MS Teams Help pages: Staff guidance
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Introduction

MS Teams is the university's official virtual classroom tool which is integrated into
Brightspace.

In this resource, you will find answers to questions you might have about MS Teams.
The resource is organised topically and contains links to specific MS Teams help
pages and UHI guidance and policies.

Make sure you have created your MS Teams Channel by clicking on the MS Teams
Integration widget in Brightspace (Figure 1 below).

Brightspace MS Teams Integration

This may have already been done by a colleague. In this case, the course title will
appear in the widget instead of the words 'Create Course Team'.

MS TEAMS Integration

Create a course space in Microsoft Teams
for communication and collaboration.

Required: Participants’ email addresses
must be linked to Microsoft 365.

Create Course Team

Figure 1. MS Teams Integration widget in Brightspace

It can take up to 1 hr to create the MS Team Channel

If you have a specific question that is not answered in this staff guidance or FAQs -
MS Teams Collaboration in the VLE (sharepoint.com)

please submit your question through a Unidesk ticket and ITDI colleagues will
respond.


https://myuhi.sharepoint.com/:w:/r/sites/uni-itdi/_layouts/15/Doc.aspx?sourcedoc=%7BAC7A925E-C67D-4FDA-90CE-64CB06301D10%7D&file=MS-Teams-for-Brightspace-Getting-Started.docx&action=default&mobileredirect=true
https://myuhi.sharepoint.com/sites/uni-itdi/SitePages/MS-Teams-Collaboration-in-the-VLE.aspx?csf=1&web=1&e=MNul7e&CID=90290885-c2f7-4611-ad43-c61cbf7a787a
https://myuhi.sharepoint.com/sites/uni-itdi/SitePages/MS-Teams-Collaboration-in-the-VLE.aspx?csf=1&web=1&e=MNul7e&CID=90290885-c2f7-4611-ad43-c61cbf7a787a

Getting started in MS Teams

MS Teams is the university's official virtual classroom tool which is integrated into
Brightspace.

On the following pages, you will find more information on scheduling, sign-posting
and running MS Teams sessions.

MS Teams is a video collaboration tool, continue to use Brightspace for all other
unit/module support and materials.

Communicate with students through discussion boards and emails - these are
provided for official communication as this requires an audit trail.

Chat in MS Teams is not an official form of communication. Students and staff
should be directed, and redirected if necessary, to use discussion boards and email
where appropriate (Chat is deleted at present after 3 months).

For the best experience use the MS Teams app.

You have access to MS Teams features in a menu bar at the bottom of the screen
(Figure 1 below)
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Figure 1: MS Teams features menu bar

Use meeting controls in Microsoft Teams (see Desktop and Mobile tabs at the top of
this information)

Chat: Chat with the other participants in the MS Teams session. Clicking on this
button opens up a window on the right hand side and a box and the bottom to type
into - ' Type a message' . Chat is not for formal communication with the lecturer, nor
is MS Teams. Use the formal communication highlighted by your lecturer which will
include discussions boards and email . Please note Chat is not recorded.

People: When you click on this you will see other participants in the MS Teams
session on the right hand side 'Participants’.

Raise : Raise your hand in a meeting.
React : Send a reaction in a meeting. When you click on this button there is a
selection to choose from. This includes, thumbs up, heart, clapping hands, smiling

emoji, shocked emoji.

View: Change your view. There are a number of options when you click on 'View'


https://support.microsoft.com/en-gb/office/use-meeting-controls-in-microsoft-teams-ee1134a2-c74d-41ef-be98-e979d6167915

Rooms: this is a feature for create breakout rooms

Apps: add an app - your lecturer may use some of these in your sessions such as
Polls or Whiteboard

More: this offers a number of options with regards to settings etc.

Camera: Switch your webcam on or off. Webcam is off when the button has a line
though it and on when the button does not have a line though it. This is done by
clicking on the icon and there is also a drop down menu. You may wish to blur your
background or choose another type of background.

Microphone: By clicking on the icon you may mute yourself when you are not
speaking (button has a line through it; unmute yourself when you are speaking
(button has no line). There is also a drop down menu to check settings and make
adjustments.

Share button: share content (screen) and note toggle to include sound. You will
need to enable sharing for students if you wish them, to share their screen.

Leave button: Leave the MS Teams session.



Scheduling and sign-posting MS Teams sessions

MS Teams is the university's official virtual classroom tool which is integrated into
Brightspace.

Virtual classroom sessions should be scheduled via the MS Teams Integration
widget in Brightspace as this generates a Join link.

o If students ask you how to join, please sign-post them to the MS Teams
widget in Brightspace (Figure 2) and/or the help pages for students
(Brightspace-MS Teams Integration) where they will find detailed
information on accessing MS Teams sessions.

MS TEAMS Integration
i
You can now use Microsoft Teams to communicate and collaborate in this course.

Brightspace Course Team 1

Figure 2: MS Teams Integration widget in Brightspace for students

Schedule a meeting: from your General MS Teams Channel click on the video
camera icon at the top right corner and select 'Schedule a meeting' (Figure 3)
(Brightspace-MS Teams Inteqgration).

How to schedule a meeting.

From the General channel of your Teams Class click on the video camera icon at the top right
corner and select Schedule a meeting.

General Posts Files Brightspace 3 D

Welcome to Brightspace Example Sandbox

Figure 3: How to schedule a meeting


https://myuhi.sharepoint.com/:w:/r/sites/uni-itdi/_layouts/15/Doc.aspx?sourcedoc=%7BAC7A925E-C67D-4FDA-90CE-64CB06301D10%7D&file=MS-Teams-for-Brightspace-Getting-Started.docx&action=default&mobileredirect=true
https://myuhi.sharepoint.com/:w:/r/sites/uni-itdi/_layouts/15/Doc.aspx?sourcedoc=%7BAC7A925E-C67D-4FDA-90CE-64CB06301D10%7D&file=MS-Teams-for-Brightspace-Getting-Started.docx&action=default&mobileredirect=true

Signposting : Lecturers have the option to add details (e.g. dates and time) of
virtual classroom sessions to a unit/module timetable, to the unit/module course
schedule in Brightspace or within an announcement.

It is highly recommended that students and staff join all MS Teams sessions via the
MS Teams widget in Brightspace.

This will ensure both lecturers and students engage with support, guidance and
information available within the unit/module spaces in Brightspace.

If you are required to admit students to a MS Teams session manually, please make
sure to read through the list of participants asking to be admitted and only admit
students who are officially enrolled on your module/unit. If in doubt don't admit.

Running a MS Teams Session via Brightspace

How do | join a MS Teams session?
Log on to Brightspace, click on the via the MS Teams widget (Figure 3 below)

MS TEAMS Integration
You can now use Microsoft Teams to communicate and collaborate in this course.

Brightspace Course Team 1

Figure 3: MS Teams Integration widget

Once you have joined a MS Teams session this way, you will also be able to join
further sessions in the future via the Join Meeting link in the appointment that will
automatically be created in your unit or module Channel and in the MS Teams
calendar (Figure 4).

When a lecturer creates a virtual classroom session in the unit/module MS Teams
Channel in Brightspace these appointments are automatically created for all
enrolled in the unit/module.

For students it is critical they join via Brightspace so as to ensure they engage with
the support and materials provided within Brightspace.



LIE nefeaiomFam

Figure 4: MS Teams calendar

What are the meeting options available to me?

When scheduling a meeting you may wish to review the meeting options.

Scroll down within the invite to Meeting options or Select your Virtual Classroom
Session from the MS Teams Calendar. Select Meetings options

For organizers: Meeting options | Reset dial-in PIM

There are 5 options - 'security’, 'audio and video', 'engagement’, 'roles' and
'recording and transcript' .

Security

a () Security

[} Audio & video

(5 Engagement Who can bypass the lobby? (7) People in my org and guests

S, Roles

8= Recording & transcript People dialing in can bypass the lobby Noe @ )

Enable Green room (7)

There are applied defaults which can be modified if required:

Security: Who can bypass the lobby? the existing default setting is 'People in my
org and guests'

Audio and video: For all attendees mic and camera are selected YES
Engagement: Meeting chat is ON, allow reactions and allow attendance report

Roles: Co-organiser, presenter and attendee. Co-organiser and presenters share
most permissions. Those attending the meeting will only be able to present if they
are made presenters- this is not a default setting.



https://uhi.webex.com/webappng/sites/uhi/dashboard?siteurl=uhi

Recording and transcript : Recording and stopped by the organiser and co-
organiser

| want to play an audio file or a video with audio for my students. Is
that possible?

Yes, you can share audio or video with audio in a MS Teams session.
When you click on 'Share' content you have the choice to share content and
include sound:
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Share content Include sound (@ )

Presenter mode

O G & @ Add background
x [

Figure 6 : Options when you click on Share

What are the features and functions | can use in MS Teams?

For information consult Teaching in MS Teams .

This provides an outline and more details of the key features in MS Teams which
you may choose to use within the video collaboration.

How many students can | see on the screen at any one time in MS
Teams?

The maximum number of students that can be accommodated on the screen at any
one time is 49.

How you 'view ' participants can be varied by you.

To modify click View on the top navigation bar which will open a drop down menu
(Figure 5).


https://myuhi.sharepoint.com/:w:/r/sites/uhi-tsr/_layouts/15/Doc.aspx?sourcedoc=%7BA92B9D30-4F8E-4CD1-86D5-43786195F973%7D&file=Teaching%20with%20MS%20Teams.docx&action=default&mobileredirect=true&web=1
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Figure 5: Options displayed in View drop down menu

Using breakout sessions in MS Teams

Breakout rooms can be created before or during your virtual classroom session.

Consult: MS Teams specific guidance on Use breakout rooms in Microsoft
Teams meetings.

Recording: To allow participants to talk freely, do not record break out rooms as
any feedback will be captured in the main meeting channel recording.

Breakout sessions MS Teams

Great resource:

Linkedin is a great resource, available to both staff and students at UHI. You'll find it
on a tile in MyDay. We have added some videos below on how to create breakout
room.

How do | add breakout rooms in MS Teams?

You can create rooms ahead of your meeting or during your meeting.

There are useful videos in LinkedIn to get you started, highlighting why breakout
rooms are useful for you and your students, and how to set them up.


https://support.microsoft.com/en-gb/office/use-breakout-rooms-in-microsoft-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461
https://support.microsoft.com/en-gb/office/use-breakout-rooms-in-microsoft-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461

The video below, 4min 58 secs, highlights how to create breakout rooms ahead of
your MS Teams session and during your session.

Use breakout rooms

Creating breakout room when you are in a MS Teams session
This video below, 2 mins 46 secs, is all about creating rooms when you are in a
session.

Create breakout rooms from Microsoft Teams: Successful Meetings, Webinars and
Events by Gini von Courter

Recording and transcription in MS Teams session

On this page you will find more information about recording MS Teams virtual
classroom sessions.

For full instructions and policy please review : Recording of taught sessions policy:
instructions

Just as a reminder:

If you are recording taught sessions, every two weeks from the start of each
Semester until you cease recording, you must log in to your class list in UHI
Records and check the entire list.

Objections are indicated by a red video camera icon with a slash through it.

N

The class list report displays 10 students on the first page. You can sort the
objection column to group all students who have objected at the top of the list.

Click “Objected to being recorded” to sort the list from highest to lowest, you will
have to click twice as it displays lowest to highest on the first click

How do | record a MS Teams session?

How do | record a lecture?

Key messages from the recording policy and instructions for lecturers

There are 3 purposes-change


https://www.linkedin.com/learning-login/share?account=56746241&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fmicrosoft-teams-essential-training-23397024%3Ftrk%3Dshare_ent_url%26shareId%3D0UIC%252FMd7RyKJw58jc3MfIQ%253D%253D
https://dms.licdn.com/playlist/vid/v2/D4D0DAQGg2oFS3sBKNg/mp4-720p-30fp-crf28/mp4-720p-30fp-crf28/0/1683064244662?e=1723560217&v=beta&t=T8K6WmU2hdbIn_o4gZBAHgfHAwPF9PFJb8lDydhA3-c
https://dms.licdn.com/playlist/vid/v2/D4D0DAQGg2oFS3sBKNg/mp4-720p-30fp-crf28/mp4-720p-30fp-crf28/0/1683064244662?e=1723560217&v=beta&t=T8K6WmU2hdbIn_o4gZBAHgfHAwPF9PFJb8lDydhA3-c
https://myuhi.sharepoint.com/:w:/r/sites/uhi-tsr/_layouts/15/Doc.aspx?sourcedoc=%7B8C854594-595A-4D96-9B68-D1B8DEBC2B30%7D&file=Recording_of_taught_sessions_policy_instructions.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://myuhi.sharepoint.com/:w:/r/sites/uhi-tsr/_layouts/15/Doc.aspx?sourcedoc=%7B8C854594-595A-4D96-9B68-D1B8DEBC2B30%7D&file=Recording_of_taught_sessions_policy_instructions.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://www.studentjourney.uhi.ac.uk/urd/sits.urd/run/siw_lgn
https://www.studentjourney.uhi.ac.uk/urd/sits.urd/run/siw_lgn
https://support.microsoft.com/en-gb/office/record-a-meeting-in-microsoft-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24

Purpose 1:

Recording of taught sessions as specified in Personal Learning Support Plans
(PLSP)

Purpose 2:
Recording of taught sessions for educational purposes by UHI
Purpose 3:

Recording of taught sessions to make a reusable learning object
The instructions to guide lecturers, are written in Frequently Asked Question (FAQ)
format

For example:
Do | have to record taught sessions?

Only:
« if there is a student in the session who has recording specified as a
reasonable adjustment in their Personal Learning Support Plan (PLSP) or
« recording is specified in your employment contract.

Please note the University partnership’s position is that taught sessions should be
recorded to allow students to view recordings to enhance their educational
experience and overcome access problems due to work commitments, caring
responsibilities, or ill health.

What must | do before recording MS Teams sessions?

Only lecturers or co-hosts may record sessions. For GDPR reasons, do not use the
“automatically record sessions” feature. Prior to the session being recorded you
must tell students that the session is being recorded and you must put a link to the
Privacy notice — Recording of taught sessions in the chat. Once you have done that,
you may start the recording.

You may wish to add a PowerPoint slide :
Slide title: This session will be recorded
This session is being recorded for educational purposes.
« The link to the Privacy Notice, recording of taught sessions will be posted in
this session’s chat.
e You (students, staff, visitors) must comply with the Recording of taught
sessions policy.
o Privacy notice, recording of taught sessions link: Brightspace, click
Help.


https://www.uhi.ac.uk/en/t4-media/one-web/university/privacy-notices/uhi-privacy-notice-recording-of-taught-sessions.pdf

o Recording of taught sessions policy link: Brightspace, click Help, click
Compliance Statement.
o Failure to comply with the Recording of taught sessions policy is a
disciplinary offence and could be subject to legal action.

When scheduling a new meeting in MS Teams the default is no automatic recording
with transcription of a meeting. In ‘More options’ (in blue hypertext right hand menu)
you can set security, audio and video, engagements, roles, recording and
transcription.

Once the meeting has started and you have displayed the Privacy notice —
Recording of taught sessions in the chat, select More actions, Record and
transcribe, Start recording.

This will start the recording and the transcription: Record a meeting in Microsoft
Teams - Microsoft Support

Note: if no-one has objected, to ensure students have the best educational
experience, please ask them to turn on their cameras. Remind them that if they
don’t want people to see their background, they can blur it or replace it with an MS
Teams background or an image: Change your background in Microsoft Teams

meetings.

Note: Chat is not recorded.

How do students access recordings?

Students should go to their unit or module in Brightspace and click on the widget to
access Teams. They should ensure they are in the appropriate General Channel
and click on “See details” (Figure 9).
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Figure 9: MS Teams General Channel


https://www.uhi.ac.uk/en/t4-media/one-web/university/privacy-notices/uhi-privacy-notice-recording-of-taught-sessions.pdf
https://www.uhi.ac.uk/en/t4-media/one-web/university/privacy-notices/uhi-privacy-notice-recording-of-taught-sessions.pdf
https://support.microsoft.com/en-gb/office/record-a-meeting-in-microsoft-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24#bkmk_recordmeetingorcall
https://support.microsoft.com/en-gb/office/record-a-meeting-in-microsoft-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24#bkmk_recordmeetingorcall
https://support.microsoft.com/en-gb/office/change-your-background-in-microsoft-teams-meetings-f77a2381-443a-499d-825e-509a140f4780
https://support.microsoft.com/en-gb/office/change-your-background-in-microsoft-teams-meetings-f77a2381-443a-499d-825e-509a140f4780

How do students access transcription?

Students should go to their unit or module in Brightspace and click on the widget to
access Teams. They should ensure they are on the appropriate Channel (General
in most cases) and click on “See details”. Recordings and transcriptions are
accessed there.

The transcription is automatically anonymised. The person speaking when the
recording starts is identified as Speaker 1 and thereafter speakers are labelled as
Speaker 2,3 and so on. For ease of review of the transcript lecturers who lead the
session should identify themselves to students as Speaker 1 or if there is a guest
lecturer for example they may be 'Speaker 2'.

A student is running a student led learning or teaching session, may they
record this?

If you feel students would benefit from the session being recorded, you may give
written permission provided:

1. No student participating in the session has formally objected to being recorded.
2. Recording won’t hamper the discussions.
3. All students are told the session will be recorded and are given the privacy
notice at least two weeks before the session, giving them the time to object
should they wish to do so.

If you give students written permission, you must inform them that they must:

1. read and adhere to the conditions in the Recording of taught sessions policy,
specifically 11.2.2 Recording by students and use of taught session recordings;

2. display the Privacy notice — recording of taught sessions at the start of each
recorded session.

3. submit the recording to you.

4. delete the recording from any personal device or cloud storage, including their
UHI One Drive.

Recordings are subject to UHI’s retention policy. Put the recording in the appropriate
university space and make it accessible to students.

Please let students know that failure to comply with the policy is a disciplinary
offence and could be subject to legal action.


https://www.uhi.ac.uk/en/t4-media/one-web/university/about-uhi/governance/policies-and-regulations/policies/Recording-of-Taught-Sessions-Policy.pdf
https://www.uhi.ac.uk/en/t4-media/one-web/university/privacy-notices/uhi-privacy-notice-recording-of-taught-sessions.pdf

How can | review attendance of students at virtual
classroom sessions?

Consult: Manage meeting attendance reports in Microsoft Teams - Microsoft
Support

Just as a reminder:

During the meeting you can select the People icon in the top navigation bar and this
will provide you with a list of people who have joined and people who have not
joined the meeting.

After the meeting Organisers can review attendance by opening Teams, going to the
Calendar, opening the meeting, and selecting the Attendance tab. For recurring
meetings, select the required report from the dropdown list.

Troubleshooting

If you have any issues or questions which are not answered in this resource, please
visit the UHI ITDI Resource pages in SharePoint - Adoption of MS Teams
Collaboration in the VLE (Brightspace).

If you cannot resolve your issue with these resources, please raise a Unidesk
ticket.


https://support.microsoft.com/en-us/office/manage-meeting-attendance-reports-in-microsoft-teams-ae7cf170-530c-47d3-84c1-3aedac74d310
https://support.microsoft.com/en-us/office/manage-meeting-attendance-reports-in-microsoft-teams-ae7cf170-530c-47d3-84c1-3aedac74d310
https://myuhi.sharepoint.com/sites/uni-itdi/SitePages/Adoption-of-MS-Teams-Collaboration-in-the-VLE-(Brightspace).aspx
https://myuhi.sharepoint.com/sites/uni-itdi/SitePages/Adoption-of-MS-Teams-Collaboration-in-the-VLE-(Brightspace).aspx

