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Microsoft Team’s Video Training

• https://support.microsoft.com/en-us/office/microsoft-teams-
video-training-4f108e54-240b-4351-8084-b1089f0d21d7

https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7


Outline
• Basics: 

• Log-in
• Teams Structure Overview
• Course Activation
• Accessing Student Information and Directly Contacting Students
• Change Team Picture

• Channels, Chat and Meetings

• Channel Content, File management, and Project management

• Assignments and New Features
• Flip Recording
• AI Learning Accelerators (Reading, Searching, and Speaking)



Basics



1. Access Microsoft Teams through Office 365  

on your computer or laptop or download it.

2. Sign in using your @connect.polyu.hk account

• Same username as your @polyu.edu.hk account 

but @connect.polyu.hk

• e.g.  

•  

before)

• If you have changed your @connect.polyu.hk 

password before but forgot, contact Cherry

Basics: Log-in

becomesraXXXX@polyu.edu.hk

raXXXX@connect.polyu.hk

Same password (unless you have changed it

https://www.microsoft.com/en/microsoft-teams/log-in


1. Find your MS Teams class sites in "Teams" (make sure you are in your @connect.polyu.hk)

2. Locate your 23-24 Sem 1 class sites (Default setting: Most recently created class sites are 

at the bottom of the page)

• You can drag class sites around and arrange them according to your preference

3. Click to access the class team – pick one and start exploring!

Basics: Teams Structure Overview



Basics: Teams Structure Overview

Class Content and Tools (Optional)

Class Channels



Basics: Class Activation 



Basics: Accessing Student Information and 
Directly Contacting Students



Basics: Change Team Picture



Channels, 
Chat, and 
Meetings 



Creating Channels

1. Click on the "…" next to the course code
2.   Select "Add channel"
3.   Name the Channel (e.g. Course 
Introduction/ Lesson 1)
4.   Set privacy 
(all students = standard)
5. Click "Add"
6. Check if the channel
   appears under "Channels“

(you can hide/unhide channels)



13 weeks – Create 13 channels?



Chat
Students can chat with each other/with you privately via "chat"

• Chats are private between sender and 
receiver (or within a group you create)

• Chat can be between any @connect 
account users (not limited to class sites)

• Search for students using @connect emails

• Text, audio calls and video calls

• Senders can include editable attachments in 
chat messages



Meetings
• Start a meeting or schedule a meeting in a channel



Meetings – Record Classes and Auto-post 
Recordings



Channel Content, 
File Management, 
and Project 
Management



Channel Content: Posts

1. Click on the channel you want to edit
2. Click on “Start a post"
3  Choose “Post" or "Announcement" style

• Announcement: Post with Banner



Channel Content: Announcement
• Change banner color or add image



Channel 
Content: Files 
and Activities

• Input instructions and 
links

• Drag-and-drop files to 
upload

• Click “Post”



Channel Content: Files and Activities
• Students can react with emojis, reply or start their own new posts.
• Students can edit documents you attach to posts.



Channel Content: Files and Activities
• You can click the pencil icon to make changes to a post later.



Channel Content: Files and Activities
• Click three dots (…) for additional options.
• Delete a post or Pin a post (the post remains at the top of the channel)



File 
Management

• All of the files you or 
students upload can be 
viewed under the “Files” 
tab.



File 
Management

• You can create folders 
for students or groups to 
upload files into.

• These can be kept public 
for peer review or made 
private for draft 
submission for 
individuals or groups. 
(Manage Access)



Project Management

Private Channels for Groups
1. Click on the "…" next to the course code
2. Select "Add channel"
3. Name the Channel (Group Name)
4. Set privacy (Private)
5. Click "Create"
6. Add students to the private channel



Private Group Channels

Students can

1. Share files (shared with 

you and group members 

only)

2. Start meetings 

themselves

Teachers can share 

feedback with groups 

privately



Assignments 
and New 
Features



Creating Assignments
• Click "Assignments" in the menu bar

• Create New assignment or New quiz

• Assignments: Students submit files or complete tasks

 -Teachers can add rubric, set deadline and include attachments

• Quiz: Student complete quizzes; Teachers create quiz/activities using Forms



Assignments Submissions, Feedback and Marking

Feedback: Rubric/ Comments/ 
Video/Attachments



Grades



New Assignment Feature: Flip Recording



Flip Recording: Grading View



New Feature: AI Learning Accelerators



Speaker Progress: Grading View



Speaker Progress: Grading View



Reading Progress: Grading View



Reading Progress: Grading View



Search Progress: Grading View



Search Progress: Grading View


	Slide 1: Using MS Teams in Your Teaching
	Slide 2: Microsoft Team’s Video Training
	Slide 3: Outline
	Slide 4: Basics
	Slide 5
	Slide 6
	Slide 7: Basics: Teams Structure Overview 
	Slide 8: Basics: Class Activation  
	Slide 9
	Slide 10: Basics: Change Team Picture
	Slide 11: Channels, Chat, and Meetings 
	Slide 12: Creating Channels
	Slide 13
	Slide 14: Chat Students can chat with each other/with you privately via "chat"
	Slide 15: Meetings
	Slide 16: Meetings – Record Classes and Auto-post Recordings
	Slide 17: Channel Content, File Management, and Project Management
	Slide 18: Channel Content: Posts
	Slide 19: Channel Content: Announcement
	Slide 20: Channel Content: Files and Activities
	Slide 21: Channel Content: Files and Activities
	Slide 22: Channel Content: Files and Activities
	Slide 23: Channel Content: Files and Activities
	Slide 24: File Management
	Slide 25: File Management
	Slide 26: Project Management
	Slide 27
	Slide 28: Assignments and New Features
	Slide 29: Creating Assignments 
	Slide 30
	Slide 31: Grades
	Slide 32: New Assignment Feature: Flip Recording
	Slide 33: Flip Recording: Grading View
	Slide 34: New Feature: AI Learning Accelerators
	Slide 35: Speaker Progress: Grading View
	Slide 36: Speaker Progress: Grading View
	Slide 37: Reading Progress: Grading View
	Slide 38: Reading Progress: Grading View
	Slide 39: Search Progress: Grading View
	Slide 40: Search Progress: Grading View



