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Microsoft Teams Guide for Educators

• Creating virtual Class

• Scheduling online session

• Delivering online session

• Interactive learning using share control

• Scheduling live event

• Creating assignment

• Reviewing assignment

• Creating quiz using Microsoft Forms

• Creating Class Notebook

• Curating Content

• Solving Math Equation

• Recording and Sharing Session 

Communicate
through chat, meetings & calls

Collaborate
with deeply integrated Office 365 apps

Customize & Extend
with 3rd party apps, processes, and devices

Work with confidence
enterprise level security, compliance, and manageability



Creating virtual class

1. Select Teams from the 

app bar
2. Select Join or create team 3. Select Create team 4. Select Class as team type

5. Enter a name and optional description for your class team, then select Next6. Add students or select Skip and then select Close to finish 

creating virtual class



Scheduling online session

1. Select Calendar from 

the app bar
2. Select + New meeting 3. Give your meeting a title, chose a date and time. You can also decide your meeting to re-occur 

on daily or weekly basis. You can add your class and channel to invite all students of given class. 

Add any additional details. Review it and when you’re done select Send.

4. Schedule will be posted in given class and student can 

able to click and join virtual meeting



Delivering online session

1. Select Join from calendar invite

2. Select Join now to enter in meeting lobby.

3. Use different controls available to presenter to deliver session effectively

Turn your video on or off

Mute or unmute your microphone

Share your screen or document

Participate in meeting chat

See who’s in the meeting

Leave the meeting. 

Meeting will continue 

even after you left.

Hand raise for attendees to ask query



Interactive learning using Share control

Share or present Desktop, Window, PowerPoint, Whiteboard 

for more interactive and engaging learning.

* Check Include system audio to share video along with audio 

Annotate or draw using 

Whiteboard. Encourage students to 

elaborate their understanding.



Scheduling live event

1. Select Live event from 

calendar 
2. Enter title to the live event, add presenters, select date and time. Add 

additional details if require. Review details and select Next.

3. Select who can join live event

4. Check appropriate settings for producing live 

event. Review details and select Schedule.



Creating assignment
1. Select Assignments tab from General channel of Class 

team. Select Get started and then select Create to create 

your first assignment.

2. Enter title of your assignment. Add category to group your assignments under specific category. 

Add details or instructions. Add your worksheets or templates using Add resources. One can give 

points or add rubric for grading assignment. Add due date. Review details and select Assign to share it



Creating assignment
1. There are more options available to edit or change 

setting of worksheet

2. There are more options available to edit or set timeline of 

assignment. It allow to schedule assignment for future posting, adding 

due date or close date.

3. One can select channel under which assignment will be posted.



Reviewing assignment

1. Select assignment which you want to review from Assigned section. 2. Reviewing allows educator to check and grade assignments by sharing 

feedback and points. Return assignment so that student can view their 

respective feedback and points. Download grades by selecting Export to excel

3. Work of individual student can be viewed in detail to grade their 

assignment



Creating quiz using Microsoft Forms

1. Select Create and 

then select Quiz to 

create new quiz.

2. Select Form you have already created or select + New Form to 

start fresh.
4. Edit form to add questions and options. Mark one of the 

option as correct answer. Assign points to add weightage to 

each question. 

4. Preview form to check all details and do appropriate 

setting before sharing it as quiz



Creating Class Notebook

1. Select Class Notebook tab from General channel of your Class 2. Select Blank Notebook from Set up a OneNote Class 

Notebook. Then select Next and Create 

3. New Class Notebook will be ready and one can read welcome 

instructions
4. Navigate through or create new 

sections and pages



Curating Content 

1. Save time by adding text 

without typing. Use Dictate 

tool to convert speech to text

2. Add rhyme, stanza or other content in your own voice. 

Encourage students to record their work in audio format. 

4. Explain and express concepts and thoughts 

through Draw feature. Encourage students to be 

creative.

3. Support your text by adding pictures from online without 

leaving Class notebook workspace.

5. Attach files from your devices to share 

worksheet, reading material or important notes 



Recording and Sharing Session
1. Select start recoding to record your on going session 2. Visit Microsoft Stream

3. Select My content and 

then select Videos

4. Select Update video 

details against video which 

you want to share with 

class or student

5. Apply permission to set who can view or edit video

6. Select Share and then select Copy to copy link of video 

which educator can post in group chat or class post



© Copyright Microsoft Corporation. All rights reserved. 

Video Tips:

 Creating virtual class

 Scheduling virtual meeting for your class

 Scheduling online session

 Delivering online session

 Recording online session

 Sharing desktop in online session

 Using hand raise feature in online session

 Creating assignment

 Create quiz using Microsoft Forms

 Adjust your quiz settings

 Recording online session

 Sharing video through Microsoft Stream

 Setting up OneNote Class Notebook

Thank You

https://www.youtube.com/watch?v=w2xvQitzwAM
https://www.youtube.com/watch?v=PnRqk-i8u44
https://www.youtube.com/watch?v=PnRqk-i8u44
https://www.youtube.com/watch?v=MP39B412yzg
https://www.youtube.com/watch?v=SMSVvOBe4Vo
https://www.youtube.com/watch?v=VJV6g9RADU8
https://www.youtube.com/watch?v=62wsT2VlrNw
https://www.youtube.com/watch?v=TxBdWgPq9vU
https://www.youtube.com/watch?v=ZBI2joz3-m4
https://www.youtube.com/watch?v=wdQCaZVy-s0
https://www.youtube.com/watch?v=SMSVvOBe4Vo
https://www.youtube.com/watch?v=o8IKTZFtm8M
https://www.youtube.com/watch?v=BUHa6yMRCz8

