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Basic Session (2 hours)
Microsoft Teams

Introduction
+ Sign into M365
Meeting

* Set a meeting from outlook
* Meeting options
*  Mute / Force mute
+ Raise hand
+ Chatting and polls
* End meeting vs Leave
¢ Micand Video
* Meeting notes
* Record meeting / Retrieve the recording meeting

¢ Create Teams
* Team Code (go over)
 Different types of teams
* Change view and language

¢ Manage teams
* Add member, Change role, Add tag
* Create a channel and understand its function
¢ Settings

¢ Conversation
+ Start and reply to conversations,
¢ Post announcements
* Mention or tag (Group, Channel, Person)
* Create a poll (@Forms)
¢ Pina post
¢ Save a post

* Manage Chat (private chat 1:1/Group)
¢ Add poll in chat

* Schedule a meeting in General and channels
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* Send link to attendee (for guest speaker)
* Download attendees

* Access the recording

* Meeting in private channel (meet now)

e Code
*  Download
* Higher education
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Advanced Session (2 hours)
Microsoft Teams

¢ Activity
* Manage notifications
* Notifications (from settings / channel notifications)
+  Grid/list view

¢ Set status message

+ Files
* Read only in General
* File to Collaborate in channels
* Makeitasatab
 Share the link of the uploaded file
* Add storage

* Assignment
¢ Assignment

e  Rubric
* Attach
* Quiz

* Go over the forms question,
* (Create 2 types of questions
* Assignitin Teams
* Post grades
* Grades
* Export grades

« Addatab
+ Insight
* Planner
* Shift

* (lass Notebook overview
e MEC -Code
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