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How to Join a Class Team Meeting

A Guide for Pupils
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How to Join a Class Team Meeting

1. Your teacher will schedule a class team meeting once a week. This will either
appear in the calendar like this:

Teams

1
. Calendar
[

G - 04

[ Today < > 3

2Eviords (%

P Type here to search

or in the ‘posts’ section of your class team, like this:

i Online Learning Posts Files Notes -+ @© Team | & Meet | v

Y Miss McNab  Yesterday 13:50
*\e Scheduled a meeting

m Test
Wednesday, 6 January 2021 @ 14:00

54 Testended: P e

<+ Reply

2. If you meeting has been posted to the calendar, click on meeting title, then
you should have an option to fjoin’ (this is usually in a purple rectangle)

=] Work
06 07 08
Wednesday Thursday Friday
My calendar )

Virtual Classroom meeting
6 Jan 2021 10:30 - 11:00

@ North Lanarkshire Digital Pathfinder Schools
> Virtual Classroom

E\Firtua\ Classroom meeting
A Mrs Hendry 3

E] Chat with participants
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If you are joining from the link in the ‘posts’ section, click on the three dots at the end
of the purple banner.

4 Meeting in "Online Learning” ended: b )

<« Reply

Miss McNab  10:13
a Scheduled a meeting

u Test
Thursday, 7 January 2021 @ 10:15

C4  Test ended: 1 min 11 sec = View meeting details

& Reply

Then select ‘view meeting details’. You should then have
an option to fjoin’ (this is usually in a purple rectangle).

Tracking
i Miss McNab
0 conee

3. Once you have joined the meeting, you have the
following options.

B a ‘ | Glow - Launch Pad J @ (4) Calendar | Microsoft X [+ v o X
< = U & hitps;//teams.microsoft.com/_#/calendarv2 h¢ = 4 o'

Click Yes so others can see and

hear you in the meeting.

Let teams.microscft.com use your webcam and microphone?

M O Type here to search

Select ‘yes’ to both options. This will allow your teacher to both hear and see you
during your team meeting.
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& g

< (DI e £ | https://teams.microsoft.com/_#/pre-join-calling/19:meeting_ZjgzMWI5YWEtMzkSMiOONWIKLTNTEYmNKZWE2YZIOY TAW@thread.v2 * = L o'

@2 Glow - Launch Pad Jdi ® (4) Class Meeting (t X l+ ~ — (sl 5%

Microsoft Teams Q_ Search

Choose your audio and video settings for

S Y Join the meeting with

your sound off. This
will ensure that there
is not lots of

Make sure your

camera is turned
on. If not, slide it
on. It should look interference. You will
purple as in the be asked to turn your
picture. You will iy microphone on if you

then be able to @ 2@ o wish to speak.
see yourself. ' -—

Stay in the know. Turn on
desktop notifications.

Other join options

) Audio off (%) Add a room S
Dismiss

O Type here to search t ¢ 1 R R e

6. Then select ‘join now'.

7. You will then see this screen.

|
B < o Glow- Launch Pad J @ ® (4)Class Meeting (0 X [+ v = g X

< O @ £ | https://teams.microsoft.com/_#/pre-join-calling/19:meetin SYWEtMzKSMIOONWIKLTIINTEYmNKZWE2YZI0YTAW@thread.v2 7 @

Microsoft Teams Q_ Search

We've ‘et people in the meeting know you're waiting.

& @) & Devices

i - n m 5 _ 18:44
L Type here to search ¢ 5 a B0 G gomm B

The meeting will not start until your teacher ‘allows you to enter’ the meeting.
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8. Once you are in the meeting, you should see your teacher and the other
children who are in the meeting too.

9. In the picture below, there are some descriptions about the tools and functions
available within the meeting.

B g ‘ @2 Glow - Launch Pad J @ ® (4)Class Meeting (0 X [+ % = g X

<« > O @ & | https://teams.microsoft.com/_#/pre-join-calling/19:meeting_ZjgzMWISYWEtMzkSMiOONWIXLTINTEtYmNKZWE2YZIOYTAW@thread.v2 * = Lo’ -

Microsoft Teams

Raise your hand. This will
let your teacher know you
would like to talk. When it
is your turn, remember to
unmute your sound.

Your camera.
Clicking on
this will turn
it offfturn it

on.

Chat function.
This will allow

you to typeina
question or give
an answer.

Your sound.
Clicking on
this will turn
it off/turn it
on.

B <& o Glow- Launch Pad JG ® (4) Class Meeting (t X [—{- v - a X

el VT I T e D)

R Type here to search 07/01/2021 5

<« > O @ £ | https://teams.microsoft.com/_#/pre-join-calling/19:meeting_ZjgzMWISYWEtMzkSMiOONWIXLTINTEtYmNKZWE2YZI0Y TAW@thread.v2 * = Lo’ -

Microsoft Teams

Ing chat

Chat function. A
chat bar will open L ccaoined the mecting
up in your screen
and you can type
your message
here.

At the end of
the meeting,

use this button
to leave.

'Type a new message

) 18:47
07/01/2021

R Type here to search =3




