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LET'S START WITH YOUR EMAIL

Microsoft Teams eptembe
You have been added as a guest to EECD/EDPE in Microsoft Teams
To: Shannon Terry

Microsoft T
AT THIS POINT, YOU SHOULD HAVE SRS

RECEIVE A TEAMS INVITE IN YOUR | Trever2dded you as a guest to eeco/eope:
EMAIL.
(1) IS WHAT THE EMAIL SHOULD

COME UP AS IN YOUR INBOX.
OPEN THE MESSAGE AND CLICK ON A School

THE LINK (2). A School (®

2

et -
Microsoft Teams 2021-09-16

You have been added as a gue..
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Bring your team together Chat 1:1 and with groups
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5T MybePE KiJyNcUd11B1%40tve.. & 1
e a . S 2F 1RamHZF19%3ASGV IewEKWQzIDETO_TzMvbePEeXAlhe KLy
nerflauncher himi7ur=3%2F_%23%2F1%2Fleam % ZFI9%3ASY
fr.comjdylauncher/launcher.h =%2F_
C @& teams.microso
Open Microsoft Teams?
Mg fftedms. microsoll.oom wants [0 open this apglication.
. type in the assaciated apn

Abways altow teams. microsoft com n i h
M s all s microsoft com 1o cgen bnks of this
= Open Microsolt Teams H

If you already have the
Teams app installed, you
can click on one of these
two options to launch
the program.

Stay better connected with the Teams desktop app
‘ If you do not have the

Teams app, but would e
like to download it, you
e Already have the Teams apg? Launch it now Y you do nothavo ho app
— and have no |r|tert_asl in
downloading it, click her_e 1o
launch the web version (net
as many faatures availabla).

TEAM HOME PAGE

Ak ¥ iy General Fosts fiies - @ Team 1Guest | [} Meet @ -

A School

General ’ !g
WELCOME TO THE TEAM HOME N \
PAGE. UNDER THE POST TAB, YOU

CAN POST MESSAGES THAT WILL
BE AVAILABLE TO EVERYONE IN
THE TEAM. IFYOU DO NOT WISH Let's get the conversation started
FOR EVERYONETO SEE IT, DON'T | 1 ety st b v

PUT IT HERE. TO START A NEW POST JUST
CLICK ON THE NEW
CONVERSATION BUTTON AT
THE BOTTOM OF THE

SCREEN
|




LET'S CHAT

. < All teams
Activity General Posts Files -+

@ Team  1Guest | O Meet |~ | (D -

A School

General

WHEN YOU CLICK NEW
CONVERSATION, A NEW TEXT
BOX WILL OPEN AT THE
BOTTOM OF THE PAGE. TYPE
YOU MESSAGE AND HIT SEND
(PAPER AIRPLANE ICON

BOTTOM RIGHT CORNER).

Let's get the conversation started

Try @mentioning a student or teacher to begin sharing ideas

Welcome 1

Y2 OBBPE e ¢tawn o .-

POSTING AN ANNOUNCEMENT

+ 5 Team 1 Guest
< Allteams General Posts Files :

o
=
i

. REMEMBER THAT
1 EVERYTHING YOU
POST IN THIS

fazgaments - General ’ —E—ﬂ—_‘
v SECTION WILL BE
i TO MAKE A MESSAGE STAND OUT, - \ SEEN BY EVERYONE

CREATE AN ANNOUNCEMENT. GO IN THE TEAM.
TO ‘NEW CONVERSATION® AND
CLICK THE DROP DOWN MENU
THEN CLICK ON ANNOUNCEMENT

Let's get the conversation started

Try @mentianing a student o teacher 1o begin sharing ideas.

[ New conversation v Everyone con reply (@3 Postin multiple channels

paragraph ~ A3 | = = =

: [V
4 New conversation 2
%] Announcement

Welcome
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< Al teams
General Posts Files -+

@ Team  1Guest | 0 Meet @

A IN'THE ANNOUNCEMENT WINDOW YOU
CAN TYPE YOUR MESSAGE. TO
pov ’ CUSTOMIZE THE MESSAGE, CLICK ON
—_— THE FIRST ICON UNDER THE RED
< ARRON TO CHOOSE A COLOUR. THE
SECOND ICON WILL LET YOU ADD AN
IMAGE.

] Announcement ~
' Everyone canreply ~  [2) Past in multiple channels

B 7 U S|V & m Paragraph v Al

Welcome

Add a subhead

Welcome

‘/é‘@@[;dl—i‘k?@uwcnm---

h Meet ~ @D -

& Team 1 Guest
General Posts Files T

< All teams

ip

a Terry, Trevor (ASD-E) 9:27 am.

A School Welcome
S Generl THIS IS WHAT THE ANNOUNCE

Welcorne

TTO START ) WILL LOOK LIKE WHEN POSTED. IF
i & T YOU WANT TO REPLY TO AN

A NEW THREAD OF J ANNOUNCEMENT OR POST, TYPE
POSTS, CLICK ON 'NEW IN THE REPLY BOX UNDER IT.

MESSAGE'.

[ New conversation
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HOW TO START A MEETING

- -+ eecoeoee Eah
General Posts Files Ny

A School ’ & Schedule a meeti

General
| '

THERE ARE TWO WAYS TO
START A MEETING. "MEET
NOW' OR SCHEDULE ONE

Let’s get the conversation started
Try i

oning a student or teacher sharing ideas

Meeting in "General

Ch Meet

Choose your audio and video settings for

Meeting in "General"

IF YOU DO NOT NOT WANT :
T0 START THE MEETING (4 Computeraudio
WITH YOUR VIDEO ON,

TOGGLE IT OFF HERE. = " A

WHEN YOU START/JOIN A
MEETING, YOU WILL SEE
oRE Room audio THIS SCREEN. MAKE SURE
gl IF YOU WISH TO MUTE YOU HAVE "COMPUTER

YOURSELF, YOU ARE Lo AUDIO* SELECTED
ABLE TO TOGGLE OFF i :

YOUR MIC HERE. Cancel Join now \ - -

1 Guest O Meet

AFTER YOU HIT *JOIN NOW', THERE MAY
BE THE OPTION TO INVITE OTHERS TO
THE MEETING. YOU CAN EITHER COPY
AND SEND A LINK OR "ADD
PARTICIPANTS' BY ENTERING THEIR
EMAIL ADDRESS.

Invite people to join you

Copy meeting link

Add participants

i New conversation

WHO IS IN THE MEETING

HERE IS WHERE YOU CAN HERE IS WHERE YOU CAN MUTE

TURN YOUR CAMERA ON AND AND UNMUTE YOUR MICROPHONE.
OFF.

IF YOU NEED TO SEE WHO IS

IN THE MEETING, YOU CAN

CLICK ON THE Participants
‘PARTICIPANTS' BUTTON TO

HAVE A WIDOW APPEAR ON rwite someane or dial a number
THE RIGHT SIDE OF THE

SCREEN WITH ALL OF THE

[ Share invite
n this meeting (1)

y, Trevor (ASD-E
s‘a Terry, Trevor (ASD-E)

Suggestions (1)

e shannon rafferty.terry (Guest)

[ New conversation



CHATTING IN THE VIDEO MEETING

S g—— ;:IES VKIZI:)ENO MEETINGS ALSO HAVE A CHAT OPTION. CLICK ON
; |
. - Q 0 OPEN IT UP IN THE RIGHT PANEL IN THE WINDO.

& B &
{E I | 2
L | © leave Ot Meet

Meeting chat

' 4 A
B4 S:34am. Meeting started

TO POST IN THE CHAT,
YOU KILL FIND A TEXT
BOX AT THE BOTTOM OF
THE PANEL. TYPE YOUR
MESSAGE AND JUST HIT
SEND. TO READ POST,
YOU WILL NEED THE
"CHAT' PANEL OPEN.

|F YOU WANT TO TO QUICKLY REACTTO
R SOMETHING IN THE MEETING, THE REACTION
B EMOJIS ARE GREAT. JUST CLICK ON THE ICON
AND CHOOSE THE EMOJI, WHICH WILL APPEAR
ON THE MEETING SCREEN.

YOU WILL FIND THE ‘SHARE

SCREEN' ICON HERE. IF YOU

NEED TO SHARE YOUR

DESKTOP SCREEN OF HAVE

4| SOMETHING LIKE A
* || POWERPOINT TO PRESENT, YOU

WILL FIND ALL THE SCREEN
SHARE OPTIONS HERE.

1 208 B

Meeting in “General

e — 4 IF YOU ARE LOOKING FOR
<] - SOMETHING, THERE IS A GOOD
P— CHANCE IT IS UNDER THE ..
TAB.
SRS 8 HERE YOU CAN ADJUST MEETING
OPTIONS, BACKGROUNDS,
—— RECORD, ETC. THERE ARE T00
MANY ELEMENTS T0 GO
THROUGH IN THIS

PRESENTATION, BUT CLICK
AROUND AND EXPLORE.

screen

#& Apply background effe

£ Turn on live captions

@ Start recording

Meeting in "General”

. 5 e 3 Meet

WHEN YOU ARE READY TO

LEAVE A MEETING YOU

CLICK 'LEAVE".

IF YOU ORGANIZED THE
MEETING, YOU WILL HAVE A
DROP DOWN OPTION. IN THIS
CASE, IF YOU CLICK LEAVE,
THE MEETING CONTINUES
WITH OUT YOU. IF YOU CLICK
*END MEETING' THE MEETING

ENDS FOR ALL
PARTICIPANTS.




PRESCHEDULE A MEETING

B N i i
. ew meeting Details Scheduling Assistant

ime zone: (UTC-04:00)
: 04:00) Atlantic Time (Canada) “~ Response e

) sponse options v
X Require n

Jactd titte

egistration: Nonie

Add required attendees

2021-09-18 9:30 am, —  2021-09-18 10:00 2 i
230 am. v 0: 3
00 a.m. m

Does not repeat

> General

Add location

+ Optional

All day

AS MENTIONED EARLIER,
THERE ARE TWO OPTIONS TO
START A MEETING: "MEET NOW'
AND "SCHEDULE A MEET'. IF
YOU WISH TO SCHEDULE A

MEETING FOR A FUTURE DATE
CLICK THE 'SCHEDULE A
MEETING' OPTION AND THIS
SCREEN WILL APPEAR.

YOU MAY WANT TO START BY
ADDING A TITLE TO THE
MEETING.

o

B I u YV & A

Paragraph -

Type details for this new meeting

New meeting Details Scheduling Assistant

70 INVITE PEOPLE TO THE MEETING, TYPE IN THEIR EMAIL
INTO THE PARTICIPANT TEXT BOX. WHEN YOU ARE DONE
TYPING, YOU SHOULD HAVE AN INVITE WINDOW APPEAR
UNDER WHERE YOU TYPED THE EMAIL ADDRESS. CLICK
ON IT AND THAT PERSON WILL BE ADDED. ON THIS PAGE
YOU WILL BE ABLE TO SET THE DATE AND TIME (HIDDEN
BY THE 'INVITE WINDOW' IN THIS IMAGE AND ADD DETAILS
FOR THE PARTICIPANTS. WHEN YOU HAVE FINISHED
INPUTING ALL OF THE INFORMATION, CLICK ON THE THE
*SEND’ BUTTON FOUND IN THE TOP RIGHT CORNER OF THE

SCREEN.

Time zone: (UTC-04:00) Atlantic Time (Canada) ~ Response options
Home and School Meeting

trevor. terry@nhed.nb,ml

G Invite trevorterry@nbed.nb.ca 10:00 am.

Does not repeat

> General

Add lecation

fer =

S Paragraph >

wh

v &

Type details for this new meeting

B I UV

iy < All teams G
eneral

Posts Files
G O Meet | -

+ Mew T
ew v T Upload Sync @ Copy link !

Download + Add cloud storage

@ Open in SharePoint = All Documents

Documents > General

A School
IF WE RETURN TO THE HOME PAGE, YOU WILL SEE

THE FILES" TAB AT THE TOP. THIS IS WHERE YOU
CAN STORE DOCUMENTS TO BE SHARED. THESE
FILES ARE MEANT TO BE COLLABORATIVE, SO
::;IHING YOU PLACE IN FILES CAN BE EDITED
OR DELETED BY EVERYONE ELSE ON
TEAM. "
TO ADD AFILE, JUST CLICK ON UPLOAD AND
CHOOSE THE LOCATION THAT YOU HAVE THE
DOCUMENT SAVE ON YOUR COMPUTER.

O Name -

General
o 2021-ZUZZ-District-EaIendar.pdf

= @ 8§ Join or create team

JF YOU GET LOST IN ANOTHER TEAM OR ARE
WONDERING WHERE YOUR OTHER TEAMS ARE,
JUST CLICK ON THE ‘TEAMS® ICON ON THE LEFT
SIDE OF THE WINDOW AND IT WILL SHOW YOU ALL
OF THE TEAMS TO WHICH YOU BELONG.

W

:E" i
ASD-E K-5 Teacher
TEAM

ASD-E 6-12 ELA R ASD East - EST's
Hub

ASD-E ICT District Team

The TE[AICH

ELA Sample Symposium

Cyberimmunization...

HERE IS
OUR TEAM

ASD-E ICT Resources for

i
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A School




