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Find the class link in LEA

Please note that the link in LEA will most likely open a web browser where you will be asked if you want to use the
web version of Microsoft Teams or install it on your computer or device.

It is strongly recommended that you install it on your computer or device.

The link to your Microsoft Teams class may be published as a class announcement or as a distributed document in
LEA.
1. Goto LEA and select a course and group (section).

2. You should see the link to your Teams class in the Announcements section or in the Course documents section.
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3. The announcement will contain a link to your class in Microsoft Teams. Click on the link to be directed to your
class.
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Sign in to Teams for the first time

You should have received your login credentials from LCl when you registered. Please note it can take up to 24 hours
for your Classes to synchronize with Teams. For any emergencies, please contact us using the chat button. Thank you

for your patience.

B¥ Microsoft

Enter your work, school, or Microsoft account

Learn more

LCI”

1. Launch Teams. (It is
recommended that you install Teams
on your computer or device.)

2. Enter the LCI email provided
to you and click on Next.

3. On the next screen, enter the
password provided to you and click
Sign in.

4, You will be prompted to set up
a two-step authentication method:
click on Set it up now.
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Help us protect your account

Your admin has required that you set up this account for additional security verification.

Back

5. Choose Mobile app from the available options and click on Next.

6. Onyour personal phone, install the Microsoft Authenticator app (https://www.microsoft.com/en-
us/account/authenticator#fgetapp), scan the QR code and click on Next.

7. Open Microsoft Authenticator on your phone and take note of the
code found under your LCl account. Please be aware that you
might have more than one account. You will need to enter the Accounts
code that belongs to your LCl account.

8. Enter the code displayed on the Microsoft Authenticator app in
Microsoft Teams when prompted and click on Next.

9. Enter your phone number and click on Next. 1 36 995 Qf’)

10. Confirm whether you would like Microsoft to keep you signed in
and click OK.
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Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. You may need to let your organization manage some settings
on your device.

Allow my organization to manage my device

No, sign in to this app only

We recommend that you stay signed in. This way, you will not
have to keep signing back into Teams.
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Locate classes in Teams

1. Click on the Teams icon located on the left of the application. This will allow you to see the classes you are

registered in.
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2. To access the class content, click on the icon that corresponds to the relevant class.

[ZJ C. Search

Teams

Your teams.
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3. You will see the latest class activity and the list of channels made available by the teacher. These channels might
change over time according to the progression of the class and decisions made by your teacher.

Q Search

< Allteams . General Posts Files 3 more v @Team Ot @ -

LCl.TeamsClasses has created channel Week 11. Show Channel.

LCl.TeamsClasses has created channel Week 12. Show Channel.
LCl.TeamsClasses has created channel Week 13. Show Channel.

LCl.TeamsClasses has created channel Week 14. Show Channel.

221RA3AS C1_POT_ENL... -

LCI.TeamsClasses has created channel Week 15. Show Channel.
LCl.TeamsClasses has created channel Week 16. Show Channel.

Week 1 - Introduction to Lorem Ipsum LCI TeamsClasses has created channel Week 2. Show Channel.

15 hidden channels LI TeamsClasses has created channsl Week 3. Show Channel.

LCl.TeamsClasses has created channel Week 4. Show Channel.
LCl.TeamsClasses has created channel Week 5. Show Channel.
LCl.TeamsClasses has created channel Week 6. Show Channel.
LCl.TeamsClasses has created channel Week 7. Show Channel.

LCl.TeamsClasses has created channel Week 8. Show Channel.

oo o oc o R o o 1

LCl.TeamsClasses has created channel Week 9. Show Channel.
July 27, 2020

qmm user] changed channel name from Week 1 to Week 1 - Introduction to Lorem Ipsum.

(g m

‘gmm user] has added Student Test01 to the team.

Start a new conversation. Type @ to mention someane.

A © B B g B
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Use class channels

1. Click on a channel to see the posts in that channel. You can reply to a post or write a new one depending on the
permission settings established by the teacher.

U

< All teams Week 1-1... Posis Files Notes @ Team 4 (@D -+
2C =] qmm userl changed channel name from Week 1 to Week 1 - Introduction to Lorem Ipsum.
Z  gmm userl changed channel description.
Today
221RA3AS C1 POT ENL... - ‘@  qmm userl set this channel to be automatically shown in the channels list.
Last read
General
N u qmm user! 11:20 AM
Week 1 - Introduction to Lorem Ipsum Ql ', Welcome to week 1!
15 hidden channels
& Reply
U gmmuserl 11:21 AM
Q Please reply to this message to confirm you were able to access the class in

Start a new conversation. Type @ to mention someone.

2. You can look for files that have been uploaded into the channel by selecting the Files tab. Click on the file to open
it or right-click for more options.

[EZ3l C. Search
Feed v AT 33 Week 1-1... Posts "Ncles P O =
Qu ) gmm reacted o 11:28 AM + New ~ T Upload I3 Sync @ Copylink --- = All Documents

@ your post
221RA3AS C1_POT_...> Week 1 - Int.

| am working on the student guide... Week 1 - Introduction to Lorem Ipsum

qu € gmmreplied 11:28 AM Modified | Modified By
@ 221RA3AS C1_POT_...>Week 1 - Int..
Hello student Test01 (Raphael) 14 minutes ago amm userl

au 8" gmm added you 7727
© 10 221RA3AS...

au & gmm added you 727
© to LAS - 221RD1AS...
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Join a class meeting

Your professor might schedule a meeting in advance or start one at the beginning of a session.
Class meeting started at the beginning of a session

1. You will receive a notification under the Posts tab in the channel where the teacher started the meeting. Click the
Join button to participate in the meeting.

[ C. search @ = (m]

< Allteams Week 1-1... Posts Files Notes @Team St D

& Reply
2C
ST Student Test01 11:23 AM 1

I am working on the student guide (Javier)

221RA3AS C1_POT ENL... - ° 9 guide (Javier)
& Reply

General

Student Test01 11:20 AM
1am glad you put your name otherwise | would have freadked out

Week 1 - Introduction to Lorem Ip... 5 T
°

15 hidden channels

< Reply

Week 1 - Introduction to Lorem Ipsum

TThtroduction to Lorem Ipsum started

Start a new conversation, Type @ to mention someone.

A ¢ OB B 8 - B

Scheduled class meeting

1. You will receive a notification under the Posts tab in the channel where the teacher scheduled the meeting.

[E C. Search ST [}
< All teams - Week 1-1... Posts Files Notes ©Team G4 @
& repy
2C
[=] Week 1 - Introduction to Lorem Ipsum ended: 325 w
& Reply
221RA3AS C1_POT ENL... =+
[} Week 1 - Introduction to Lorem Ipsum ended: Tm 2s s
General
Week 1 - Introduction to Lerem Ipsum < Reply
15 hidden channels e
(=7} Week 1 - Introduction to Lorem Ipsum ended: 3m au st
& Reply

qmm user! 12:10 PM
Introduction class.

Week 1 - Introduction dlass
Wednesday, July 29, 2020 @ 1:00 PM

Start a new conversation. Type @ to mention someone.

A QB B 9 - B>
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Use chat during the meeting

1. You can open the chat window during the class at any time with the Show conversation button.

signin

Test document PDF

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla est purus, ultrices in porttitor
in, accumsan non quam. Nam consectetur porttitor rhoncus. Curabitur eu est et leo feugiat
auctor vel quis lorem. Ut et ligula dolor, sit amet consequat lorem. Aliqguam porta eros sed
wvelit imperdiet egestas. Maecenas tempus eros ut diam ullamcorper id dictum libero
tempor. Donec quis augue quis magna condimentum lobortis. Quisque imperdiet ipsum vel
magna viverra rutrum. Cras viverra molestie urna, vitae vestibulum turpis varius id.
Vestibulum mellis, arcu iaculis bibendum varius, velit sapien blandit metus, ac posuere lorem
nulla ac dolor. Maecenas urna elit, tincidunt in dapibus nec, vehicula eu dui. Duis lacinia
fringilla massa. Cum sociis natogue penatibus et magnis dis parturient montes, nascetur
ridiculus mus, Ut consequat ultricies est, non rhoncus mauris congue porta. Vivamus viverra
suscipit felis eget condimentum. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Integer bibendum sagittis ligula, non faucibus nulla volutpat
e e penatibus et magnis dis partgrient montes, nﬁscetur ridiculus mus.
bendum accumsan. Cum sociis natogue penatibus et magnis dis

Request control

risus. In volutpat, ante at pretium ultricies, velit magna sus enim, aliquet blandit massa

orci nec lorem. Nulla facilisi. Duis eu vehicula arcu. Nulla fac Maecenas pellentesque

2. The chat window for the meeting will appear, where you can read messages posted by other members and post
messages of your own by entering them into the appropriate field and clicking on the Send button.

‘ NOTE: Both your classmates and your teacher will have access to this chat. ‘
‘ The chat will also appear as a post in the Posts tab associated with the channel. If the ‘
‘ meeting is recorded, it will appear there as well. This means you can revisit a meeting ‘
or chat by navigating to the week in which it took place.
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Use the “Raise your hand” functionality

During a class meeting, you can signal to your teacher that you have a question or comment and would like the

opportunity to speak without using your microphone.
At any time during the meeting you can click on the Raise your hand icon.

Waiting for others to join...

Raise your hand

el @ )E B

]

The icon will be filled to indicate that your hand is raised. You will also see a message above the icon indicating that
your hand is raised. To stop raising your hand, you can click on the Raise your hand icon again and it will revert to its

original state.

LCI”




