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We are recording! Recording will be available soon.
Expected length: Thr

» What is Microsoft Teams?
« What can it do?
* Where can | use it?
» How can | access it at Charles University?
» Distance learning
* Synchronous learning with Teams
« Asynchronous learning with Teams
* Etiquette & tips and tricks
 Additional resources

* Q & A (Use audio at the end only. Use chat during webinar — questions will be answered at the end.)



Microsoft Teams is part of Microsoft Office 365

g Microsoft

Microsoft Office 365 is a set of useful cloud
services and applications for content creation
and sharing, communication and
collaboration, task management, project
planning, data exploration ... and a lot more.

Microsoft Teams is a great
service/application for communication and
collaboration of users in teams of any kind.
It's part of Microsoft Office 365 suite.

Microsoft Teams use other Office 365 services
under the hood. It gives you a single pane of
glass experience centered around your teams.

Microsoft Teams has education specific
features.
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Outlook OneDrive Word Excel PowerPoint

W P & % D

OneNote SharePoint Teams Yammer Stream

You already have access to
Microsoft Teams and Office 365!

More on that later
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What can you do with Microsoft Teams?

Microsoft Teams is a central hub for team communication and collaboration

Q_ Search or press Ctrl+/ for commands

Communicate r

ﬂ ‘ Chat Recent Contacts .s © Kayo @ MJ © Will (Guest) cChat Files +

using chat, audio calls, online meetings, live events : —
a Pinned 10:50 AM
o « Ray Tanaka 1:40 PM Yes, im just working on the deck now, it should be complete today. | will share
.il © Louisa will send the initial list of attendees and @mention the relevant people for feedback.
g

C I I b ! @ Beth Davies 1:43 PM

t \® Thanks, that would be nice. Will Little (Guest) 10:57 AM
L O a 0 ra e ﬂ Q Daniela, | can help you with the deck today. I've completed the intial costings for spring.

‘e Kayo Miwa 417
~C

| reviewed with the client on Tuesday, she h.

'we u Sln g | nteg rated Offlce 3 65 a p p | |Cat|o ns . ' 1 can help you with the rollout plan for EMEA as i've been working closely this week with the local marketing
% Kayo, MJ, and Will (Guest) 12:00 PM team to get the timings from the external AD agency and media buying team.
Kayo: It would be great to sync with you bo.

Wl e M Price 1:20 PM
© | haven't checked available times yet
% Teach & learn @ oo
Lk © You: Thanks! Have a nice weekend

n synchronous and asynchronous distance learning Daichi Fukuds o P Conversation

great help, |

W i'm just rur

© No, | think there are other alternatives we c. Q Will Little (Guest)  11:00 AM Northwind Traders [ Marketing
©  That's great. | will collate all the materials,

“ﬁ Babak Shammas 10:08. AM media costs. | presume the plan is still Charlotte de Crum

] - May 4, 9:14 AM
M { Kian Lambert (Guest) 6/2 The goal is still for each local marketing Can you guys please send me the options that we
u StOI ' | Ize Xte n @S Have you ran this by Beth? Make sure she is... are proposing to the client tomorrow?
-
- : &E AR
- @h Team Design Template 6/3 Qﬂ M) Ecer 11o6AM Maja Majewska 11:15 A
Wlth more tha n 2 50 a p pl Icatio ns (3 rd pa rty) ® Reta: Let's set up a brainstorm session for ... \@  This is great progress, if you both can se Check cut the attached!
a good place for feedback. | have a free s|
Recent W = JulyPromotion.xlsx
-.sfw3eoBeuaskeah/JulyPromotion.xlsx
Marie Beaudouin 2:00 PM 115
© Sound good? E‘ JulyStrategyPitch.pptx :
M| Northwind Traders > Marketing Gre
M \IS Charlotte and Babak 1:58 PM
‘ ' O r WI ru S Babak: | asked the client to send the f... @
‘ Kayo Miwa 12:00 PM Franz Hofman 8:17 AM B
4 . Did we make the updates to slide 4-6 we
° Krystal McKi 1:55 PM @ i A i
@ aryga crinney @ Itwould be great to sync with you both talked about in our meeting earlier? |

secure and compliant service designed for
. i of recommending option 2 and 5.
enterprise customers Bl @ e e ™ o

thought we were removing option 1 in favor

Type a new message R Daniela Mandera 9:20 AM
@ Keiko Tanaka 12:02 PM % I'm not confident in recommending option 2
d© You: That's cool! Aj @ @ B E e or 5 again and feel that we should cut those

options from the deck. We've discussed
those options with the client before and she

Reply
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Available across all platforms

e Edge

@ Chrome

@ osx 1010+ iPhone Android https://teams.microsoft.com/
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Office 365 and Microsoft Teams at Charles University

Employees and students of some (but not all) CUNI faculties can have two different Office 365 accounts in two different Office 365
environments with access to two possibly different sets of services and applications ®

*  Faculty provided account in faculty-operated Office 365 environment (includes faculty members)
Example: 12345678@faf.cuni.cz

«  University provided account in university-operated Office 365 environment (includes all university members)
Example: 12345678 @cuni.cz

Which account should you use? Which tool for distance learning should you use?

Guidance (exact order):

1. If your faculty provides and prefers other tools for distance learning, use tools preferred by your faculty.
Example: FAF is currently using Skype for Business Online instead of Microsoft Teams.

2. If your faculty provides and supports Microsoft Teams for distance learning and you like Microsoft Teams,
use Microsoft Teams with faculty provided Office 365 account.

3. If your faculty does not provide any support for distance learning
—or—you are not satisfied with faculty-provided tools, but you rather prefer Microsoft Teams
—or— some features are not available in faculty provided Office 365 environment,
—or—you need people from different faculties as team members
use Microsoft Teams with university provided Office 365 account,
if your faculty permits its use.

4. If you have trouble or doubts, contact ales.noudek@ruk.cuni.cz or martin.repa@ruk.cuni.cz



mailto:ales.houdek@ruk.cuni.cz
mailto:martin.repa@ruk.cuni.cz

g Microsoft

Distance learning with selected Microsoft tools*

Easier to get started 1. Offline video lecture (PowerPoint presentation with narration)
s pose bes You can add audio, video, screen recordings, forms. You can draw and highlight.
Resulting presentation can be exported as video or published to Stream.

Record a slide show with narration and slide timings

3. Inclusive synchronous lecture / seminar / consultation (Online meeting in Microsoft Teams)
All attendees can use audio, video, chat, content sharing, whiteboard (if allowed).
Can be recorded. Max 250 attendees (including anonymous!)
Meetings in Microsoft Teams

4. Inclusive asynchronous learning (Class team in Microsoft Teams)
Not only synchronous lectures (see 3.), but also class material sharing, class e-notebooks, homework
assignments, quizzes, group projects, lecture recordings and more.

Hiﬁ?ét;’ofitbifiifd Introduction to Microsoft Teams, Transform Learning with Microsoft Teams,
More inclusive Crafting a collaborative learning environment with Class Teams

*Real life will be a combination of these and/or many other methods and tools. The choice will depend on individual teachers or classes. And that's perfectly fine.


https://support.office.com/cs-cz/article/z%c3%a1znam-prezentace-s-mluven%c3%bdm-koment%c3%a1%c5%99em-a-%c4%8dasov%c3%a1n%c3%adm-sn%c3%admk%c5%af-0b9502c6-5f6c-40ae-b1e7-e47d8741161c?ui=cs-CZ&rs=cs-CZ&ad=CZ
https://support.office.com/cs-cz/article/video-pl%c3%a1nov%c3%a1n%c3%ad-a-pl%c3%a1nov%c3%a1n%c3%ad-%c5%beiv%c3%a9-ud%c3%a1losti-f92363a0-6d98-46d2-bdd9-f2248075e502?ui=cs-CZ&rs=cs-CZ&ad=CZ
https://support.office.com/cs-cz/article/meetings-and-calls-d92432d5-dd0f-4d17-8f69-06096b6b48a8?ui=en-US&rs=en-US&ad=US
https://www.education.microsoft.com/en-us/course/87c99804/overview
https://nam06.safelinks.protection.outlook.com/?url=https%3A%2F%2Feducation.microsoft.com%2Fcs-cz%2Fcourse%2Fb3c74377%2Foverview&data=02%7C01%7Cv-jirika%40microsoft.com%7C7f7577ae930440e42cdb08d7c500f3e6%7C72f988bf86f141af91ab2d7cd011db47%7C1%7C0%7C637194480572205140&sdata=df%2BRVQHAmmsPTbYyUxhYco1%2FomFsBqYQj%2BqLJTVu%2F%2Bo%3D&reserved=0
https://education.microsoft.com/en-us/course/b1e15cfc/overview
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Synchronous learning with Microsoft Teams

Online meetings
Inclusive online lectures / seminars / consultations

« Up to 250 attendees (including anonymous!)

« Audio & video conference, chat, content sharing, whiteboard
« Can be recorded to Stream.

« Lecture/meeting notes (history).

« Not just for lectures, but all types of online meetings
(work from home, project meetings, departmental meetings, all
hands, blended meetings, external coordination etc.)
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Step-by-step guide to synchronous lecture in Microsoft Teats

1. Sign-in to Microsoft Teams
Use desktop (preferred) or web version (Edge, Chrome)

2. Schedule an online lecture / seminar / consultation

3.  (Optional) Modify online lecture options
Who can present — only you or specific people or all

(Optional) Test that everything works as expected by connecting to online lecture before distributing the link

5. Distribute link to online lecture to students
You can use university SIS or email it or publish it somewhere on intranet/web...

6.  Start online lecture at specified time

7. Prepare yourself while waiting for students to join
Close unnecessary applications. Turn off incoming video, if you are on slow network. Blur video background.

8. Set expectations and rules
Explain lecture structure, student behavior, mute all, Q&A, recording...

9.  (Optional) Start recording

10. Teach (share content, talk, use whiteboard, answer chat/audio questions), communicate, collaborate, help...
11.  (Optional) Stop recording

12. Quit lecture

13.  (Optional) Distribute recording
You can use Stream or other faculty/university-provided tool
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Asynchronous learning in Microsoft Teams

Create an online class (Class team) to
allows teachers to communicate and
collaborate with students using modern ways
and tools, which are easy to use for students.

Microsoft Teams

Connect teachers in professional learning
communities (PLC) and support their work C———
by sharing best practices, discussing learning

outcomes and changes etc. ’ ‘I \t

Allow staff leaders and staff members e PLCs Saff Meubers e

Teachers and students Educators collaborating within Staff leaders and staff Students and school

1O CO | | a bo rate on f acy |ty / univers |ty colaBoriehs on Bioix. & prosessionsl earring st colibereting on ernplinecs colisbosiiion o

projects, assignments, and community school administration and interest groups and clubs
more development

administration and development.

Cancel

—

Create team for your project, research
cooperation, department or any other
need:s.

A
a
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Class materials and class notebooks in Class teams

Vyhledejte nebo zadejte pikaz.

Vase tymy Physical Science > Obecné - AT
=] E Algebra Konverzace Soubory Poznsmkovy blok predméty  Zadani 4 dalsiich) @B -+ <"
Obecné = } =
ecné & General “ Vyhledejte nebo zadejte prikaz O X
Extra credit corner
Homework help . . fidani cl a . < 2
= ] Nové Nahrét o Ziskatodkaz 4 Pfidéni cloudu o iy Physmal Science > Obecné -+ Soukromy
Physical Science R
v T Nazey = E Algebra Konverzace Soubory Poznamkovy blok piedmétu  Zadani  Zaznamy vwyuky Oceans Project (Gdoc) Oceans Project (Word)  Poznamky ze schizky @2  + & OO
= Obecné Obecné
Project Team 1 Class Materials 5
! ' E Extra credit corner
Project Team 2
LS | gopvjpeg Homework help
Soubor ~ Domd  Viozeni  Kresleni  Zobrazeni  Napovéda  Zwuk  Pozndmkovy blok predmétu Oteviit ve OneNotu
@ Pineview School Science ... +e- 8 < —_—
Physical Science _
Obecné ) Whita Fang by Jack London.epub v [Flv | clibitight v3a v B I U 2v Av S A - =< b sy~ | B znady~ | B | B
o o Obecné
L 3 o =
| :m:[ an ' @ Velocity Clss Notes pptx broject Toom'i Physical Science Notebook el . 7
arent Communication
Photosynthesis Lesso Aoes She Cell absor b
. @ planet earth.docx L8 J
B Pineview School Staff . . Friday, September 13, 2013 4:02 PM
@ Pineview School Science Teachers | >--Sollaboration Space Geografia R A e
Obecné (] Pams Document.docx |
) Obecné > _Content Library Geography
English Department
History Deprtment @3  OceansPresentation Powerpoint FormsQuizpp) Py, o l B — e
Math Department e Parent Communication ) Starch Granules
g Oceans_Field Trip_Signup_Form.xlsx l gostnProedt MathProblem The food made by the chloroplasts.
J Heolth Rescarch @) Pineview School Staff { o Stranka bez nszvu
@ Oceans Presentation PowerPoint.pptx Obecné
Obecne X l Labs Basic Equations
Data Collection m Oceans Paper.docx English Department
l Quizzes Math
Grant Process History Department
Peer Reviewed Resources ﬂl OceanCurrent_FINAL pptx Math Department l Homework All Equations
i Class Notes Photosynthesis Lesson 1
@8 Newton - laws of motion.docx J  Health Research l 2
Obecné I Handouts Aerodynamics Homework 1
(7t HowsSharksSwim_FINAL pptx .
Data Collection > Al Fredrickson Oceans Assignment
@ Fundamentals of Lift (1).pptx Grant Process l > Alex Wilber Earth's Materials and Syste.
Peer Reviewed Resources .
o Feedbackxisx ' > Ashley Kozak This is good
l > Delbert McCray Class Collaboration Chalkb.. Cytoplasm
] English Quizxlsx S .
i Pipojtsekymunebo o g ¢ > oouiss cothn i Jelly-like substance th
© vytvoit novy 9 2 contains everything in
[p5] Fardy Salar Guetarn Evnlaratinne Gth Grads rad]
' > Eldon Roque Aerodynamics Homework 1 the cell. It takes up mos!
3 of the cell's space.
' > Ella Taylor Class Collaboration Chalkb..
l > Enrico Cattaneo Class Projects
B l > Fatima Zapata Mathematical Review
& Mitochondria
> Henry Marler Class Projects
&' Pripojit se k tymu nebo vytvofit novy o] e z Breaks down food and >
+ Oddi =+ Strénka . . . .
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Assignments and quizzes in Class teams

Vyhledejte nebo zadejte pifkaz.

Assign homework or projects to students
using built-in tool in Microsoft Teams.

Termin odevzdani

adat
Veichni studenti o a 3 % a @ @ &, 23, kvé 2019 200 “

Zuolte termin, ktery je v
budoucnost.

Nazev

. il
.
D efl n e . Ei Bernoulli Principle - The Source of Lift

@© Pozdni odevzdani povoleno o Ano
v Body o Ano

50

> Pridejte kategorii

[ Exportovat do Excelu
Pokyny

B 7 U v~y EE &£

- resource materials
- target group

- due date

- evaluation criteria...

Read Chapter 1 of "Principles of Flight”, then view the PowerPoint
presentation “Fundamentals of Lift". In your class notebook, sketch the forces
on an airplane wing during steady level flight.

Zdroje

Fundamentals of Lift.pptx
Studenti upravujf viastnf kopi.

-+ Pridat zdroje

Students complete their work and turn it in
right in Microsoft Teams.

’ Cattaneo, Enrico ¢« Vraceno E 45 v

Evaluate, comment and grade students’ work ; o N =
. . . Cothran, Douglas €« Vréaceno a 50 v
right in Microsoft Teams. B o o v a s
. o . o @ Dodson, Sandy & Vraceno a 50 v

Students see their individual results. B o o v « (=] -
@/o Fredrickson, Al & Vréceno a 50 v

Q Hobbs, James & Vréceno a 50 v

(:i— Hunt, William & Vriceno a 50 v

f Knotts, Omar & Vraceno a 45 v

AA @, Kozak, Ashley « Vrdceno g 4 v
n @ Ma(leod,Sidney & Vraceno a 43 v



Lecture recordings
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Record your lecture

Recording is automatically saved to Microsoft
Stream service, where you can share it with
students or download video and share it any
other way.

Pin all lecture recordings in one place (tab)
and make it easily accessible to all students of
your class.

Vase tymy

E Algebra

Obecné
Extra credit corner

Homework help

0 . :
Physical Science

Obecné
Project Team 1

Project Team 2

Pineview School Science ... +ss

QObecné
Lesson Plans

Parent Communication

Pineview School Staff
Obecné

English Department
History Department
Math Department

b Health Research
Obecné
Data Collection
Grant Process

Peer Reviewed Resources

5 Pfipojit se k tymu nebo
8
vytvofit novy

Vyhledejte nebo zadejte piikaz

Physical Science > Obecné -

Konverzace Soubory  Poznamkovy blok pfedmétu  Zadani  Zaznamy wyuky v+

Zaznamy vyuky
Podet videf: 3 | Pocet sledujicich: 0

19.6. - Early solar system explo... 12.6. - Fundamentals of lift

1® 0@

Soukromy

8., 0Qg -

5.6. - Team work







Help is few clicks away
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Built-in help contains:
- Quick guides

- Video tutorials

- Online courses

- Education scenarios
- Tips & tricks

- What's new

Help center:

https://support.office.com/cs-
cz/article/microsoft-teams-5aa4431a-8a3c-

4aa5-87a6-bb6401abeall4

Training:

https://docs.microsoft.com/en-
us/MicrosoftTeams/training-microsoft-
teams-landing-page

Vyhledejte nebo zadejte prikaz.

Napovéda

Témata Skoleni  Novinky  Informace

&

(D) Hledat Vv népovédé

VytvaFeni novych tymui

Vytvoreni tymu pro pfedméty

Vytvoreni tymu pro pedagogy

Vytvoreni tymu profesionalni vzdélavaci
komunity (PLC)

Novinky:

Sdileni a nahréavani sad hodnoticich kritérii

Pridavani kategorii k zadanim

Spousta Skoleni k Teams

V téchto videokurzech najdete vie — od zékladt
pouzivani Teams aZ po uzite¢né triky, které vam usnadni

préci ve skole.

Prochézet skolenf k Teams pro vzdélavaci organizace

Vite, Ze...
Asistivni ¢tecka je ted v Teams!

Ctéte novymi zplisoby

Jste vedoucimi pracovniky
Skoly?

Osvédcené postupy pro tymy a kanaly

Publikovani oznameni

Dejte celému tymu predmétu védét, co se
déje, sdilejte dokumenty a pfidejte ke své
zpravé zabavné dopliky.

Oznédmeni tymu predmétu

Prochazet napovédu pro
vzdélavaci organizace

Zacinéme



https://support.office.com/cs-cz/article/microsoft-teams-5aa4431a-8a3c-4aa5-87a6-b6401abea114
https://docs.microsoft.com/en-us/MicrosoftTeams/training-microsoft-teams-landing-page

Additional resources

B Microsoft | Educator Center

Microsoft For highereducation:
Teams

pro §k0|y Microsoft Teams University

Struénd plirucka pro ulitele Microsoft Teams is free in higher education giving universities a single hub to collaborate real-time on
documents, chat, meet online and integrate with educational apps.

e © ©

) Educators Students Researchers
Karel Klatovsky
How educators collaborate effectively in real-time, cut See how students use one hub across collaborating in Conduct research with colleagues outside of y«
down on emails, share teaching resources and increase their course, managing their on campus jobs and institution with enterprise grade security. Discove
student engagement in their courses. creating community as part of student life. confidence that you own what you create while

streamline workflows.

EDUCATORS USING TEAMS> STUDENTS USING TEAMS>

RESEARCHERS USING TEAMS >

aka.ms/prirucky



http://aka.ms/prirucky
http://aka.ms/TeamsUniversity

Your local Microsoft Teams support

Distance learning at CUNI using Teams:
https://dl.cuni.cz/ms-teams/

Local Microsoft Teams support:
teams-podpora@cuni.cz

Office 365 account related support:
ales.houdek@ruk.cuni.cz
martin.repa@ruk.cuni.cz



https://dl.cuni.cz/ms-teams/
mailto:teams-podpora@cuni.cz
mailto:ales.houdek@ruk.cuni.cz
mailto:martin.repa@ruk.cuni.cz

teams.microsoft.com/download



Q& A
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Thank you...

for your hard work and effort
to shape world’s future througn
education!



