TEAMS: How to Create a Private Meeting for your Course

PLEASE NOTE: These instructions are used ONLY if 1) your courses were merged in eLearning using the
Merge Course Tool, or 2) OIT Helpdesk has recommended use of Private Meetings for your merged
course.

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 will need to create a new recurring Private Meeting. The best way to do
this is to create the meeting in Microsoft Outlook. Please follow the instructions below.

1. Open Microsoft Outlook, and while in the Calendar, create a new calendar event for your
course.
a. Click the Recurrence button

UTD/ABC 1301.001 (Fall 2020) - Appointment

Appointment Insert Format Text LEVEY Help Q Tell me what you want to do

> Appointment [} (]
EJ x lire] ECI; BE ¢ @ :,.“ Z M bus! - Recurrence =Il ’
P& Scheduling Assistant o= 1

Save & Delete \:_;' . Tean_'ls Meeting Invite 0 minutes - @ Time Zones Categorize View

Close Meeting Notes Attendees @ Templates

Actions Show Teams M... Meeting... Attendees Options [ Tags My Templa...|

Subject UTD/ABC 1301.001 (Fall 2020)

Location v
Start time Mon 8/17/2020 El 1:.00 PM w | |Central Time (US & Canada) - D All day event

End time Mon 8/17/2020 E 3:00PM w | |Central Time (US & Canada) Ad

Put in the start/end times.

Select Weekly.

Select what days of the week your course occurs (i.e. Monday/Wednesday).
Put the last day of class in the “End by” field.

®ao o
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f. Click OK.

Appointment Recurrence

X

Appointment time

St 100PM Central Time (US & Canada)

End: ‘3:00 PM ‘Central Time (US & Canada)

Duration: |2 hours 9

Recurrence pattern

O paily Recur every week(s) on:

(®) Weekly [] sunday Monday [] Tuesday [] Wednesday
@Dnth'y [ Thursday [ Friday [ saturday

early

Range of recurrence

Start:  Mon 8/17/2020 (O Noend date

(O End after:

occurrences

o |©End by:  Wed 11/25/2020 |

Remove Recurrence

g. Now click the Teams Meeting button. This will add a Teams link to your calendar event.

UTD/ABC 1301.001 (Fall 2020} - Appointment Series

Appointment Series Insert Format Text

Review Help Q Tell me what you want

IF= Appointment [ ]
B Xm e (B 2L zmw o
& Scheduling Assistant e =)
Save & Delete E;.} . Tean.15 Meeting Invite 0 minutes - @Time
Close Meeting | Notes Attendees
Actions Show Teams M... [Meeting... Attendees Options

Subject |UTD/AEC 1301.001 (Fall 2020)

Location |

Recurrence  Occurs every Monday and Wednesday effective 8/17/2020 until 11/25/2020 from 1:00 PM to 3:00 PM
I

0 You haven't sent this meeting invitation yet.

e ]|
=7 Subject |UTD/ABC 1301.001 (Fall 2020)
Send Location | Microsoft Teams Meeting

Recurrence  Occurs every Monday and Wednesday effective 8/17/2020 until 11/25/2020 from 1:00 PM to 3:00 PM

Join Microsoft Teams Meeting h
+1737-220-2208 United States, Austin (Toll)

Conference ID: 715 410 594

Local numbers | Reset PIN | Learn more about Teams | Meeting options

In Shared Folder [E]] Calendar

If you are using the web version of Outlook, you can find the Teams Meeting option
under More Options.

Calendar v

e Add atitle

L Invite attendees Optional

© 77292020 B 500pPM v to 530PM v @ Alday @)

~ Repeat: Never

©  Search for a room or location

s Teams meeting @ )
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2. Now you need to set your Meeting Options. While you still have the calendar event open, right-
click on the “Meeting options” link, and click Open Hyperlink.

*,_9.:, Edit Hyperlink...

Join Microsoft Teams Meeting

+1737-220-2208 United States, Austin (Toll)
Conference ID: 715 410 59#

#2 Qpen Hyperlink ﬁ

nesday effective bom
Copy Hyperlink

2 Remove Hyperlink
A

Font...

Paragraph...
£ Smart Lookup
) Synonyms 4

Local numbers | Reset PIN | Learn more about Teams | Meeting options B3 Translate

Who Is...

Feams | Meetf‘qg options

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

Wheo can bypass the lobby?

Always let callers bypass the lobby
Announce when callers join or leave
Who can present?

Allow mic for attendees?

Allow camera for attendees?

Record automatically

Allow reactions

Everyone v

No @D
Everyone s
Everyone

People in my organization and guests
Specific people
Only me L\\,

Yes ()

Faculty 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 ()
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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.

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 ()

Click Save. Close the browser window, and return to your calendar event.

3. Postlink in your eLearning course. To do this, while still in the calendar event, right-click on the

Join Microsoft Teams Meeting and click Copy Hyperlink.

Join Microsoft Teams Meeting

P

Conference ID: 715 410 59#

+1737-220-2208 United States, Austin (Toll)

Local numbers | Reset PIN | Learn more about Teams | Meeting options

btil

Edit Hyperlink... Es

= Open Hyperlink

Copy Hyperlink «

Remove Hyperlink
Font...

Paragraph...

Smart Lookup
Synonyms 4
Translate

Who Is...

Now go to the course in eLearning, and create a Web Link that directs students to the Private
Meeting url. (We recommend putting the link somewhere that’s easy to find, like the top of the

Course Homepage.)

Create

Itemn

File

Audio
Image
Video
Web Link

Assessments v

Tools v

New Page
Content Folder
Module Page

Blank Page

Mashups
Flickr Photo
SlideShare Presentation

YouTube Video
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WEB LINK INFORMATION

Name MS Teams Classroom (UTD/ABC 1301.001)

URL https://teams.microsoft.com/l/meetup-join/19%

For example, http://www.myschool.edu/

[] This link is to a Tool Provider. What's a Tool Provider?

@ MS Teams Classroom (UTD/ABC 1301.001)
&

Classes are Mon/Wed, 1-3pm.

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.

Calendar

m Today < > August 2020

17 18

Monday

PM | uTD/ABC 1301.001 (Fall 2020)
Microsoft Teams Meeting
Adams, Katrina

Q

3PM

) uto/aBc 1301.001 (Fall ... Chat Fies Detsils 3 more el -

X Cancel meeting v | Tracking \

& UID/ABC 1301.001 (Fall 2020) ka Adams, Katrina
Organizer

& Add required attendees + Optional

Aug 17, 2020 T:00PM  ~

Aug 17, 2020 300PM v 2h @  Allday
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2. Onthe 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

Realté 3 B Audio
s @
Phone audio
Room audio

[ ] ‘D #% Background filters Don't use audio

1

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

£33 Show device settings
E Show meeting notes
(1) Show meeting details

& Enter full screen

7%, Show background effects
Turn on live captions (preview)
i Keypad

© Start recording

o> 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
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audio.

() Include system audio

Desktop

Screen #1

PLEASE NOTE: On a Mac, you will need to install a driver the first time you include computer

PowerPoint Browse Whiteboard

8 B =d

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

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.

August 3, 2021

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.

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
Disable camera for attendees
Manage permissions

+ Download attendance list

2] Lock the meeting

Attendees (4)

@ Adam Clayton
(]
@ Dave Evans

*
Larry Mullen Jr.
*

@ Paul Hewson il
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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.
++ Disable mic — This removes that =5 Share invite
attendee’s ability to unmute their mic.
++ Disable camera — This removes that
attendee’s ability to turn on their
camera.
+* Pin —This will keep the video pinned (in

Invite someone or dial a number Q

Presenters (1)

‘ Adams, Katrina

er

view) no matter who is speaking. BT 2 =
%+ Spotlight — This will put the focus on @ Adam Clayton
this particular student for all -

participants. @ Dav Mute participant

*
Disable mic
lam
Y ¢ Disable camera

@ pau - Fin
® o Spotlight
Suggestions Make a presenter

Remowe from meeting

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.

S

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 I PH EaucltHewson el * ape
O Organizer SliE @
py Paul Hewson (Guest) ¥ @ DE E)ave % Lower hand *
Guest Guest
DE E)a\.'et Evans (Guest) P @P
Lues
& Pin
f oo Remove participant

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

confirm on the next window.
72; 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?

o~ End meeting
Cancel Stop recording

(4 Turn off incoming video

Your recording will be saved in your personal OneDrive space.

WHAT TO DO: After your class session

Once you’ve finished recording your class, you will need to move the recording from your personal One
Drive space into the appropriate class team.

1. While in Teams, click on the Files options in the left sidebar.
2. Click on OneDrive, under Cloud Storage.
3. Click the Recordings folder.

?‘t Files @ OneDrive
Activity
=y Views _ i
— . + New ~ T Upload ~ 22 Sync & Op)
Chat |\I_.K| Recent
(o3} B Microsoft Teams OneDrive

w Downloads

= M MName
U

Calendar
Cloud storage Recordings o
& OneDrive o
Documents

H box  Box
- Motebooks

og Microsoft Teams Chat Files

You’ll now see the recording you just created. (Depending on the length of the class recording,
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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.

‘D' Files
Activity
@ Views
Chat © Recent
kel
[u)) w Microsoft Teams
Teams
— s Downloads

Calenda

Cloud storage

% & OneDrive

Calls
box  Box

Files

@ OneDrive

@ Copy link

+ Download

OneDrive > Recordings

D Name -~

il Delete

=l Rename

& Open in Ong

sl
(] [*] ~UTD 1301.001-002 (Fall 2021)-20210712_140948-Meeting Recording.mp4

4. Currently, that recording is visible/accessible only to you. You now need to move that recording
into your class team space. Right-click on the recording name, then choose Move.

OneDrive » Recordings

D Mame -

s
(v} [*] ~UTD 1201.001-002 (Fall 2021)-202107...

Modified ~~

20 minutes aao

Copy link

Download

Delete

Rename

Open

o Move

Copy

in OneDnive

U

5. Click Browse Teams and Channels.

6. Click the class team.

Move to

& OneDrive

"
w Browse Teams and Channels

{n) Adams, Katrina

ETS 2021.001 U21
HD 2021.001 U21

HD 2021.002 U21
OIT 2021.001 U21

e g8 &8

OIT 2021.002 U21

=

August 3, 2021

UT Dallas elLearning elearning@utdallas.edu

Page 10


mailto:elearning@utdallas.edu

7. Click the General channel.
8. Finally, click [Move].

Move to

& OneDrive 1 UTD 1301.001

@ Browse Teams and Channels General o

b Box
Move to
& OneDrive 1 o General ]
[ﬁ Browse Teams and Channels Type MName Modified *  Maodified by Size
b Box

Your video is now in the Files area for your class team. Your students are now able to view your

recording.
;%w Teams = General Posts Files Meeting Notes
@ Your teams + New v T Upload ™~ 3 Sync @ Copy link + Download
Chat
s UTD 1301.001
] Documents General
Teams General
— Name -~
0O
Calendar N
D “UTD 1301.001-002 (Fall 2021)-20210712_140948-Meeting Recording.mpé

OPTIONAL: If you want to grab the URL for the video, click the More Actions button, and then

choose Copy link. You can then paste that link into an email or post the link into your eLearning
course.
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o UTD 1301.001-002 (Fall 2021)-20210712_140948-Meeting Recording.mp4 @ Copy link h dams

Download

Delete

Pin to top

Rename

Open in SharePoint
Move

Copy

More >
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