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Effectively Using Teams
This section, provide tips to navigate within Teams effectively. Although, Teams

provides many features, these instructions cover the basics.

Creating Online Meeting using Outlook

e Log on to the computer using your BSU email account and password, and open the

Outlook client on the desktop. Click on the calendar icon to view your available days

T
MNew Teams

. . Meetin . . .
for a meeting. Click on the wam:m-cina icon to create a new online meeting:

Home Send / Receive Folder View Developer Acrobat Meeting © Tell mewhat you want to do..

R & & EEEEEERE B B

New New Skype Mew Teams — Today Mext7 Day Waork Week Manth Schedule Open  Calendar
Appointment Meeting Items ~ Meeting Meeting Days Week View Calendar ~ Groups =

MNew Skype Meeting Teams Meeting Go To P Arrange e Manage Calendars

To..

e Type in the attendees email address in the textbox followed by a

semicolon after each email address. Type in a name for the topic of the invite in the

subled textbox. Input the correct start date/time and end date/time for the
Start time |Thu 3M12/202p EE| | 12:00 AM - i
. Endtime |Fri3/13/2020 FE| | 12:00aM - . send | | .
meeting . Click on the icon to deliver the

invitation to all attendees.



Insert Format Text Review Developer Q Tell me what you want to do...

x [& Calendar E DLE‘D CS}_ * @ 5‘_( ".'E! ‘3}.@ a ZZ Show As: M Busy -

Delete ©, Forward ~ Appointment Sche.duling Jain Slfype Mee.ting Jain Te.ams Meeting C.anc.el Address Check Response Reminder |15 minutes -
Assistant Meeting Options Meeting MNotes Invitation Book MNames Options -
Actions Show Skype Meeting Teams Meeting  Meeting Notes Attendees Options

6Y0u haven't sent this meeting invitation yet.

From poaither@bowiestate.edu
_’El To... abc@yahoo.com; | Test Leave Request; testing@amail, com|
send | gpject

Location Skype Meeting
Starttime | Thu 3/12/2020 FE| |12:00 Am - All day event

End time Fri 3/13/2020 EE| |12:00 AM -

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Joining Online Meeting from Outlook Invitation

e Log on to the computer using your BSU email account and password, and open the

Outlook client on the desktop. Click on the calendar icon to view the invite. Open

the calendar invitation displayed on your calendar:

Su00am MSOL Team Meeting; Librar...
S10am Testing; Skype Meeting; Pi...
S:40am Testing; Microsoft Teams ...
10:00am Bowie State University St..
10:00am Canceled: Bowie State Un...
10:50am Testing; Microsoft Teams ..

e (lick on the Join Microsoft Teams Meeting link, and then click on the Join now button
(Make sure that the camera and microphone display in purple like the image below. If the

camera or microphone is grey, then this feature is not enabled):



Join Microsoft Teams Meeting

+1 240-468-7910 United States, Bethesda (Toll)

Conference 10: 244 100 078#

Local numbers | Reset PIM | Learn more about Teams | Meeting options

Join now

£53 Jabra LINK 265

=

Sharing Your Screen during a Teams Meeting

¢ You should see a tray showing multiple buttons|

- -
Click on the icon to share your desktop:

[ Indude system audio

¢ You should seel . Click that checkbox so that it displays a checkmark

Include system audio

¢ Click on the desktop screen 1 . (You will notice that your screen

has a red border, and people can now see your screen).



Stop Sharing Your Screen during a Teams Meeting

You will need to hover your mouse at the top center of the monitor, and click on the

Stop presenting
| scopresensco | NN

[F <= | o/ RunHistory|Pows ) Microsoft Office - (@ Financial Aid Cour [ Edit your flo

versation # Join conversation @ Join
Presenting... W ] L

=

b d G | https://teams.microsoft.com/d|/launcher/launcherhtml?url=%2f %23%2%2imeetup-) Jo2119%3a ad v2%210%3fcontext%3d%257b%2522Tid%2522%253a%25
p

Microsoft Teams

Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

Already have the Teams app? Launch it now

Recording a Meeting

¢ You should see a tray showing multiple buttons

More actions

Click on the icon to display the additional settings.

e You should see . Click on the button to begin recording. (*Note*

While the meeting begins to record, there will be a notification at the top that displays the

. A You're recording Let everyone know that they're being recorded. . . .
following . This privacy policy shows for

all recorded meetings.)



e To stop recording, you will repeat the same steps, by opening the tray, and click on the

More actions

icon to display the additional settings.

St di . .
¢ You should see. Click on the button to end recording. *Note*

Recordings from a Teams meeting scheduled on the calendar are stored in Stream, and can
be obtained internally, but not uploaded to an external application including YouTube,

etc...)

Download Attendee Report

¢ You should see a tray showing multiple buttons|

Click on the E icon to display the participant panel.
. Click on the button to

e The report only shows the current attendees during a meeting, and is here

e You should see this

download the report.

¥ Downloads



Restrict Share Screen Permissions

¢ You should see a list of icons on the left side of the Teams application

a

-
Activity

Assignments

Calendar

.

‘

2
1 i i i i
. Click on the icon to display the list of your meetings that were

created by you as the organizer.

e Double click on the meeting that you need to create the restrictions, like this example

e Now you need to click on the Meeting Options link, as seen in the screenshot below.




e You need to right click_, and click on P

e  Within the meeting options section, go to Who can present? 54 change Everyone

to
Specific people.  Tyne in the name of each participant in this textbox

Search for participants v

e save |

Meeting options

. Once presenters have been inserted in the list, then

Who can bypass the lobby? People in my organization ~

Always let callers bypass the lobby No @

Announce when callers join or leave No @

Who can present? Specific people ~
Everyone

Select presenters for this meeting
People in my organization

Allow attendees to unmute Specific people

Only me

Managing Permissions to Team

¢ You should see a list of icons on the left side of the Teams application



Assignments

Calendar

.

il

L

ugs
Team:

. Click on the 8 icon to display the list of teams that you are a
owner or member.

e As an owner, to view all member(s) and guest(s) of the team, browse for the team of choice

p.  DIT Live Events Guest Presenters

like in this example , and click on the

. . Manage team
. Click on the button to see all member(s) and guest(s).

e To delete a member or guest from the team,
Guest

Guest

Guest

Guest

, click on the “X” button for the selected row.



oF
e To add a member or guest within the team, click on the button. It is

important that you input the name to add a member, and input the email address to add a

lStar‘t typing a name or group .
guestl X . For example, a member is someone

that has an account ending in “@bowiestate.edu”, and a guest is someone that does not

have an account ending in “@bowiestate.edu”. Once the member or guest account is in the

textbox, then click on“, and select the m button.

Effectively Using Stream
This section, provide tips to navigate within Stream effectively. A key topic, that is
covered, is integrating videos within a Teams meeting. Although, Stream provides many

features, these instructions cover the basics.

Signing into Stream
e While logged into the Teams meeting using the desktop version, you need to open a new

browser using Edge, and type www.bowiestate.edu. From the navigation bar above, click

MyBSU

on the link:

Bulldog Connection MyBSU Directory Library Information For + Give Q

e Click on the Iilisiitbasald link. *Note* You need to sign in using your BSU email

and password:


http://www.bowiestate.edu/

Quick Access

® Faculty/Staff Email

® PeopleSoft Faculty/Staff Login

® PeopleSoft Financials

® Blackboard

® iCAN/Starfish

® Directory Search

* Update Your Directory Information

® Academic Calendar

® Holiday Calendars

* Bowie Electronic Emergency System
(BEES)

Managing Permissions to Video Content using Stream

[od Discover

e From the Home screen in Stream, you need to click on the link:

(nt Home [o] Discover ¥ [ Mycontent v = Create v £ Search

e Click on the Videos option from the list:

[od Discover
Videos
Channels
People

Groups

e Search for the video, and then hit the enter key on your keyboard:

Videos Channels People Groups
Search for videos Sort by
‘ R transfer X ‘ Relevance v

e C(Click on the S icon:



Share with @

‘ Peaple e | Search for People /O ‘

e Type in the faculty/staff member name in the
textbox, and then hit the enter key on your keyboard. (The checkbox to “Allow everyone
in your company to view this video”, should be used when all faculty/staff need to watch

the video.)

Permissions

[] Allow everyone in your company to view this video &

Share with @

| People v | Search for People /O |

Viewers @ Owner © Display ©
@) Pierre E Gaither (pgaith...
X @) Pierre E Gaither (pgaith...

e Click the L_2""Y ] button, to save the changes.

Cancel I Apply I

Playing Video Content using Stream

lod Discover

e From the Home screen in Stream, you need to click on the link:

( Home [o] Discover ¥ [ Mycontent ¥ -+ Create v £ Search

e C(Click on the Videos option from the list:



[od Discover
Videos
Channels
People

Groups

e Search for the video, and then hit the enter key on your keyboard:

Videos Channels People Groups
Search for videos Sort by
‘ L transfer X Relevance v

e C(Click on your video link:

Teams meeting as self
1® 09 0L 7/9/2020

Sharing Your Screen during a Teams Meeting

¢ You should see a tray showing multiple buttons

. .
Click on the icon to share your desktop:

¢ You should seel . Click that checkbox so that it displays a checkmark
Include system audio |

e Click on the browser where Stream is located. (You will notice that the browser screen has

a red border, and people can now see the Stream screen).



Stop Sharing Your Stream Screen during a Teams Meeting

You will need to hover your mouse at the top center of the monitor, and click on the

Stop presenting

button.

Effectively Using OneDrive
This section, provide tips to navigate within OneDrive effectively. You will learn
practical instructions for staying organized, protected, and connected. Although, OneDrive

provides many features, these instructions cover the basics.

Signing into OneDrive
e If you have not logged into the 0365 platform you can get there by typing in

MyBSU

www.bowiestate.edu. From the navigation bar above, click on the link:

Bulldog Connection MyBSU Directory Library Information For v Give Q

e C(Click on the link. *Note* You need to sign in using your BSU email

and password:

Quick Access

® Faculty/Staff Email

® PeopleSoft Faculty/Staff Login

® PeopleSoft Financials

® Blackboard

® iCAN/Starfish

® Directory Search

® Update Your Directory Information

® Academic Calendar

® Holiday Calendars

® Bowie Electronic Emergency System
(BEES)



http://www.bowiestate.edu/

Getting to know the navigation space

e From the My Files screen, you can view folders and files that you created

B3

My fil . . .
L . The Recent screen provides an accessible area to view the latest files

@ Recent

that you worked on . The Shared screen has two options to view files

shared by you to collaborate with others, or view files shared by others to collaborate with

you

93d

© 0

€ %

Navigatin

e You

s Dl . The Recycle screen has a list of files that you deleted and retained for

Recycle bin .
ays €] , in case you need to restore.

My files
Recent
Shared

Recycle bin

g in My Files

can create a New folder or document in this location:

o
B

=

Folder

Word document

{ Excel workbook

PowerPoint presentation
OneNote notebook
Forms for Excel

Link



¢ You can Upload documents or a folder from your computer or the shared drive in this

location:

1 Upload
Files

Folder

e You can Sort documents and folders by the corresponding columns in this location:
IF Sort v =

Type

Name
Modified
Modified By
File size
Ascending

Descending

® You can switch views for seeing the documents and folders in this location:

Sot v =~ G

v

List

Compact List

H

Tiles



Handling file content

e Managing file content is extremely important. Similar to using windows explorer on your
desktop to move, copy, rename, and delete files and folders can be done in OneDrive, by
hovering your mouse over the file/folder and selecting the three horizontal dots to show

these actions:

Attachments = March 5, 21
—
RCI | Intandawn Baard Filac . il
Share
Copy link

Request files

Manage access

Download

Delete

Move to

Copy to

Rename

Automate b

Details

Request files

e For this example, there is a folder called “Photos for event”, and other recipients internal

and external to the campus need to upload their photo to the folder. As the creator/owner of

the folder, you need to select Request files



. . .. . . Next
e Provide a topic so that recipients know what you are asking for, and then chck.

Request files

£ What files are you requesting?

Enter a name for the request

Recipients will see the above request name and can upload only.

Copy link

e Youcan to send it to all of the recipients and then clickm, or you can

specify the email address of the recipients, and then clickm. The recipient receives
the link in email. Either of these options works best, so they can upload files to the folder.

Send file request

Here's the link people can use to upload files

https://bowiestate-my.sharepoint.com/:f;/g/personal/p ... Copy link

£ Anyone with the link can upload files

Or you can send it via email

Add a message (optional)

Manage access

e Protecting files and folders is very important, especially when you need to collaborate with

others on particular tasks. As the creator/owner of the folder or file, you need to select

Manage access Dyjrect access belongs to collaborators that have original permission to the



folder or file. Links giving access is the opposite of direct access, therefore a link provides
collaborators permission to retrieve the content.

Manage Access

@ Links giving access © 1= Share

There are no sharing links for this item.

& Direct access © —+

Direct access

Grant access

+

e To grant direct access, we will click on the , and then select

7 Can edi ~ to change the permission. Remember, view means that

collaborators can only read the content, while edit means that collaborators can make

changes to the content.

& Canedit W

Can edit
Make any changes

s Canview

Cannot make changes

. . . Enter a name or email address .
e Type in the email address in the textbox| - , and then click on

Notify people

the grant access button.



Links giving access

122 Share

e To grant access using a link, we will click on the , and then select

@ Anyone with the link can edit i@ > .. . .
to change the permission. Anyone with the link grants access

in various retrieval ways, for example by email or sent from someone else’s email.

People in Bowie State University with the link grants access to collaborators containing

an email address *@bowiestate.edu*. People with existing access inherits permission
from the hierarchy, also known as the parent folder where collaborators currently have
access. Specific people grants access to collaborators that you designate should have

permission. The other settings below restrict editing the content based on the checkbox

value. Lastly, to save the link settings, you need to click the button.

Link settings X

Photos for event

Who would you like this link to work for? Learn more
@ Anyone with the link v

@ People in Bowie State University with
the link

@ People with existing access

@ Specific people

Other settings
Allow editing

Expires Wednesday May 5 2021 ©

5 Set password

Apply ‘ Cancel ‘


mailto:*@bowiestate.edu*
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