TEAMS: How to Create a Channel Meeting for your Course

PLEASE NOTE: These instructions now work for regular AND Orion-combined courses. Courses merged
using the eLearning Merge Course Tool, however, must use the Private Meeting instructions.

While most courses will return to regular face-to-face format, there are several courses that will be
offered in multiple modalities. For more information about these modalities, see
https://www.utdallas.edu/coronavirus/academic-continuity/.

The university supports these teaching methods with these tools...

- Microsoft Teams — Used for recording lectures
- elearning (Blackboard) — Learning Management System

Below are instructions developed by the ETS-eLearning team to step you through what to do

1) before the semester starts,
2) before each class period, and
3) after your class has ended.

WHAT TO DO: Prior to Semester Start

Before the semester begins, you'll need to create a recurring Channel Meeting in the Microsoft Teams
calendar. You’ll then use this same Channel Meeting during each class session to live-stream and record
your class lecture (Step 2 below).

PLEASE NOTE: Channel Meetings have the benefit of appearing in the Course Team. However, while
Channel Meetings will allow outside users (i.e. guest speakers, anyone not enrolled in the course) to
share audio and video, these outside users WILL NOT be able to see/participate in the meeting chat.

1. Loginto Teams.

If you’ve never logged into Office 365 using your computer, you’ll see the first screenshot below.
Type in your email address using the netid@utdallas.edu format. Click Next. Follow the
prompts to type in your password and authenticate using DUO.

If you have logged into Office 365 any time prior using your computer, you’ll see the second
screenshot below. Simply click your email address to continue. Follow the prompts to type in
your password and authenticate using DUO, if needed.

If you have never used DUO, please see https://www.utdallas.edu/oit/howto/netidplus/.
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Use the Calendar in Teams to create a Channel Meeting.
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On the New Meeting screen, you'll fill in the following information.

Meeting Name

Ve UTD 1301.001 (Fall 2020)
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Date — Type the date/time of your first class session. Then click the dropdown, and choose the

Custom option.
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Select the days of the week your class takes place. Then set an End date.

Repeat every 1
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Start  Aug 17, 2020

Week o

S ' M T W T F S e
o End  Nov252020  Remove

Occurs every Monday and Wednesday starting 8/17 until 11/25 o

August 3, 2021

UT Dallas elLearning elearning@utdallas.edu

Page 3


mailto:elearning@utdallas.edu

In the Add channel field, click your course team name, then click the General channel listed
under the course name.

= Pr— ORION-COMBINED COURSES UPDATE

» n Blackboard Upgrade Q4 2019

Faculty will have merged course teams for
Orion-combined courses. For this step, select
the General channel for your merged course

Q » B Classroom Tech &t eLearning

» BB ETS-elearning Team

» n NSEB Technology Group - team.

» 7 New Student Engagement Board (NSEB)

~@ uro 1301001 NOTE: Courses that are merged in eLearning
General

using the Merge Course Tool will need to use

Y= U Microsoﬁ{gams%mp*om the Private Meeting instructions.

» Bl clearning Faculty Mentors

Now click the Send button.

New meeting Details Scheduling Assistant m Close

Time zone: (UTC-06:00) Central Time (US & Canada)

VZ UTD 1301.001 (Fall 2020)

= Add required attendees + Optional

5] Aua 172020 2NN DM

2. You now need to set your Meeting Options. To do this, right-click on the event in the calendar,
and go to Edit > Series.

UTD 1301.001 (Fall 2020)
Adams, Katrina

& Edit > Occurrence

Chat with participants m
&4 Join online
i Cancel >

Click the Meeting options link.

UTD 1301.001 (Fall 2020) Chat Details Scheduling Assistant

X Cancel meeting Time zone: (UTC-06:00) Central Time (US & Canada) Meeting options

O

Vi UTD 1301.001 (Fall 2020)
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For the Who can present? dropdown, choose Only me. This will make your students enter the
meeting as an ‘Attendee’. Attendees do not have access to share their screen or record the class
session. They do, however, have the ability to share their microphone and webcam.

Meeting options

Who can bypass the lobby? Everyone ~

Always let callers bypass the lobby

Announce when callers join or leave No @

Who can present? Everyone v
. Everyone

Allow mic for attendees? y

People in my organization and guests

?
Allow camera for attendees? Specific people

Record automatically * Only me L\\,
Allow reactions fes ()

You can also decide if attendees have the ability to use the mic or share their video camera
during the meeting.

Meeting options

Who can bypass the lobby? Everyone ~

Always let callers bypass the lobby

Announce when callers join or leave No @
Who can present? Only me ~

Allow mic for attendees? Yes ()
Allow camera for attendees? Yes ()
Record automatically Yes ()
Allow reactions Yes ()

Faculty can now set the meetings to automatically start recording as soon as the meeting starts
(i.e. once the first person accesses the meeting). Once that recording is finished, the meeting
instructor will own the meeting recording.
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Meeting options

Who can bypass the lobby? Everyone

Always let callers bypass the lobby

Announce when callers join or leave
Who can present? Only me

Allow mic for attendees?

Allow camera for attendees?

Yes

Yes

Record automatically

Yes

Allow reactions

Yes

8/8|1868 < C

Click Save. Close the browser window, and you are back at the Meeting Details screen.

3. Postlink in your eLearning course. To do this, while still in the Meeting Details screen, right-click

on the Join Microsoft Teams Meeting and click Copy Link.

B 7 U S v A W Paragraph ~ T,

Join Microsoft Teams Mej "

Copy Link
+1 737-220-2208 United States, Aug

Open Link
Conference ID: 248 977 909#

=

=

Now go to your eLearning course, and create a Web Link that directs students to the meeting
URL. (We recommend putting the link somewhere that’s easy to find, like the top of the Course

Homepage.)
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v Assessments v Tools v

Create New Page
Item Content Folder
File Module Page
Blank Page
Audio
Image Mashups
Video Flickr Phote
Web Link @ SlideShare Presentation
[ ot YouTube Video

WEB LINK INFORMATION

Name MS Teams Classroom (UTD 1301.001)

URL https://teams.microsoft.com/l/meetup-join/19%
For example, http://www.myschool.edu/
[J This link is to a Tool Provider. What's a Tool Provider?

AN

) MS Teams Classroom (UTD 1301.001)

4

Classes are Mon/Wed, 3-5pm.

WHAT TO DO: At the beginning of each class session

It's the day of your class, and you’re ready to start your lecture. The instructions below will work

whether you’re in a classroom using the podium computer or teaching remotely using your university
laptop.

1. Open the Microsoft Teams application. Open the calendar, then click the Join button for your
course meeting.
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a Calendar
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= (] Today < > July2020 v
13
Monday

i

3pn Y UTD T307.00T (Fall 2020)
Adams, Katrina

2. On the window that pops up, 1) make sure your webcam is turned on, 2) select the correct
audio source (most likely Computer audio), 3) turn on your microphone, then 4) click Join now.

Choose your video and audio options

Computer audio

Realte 3 B8 Audio
* @
Phone audio
Room audio

[ 1] D % Background filters o Don't use audio

3. BE SURE to start your recording. To do this, click the More Options button and click
Start recording.
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53 Show device settings

B Show meeting notes
() Show meeting details

3 Enter full screen

% Show background effects
Turn on live captions (preview)
i Keypad
Start recording
End meeting

Turn off incoming video

4, On the Teams toolbar, select the Share button.

5. Select what you want to share. Notice that Teams lists PowerPoint files you’ve uploaded into
Office 365. If you do not see the file you’re looking for, click the Browse link. If you are sharing
your Desktop or a specific Window, you have the ability to check the box to Include system
audio.

(3 Include system audio

Window PowerPoint Browse Whiteboard

e 2| A ]

T

Screen #1 Meeting | Microsoft Teams opening-slide-bb.pptx Course Intro.pptx Microsoft Whiteboard

PLEASE NOTE: On a Mac, you will need to install a driver the first time you include computer
audio in a Teams meeting. Just follow the simple wizard and click Install or Update. It takes

about 10 seconds for the installation to complete.

6. You can now conduct your class. Below are some tips to help you manage your meeting.
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MANAGE ALL ATTENDEES — Switch to the Participants Panel.

Click the More Options icon, and you'll see several settings available. These settings
affect all attendees.

7
0.0

7
0.0

O
0’0

0
0’0

Mute all — Mutes all attendees at once.

Attendees, however, still have the
ability to unmute.

Disable mic for attendees — This
removes attendees’ ability to unmute
their mics.

Disable camera for attendees — This
removes attendees’ ability to turn on
their cameras.

Manage permissions — This opens the
Meeting Options webpage, discussed
earlier.

Download attendance list — This
downloads a list of students who
attended the meeting.

Lock the meeting — This prevents any
additional attendees from entering the
meeting.

Participants

Mute all
Disable mic for attendees

(3 Disable camera for attendees
Manage permissions

< Download attendance list

] Lock the meeting

Attendees (4)

@ Adam Clayton
]
@ Dave Evans

(]
Larry Mullen Jr.
(]

@ Paul Hewson
(]
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e MANAGE INDIVIDUAL ATTENDEES — While still in the Participant Panel, hover over an
attendee’s name, then click the More options link. You’ll now see several options that
impact that particular student only.

Participants

«* Mute Participant — This mutes that
attendee’s microphone. The
attendee, however, still has the ability
to unmute. =o Share invite

+»+ Disable mic — This removes that
attendee’s ability to unmute their
mic.

+» Disable camera — This removes that
attendee’s ability to turn on their

Invite someone or dial a number Q

Presenters (1)

", Adams, Katrina

er

camera. Attendees {4)
«* Pin — This will keep the video pinned @ Adam Clayton
(in view) no matter who is speaking. -
+»+ Spotlight — This will put the focus on @ Dav Mute participant

this particular student for all
participants.

(
Disable mic
Larr _
* & [hsable camera

@ Pau Pin
” % Spotlight
Suggestions Make a presenter

Remove from meeting

e RAISED HANDS — Participants have the ability to raise their hand in the meeting. When
a student raises their hand, you’ll see a number appear on the Participants button in the
toolbar.

El i LL X

Show participants

In the Participants panel, the students with raised hands will appear at the top of the list
of attendees. (MS Teams will list the students in the order each of the hands were
raised.) Once you’ve responded to each student, you can then lower the student’s
hand.
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Currently in this meeting (3) Mute all
ka Adams, Katrina & PH IEaultHEWSOﬂ (Gues?) * e
O Organizer Sz @
oy  Paul Hewson (Guest) ¥ @ DE Dave % Lower hand *
Guest Guest
DE E)j:j Evans (Guest) P @
o 2 Pin
f o Remove participant

7. Once your class is done, click the More Options button, and choose Stop Recording. Then
confirm on the next window.

7% SNOW DAcKgrouna errects

Turn on live captions (preview)

Stop recording?

i Keypad This meeting is being recorded. Are you sure you

(© Stop recording want to stop?

ov End meeting
Cancel Stop recording

(4 Turn off incoming video

WHAT TO DO: After your class session
Once you’ve finished your class, you can easily access the class recording from within Teams.

While in Teams, click the Teams option in the left sidebar.
Click the General channel.

Click the Files tab.

Click the Recordings folder.

E:lp Teams ﬂ General o Files Class Notebook
Activity

q Your teams + New ™ T Upload ~ £ Sync @ Copy link

ETS 2021.001 U2 -
Documents General

PwnNE

[I1]
L[ ] ]
Teams o General
.
— Name
n HD 2021.001 U21 _
Calendar
Class Materials
ﬂ OIT2021.001 U21 - .
call o ~Recordings
T LI ad i
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You’ll now see the class recording(s) listed. (Depending on the length of the class recording, it
may take a few minutes for the recording to appear in this list.) Notice in the screenshot below
that each recording is tagged with the date (highlighted). However, if needed, the instructor has
the ability to select a recording, then rename it.

%P Teams = ﬂ General Posts  Files Class Notebook
Activity
e e @ Copy link + Download fil Delete = Pin to top
Chat
ETS 2021.001 U21 )
t) Documents General > Recordings
Teams General
— Name
BB 102021001 v21 >

w)
[*] ~ETS2021.001 Class Meetings-20210629_183253-Meeting Recording.mp4

% ' OIT 2021.001 U21

N
Calls [*] ~ETS2021.001 Class Meetings-20210629 190507-Meeting Recording.mp4

D Hidden teams

Files

N
(] [=] ~ETS2021.001 Class Meetings-20210630_201217-Meeting Recording.mp4

Students in your class team are now able to view the class recording(s).
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