
Preparing to use Teams for Students  
 Email or announce to Students of when and in what ways they will be engaging in the Teams 

platform 

 Request students download the Teams app on whatever devices they will be using for class 
https://teams.microsoft.com/downloads; additionally, they may want to download the Office 
365 office Suite that is free to them as LC Students  

 Provide them with the Quick User Guide for Education 

 Provide them with the link to Getting Student's Started Video 

 Provide them with the Training link that is part of MS Teams platform 

 Instruct student to go into and explore the Class Team to become familiar with that workspace  

 Send student direct link to the Class Team through BB announcement, link in BB, and/or through 
email by using the Get Link to Team option (Found in the manage team area or the three dots 
beside the course name)  

 Show or provide the MS Teams Power 

 Let them know that they will be receiving "meeting Invites" for their online synchronous classes 
in their Outlook Calendars 

 Ask them to update all of their devices to the most recent versions (Laptops, phones, tables) 

o Updating Windows 10 Devices Updates 

o Updating Mac Software and Keeping your Mac Up-to-date 

o Updating Android Devices and Android Apps 

o Updating iPhone/iPad Software and Apps 

 
 

How to join a online class meeting 
  
You'll receive an email invitation to an online class meeting from your instructor or school administrator. 
To accept it, just click the green check-mark in the invitation.  
  
There are several ways you can join your online class when it starts.  
  
If you have Teams open, once your instructor begins the meeting, you'll see a pop-up notification at the 
bottom right corner of your screen announcing the start of the meeting. Select Join to join the meeting. 
  
You can also go to your Teams calendar. All of your online meetings are listed there. To join a meeting, 
double-click the meeting, and then select Join in the upper right corner. 
  
Right-click the meeting in your calendar and select Join online. 
  
Depending on how the meeting has been set up, you might need to wait to be admitted to the online 
class. If so, you'll see a message letting you know that you're currently in the meeting lobby. Your 
instructor will admit you shortly.  
Courtesy of Microsoft Support 
 

https://teams.microsoft.com/downloads
https://www.office.com/
https://www.office.com/
https://edudownloads.azureedge.net/msdownloads/MicrosoftTeamsforEducation_QuickGuide_EN-US.pdf
https://youtu.be/qx8xHpRMFHU
https://teams.microsoft.com/_#/apps/5a0e35f9-d3c8-45b6-9dd9-983ab47f1b83/sections/training
https://support.microsoft.com/en-us/help/4026259/microsoft-store-get-updates-for-apps-and-games
https://support.apple.com/en-us/HT201541
https://support.apple.com/guide/mac-help/get-macos-updates-mchlpx1065/mac
https://support.google.com/android/answer/7680439?hl=en
https://support.google.com/googleplay/answer/113412?hl=en
https://support.apple.com/en-ca/HT204204
https://support.apple.com/en-us/HT202180
https://support.office.com/en-us/article/creating-attending-and-running-meetings-while-using-teams-for-distance-learning-788d730f-2c7e-4761-a059-c9b3fe87adf7?ui=en-US&rs=en-US&ad=US#ID0EACAAA=For_students


Etiquette and tips for the best online class experience 
  
Your instructor will likely send a set of guidelines and class rules to you before your first online class.  
  
Here are a few common rules that will help your online class proceed smoothly.  
  
When you join the meeting, turn your video camera and microphone off unless your instructor has 
instructed you otherwise. To do this, click the microphone and video camera sliders so they are both set 
to off. You can always turn them on in the meeting if the instructor requests it. 
  
If your instructor does want you to turn your video camera on, blur your background. This creates the 
best learning experience for all of your peers. You won't have to worry about something behind you 
distracting another student or being potentially offensive. To blur your background, click the middle 
slider when you join your meeting. This will open a panel on the right side of the screen with several 
background options. Pick Blur to obscure details of everything behind you. 
  
Use the meeting chat to ask questions. Your instructor will likely have guidance for the best way to raise 
your hand, but a common way is to click the Chat icon in the meeting, then type Hand up or Raising 
hand. Then wait for the instructor to call on you. 
Courtesy of Microsoft Support 

  

How to participate in an online class 
When you join your online class, you'll see several controls that will help you interact and participate 
with your instructor and other students (when allowed).  

 To use the online class chat, click the Chat icon. 
 You can type your message in the chat box, insert text or emoji, and send your message. Be sure 

to follow your instructor's rules for what types of messages are appropriate for your online 
class.  

 
  
Courtesy of Microsoft Support 
  

How to adjust your view in a meeting 
Teams tries to anticipate what you’ll want to see in a meeting. When someone starts speaking, we show 
them. When someone shares content, we show that. 

But when you'd rather see something else, there are a few ways to tell Teams. 

https://support.office.com/en-us/article/creating-attending-and-running-meetings-while-using-teams-for-distance-learning-788d730f-2c7e-4761-a059-c9b3fe87adf7?ui=en-US&rs=en-US&ad=US#ID0EACAAA=For_students
https://support.office.com/en-us/article/creating-attending-and-running-meetings-while-using-teams-for-distance-learning-788d730f-2c7e-4761-a059-c9b3fe87adf7?ui=en-US&rs=en-US&ad=US#ID0EACAAA=For_students


• Switch between people and content  When someone's sharing a presentation, you can switch 
between viewing the content and the people in the room by clicking on the video or PowerPoint 
presentation you're interested in. 

• Pin a video  Right-click a video within the meeting and select Pin. The video will be shown 
regardless of who's currently speaking. You can pin multiple videos or right-click any pinned video 
and select Unpin at any time. 

• Reframe a video  Teams may crop your video to better fit the screen. If you want to change this, 
right-click the video and select Fit-to frame to view the entire video. To see a closer, cropped view, 
right-click the video and select Fill-frame. 

Courtesy of Microsoft Support 

 

https://support.office.com/en-us/article/creating-attending-and-running-meetings-while-using-teams-for-distance-learning-788d730f-2c7e-4761-a059-c9b3fe87adf7?ui=en-US&rs=en-US&ad=US#ID0EACAAA=For_students
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