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Scheduling a call

Schedule a virtual meeting (from Outlook Calendar)

Joining a call

Join a virtual meeting (from Outlook Calendar)

Configure settings prior to joining a meeting
@ Gettl n g Started Make an audio/video call to an individual/student

‘ Install Teams

Sign in to Teams



During a call

Enable chat for students

Use meeting controls

Record a meeting

Add a poll to the chat

Share screen

Manage attendees

Breakout rooms

- - Create breakout rooms

-- Add or delete a breakout room
- - Edit breakout room settings

- - Rename breakout room

- - Assign participants to breakout rooms
- - Start breakout rooms

- - Joining and leaving breakout room

-- Send an announcement to breakout rooms

- - Close a breakout room

- - View breakout room
participation in attendance
reports

Whiteboard
- - Share whiteboard

- - Whiteboard menu



OVERVIEW

After a call




SSO©

Install Teams

Return to Overview

Jraw
— & m Apps  Documents ~ Web  Settings  People  Folders Photos B Ao L
2

v b, Best match .

ce
=y Software Center ;
a8 I % App @ I

Search the web Software Center
App
n Q software center - See more search >
results
@ open 0 0 Launch Software Center on your
Q. software center open D browser by type in Software Center &
[ Open file location CIICk enter.
Q_ software center app > & Pinto Start
Q_ software center windows 11 > £ Pin to taskbar
Q_ software center desktop >
Q_ software center windows 10 >
Note:
Q_ software center download >
* You need to connect to SSOE 2 network to
Qe ceiiropen obp > install the Microsoft Teams..

Q software. center application \

O Focus E

== Qsoftwarecenterio [ ] T3 ; g .@ g .@ ? g -g-o !

Englis!




SSO©

I“Sta“ Teams Return to Overview

B Software Center - fa) 4

SSOE 2

[ER Applications

EE All Required Featured |teams x|
~
9 Updates e [ o] sy zE@

Operating Systems

> Installation status Name Publisher Version Status

E& Device compliance — §
P Microsoft Teams (work or school) - Install 24180.205.2980.1757 Installed

1¥ Options

o In Application tab. Go search tab and
type in teams.

SSOE 2

e Double click on Microsoft Teams
(R Applications Applications > Application details (wo'k or SChOOIs) - IHSta" and
click install.

' Updates

Microsoft Teams (work or school) - Install
Operating Systems

[* Installation status m

£& Device compliance

u . Status: Installed
Options Version: 24180205 29801757
Date published: 20/11/2024

Restart required: No

Download size: 329 MB Note .

Estimated time: Not specified
Total components: 1

* You need to connect to SSOE 2 network to
install the Microsoft Teams..



SSO

Sign in to Teams

Return to Overview

Note:

W |\ rosoft + Teams is accessible on SSOE 2 devices when
- you are connected to the SSOE 2 network.

* VPN s required to access Teams on SSOE 2
(e.g., working from home on SSOE 2 devices).

& username@schools.gov.sg

eesccscey

« Teams is only accessible on SSOE 2 devices.

w o Go to Office.com on your browser and

sign in with your MIMS account
usemame and password.

Forgot my password

£ search Q @ e Select the Microsoft Teams app.

Good evening install Office

+ &® e @@ HE $ dAo P | & | @ =

Start new Outlcok OneDrive Word Excel PowerPost OneNote SharePoint Teams orese

. Notebook
] » =

Forms Stream All apps

Sway



https://www.office.com/?auth=2

SSO

Schedule a virtual meeting (from Applications)

Return to Overview

o Locate and launch Microsoft Teams

D H# Join with an 1D 1 Meet me on your Iaptop
Activity

o e Click on the 3 dots and select “Meet”

o . (17 3 tcd
s Oore - . ‘ m— e Select “New Meeting” to create a
Teams ew meeting Details Scheduling Assistant o SCh ed u Ie meeti ng

Show as: Busy \ Category: None \/ Time zone: (UTC+08:00) Beijing, Chongqing, Hong Kong, Urumgi \ Respondllbptions »~  Require registration: None »/ {23 Options

?
Calls /  Addtitle Who can bypass the lobby? (D)

Enter Meeting details eg Title, Date, Start
s € Time, End Start

automatically

OneDrive 12/31/2024 100PM v = 12/31/2024 130PM v 30m @ ) Allday
More options

& e e Enter the email that needs to attend the

OneNote meeting (if you know their email)
ﬁ Add location Online meeting ()
Whiteboard = B I US|V A M Pmgmphy == = E 9 o = @ - e Click “Save” to confirm and save your
Type details for this new meeting

meeting
o]

Apps



Get the Meeting Link

Activity

Chat

Teams.

Calls

OneDrive

OneNote

Whiteboard

n Meet

Up next

Q Search for apps

Help Edu Staff Edu Class
Notebook Notebook

(-} o ¥

Peaple Calendar Visio

A &

Word Excel PowerPoint

Get more apps

o Click on the three dots

e Double click on Calendar

SSO©

Return to Overview
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Get the Meeting Link

Return to Overview

My calendar % I

aaa
Wednesday, January 8 2:30 PM - 3:00 PM

08
Wednesday

aaa
Microsoft Teams Meeting © Microsoft Teams Meeting

Q

& https://teams.microsoft.com/l/meetup-join/1... (0

(2 Chat with participants

o Teck HEE JASON SIM (SCHOOLS) o g]%ultl)l!]ek click the meeting that you need

QOrganiser

V A M Pamagmphv | S 2 = 29 o0 = @YD Q

w
~
c
(0]

e It will show you the meeting
credentials & link.

Microsoft Teams need help?

Join the meeting now
Meeting ID: 459 887 805 715
Passcode: gbh4dy3z

User cant change the
meeting passcode

For organisers: Meeting_options Note:

+ user can't change the meeting passcode .



SSO
Join and manage a meeting (from Outlook Calendar) -

Return to Overview

ECEE

[ fie  Home Send/Recee Folder View  Help “Try the new Outlook (@ o)
| = SEespa T

RO & mé HECDORHEEBE| + Q

New Addfocus New | Meet Teams | Todsy Next | Day Work |Week (Month Schedule |  Add  Shaee

POtment Meeting  Time  ftems~ | Now Meeting = 700y | Week View | Calendar~ Calendar =

New | Teams Meeting GoTo Wl Amange Gl Manage Calendars Groups Find

v < mgumms > (%] <[> 22-28September2024 B e Click on the meeting event you want
., gl Suncay Monday Tossoey Wednesday Ty — to join in your calendar.

e 7 s 9 0 22 23 24 25 2 27 28
N2 13 W15 16 7

19 0 21 2 3 u

% 2 7 82 0N gam

In the Outlook app, click on the
calendaricon.

©

AL New Group | | Search Pecple
A8 Browse Groups | (B Address Book

Click on the ‘Join Microsoft Teams
Meeting’ link to automatically launch

©

September 2024 10AM . .
swuNBe N the meeting in Teams.
8 9 W M 122 13 W
ST | Proceed to ‘Configure settings prior to

%3 ' 2 3 4 5 M ‘Weeidy homework check-in

74w na joining a meeting' to set up your audio
and video settings before joining the

>(m) My Calendars

I File  Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do Ca I I

.
>[] Team: i (@) You haven't sent this meeting invitation yet.
[ Other Calendars — > Title Weekly homework help check-in

>[7] Shared Calendars Send [ Required | |

o =

oo

Start time Wed20/11/2024 [ || 1200pm v [JANday [I@ Timezones

End time Wed 20/11/2024 [ | 1:00pm v O Make Recurring

Location Microsoft Teams Meeting

Microsoft Teams nced heip?

Join the meeting now
Meeting ID: 454 355 664 569
Passcode: MUISCH

Dial in by phone
+65 6450 6378,287136730# Singapore, Singapore
Find a local number

Phone conference 1D: 287 136 730#

For i Meeting options | Reset dial-in PIN

[«
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Configure settings prior to joining a meeting

Return to Overview

Click on the camera icon to turn your
camera on/off.

Click on ‘Background filters’ to choose
a background effect or blur your
background for privacy.

Click on the audio settings icon to
adjust your audio or camera source.

Choose your video and audio options

Click on the microphone icon to

4 Computer audio © mute/unmute your microphone.

PC Mic and Speakers = b
Your camera is turned off ch L

Select the '‘Room audio’ option to
connect audio to a conference room.

Select the 'Don’t use audio’ option to
mute your microphone when joining
the call.

o e ) Room audio

i Background filters o] Gy Don'tuse audic

©0

Once you have configured all the
settings to your satisfaction, click the
‘Join now” button to enter the meeting.

¢ © ¢ ©6 6 0o ©

Cancel Joiin mow

!
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able chat for students during meeting

Return to Overview

Try tha naw Outlank (@ o)

In the Outlook app, click on the

A2 New Group Search Pecple o ~
e AddFoce N | bt e 4t g | B A teck calendar icon.
Time ftems~ | Now Meeting~
S | MR s () Click on the meeting event you want
12 1 Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Eie = = = = = = = to enable chat for students.
Mo 13 115 16 07 |
S e Select ‘Meeting Options’.
September 2024 10 AM
famnan bl o Under ‘Meeting chat’, select ‘In-

meeting only’ from the drop down.

>(m) My Calendars

Note: By default, the chat feature is
AT L ST disabled for students in Microsoft Teams.

File ~ Meeting Scheduling Ass Tracking Insert ~ Format Tavt — Raui al O Tl chat nt ta
PR 8 Meeting Options - o X
- 3 L Add 3 \
X & il m <_Z| " F
Cancel _y , | JoinTeami| Meeting | Sendto  Contact =~ M Only organizers and co-organizers v b
Meeting Meeting || Options | OneNote = Attendees v f(_j Res ates
Actions Teams Meeting OneNote Atten‘d:‘ Allow mic for attendees ® LI_ates v
We can’t show MailTips right now,
(i) No responses have been received for this meeting. Allow camera for attendees (D)
> Title D Record and transcribe automatically 4
Send :
Update | Required L © NCS 0365test Teacher2 (SCHOOLS) Meeting chat
| Optional l In-meeting only v
Start time [ Thu 1/8/2024 = ‘ 7:00 PM 0 a&a
Endtime | Thu1/8/2024 f=| 730eM
£ Allow reactions L
Location [ Microsoft Teams Meeting Room Finder
= ‘:] Provide CART Captions - =
[[] Enable Green room ()
. : : =
Microsoft Teams need neip? Enable language interpretation (D) refresh this page
Join the meeting now Allow attendance report

I T ————— 10



Use meeting controls during meeting (1.2

©
P 32 0

Chat

© © ©O

©

People Raise React

Chat - Click the ‘Chat’ icon to open the
chat panel and participate in real time
conversations during the meeting.

People - Click the 'People’ icon to view
and manage attendees in the meeting.

Proceed to ‘Manage attendees’ to find
out more.

Raise - Use the 'Raise Hand’ feature to
signal that you have a question or want
to speak.

React - Click the ‘React’ icon and choose
among the available emoticons for
reactions.

View

6
o]

Rooms

©

6

@ © ©

Apps

N

More Zamera

View — Select the 'View/ icon to adjust
your layout and display participants
based on your preference.

Rooms - Click on ‘Rooms’to ‘divide
participants into smaller groups for
focused discussions during the
meeting.

Proceed to ‘Create breakout rooms’ to
find out more.

Apps - Use the ‘Apps’ icon to access
and integrate additional tools (i.e.
Proceed to ‘Add a poll to the chat') to

enhance your meeting experience.

More - Proceed to ‘More Action
Items’ for more information.

e

SSO

SPAORTIG (VY

Return to Overview

Camera - Click ‘Camera’icon to toggle
camera access.

Mic - Click ‘Mic' to toggle microphone
access.

Share - Click the ‘Share’icon in
Microsoft Teams to display a specific
window to all meeting participants.

11



Use meeting controls during meeting 2.2

D S

Chat Feople Raise

More

(@ Record and transcribe
e (1) Meeting info
0 }y Audio settings

& Language and speech

€§3 Settings

@ (D Help

React

> © B o & | -

View Rooms Apps More

Record and transcribe
o {(®) Startrecording

e E/ Start transcription

Language and speech

e €9 Turn on live captions

0 [Es Turn on Speaker Coach

ettings
G Ar"Call health
c’ = Meeting options

e, 9% Accessibility

GD ﬁ‘ Don't show chat bubbles
GD 151 Mute notifications

Action items under ‘More’ icon

L1
©
©
o
©
6/

Start recording — To capture audio and
video from the meeting.

Start transcription — Converts spoken
words into text during the meeting.

Meeting info — Shows details about the
meeting, such as the date, time, and
participants,

Audio settings

Adjusts your microphone and speaker
preferences.

Turn on live captions — Displays real-
time text of what is being said during
the meeting

Turn on speaker coach— Provides
feedback on your speaking pace and
style to help improve your presentation
skills.

6 & © ©

9 S

SSOE

SUPHORING EVISY 1)

Return to Overview

Call health —Monitors the quality of
your call, including connection and
audio/video performance.

Meeting Options — Allows you to
configure settings for the meeting,
like who can present or join.

Accessibility — Provides tools such as
keyboard shortcuts and screen

reader support.

Don’t Show Chat Bubble — Hides pop-
up notifications for chat messages
during the meeting.

Mute Notification — Silences alert
sounds for incoming messages or
other notifications.

Help — Accesses Microsoft Teams
support and troubleshooting
resources.

12
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Record a meeting

Return to Overview

Tostart recording

o Select ‘More’ from the meeting
controls.

@ O > Ea @ o m — @{ v ™ Leave
S & © bt

Chat Feople Raise React View Rooms Apps More Camera Mic

Stop recording and transcription? e | ‘Reco ibe’.
F (® Record and transcribe p F @ Start recording P 9 ? Saledii rd and transcribe

(i) Meeting info Es Start transcription Cancel ﬁ e Click ‘Start recording'.

Lk Audio settings

A Language and speech p ? Tostop recording
. I:E:I Stop recording
£53 Settings > P e— () Repeat step (1 XN 2}
Hel . .
@ Help Es Show transcript e Click ‘Stop recording’.

0 Select ‘Stop’ to confirm that you want
to end the recording.

13



Add a poll to the chat

L o) | &© [
= & B © o o
Chat Feople Raise React View Rooms Apps More Camera
Search fior apps 0
Polls X
Fall F
: e i —+ New poll O
Polls
Powered by Microsodt Forms X
e'\|'|"hit:h ‘type of professional development would you find most beneficial?
[]  Workshops and seminars
] Peerobservations and feedback
[] Online courses
Manage apps 2 []  Mentorship programs W
+ Add option I @D Multiple s=lections !
Polls

Microsoft Corporation
* 1.7 (285 ratings)

[ Recard names af respondents [Cnly visible s meeting crganiser and presenters in this app)

I Share aggregater resulss with respongents

SSO

Return to Overview

Toadd poll as a function

¥

Mic

Share

b

0 Select ‘Apps’ from the meeting controls.

e Select 'Get more apps’.

Polls
Powered by Microsaft Forms

9 Click on ‘Add’ button for Polls.

©
©

Here is 3 preview of the card you will be sending.

Poll: Mames recorded : Results shared

Which type of professional
development would you find most
beneficial?

Click ‘New polF to create a poll.

[0 Workshops and seminars
[ Peer chservations and feedback

[] Oniine courses

Add your question-and-answer options.
Click on '+ Add option’ to create a new
answer choice.

[ Mentorship programs

Submit Vote

Toggle the option on for ‘Multiple
selection’ to allow participants to select
more than one option in the poll.

Clicking Send will add Polls to this chat. By using this app you agres to its privacy
policy and terms of use.

Edit I Send

Select whether you want to share
results with respondents.

o

Preview your poll.

Click 'Edit’ if you want to make changes,
or click 'Send’ if you're ready to post it.

0

14
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Share screen

Return to Overview

5 9 6 T8 ® -

R
Chat Feople Ralse React View Rooms Apps More Camera
o Select ‘Share’ from the meeting
controls.
Share content ﬁ inchude sound @ ) & B0 @
e e e | Gl e S8 e Toggle ‘Include Sound’ for audio.
Presenter mode ¢ i
indow inchide sound -
I-C—)’ o T hesads: N e Select ‘Window” and choose the desired
------ = @ @ == window to share.
? iiii - ﬂ Test_MOE_Meeting | Microsoft

Screen Window (7) - Teams

CTT—

e . , 7 Note: Teachers are encouraged to share

oy — = Test PP - PowerPoint ‘Window’ instead of ‘Screen’ to maintain

R M— confidentiality.

Documents
Microsoft Whiteboard C
Start Whiseboard R ——— Tostop sharing window
" Microsoft Teams
il
PowerPoint Live Select ‘Stop sharing’ to stop sharing
See your notes, sides, and audience while you present q Snipping Tool your Screen.
No filez available ’ :
Sign In and 1 more page -
@& Browse OneDrive [ o Mmeche

T Browse my computer

5 & O © B8 o & - IR S -

Chat People Raise React View Rooms Apps Moare Camera Mic Stop shating 15




Participants

L=}

[ Share invite

John Lee

Alicia Lim
Shaun Toh

Estelle Lee

Samuel Koh

v

—

-
D

o

SSOE)

SUPHORING EVISY (EARGING MOMTN

Return to Overview

Click on ‘People’ icon to access controls for
participants.

Disable mic — Click to disable a participant’s
microphone.

Disable camera — Click to prevent participants
from switching on their camera.

Pin for me — Click to pin a participant’s video
for all attendees.

Spotlight for everyone — Click to highlight a
participant’s video for all attendees.

Make a presenter — Click to give a participant
control over sharing content and managing the
meeting.

Remove from meeting — Click to remove a
participant from the meeting.

Disable mic for attendees — Click to disable
microphones for all attendees.

Disable camera for attendees — Click to disable
all attendees from switching on camera.

Download attendance list — Click to save a list
of participants for your records.
16
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Create breakout rooms

Return to Overview

@ O @ @ an 5) @ E! @ ) Create breakout rooms before or
2 + wre 'T . .
~ ~ v > Leave during meeting
Chat Feople Raise React View Rooms Apps More Camera Mic Share

Select ‘Rooms’ from the meeting

controls.
Create breakout rooms > Breakout rooms W
Chooss the number of rooms you want to e e Choose the number of rooms y0u
= " want to create from the drop down.
2 o) ;’:‘F All participants hawve been assigned
Assign partcipants e Assign participants Use the assignment options to

manually assign participants or let
Teams assign them automatically.

® Automatically assign 0 people

to each room + @ EE!

0O Manually assign people to
rooms

ready.

After creating the breakout rooms,
you'll see them listed in the

o Click on “Create room’ when you are
e Breakout rooms pane.

Proceed to 'Assign participants to
breakout rooms’ to assign participants
automatically or manually.

17



Add or delete a breakout room

© & 6 © @ |0 B X
Chat Feople Raise React View Rooms Apps Maore Camera Mic
Breakout rooms >

Delete Room 2?

ﬁ All participants hawe been assigned Cancel

Assign participants

e - P

Cancel
R Room 1 [1)
Clomesd

Room 2 (1) Join
Closesd

Room 3 (1) Open
Closed

Remove rooms?

This will delete all existing rooms.

Renams
Candice Chua (MCS)

Room 4 [0) '
Closed q
Delete

Delete

=
=

SSO

Return to Overview

Add a breakout room

() Select ‘Rooms’ from the meeting controls.

e Select “+’ icon to add room.

Delete an individual breakout room :

e Hover mouse over the room and select
‘More options’.

o Select ‘Delete’ to delete selected room.

e Click ‘“Delete’ to confirm changes.

Delete all breakout rooms {

Select ‘Delete’ icon to delete all
breakout rooms.

0 Select ‘Remove’ to confirm changes.

18
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Edit breakout room settings cetmtoueien

@ '..%2 @ @ &8 o) (] g g 9 Setting time limit

Chat Feople Raise React View Rooms Apps Maore Camera Mic Share
o Select ‘Rooms’ from the meeting
controls.
Breakout P ¢ Setti .
reakont reems nas @ Select ‘Rooms settings’.

(©) Select ‘set a time limit’ and choose the

Participants to assign (2}

Azzign presanters 1o ® desired duration.
9 9 manages rooms
—— There are no assigned presenters to e Click on ‘Save’ button to confirm changes.
seict from in the mesting st the
2 mameen
+ Tiy e
per 5 - I - .
=tatime imt (3 @ e Toggle button to automatically move
Ream 1 (0) o hos participants into opened rooms.
Closed = b
Room 2 (0] . e Toggle button to allow participants to
Cesed rinutEs return to main meeting.
e Automatically move people o (D) o Repeat step e
FoOms

0 Let people return to the main t:l

rmeeting

19



Rename breakout room

S

Chat

O
2
Feople

¢ © B8 |4

Raise React Wiew Rooms

Breakout rooms >

Participants to assign (1)

Assign participants

+

Z] @

Room 1 (1)
Closed
Room 2 (1)
Closed
Room 3 (0)
Closed
Room 4 (0}
Closed

Apps

More Camera

Rename Room 1?

Room (1)

b

% . @

Mic Share

©e ©6 0 ©

SSO©

Return to Overview

Select ‘Rooms’ from the meeting
controls.

Hover over the room and select ‘More
options’.

Select ‘Rename’ and type in the new
name of the room.

Click on ‘Rename’ button to confirm
and reflect changes.

20
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Assign participants to breakout rooms

Return to Overview

0 . . Assign participants automatically
© o0 0 B|B|® - WM. % o pymgy |
Chat Feople Raise React View Rooms Apps Maore Camera Mic Share Continue from Step ] in ‘Create breakout
rooms’ and choose ‘Automatically assign
_ B people to each room’. Participants will then
e x Breakout rooms X Assign participants to breakout rooms be assigned to different breakout rooms.
Manually assign each person to a room, or choose Shuffle to assign everyone randomly.
£ T S o You will be shown “All participants
3{}; All participants have been assigned Participants ta assign (2) Select a room > Shuffle have bee“ aSSigned,- YOU may Stl"
9 9 O e _— manually assign participants to move
Assign participants - LQ students to different breakout room.
R _@_ ﬁn} Assign participants O e Alicia Lim Unassigned . -
Unassigned Assign participants manually
[ o= - v @ -
o Foom 101} Reom 2 Continue from Step e in ‘Create breakout
- . rooms’ and choose ‘Manually assign
com &% 2 (2 unassigned 4 B8 a
" Closed emt e people to each room’. Participants will then
coom 2 (0 Cancel s | be assigned to different breakout rooms.

Closed
e Select ‘Assign participants’.

e Sort participants by selecting the
down arrow next to participant’s
name to place selected participant
into a specific room.

0 Click on ‘Save’ button to confirm
assignment.

21



Start breakout rooms

Chat

o
o2
Feople

Ve

Raise

SSO

© B[Rl B - m.%. = Cymgy
React View Rooms Apps Maore Camera Mic Share

o Select ‘Rooms’ from the meeting

controls.
Breakout rooms et
@ Hover mouse over room and select
‘More options’ (three horizontal dots).
%" All participants have been assigned @ Select ‘Open’ in drop down to open

selected room.
Aszsign participants

Starting all rooms concurrently
. = 1 &

o S
' ?D.-: o @ 6 Select ‘Open’.

, Room 2 (1)
Closesd
, Room 3 (1] Open
Cloisisd Rename
Delete

Return to Overview

22



SSO
Joining and leaving breakout room .

5 e & © B|B|B® -~ ®W._ N\ a
L) N :

Chat Feople Raise React View Rooms Apps Maore Camera Mic Share o

Select “‘Rooms’ from the meeting controls.

e Hover mouse over room and select

Breakout rooms X ‘More options’ (three horizontal dots).
Leave room 9 e S ' P
elect ‘Join’.

ﬁ &ll participants hawe been assigned Leave meeting
Assign participants Leaving breakout room
+ < O Select ‘Leave room’ from the drop
down to return to main meeting room.
, Room 1 (1)
Open -
foomz Q-
Open
, Room3 (1) Join
Open
Rzname

23



SSO
Send an announcement to breakout rooms N

Select ‘Rooms’ from the meeting

Be back in 10 minutes

O LER ] . 0
A & M © B |6 B | X controls.
Chat People Raise React View Rooms Apps More Camera Mic Share
e Select ‘Make an announcement’.
e Type in announcement and click ‘Send’.
Breakout rooms 4 Announcement

Students will receive a notification in

Cancel m the meeting chat.

ﬁ &ll participants have been assigned

Assign participants
g pa 3:02 PM IMPORTANT

¥ =

. Room 1 (1)
Open

. Room 2 (1)
COpen

. Room 3 (1)
Open

¢ Bebackin 10 minutes

24



Chat with participants in a breakout room

& Room 1

O o02s0

&l

o

(4] £ Room 3 Chat Files Recap Attendance SpeakerCoach [3)

- Chat e =
Acteamy
|| ’ ¥ Pinned
hat
NCS O365test Teacher (SCHO... 1177
& o
Taaems
@ ¥ Recent
s = Test_MOE_Mesting 10PM
You: -
% = Room3 302 PM
Cats You
o Room 2 302 PM
Oned - = You
Room 1 302 PM

You:

Hi, you may start your
discussion.

Fype a message

yO@e + P

SSO©

Return to Overview

o Select “‘Chat’ from the meeting controls

within the breakout room. The
‘Meeting chat’ for each breakout room

will appear on the right panel.

e Chats for each breakout room can be
found in the Microsoft Teams chat

panel.

Note: Teachers have access to all breakout

room chats.

After a breakout room is closed, no more

messages can be sent.

You and your students can still access chat
history after the breakout room is closed.

25



SSOF

Close a breakout room

Return to Overview

e & 6 © B8 |68 - Nv@av

Chat Feople Raise React View Rooms Apps Maore Camera Mic Share
() Select ‘Rooms’ from the meeting controls.

e Hover mouse over the room and select

Breakout rooms X ‘More options’.

e Select ‘Close’ to close selected room.

ﬁ All participants hawe been assigned

Assign participants Closing all rooms concurrently |
+ - e Repeat step o .

_ Foom 1 (1) @

Open .
Jain Tip: If you reopen rooms later, room
5 reamZ41) assignments will remain the same unless
Sy o you reassign participants or recreate
, Room 3 (1) o from scratch.
Open Rename
400 Cloze
Closed

26



View breakout room participation in

attendance reports

&

Assnements

%

=

o
Tnedrive
Qj
CreNots

Whitehosed

Chat CHE— e ]
v Pinned
NCS O365test Teacher (SCHO... 117
Yoa!
v Recent
B T 3
est_MOE_Meeting 312 PM
You -
15| Room 3 302 Pm
You.
=
S8 Room 2 302 PV
You:
Room 1 302 PV

< Q  Search (Ctri+E)

% Room 2 Chat Files Recap | Attendance | Speaker Coach [3)

Update = 3‘ - o X

. Meeting less than 30s This meeting is less than 30 seconds. You can choose another report from the drop-down if it's not what you are looking for. D¢
Thursday, August 1, 2024 3:04 PM - 3:05 PM « Download
1 3:04 pm - 3:05pm 26s 155
Attendad Start and end time Meeting durstion Average attendance time
Participants
Name First join Last leave in-meetingd..  Rale @ NCS 0365test Teach... [l
NCS_0365test Teschar? (SCHO. Chutacherdachook govag

CESteacher2@schools.govsg

2:04PM 3:05 PM 1Ss Attendee

2:04 PM Joined mzin meeting

3:05PM Left main meeting

SSO©

Return to Overview

Gain insights into your students’ activity in
their class meeting breakout rooms with
attendance reports. See which with each
student joined, when they entered, and
when they left.

To see breakout room details from your
class meeting:

o Navigate to the class meeting and
select the breakout room chat you
want insights into.

e Select ‘Attendance’.

9 Click ‘Download’ to obtain the
attendance information for the
breakout room in an excel file format.

Note: Attendance reports don’t include
data from deleted break up rooms.
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SSO

Share whiteboard

Return to Overview

O & & © B8 & ® - | W&, %
W TR eave '

Chat People Raise React View Rooms Apps More Camera Mic
o Select ‘Share’ from the meeting controls.
Share content Inciude sound (@) “ S T - -
B e o &£06 o8 8B - %@ © select ‘Microsoft Whiteboard’.

Presenermeas Mesting chat x () You have successfully shared the
B e = & '@ whiteboard.

NCS_0365t.. %  NCSO365t. &

") test_Student_Meeting @ - o :
e To stop sharing whiteboard :

Select ‘Stop sharing’ to stop sharing
your screen.

Microsoft Whiteboard

Start Whiteboard e
100%
el S
PowerPoint Live
See your notes, sides, and audience while you present [}
Type a message
5 | . . oo
No files available E] Y40 e®T @ - 21 e e e - B

@ Browse OneDrive

T Browse my computer

@ I][] %7' @ %2 E o N v \,J v ™ Leave

Stop sharing | Pop out Dial pad Hold Transfer Chat People View Apps More Camera Mic Share




Whiteboard menu

&
o ® @ O &6 O B8 & @ - Y, @
Stop sharing Pop out Chat People Raise React View Rooms Apps Maore Mic Share
Meeting chat
1§
@
NCS_0365t. & NCS 0365t., &
A test_Student_Meeting CTj

100%

oe oeeo . Type a message
NEEEY P

B

- L Z2 I O R S R

Qe 6 ® 9 66 O ©

SSO
Return to Overview

Select —Move or resize objects on the
whiteboard.

Pan — Use the Pan tool to navigate
around the Whiteboard by clicking and
dragging.

Draw - Click this to draw or write on the
Whiteboard. Choose different colors and
pen thicknesses.

Sticky note — Select this to add sticky
notes or a grid of notes for brainstorming.

Emoticons — Click to insert reactions or
emoticons on the whiteboard.

New comment — Click this to add
comments anywhere on the whiteboard.

Text — Use this to insert text boxes.

Add shape or line — Click to draw shapes
or lines.



Chat v = [

o) CSO est Teacher (SCHO
=]
= Test MOE_Meeting
.. Room3
2 om 2
=3 om 1
Test Mesting

< O

W Test MOE_M:

( | &X Record v

leeting-20240726_161103-Meetin...

Friday, July 26, 2024 1:00 PM - 1:30 PM D Part1 (3] Part2 [ Part3

Content (i

Test MOE_Meetii P ¥ N

Mentions > Transcript

ps://sgmoe-mysharepoint.com/personal/ncs_o365test_teacher_schools_gov_sq/_layouts/15/stream.aspxlid=%2Fpersona.. A\ G} e m o B - O

£ £ Search F & ? NCS 0365test Tea... TEST

-1

Upload Yy Favorite =+ Playlist £ Moveto 0 Copyto B Clipchamp + /2 Editing © Copy link

Test. MOE_Meeting

4 Expires in 114 days

explain what this

harePoint App + HD + -+ > Documents > Recordings

1 # Test MOE_Meeting hat Files| Recap |Atendance Sreakout Rooms SpeskerCosch Q8A [3 “ 23

SsoP)

SUPHORING £V1SY (EAIHNG MOMEN

Return to Overview

Select the meeting chat that you
want to view the meeting recording
post-meeting.

Click on ‘Recap’to view recording.

Click on ‘Open in Stream’ to view
recording in browser.
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SUPHORING £V1SY (EAIHNG MOMEN

Return to Overview

@ [ W TestMOE_Meeting-20240726_1° X

< G 3] https sgmoe-my.sharepoint.com/personal/ncs_o365test_teacher_schools_gov_sg/_layouts/15/stream.aspx?id=%2Fpersona - D 7 {3 E|:| f\E % a

Jo=) a2 2]

= 4 Test MOE_Meeting-20240726_161103-Meetin... &£ O Search g 03 ‘ NCS 0365test Tea... = =
— Select ‘More options’ and click on
GD &} Record T Upload Yy Favorite + Playlist £g Moveto |0 Copyto 5 Clipchamp | = /2 Editing ‘Download,_

TEST

Note: External users will not be able to
download the meeting recording from
the browser.

S Click on “Copy link’ to retrieve the
recorded meeting link.

Test. MOE_Meeting

July 26, 2024 Expiresin 114days + Oviews « SharePointApp = HD = - Documents Recordings
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