o i " L Y f _\ ;

Microsoft 365 Roadmap o e |1 o 1 EL AR (4 1v-ruh g
® s — 7- £ m Aarthi Natarajan

s Abhisht Arora

» m .

7 L.\ @ Adam Czeisler
=
'? Adam Harmetz

" @ Aidan Marcuss
@ Albert Shum

"l Ales Holecek

@ Ali Akgun
"-3 Ana Arriola

Return to features list



https://www.microsoft.com/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65951

Video filters

Before joining a meeting, you can use the filters to subtly adjust
lighting levels and soften the focus of the camera to customize
your appearance.

Release timing: April 2021

Microsoft 365 Roadmap

Original disclosure

Return to features list



https://www.microsoft.com/en-us/microsoft-365/blog/2020/07/08/reimagining-virtual-collaboration-future-work-learning/
https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=Microsoft%20Teams&searchterms=65944

Group assignments

Collaboration is key in today's learning
environment. Group assignments help teachers
easily create, assign, and grade group projects.

Student groups

7/21 are enrolled in a group.

Group 1

Students can work together and turn in together, D iciion g Ove e x Jo v i »
making the logistics of group work that much @ o < @ e x
easier.

B Gutkauskaite, Dalia X (@ Ives, Ruth X @
Release timing: Q1 CY2021 S

Prototype only.

Return to features list




Lock a meeting

00:22:06

Manage meeting disruption by locking the
meeting from late or returning participants.

Lock this meeting

Release timing: Q1 CY2021

Lock meeting

Prototype only.

Return to features list
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A focused learning environment can be a challenge in hybrid learning.
Microsoft Education is here to support multimedia experiences that
keep educators, students, and families connected.

GET STARTED

Popular training and resources to get started

K-12 Educators | Higher Education
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