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1. Setting up Online Class

1- Log into Microsoft Office 365 using IBA email credentials
2- Click on Application button and then select Microsoft Teams
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3- Click the button Join or Create Team.
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4- Now Click Create Team button.
5- Select Class.
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Class Professional Learning Staff Other
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Cancel
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6- Type the Class Name (e.g. Intro. To Computer Applications (Class: 5948) — Spring 2020)

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you
to create assignments and quizzes. record student feedback and give your students a private space for
notes in Class Notebook.

Name

Intro. To Computer Applications (Class: 5948) - Spring 2020

Description {optional)

Create a team using an existing team as a template

Cancel m

7- Press Next

8- Now Press skip button to skip the addition of members to your class at this moment.
9- Clicking skip button will take you to the main interface of the class as show below.
10- Click the Video button to start your Online Class.
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Micresoft Teams - A
< Allteams General Posts Files Class Notebook Assignments Grades + ® Team

Intro. To Computer Ap... -
Welcome to Intro. To Computer Applications (Class: 5948) — Spring 2020

General
Choose where you want to start

iy :

Upload Class Materials Set up Class Notebook

Press this Video Button
to Start Online Class

Start a new cenversatidn, Typdl@ to mention someone.

M m = | - O
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11- After Clicking Video button, your Web browser might ask you to allow your Camera and
Microphone access. Press the allow button to continue.
12- Now Type the title of your lecture and press the button Meet Now.

Microsoft Teams £ Search for or type a command

< Allteams General Posts Files Class Notebook Assignments Grades @ Team

or—yy

Upload Class Materials Set up Class Notebook
Intro. To Computer Ap...
Today

Gz 855  Muhammad Shabbir / Senior Software Quality Assurance Engineer has changed tesm description.

85  Muhammad Shabbir / Senior Software Quality Assurance Engineer has changed team description.

Calendar
Gls . . C.
= Lecture 1 - Introduction to MS Office Suite
Meet now
/ OF [ Schedule a meeting

13- On clicking Meet Now, you will be able to start your Video Lecture.
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14- To share this video conferencing link with your student, click on copy link button as
shown in the image below. (This button usually appears after 5-10 seconds)
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@ Miroso: Offce Home x it twocccrer w11+ Y — |G

68e@thread.tacv2/ = r O
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People x

nvite someone E

Currently in this meeting (1] Copy join info

% Muhammad Shabbir / Senier Softw,
[ ]

Organiser

Invite people to join you

15-Once the link is copied, you can share this link with your students through
Announcement option of LMS or through your email account. (You just need to press
Control +V to paste it). Link will be pasted as shown in the below screenshot.

#& Home ~ Administration Workspace ~ SAKAI DEMO (Class: Test ) - Fall Semester

= Overview ! ANNOUNCEMENTS
07 Ssvilabus View Add Merge Reorder Options Permissions
*} Announcements Post Announcement
BES Resocurces
Complete the form. then choose the appropriate button at the bottom.
Bi Assignments
Required items marked with a *
M Tests & Quizzes
*
= Drop Box Announcement Lecture 1 - Online Class
title
¥ Site Info * Body
@ Assignment | 2 | B source | [ @ @ & 8+ Q by |E L= o= A= 9y W
@ Lessons-Shabbir B I U S5 (% x* | =|= = |7 % = W m 7 5 =& Q
Styles - MNormal ~ Font - Size - A~ ~ | 32 L
EE Rubrics -
M Quiz2 oin Microsoft Teams Meeting
O Testi Learn more about Teams
esting
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16- Using the shared link, all your students will be able to join your class without even
logging into their email account.

17-You can also record your Video Conference by clicking Start Recording button as shown
in the screenshot below.

Microsoft Teams Search for or type a command @

People X

Invite someone <
Currently in this meeting (1)

% Muhammad Shabbir / Senior Softw.
°

@ Show device settings

Show meeting notes
g

O Enter full-screen

i Keypad
© Start recording

74 Turn off incoming video

S

18- You can also share your desktop screen to show any document or power point
presentation using share screen button as shown in the screenshot below.

Microsoft Teams 4 Search for or type a command @

People X

Invite someone ‘e
Currently in this meeting (1)

% Muhammad Shabbir / Senior Softw.
L]

Organiser

Invite people to join yc share

2004 | & Q) e

Screenshare PowerPoint Browse Whiteboard
No files available
.
2 =4 in
Desktop/Window Microsoft Whiteboard Freehand by InVision

] . % 0O & | A F Q) % 22PM a1
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2. Download & Upload Recorded Lectures

1. If you wish to share your recorded lectures with your students then go to the main
interface of your class and click the setting button on your recorded video and then
select the option Open in Microsoft Stream as shown in the screenshot below. (Video is
available after few minutes depending on the duration of the lecture).

Microsoft Teams

. General posts Files Class Notebook A

)

Stay in the know, Tum on
T desktop notifications.

Turn on Dismiss

2. After clicking Open in Microsoft Stream link, a new tab will open with your recorded
video from where you can download your recorded lecture(s).

Watch ‘Lecture 1" | Microsoft Stre - X

& web.microsoftstream.com

Details o More from trending videos

T
Lecture 1 i Deete

You can share your recorded lectures using Youtube, OneDrive, WeTransfer etc.
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2.1 Uploading Recorded Lectures to One Drive

= To Upload recordings, log into your IBA email account on Office 365 and select One Drive
from app launcher.

" E Mail - Muhammad SIh X o Edit Meeting - Zoom X | o My Recordings - Zooc: X | S Term
&« c @ Not secure | outlook.office365.com/mail/inbox/id/AAQKADBKMDQ1MDM4
3t Office 365 — _

= Archive © Junk ¥ <« Sweep 53 Moveto
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L8 Filter ~ Weekly dig
& outlook @ OneDrive = > - )

h Kgnal / Database Administrat [ (O Getti

meEshot report. 5 ™M - Some
u Word " Excel 1, I have not received any update r... e Itrus
Q PowerPoint u OneNote - mm Offiq

. Mon

9 SharePoint K Teams Haider / Senior Team Lead ( < [ Mung

dents Requests 3:45 PM
mi Class Notebook q Sway Ar. Shabbir, As you know, that our ...

. - Message Center
F 5
G Forms B> Acmin est: Office 365... 312 PM
1 summary of your messages fro...

All apps —

ieb Feroze Khér: /’.Assistant M?n?g“ org

= C(Click on Upload and then select file option to select files from your computer drive that
needs to be uploaded to One Drive.

E 9 Documents - OneDriv X o Edit Meeting - Zoom X ‘ ° My Recordings - Zoo: X ‘ @ Term Activate a Stud: X \ @ WhatsApp X ‘ ° My Recordings - Zoo
&« D4 @ ibacity-my.sharepoint.com/personal/mshabbir_iba_edu_pk/_layouts/15/onedrive.aspx
OneDrive
£ Search everything + New 7T Upload v [2 Sync o Flow
Muhammad Shabbir / Senior S =
: = Folder
B3 My files Files
<0 Recent
£ Shared [ Neme Modified Modified By File Size Sharing
& Recycle bin T Attachments March 29, 2017 Muhammad Shabt 1 item Private
Shared libraries T8 Email attachments June 11,2015 Muhammad Shabt 3 items # Shared
Intfo- To Computer Ap... T Email attachments 1 February 5,2016  Muhammad Shabt 6 items Private
u Introduction to Al (Spr...
P°  Notebooks June 12, 2015 Muhammad Shabt 1 item Private
nlntro to Programming ...
_&  Shared with Everyone June 11, 2015 Muhammad Shabt 0 items ! Shared
Demo Session MS Tea...
i 1 March 15, 2019 Muhammad Shabt 2 items Private
a Demo at Board Room B2 Spring 2019 ’ cnemma o ;
B irtoduction to Micros... [5] 0000Lmp4 March 18 Muhsmmad Shabt 482 M8 & Shared
Create shared library [*] 00002.mp4 March 18 Muhammad Shabt 427 MB o Shared
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= To check the progress of uploading, click on uploading item(s) button as shown in the
screenshot below.

point.com/personal/mshabbir_iba_edu_pk/_layouts/15/onedrive.aspx b ¢

> Flow 2> Uploading 1 item |=]
Progress X

[ Uploading 1 item|

Uploading 1 item to Documents

Files 15.9 MB/85.2 MB

= Once the file is uploaded successfully, you can share it by pressing more settings icon on
your selected file and select the Share option from the menu as shown in the screenshot

below.
£ Search everything © Share @ Copylink & Download [i] Delete =} Rename =1 Moveto [ Copyto 1= Sort v X 1selected = (0}
Muhammad Shabbir / Senior S
B3 My files Files
“0  Recent
£ Shared @ Name Preview By File Size Sharing Activity
& Recycle bin < Share -
= Y B Business Intelligence System (BI) - 2017.x}. ad Shabt 17§ K8 A" Shared
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B IBA Portal(new) Testing.xlsx ad Shabk 19.2 KB #* Shared
u Introduction to Al (Spr... Download
3 KPMG Audit 2018-2019.xlsx ad Shabt 125 KB ' Shared
n Intro to Programming ... o Delete
m Demo Session MS Tea.., [#]  LMS Quiz Training.mp4 Move to ad Shabt 419 MB £ Shared
m Demo at Board Room B Migrated Websites Testing.xlsx Copy to ad Shabt 658 KB Shared
Rename
nlntrodumon 1oMicios B Power B Testing May, 2019.xlsx ad Shabt 9.11KB Private
Create shared library ) Flow A
|| samsung-galaxy-a20s-official-trailer.mp4 ad Shabt 1.68 MB & Shared
Version history
OneDrive admin — Py A ot
" : B Society Election System 2016 TESTING.xIsx Details ad Shabt 23.5KB ' Shared
Get the OneDrive apps e

= Now click on Copy Link button to generate a sharable link and close the window.
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& c @ ibacity-my.sharepoint.com/personal/mshabbir_iba_edu_pk/_layouts/15/onedrive.aspx

R Search everything & Share @ Copylink 4 Download [i] Delete =} Rename 51 Moveto [ Copyto --- I= Sort ©
Muhammad Shabbir / Senior S . - X
Send Link
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@ Recent Anyone with the link can edit
£ Shared Modified Modified By File Size Sharing
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= Once the link has been copied, it can now be shared with your students through
Resources/Announcement tool of LMS or through an email.

v

v v v v
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2.2 Sharing Video Lectures using WeTransfer

1- To share your Video using WeTransfer you can use this URL https://wetransfer.com/
2- Once you access this URL you will be able to see the option to upload your recorded
lecture. Click on the + button to select your lecture file as shown in the screenshot

R Mail - Muhammad Shabbir /Ser. %X | @) Post Attendee - Zoom x | & @ al (intro. To Computer /X | i Watch ‘Lecture 1' | Microsoft Ste X | @ Add/Update a Person
< c & wetransfer.com
¢
S « 2+ & > ThisPC > Downloads v o
Organize v New folder v
&3 Dropbox " Name Date modified Typ
3:46 P! Fil 1
@ OneDrive - Iftitu
o Lecture 1.mpd 0/03/20203:16PM  MP4 File 4472
B This PC 20 1:08PM  PDF F 7
@* Video Conferencing Using Microsoft Teams.docx 1 2020 1:08PM  Microsoft
B 30 Objects g Using
B Desktop @% Question Bank Application - SRS (1) (1).docx M, 633 PM  Microsoft
T @ Tender peoplesoft campus & sakai.docx v : PM  Microsoft
- A Learn anywhere anytime.oft 04 20 2:26 PM
& Downlosds 4 Teach Anywhere, Anytime.oft s 6 PM
Add your files & M @A - Facial R Syste.. 04 P
Y & Pictures a VID-20200216-WA0005.mpd )4/03/2020 1:13PM  MP4 File
Dr select a folder
B Videos Q7 users.csv 2 1
e Local Disk (C) Upload_04022020_115626.log M 20 11:56 Te 1
«= New Volume (D: @) users (2).csv 1
New Volume (€ @) User_Download_04032020_115416 (1).csv 4 ; 4 r 1
Emaiit - v @5 User_Download_04032020_115416.csv M, 54 MirasoR E 1
% i File name: | Lecture 1.mp4 ~| ANl Files (1)
our en L
Open Cal
Messag

3- Once the file is uploaded successfully, you can click on Get Link button to generate the

@R Mail - Muhammad Shabbir / Ser. X

< @& wetransfer.com

Lecture 1.mp4
4MB

mp4

Add more files
1 file added - 2.0 GB remainir

Message

Q)

Geta link

© Post Attendee - Zoom

Video Link and share it with your students.

x \ @ (2) General (Intro. To Computer

X | W Watch 'Lecture 1' | Microsoft Stre X | @ Add/Update a Person

v Send and
v Deliver wo
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4- Link for your video lecture is generated as shown in the screenshot below. You can copy
this link and share it with your students through email or LMS.

@R Mail - Muhammad Shabbir / Ser. X | @ Post Attendee - Zoom X | & (2)General (Intro. To Computer /X | W Watch 'Lecture 1'| Microsoft Stre X | @ Add/Update a Person

€ C @ wetransfer.com

Louder for the people at tk

James Cartwright is here to help you public sp

-

S

You’re done!

Copy your download link or see what
e

https://we tit-bOLSKUxPRI

Send another?

Note: The file uploaded on WeTransfer is deleted after 1 week and link will not be accessible
for downloading.
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