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Sign in to Microsoft Teams

Options to sign in

1.  Website www.office.com. Please choose Teams on this page
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2. Directlink to the Teams web app www.teams.microsoft.com

3. Teams app (on your laptop, PC, tablet or smartphone).

You can download the app from AppStore or PlayMarket

»  Login: XXXXXXXX@gsom.spbu.ru (your GSOM account)

GSOM = Password: password from GSOM account
SPbU



http://www.office.com/
http://www.teams.microsoft.com/
mailto:XXXXXXXX@gsom.spbu.ru
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Sign in to Microsoft Teams

Teams

PLEASE, NOTICE

We recommend to use the Teams app
on your PC or laptop

Kadegpa MHocTpaHHbIX
A3bIKOB B cdepe...

There can be technical problems with MS
Teams web version, including those with
sound and microphone.

How can | download the app?

M2_Strategic
Marketing_Froesen

1. Open Teams in your web browser

2. Click the button

3. Enter your login an password




Structure of GSOM teams

Teams are groups of people united to solve common tasks.

There are 2 types of teams in GSOM: Example

1. Administrative teams(for administrative issues) B1_Management_Veselova

= Bachelors groupl
=  Masters B — bachelor, 1 - course,
2. Academic teams(for teaching purposes) discipline, professor's
surname, number of

=  This type should be called by discipline

group/stream
(please see the Example)

EDUCATIONAL TEAMS SHOULD BE CREATED BY ACADEMIC DIRECTORS

However, if you have already created a team to conduct a class, please add your
Academic Director to this team as a teacher (see next)
GSOM
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Your teams

How to create a team?
1. Open the tab «Teams»
Click «Join or create team»

Teams Y @| & Join or create team |

Your teams

Join or create a team

COVID-19 | OnepaTuBHblii Test Create a team Join a team with a code
wrab BLUM
. . . Enter code
3 C||Ck ((Create team» Got a code to join a team? Enter it above.
GSOM
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NOTICE
Choose the

team type
Class

Call the team

Select a team type

=
« @ .
| WS

Class

Discussions, group projects,
assignments

Create your team

N

1 ¢

Professional Learning
Community (PLC)

Educator working group

D

Staff

School administration and
development

Y

Other

Clubs, study groups, after-school
activities

Cancel

according to the

Teachers are owners of class teams and students participate as members. Each class team allows you

example to create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.
IName
B1_Management_Veselova_group1 ®©

GSOM
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1. Add students to the team.
To do this, enter the students email
addresses one by one (you can use
«copy-paste» BUT only one at a time)
and click «<Add»

2. Open the «Teachers» tab and «Add»
the addresses of teachers and
assistants (if necessary)

3. Click «Close»

The created team
will be opened
automatically.
By default, in each
team thereis a
«General» channel

GSOM
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Add people to "B1_Management_Veselova_gruppel”

Students | |Teachers

st0650341@5tudent.sgbu.ru

n at your school.
9 Add st065034@student.spbu.ru as a guest

B1_Management_Vesel...

Welcome to B1_Management_Veselova_group1
General
Choose where you want to start

51041’\ =1

Upload Class Materials Set up Class Notebook

Lecture 19.03
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How to add a member when the team is created already

Method 1

<{ All teams General Posts

B1_Management_Vesel...

Welc

Manage team
General 9

Add channel

Add member

Leave the team
Edit team

Ge

S) Q@%??GQ@@E

Students  Teachers

De —

|Search for students

Click the ellipsis mark
(near the team name)

Click «<Add member»

Enter emails one by one
and click «<Add»

Add members to B1_Management_Veselova_gruppel
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How to add a member when the team is created already

Method 2

Click the ellipsis mark

Click «cManage team»
Click «<Add member»

U B1_Management_Veselova gruppel - ® Team @

H

Members Channels Settings Analytics  Apps

This team has guests.

Search for members Q

Name Title

S _ support
° PP

I Members and guests (2) I

Name Title
S st067505 (.

-
¥ baitzapos ...
<leo P

BM

B1_Management_Vesel...

&

Manage team

Location Tags @ Role

Here you can see the team
structure:

«Owners» (teachers) and «Members
and guests» (students). You can
delete members (press «X» next to the

member name).
(. Member ~v X

Q@ N % (o M

=k

Add channel
Add member
Leave the team
Edit team

Get link to team

Manage tags

Delete the team

Welc
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Channels in Teams

In each Team you can create channels (conversations)

Example
Team:

B1_Management_Veselova_groupl

General channel

Themed channels (should be created by professors if
necessary), see next

10



Create a channel

To create a new channel:

1.

GEENSEN

Ellipsis mark
Add channel
Enter the channel name
Define the Privacy rules

If the channel is private,
please add the students

PLEASE, NOTICE! For the

private channels you can not

schedule a meeting (session)

GSOM
SPbU

B1_Management_Vesel...

General

Create a channel for "B1_Management_Veselova_gruppel” team

@ Manage team

=) |Add channel |

Channel name

Lecture 19.03

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard — Accessible to everyone on the team

dd
<& Add member '
ddi
%@. Leave the team
& _Fdit team ste
it link to team om
©@ | anage tags fee
'lete the team
em

o support has rem|

|Standard - Accessible to everyone on the team

| Private — Only accessible to a specific group of people within the team
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Set up online classes

1. Open the team for _
your discipline il

2 Open the Charmel B1_Management_Vesel... -
where you want to General ’ SR @
organize the class ~
(General = all \
students)

3. Pressthe camera
Icon

Start a new conversation. Type @ to mention someone.
@ v oo @ glals o

GSOM
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Want to add a subject?

Choose
«Schedule a
meeting»

E New meeting Details Scheduling Assistant

Meet now
Time zone: (UTC+03:00) Moscow, St. Petersburg
Vi I Lecture 19.03 E'l Schedule a meeting
[oe] = Enter the meeting name, time, and
& 19 Mar 2020 14-00 d ate
19 Mar 2020 10 EECIN® Ly = Adding participants is optional — all

O Does not repeat channel members will receive an
iNnvitation in the calendar by default!

- u B1_Management_Veselova_gruppel Lecture 19.03

= If necessary, you can enter a
| description of the event and attach
® :

documents.
GSOM
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support 13:42
Py Scheduled a meeting

Lecture 19.03

Thursday, 19 March 2020 @ 14:00

Lecture 19.03 Chat Details Scheduling Assistant ~ Meeting notes ~ Whiteboard Close

X Cancel meeting Time zone: (UTC+03:00) Moscow, St. Choose your audio and video settings for

Lecture 19.03
Vi Lecture 19.03]

A conversation will appear on the
channel

You will receive a notification about the
event at the time specified in the
meeting

To start a meeting, open it directly from
your channel or calendar and click «Join»

Join now

[ ] €53 PC Mic and Speakers

Select your connection options and click
«Join Nnow»

14



Window PowerPoint Browse Whiteboard

No files available

Screen 1

Lecture 19.03 (Meeting) | ...  WMHcrpykuma Teams (eng)...

Microsoft Whiteboard

p A

m

lNpezenTaumn? - PowerP... WHcrpykuws Teams (cTya...

Freehand by InVision

To share content, click the Share icon in the center and select the content to
display:
= «Desktop» (participants will see everything on your desktop)

«Window» (only a specific document or selected window will be visible)
GSOM

SPbU
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PowerPoint presentations

0230 WA

Window PowerPoint Browse Whiteboard

No files available
K Browse Teams and Channels

[ ! 4 ; @& OneDrive

Screen 1 Lecture 19.03 (Meeting) | ... ~WncTpykumsa Teams (eng)... Upload from my computer 'hiteboard

p A

MNpezenHTtauma? - PowerP... WHcrpykuua Teams (cTya.... Freehand by InVision

Click «Browse» and choose:
® «Upload from my computer» (open a presentation saved locally on your device)
® «OneDrive» (open a presentation from cloud storage)
® «Browse Teams and Channels» (open a document that was previously uploaded to

GSOM MS Teams), see next
SPbU 1o
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Overview of commands
and channels

The «PowerPointy folder was
created in the channel (tab
«Filesy)

T * Lecture 19.03

Type Name Modified v Modified by
PowerPoint Just now support
@ WHcTpykuma Teams.pptm 9 m ago support

Cancel

support 14:02

@ WHcTpykuma Teams.pptm

¢« Reply

Etart a new conversation. Type @ to mention someone.

Ar ¢ © W B a > @

Document outside the folder
—a document uploaded to the
channel in advance directly
via the «Attachment» button

17



You can record the meeting
= Click «.»
= Click «Start recording»

support 13:42
Scheduled a meeting

Lecture 19.03

Thursday, 19 March 2020 @ 14:00

4 replies from you

G¢  Meeting ended: 33 sec

Meeting

Recording has stopped. Saving recording to Microsoft Strea...

ﬂ?ﬂ?ﬂ‘rﬁi} How was the call quality?

¢« Reply

Start a new conversation. Type @ to mention someone.

A ¢ © B B a > Q

BLLIM
cnery

A

£33 Show device settings

O Enter full-screen

Turn on live captions (preview, English US only)
i Keypad
© Start recording

[ Turn off incoming video

w9

We kindly recommend to use this function,
pecause sometimes students have problems
with connection or technical issues

After the meeting ends the recording will be
saved on the channel in the "Publications" tab

The recording is not available to students

18



To share the record with your students
Download the video

('Z]:d Cobpatue 3aeepwero 33 ¢ 21:59

= Click «.»
CobpaHue
Kenm —

I ’ OTkpbITh B Microsoft Stream I = Click «Open in Microsoft Stream»

°<2 HO,ﬂeﬂMTbCﬂ (3 Home [p] Discover v [ Mycontent v - Create v £ Search

@ [lonyuuTb cci
(® TNoapobHee
/N Coobuumts o
support v ewe 0
Linked groups/channels
. - dd to group/channel
* Click «..» and «<Download oo
. Update video details
video» ) 001 /0

Trim video

= Video will be saved on your

: Details T Replace video
device
supportuewe 0 [i[ Delete
= You can share it (e.g. upload B o o
to the team files and share @ sae B adownis O e [2] & View stings
BLLUM the link in the channel)

cnery
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Contact for help & questions

Helpdesk contacts:
O Hotline-to be launched soon

O E-mail support@gsom.spbu.ru

0 Request form https//gsom.spbu.ru/gsom/contacts/support/

Requests are processed from Monday to Friday, 9:30-20:00
and on Saturday, 9:30-17:00.

@ You can find more details about Office 365 (including Teams) here.

BLLIM
cnery
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