Pupil Instructions for joining a Microsoft Teams Live Event

1. Check and read your school emails every day.
Teachers will notify you initially by email of a Live Event.
The email will contain instructions of how to find the link
to the lesson and any other details regarding resources
and equipment needed for the online lesson.

The Live Event will not appear in your Team Calendar
unless you create an entry in Outlook Calendar yourself
(instructions for this at the end).

‘You forwarded this message on Thu 02/

o Teacher Name PRI
o Tue30/0 1650 :

To: 2019

7F1 10:00 am - 11:00am
7F211:30 am - 12:30 pm

Both groups have a Live Event scheduled for the above times. This WILL NOT appear in your Calendar unless you add it in manually, to
join the lesson you must click the link in the Channel - Lesson 3 Solving Equations on your Teams Maths class.

You will need the PDF booklet that was used during Tuesdays lesson which is available to download and print in the files section.
If you cannot print the booklet out you will need paper to make notes on.

Regards,

2. Find the relevant class on MS Teams for your lesson

e.g. year 7 Maths is either Year 7F1 Maths or Year 7F2 Maths.

Follow the instructions from the original email to find the link to the Live Event.
The teacher may have created a Channel for the lesson, as in the email above.
If only General Channel is showing it will look like below.

General
<’ Reply
M Teacher Name 4:06 PIM
AIWGYS SCICCT See Mof‘e & Year 7 Test Lesson
to reveal the full https://teams.microsoft.com/l/meetup-
. . join/19%3ameeting MGYwNDc2ZWEtOTg1My00ZjASLWITZmItN2M2MDZINTBINDY
message and instructions. w9%40thread.v2/0?context=%7b%22Tid%22%3a%22d66cc932-acch-43ae-ad3c-
2abad9fede13%22%2c%220id%22%3a%2 2ef8f8bcf-51eb-4ccb-a49e-
2LNR7arhRRLOGAD 294292 ?IcRrnarractMeatinn®2 2% 3atria%7d
See more
|
General &« Reply
M Teacher Name 4:06 Ph
) . » | Year 7 Test Lesson
Click anywhere on the link https://teams.microsoft.com/I/meetup-
5 minutes before the lesson join/19%3ameeting_MGYwNDCc2ZWELOTg1My00ZjASLWI1ZmItN2M2MDZINTBINDY

w40thread.v2/0?context=%7b%22Tid%22%3a%22d66cc932-acch-43ae-ad3c-
abad9tede13%22%2c%220id%22%3a%2 2eféf8bcf-51eb-4cch-a49e-
25057ach8659%22%2c%221sBroadcastMeeting%22%3atrue%7d

time to join the Live Event

See less

¢« Reply



3. Wait for the Live Event to start, this will happen automatically.
Do not select the leave button.
Make sure that your sound is turned on.

Year 7 Test Lesson

The live event hasn't started

4. Live Event Q & A - post questions to your teacher using the Q&A tab
at the top right hand side of your screen. This will be available

once the Live Event has started. Teachers can answer you directly or
publish a question and response to the whole class.

@ - @ -

Live event Q&A @ X Live event Q&A @ X

L stions atured
-' y questions Most recent Featured -
——

Published Questions —

- Ask a moderator

Questions won't be visible to everyone until a
moderator approves them

No featured questions yet

Ask a question
|:| Post as anonymous

Ask a question /

Questions can be entered on either section by clicking
the arrow



5. If you lose a connection during a Live Event, click on
the Link again to rejoin.

6. If the Teacher needs to turn off their camera for a
while you will see the message below. Do nothing and
wait for the Live Event to continue.

The live event will continue in a monr

7. When the Live Event is finished you will see the following message

The live event has ended

8. Clicking the Leave button will return you to MS Teams

Live event

The live event has ended

9. A recording of the Live Event is completed
automatically and is posted in the class section of MS
Teams by the Teacher. Clicking the link will play the
recording. Use this for revision of topics, completion of
notes or if you were unable to take part in the Live Event.

Teacher Name Tuesday 4:07 PM
https://web.microsoftstream.com/video/fe452459c-c35e-4a2d-9fab-042b9be2810e?
list=studio

. Stream

Microsoft
Stream

View this video on
Microsoft Stream.




Creating an Event in Outlook Calendar

1. From your Outlook Email page,
click the Calenda.a‘r the bottom
left hand side of the page.

Then select New Event

B Add calendar

~ My calendars
@ Calendar
United Kingdom holid...

Birthdays

BN

email calendar

il Discard [EF Scheduling A: E Response options

[Z Year7Testlesson <= 2. Enter a title for the Live Event

L Invite attendees Optional

@ Ady@ )

1§}

reemt N < 3. Change to the correct date and time

@  Search for a room or location Teams meeting @ )

Remind me: 15 minutes before

tN2MIMDZINTBINDYwi40thready2/07

4. Paste a copy of the Live Event link
in this box and then selec (D
which is at the top left hand side of the screen.

.
L
s
L

(i

]

Outlook Calendar will Sychronise with your MS Teams Calendar.

5. Open up the Calendar on MS Teams and click the required lesson.

4 I J
v |
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| Year 7 Test lesson

Year 7 Test lesson
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