MUET Online Classes
Instructions to Students
Section-A

Dear student,

As you are aware, due to the ongoing pandemic (COVID19) all educational institutes had to close for
your and your family’s safety. HEC has decided that all universities move their classes ONLINE.

Effective April 13™, 2020; Mehran University has selected the online communications platform of
Microsoft Teams to move our ME/PhD classes ONLINE. It enables teachers and students to collaborate
and communicate through online/offline videos and by sharing class contents, conduct assignments and
tests/quizzes.

However, some ME/PhD teachers might also conduct interactive lectures on other platforms such as
Zoom, Teams and Skype. Since, MUET has a subscription for Office 365 Business Edition, we would
recommend lectures be conducted on MS platform; such MS Teams and Skype for Business.

You already have an office 365 email Id; use this ID to login to Office.com and install all Apps of Office
365, which must include: Outlook, Teams, OneNote, Notebook, Stream and Skype for Business.

Pease keep accessing your Microsoft Outlook inbox on daily basis, you would get either a Skype invite or
a MS Teams invite. Please accept the invite and join the class as per invite sent by your teacher. Classes
would tentatively start Apr 13, 2020 and onwards, as per your timetable issued in the beginning of the
semester. It would be a good idea to approach your class teacher through email and ask further details
of online classes.

If you have forgotten login credentials of your MS 365 account; then please contact ICPC helpdesk at:

helpdesk@teacher.muet.edu.pk

Section-B

Quick Video Tutorials for students

(duration: approx. 2min each)

1. Teams for Education Intro
https://www.youtube.com/watch?v=28vnuOLbYR4

2. Signing into Microsoft Teams for the first time
https://www.youtube.com/watch?v=qx8xHpRMFHU



mailto:helpdesk@teacher.muet.edu.pk
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https://www.youtube.com/watch?v=qx8xHpRMFHU

3. Working with classes and classmates in Microsoft Teams
https://www.youtube.com/watch?v=5yT1K34RJo4

4. Connecting with Microsoft Teams
https://www.youtube.com/watch?v=PasT3Q1ZR |

5. Organize schoolwork with Microsoft Teams
https://www.youtube.com/watch?v=knOp1wT84x8

Section-C

Welcome to Microsoft Teams!

In the following few pages, we will describe and show you the main features of the platform and how to
work in it.

Teams can be access via web browser or dedicated application can be downloaded on Windows or
Apple computers. There are mobile applications for Android, iOS and Windows platforms available to
download too. Click on the following link to download the app.

https://products.office.com/en-us/microsoft-teams/download-app

(1) Microsoft Teams

Open any internet browser (e.g. Google Chrome, Microsoft Edge or Apple Safari) and

Go to office.com and then click on Teams
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OR

Go to teams.microsoft.com

(2) Login Screen

Sign in with your MUET student email ID (e.g. 18sw23@student.muet.edu.pk)

[ =. Sign into your account X

C G @& login.microsoftonline.com/common/oauth2/authorize?response_type=id_token&client_id=5e3ce6c0-2b... ©v ¥
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B® Microsoft

Sign in

18sw23@students.muet.edu.pk

No account? Create one!
Can't access your account?

Sign-in options

(3) ‘Stay Signed In’ Prompt

You will be prompted to ‘Stay Signed In’. We recommend you select ‘No’, if others use this computer. If
you are the only person who uses this machine, you may select ‘Yes’. This will result in quicker
login/access to your stuff.
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mujawar.malik@students.muet.edu.pk

Stay signed in?

Do this to reduce the number of times you are asked
to signiin.

«| Don't show this again

Now, you will be logged into Microsoft Teams for Education with your courses displayed under Teams
tab.

Section-D

Microsoft Teams for Education is a Learning Management System built around Microsoft Office365.

It enables teachers to create virtual (online) classrooms to deliver online lectures to students. These
lectures can be recorded and can be played later by the students.

Teachers can set assignments for the students via Assignments tab. Students can solve the assignments
and then turn them in. Teacher will mark them and students will be notified.

Teachers can create tests/quizzes for students to take.

Teachers and students can view the grades of the students via Grades tab.

Teams Tiles:

When Teams start, it will show you the courses you are enrolled in. On the left border of the application,
there are several tiles such as Activity, Chat, Teams, Assignments, Calendar, Files, etc.

o  Activity:



The is the Activity Feed area. All activities are recorded here. You can search for anything you
may have missed here. Activities can be filtered to My Activities or Feed or parameters such as Unread,
Replies, Reactions, etc.

Search or type a command

Feed v T General Files

Activity

ﬂ 2 Assignments 4/4
vy mentioned Teachers...

.>General

t and

iment

Assignments

3rd party Apps AttendanceBot and Zoom
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‘;T? Dr.Shahnawaz Talpur
X “u Should we install it
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<) Rizwan reacted to

e Chat:
All your chats and contacts are displayed here. You can filter the chat messages on the basis of
Unread, Meetings, Muted or matching any keyword.

Search or type a command

Recent Contacts @ Hands on session on Microsoft Teams and OneNote Cl...

Dr.Jsma Farah Siddiqui
@ Dr. Faheem plz share the recording of today's session (if recorded)
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Microsoft Stream
View this video on Microsoft St
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e Teams:
Under Teams window, you can either display all the Teams or Join/Create a new team. Under a

Class Team, tabs for Posts, Files, Class Notebook, Assignments, and Grades appear.

@ Search or type a command @ =
Y & 2" Join or create team

Teams

* Your teams
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Teachers Training for

Task Force Committee Network Security . .
conducting online classes

If your Teams view were set to List, the Teams would be displayed as below:
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e Assignments:



All assignments, current or completed, are displayed here.

Search or type a command

Teachers Tral for conducti...

Assigned (1)

Install third party Apps in Teams

Completed (3)

Install Skype for Bussiness

Install Office 365 Bussiness suite in your laptop

3rd party Apps AttendanceBot and Zoom Not turned in

e e _

Points

Install third party Apps in Teams No points

Due yesterday at 2:00 PM

Instructions

Install AttendanceBot, Zoom

My work

+ Add work

Calendar:
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Search or type a command

@ Recent

Name Modified ~ Location
HEEE TL-1 Class 4m ago Aftab_memon'’s OneDrive / Class No...
Team Site Notebook 5m ago Unknown
Task Force Committee Notebook 32m ago TaskForceCommittee509 / SiteAssets
Teachers Training for conducting online classes gr... 1h ago TeachersTrainingforconductingenline...
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TFC Meeting No 02 - 24 Mar 2020-Rev1.docx 4/3/20 TaskForceCommittee509 / General / ..

TFC Meeting No 01 - 20 Mar 2020Rev1.1.docx 4/3/20 TaskForceCommittee509 / General / ..

Mtg minutes 2020-03-20 Rev1.docx TaskForceCommittee509 / General / ..

Online Classes TFC Meeting No 02 - 24 Mar . 2 TaskForceCommittee509 / General / ..

+ Add cloud storage

e OneNote Class Note Book



Search or type a command

3. Collaboration Space — a space where everyone in your class can share,

test22 Notebook

Python Programmi...

jibran

TFC Notebook ﬁ ‘

More Notebooks

OneNote
Chat DrAftab ahmed Memon * TL-1 Class TL-1 Class 4|mmersive Reader  # Openinapp~ @ Help @ TermsofUse  aee
Notebooks im] = TL-1 Class L0 .
Welcome to Class Notebook
= ni TL-1 Class Welcome Welcome to Class Notebaok
Signment ni SAU Team Notes > _Collaboration Space FAQ : OneNote Class Note... . L.
Your OneNote Class Notebook is a digital notebook for the whole
3] B Team Site Notebook l > _Content Library Try out a Staff Notebook handwritten notes, attachments, links, voice, video, and more.
Calendar d
0 B Task Force Commit... ' > Mujawar Mailk Each OneNote Class Notebook is organized into three parts:
i i Teachers Training 1. Student Notebooks — a private space shared between the teacher and
) access every student notebook while students can only see their own.
E: Test TFC Team Not... .
see 2. Content Library — a read-only space where teachers can share handout
B
B
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Stream:
All your recording lectures/videos will be available here

4 Search or type a command

. Stream My Watchlist About [OJ:: ]

My watchlist

Mujawar

B Microsoft Stream

There are no videas to display

Apps:
This takes you to an internal market place for Teams applications which can be installed to add
more features in the Microsoft Teams ecosystem.



Apps
Search all Q

All >
Personal apps

Bots

Tabs

Connectors

Messaging

Top picks

Analytics and Bl
Developer and IT
Education

Human resources
Productivity

Project management
Sales and support

Social and fun

Section-E

Microsoft Teams for Edu

Search or type a command

Browse available apps
and services

Add your favorite app for yourself
or for a team.

See our top picks

Trello
Project management

Trello lets your team work more
collaboratively and get more done. Trello's
boards, lists, and cards enable you to...

Azure DevOps
Developer tools

=]

Plan better, code together and ship faster
using Azure DevOps. Search, find work, and
collaborate better with your team

Jira Cloud
Proiect management

cation

& Opsgenie

aktiviearn plus

) Flow
2l Workflow + business managem
Automate time-consuming and repetitive
tasks by integrating your favorite apps and
services with Micrasoft Flow

Zoom
Communication

Seamlessly start, schedule and join Zoom
meetings from Microsoft Teams. Meet happy
with flawless video, clear audio, and easy...

Yammer
Communication

B smartsheet

ScrumGenius

' Polly
Communication

Gather real-time insights with simple polls
that work where you work

Cisco Webex Meetings
Communication
The Cisco Webex Meetings integration
makes it easy to add a link for your Webex
meeting or Personal Room meeting to you...

MindMeister
ity

m Microsoft

Learn more about Teams

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics.

Start a new chat
Launch a private one-an-one or small group
conversation

Microsoft Teams

Navigate Microsoft Teams
Use these buttons ta switch between Activity
Feed, Chat, your Teams, Assignmens,
Calendar, and Fies.

View and arganize teams
Clck 10 see your teams. Drag team tles
around to reorder them.

Physical Science

Find personal apps
Click 10 find ang mansge your persons! apgs.

Algebra

Add apps
Launch Apps to browse or search apps you
can add to Teams.

Use the command box

Search for specific items or peaple, take

quick actions, and launch apps.

Manage profile settings
Change app settings, change your pic, or
downioad the matsle apa.

Health Research

Pineview School Staff

Tead

1 Join or create team @———

Join or create a team
Find the team you're looking for, join with a
code, or make ane of your awn.

A of remave members, create a new
channel, or get a link 1o the team.

Pineview School Science g ———
hers.

| View your team
Click to open your class or staff team.

What is a team?
You can create or join a team to collsborate
with a certain group of peogle. Have
conversations, share files and use shared
tools with the group — all in one place. That
group could consistof a class of stugents
and educators, a group of staff and
educators collsborating o 3 topic, o ven s
£roup for a student club or other
exracurricuars.



Microsoft Teams for Education

m Microsoft

Learn more about Teams

Class teams

Class teams provide special capabilities tailored for teaching and learning

Every team has channels
Click one to see the files and

conversations about that

topic, class unit, or week in the course. You
can even have private channels for group
projects!

Every team comes with a General
channel. Open channel settings to 3dd new
channels, manage notifications and other
settings.

Format your message
Add a subject, format text, convert the
message to an announcement, post across
multiple teams or control who can reply and
more.

Add channels and manage your team
You can change team settings, add members to
the class team and add channels.

Open Class Notebook
Class Notebook is a digital binder you can
use in your class to take notes and
coltaborate.

Open Assignments and Grades

Assignments. to create

and turn

assignments.

n their assignments without leaving the app. Educators can use the Grades tab to provide feedback
on assignments and track student progress. Students can see their progress, t00.

Microsoft Teams

 type 3 comman

>

Ca Cotemen
Go Fly a kite!

- introduction to Kites.docx

Coa Colemen 1711601
Why does a plane fiy?

Add tabs

Explore and pin applications, tools,
‘documents and more to enrich your class.
'We're constantly adding more education
specific tabs. Check back often.

Share files

Let class members view 3 file or
‘work on it together

Start a discussion with the class

Type and format you message or
announcements here. Add a file, emoj, GIF,
or sticker to liven it up!

Add more messaging options.
Click here 10 3dd new messaging capabilities

like polis, Praise, and more to enrich
classroom discussion.

Microsoft Teams for Education

Schedule a meeting with your team or class

m Microsoft

arn more about Teams

Hold classes, staff collaboration meetings, or trainings over online meetings

Start a meeting right away Add new meeting
directly Schedule a 1
with up to 250 people or schedule 3 live

event for a broadcasted event with 3 wider

Invite individuals to a meeting
1o your
meeting. Meeting recordings and resources.

Invite a channel to a meeting
Invite your whole class or working group to a meeting by
selecting a channel to host the meeting. Meeting

dings

organized within the selected channel.

that starts right away.

audience. the meeting history item in your Chat view.
Marcn 2920 B wortweek
10 n 2 13
a0 a0 - om @ Mo
B B s G L]
8 ¥ A w

——
[ °




Microsoft Teams for Education

m Microsoft

Learn more about Teams

Join a meeting

Hold classes, staff collaboration meetings, or trainings over online meetings

Cara Coleman M
Scheduled a meeting

gy Povlsdencelab

Wednesday, March 4, 2020 @ 1400 PM

o Reply

- P e

P Physict Sianes i

e Colenan s

Find the meeting invitation in the channel of your team or on your Teams calendar. Click to open the

meeting item and select Join.

Meeting with Cara Coleman

Double-check your audio and video input, turn on th , and y

heard. Select Join now to enter the meeting.

Microsoft Teams for Education

tobe

m Microsoft

Learn more about Teams

Assignments

Create learning activities for students with integrated Office applications.

=Q Assignments

Upcoming
View upcaming
assignments A #dvanced engle

Fnih the s e of your sy utine and st
3 wfrence mteriss you used O sy

View both upcoming and

turned in assignments by . el
class, or view them across all

your classes. Selecting an [ oo ossen P
assignment will allow you to Fiish the frs cha of your essay autine

turn it in or view feedback and Due October Stt m

scores.

Firish th fst draft of your essay outne snd
st 3 reference materss you used

Wiitethe first page ofyour essay and share

with another student o review G5 Essay

A Acanceaengien 12724 tmedin

Anne Frank Read chapters 1-2 (pages 3-53)
@FReading

Due today s 1015am

o 5] & a

Microsoft Teams

n New assignment

AP English -

General e it requtec)

APEnglish  Conversatins Files  Closs Netebak

Add resources

AP Engiah st

Fricet 19,2018
Powsrschool

Add a grading rubric

Use the rubries tool to create customizable, reusable
rubrics for students to reference and for you to
evaluate their work.

Edit due dates, close date, and
schedule to assign

Customize all the dates and times that are
important to the assignment.

content from OneDrive, your
device, links, and mare.

Assign to classes or
individuals

Assignments can be distributed
‘ta multiple classes or
personalized to the individual
student



Microsoft Teams for Education

m Microsoft

Learn more about Teams

Participate in a meeting

Share video, voice, or your screen during the online call.

Microsoft Teams

Send chat messages

Send chat messages, share links, add a file,
and more. Resources you share will be
available after the meeting

Leave the meeting
Turn your video feed on and off.

The meeting will continue even after you
have left.

Mute and If.

Add

Share your screen and sounds from
your computer.

Access additional call controls

Start a recording of the meeting, change your
device settings, and more.

Microsoft Teams for Education

m Microsoft

Learn more about Teams

Grades

Leave feedback for students, grade, and track student progress in the Grades tab.

Microsoft Teams
0O ceoeet <o -
= @ WorldvoicesEsssay.docx e
= |
L p
e o ot it -
s ol Bepaleiuslocld Ll

oy g °

See grades across all assignments and students

Each of your class teams has a Grades tab where you can view
assignments at a glance, as el as track how individual students
in your class are progressing.

Return and review assignments using the feedback loop
Leave comments, make edits, grade with criteria)/standards,
check for similarity, and more in the grading view.



m Microsoft

Microsoft Teams for Education

OneNote Class and Staff Notebooks

A digital binder to use in your class or with your staff to take notes and collaborate

B I Y OvAS K =y ) s A Sv S E Ev ey G S B
Welcome to Class Notebook Aug Retreat Groups
Your OneNote Class Notebook is a digital notebook for the whole class to store text, images, ottt o
handwritten notes, at ideo, and more. E
Personal notes, class notes, and collaboration Great for staff meeting notes, brai ing, and
OneNote Class Notebooks have a personal workspace for every student, a Content Library for handouts, and a OneNote Staff Notebooks have a personal workspace for every staff member or teacher, a Content Library for
Collaboration Space for lessons and creative activities. shared information, and a Collaboration Space for everyone to work together, all within one powerful notebook.

Section-F

1. Get started in your class team
Access your online classroom in Office 365 Education and Microsoft Teams.

Grab your device and your MUET sign-in information and head into class at Office.com.

Sign in to Teams

1. Open Office.com and sign in with your school email and password.
2. From your Office.com homepage, click on the Teams app to open right in your browser.

oo
3. Select Teams U7 in to see which class teams you're in. If your teacher has already set up the class
team and added you, you'll see one or more (depending on how many classes you have) class team
tiles.

Notes: Don't see any class team tiles? Your teacher may have invited you to join your class team with:

e Ajoin code (from the Teams page, select Join or create a team and enter the code)
e Alink (check your email!)

When you see your class tiles, click on one to start connecting with your teacher and
classmates!


https://office.com/

2. Get organized in your class team
Find and organize conversations, files, assignments, and notes in your class teams.

Channels

Every class team has a main discussion area, the General channel. Under General, Your
teacher may create more channels to organize topics, projects, and more.

All channels include a Posts and a Files tab.

The Posts tab is where you, your classmates, and your teacher can all start and reply to
conversations.

Look for shared documents in the Files tab.

Along with Posts and Files tabs, the General channel has Assignments, Class
Notebook, and Grades tabs.

All teams l’! General Posts Files Class Notebook  Ass gnments Grades -t

Advanced English 11 A
e Assignments

General e Reading Reflection #8
Elements of Poetry Group -~
Power of Persuasion Group
0 e I View assignment
Readings Unit -
World Voices Group [

e Assignments
y &) Assignment due date has been changed

Notifications

Check the Activity section to make sure you don't miss a new assignment or an @mention.



a Feed Vv Y

Activity

e @53 Assignments mentioned
@ Physical Science
Physical Science > General

0 Assignment due date has been changed

9 &’ Cara added you to 3/16
Chemistry 301

0 % Missed call from Cara

Jnknown number

9 (@ Cara mentioned you 3/14
Chat with Cara

Adele Vance Sure. I'll be available starting .

3. Communicate in your class team

Create and respond to messages in Teams.

Create and send a message in a chat or channel

Click the compose box to create a message. You can type out a simple message, or add on.
e Attach an image, gif, sticker, or file

e Use rich text to make your message stand out

e Format your message with bullets or make a numbered list

e @mention your teacher or a classmate.

To switch from a conversation in a team channel to a private chat group, select the Chat icon.



Peer review
Ella Taylar arvd Enrico Catianea, I'm going to share my st off the fras write in the channed

Recent

Contacts

Enrico Cattaneo 3/17
You: Happy D:fti’ada)"

‘L,l' on
e Assignments 3/18
© Assignment updated | Communication sk...
B, Grady Archie 3/14
You: Almost done. I'll look in 10 mins
‘ Eldon Roque 3/14

You: Can | call you? | need help with the f

4. Share and organize class team files

Share files in conversations and use the Files tab to keep track of them.

Share a file in a channel or chat

Click Attach € .
Choose a file you'd like you share.

Include a message if you want, then click Send B



Find or create a file

See the files that you, your classmates, and teacher have shared in one of your team's
channels by selecting the Files tab.

While in Files, you can create a new Word, Excel, or PowerPoint document for you and
your classmates to collaborate in.

Class Materials

In the Files tab, your teacher might add read-only resources to
the Class Materials folder. Look here for important documents that can help you with
assignments, projects, or just staying up to date on class expectations.

@ Fatima Zapata ) 11:30 PM

= Thinking of doing a virtual homework group
| know Douglas Cothran is trying to get a study group going
week so we can be there for each other and offer help. It mig

Collapse all

478 Marsha Davenport 0/

?

® Recent

i@# Browse Teams and Channels

@& OneDrive
eam

Upload from my computer

e
Ar @ © @ B B S B Q@ B -




E General Posts Files Class Notebook Assignments  Grades
+ New v 7T Upload_'--* & Sync % Copylink & Download -+ Add cloud storage
General
Name Modified | ~ Modified By -
Class Materials 4 System Administrat...
Stickers_SillySupplies_Crayon.png October 25, 2019 Cara Coleman
B Introduction to Algebra (1).pptx October 25, 2019 Cara Coleman
@  Evaluate the expressions - Friday.docx October 25, 2019 Cara Coleman

5. Assignments and grades in your class team

Create assignments, grade, or turn in your work. All from Teams.

View and turn in assignments

1. Head to a class team and the General channel. Select the Assignments tab.

A teams M Genersl Fosn Asignments 3more~ o B
=]
Upcarang
| @
pases ) Assigned 4)
Advanced English 1A~  ~ .
H Reading Refiection #§
General s Cepbermder & X119 G50 PR
| Powver of Persuasion Group
Chapters 14-18 Review (3 Fross
' T — 0115 G55 PRA
Ky Sonnet
je Ociober 4. 2019 11:59 PM
Waorld Violces Essay #1 Outling




2. To view assignment details and turn in work, select the assignment.

3. Attach any required materials, and select Turn in.

= [ ]

Shakespeare Sonnet Annotation & vomework

-

3, 2019 9:59 PM

[Fa]

=]

Due September 1

Instructions

Read Sonnet 116 and annotate it. using the PowerPoint for guidance.
My work
BB How to Read a Sonnet.pptx .

-+ Add work

Paints
100 points possible

See your grades

To see grades for assignments your teacher has reviewed and sent back to you:

1. Select the Grades tab in the General channel.

2. All your assignments are listed here with the nearest due date at the top. View your
status on each assignment as well as points you've received on graded work.
Assignments without points will show as Returned after your teacher has reviewed

them.

3. Use the arrows next to Due date and Assignment to sort your assignments.

< All teams t\ General Posts Files Grades 2 more -

' ’

B Garcia, Emma
Physical Science 9A + 2 parentsfguardians receive weekly su




Due date

Jan 21

Jan 13

Jan 9

Jan 7

Jan g

Garcia, Emma

2 parentsfguardians receive weekly summary. View

Assignment -

Take Home Waves Quiz

Watch Waves and Frictio...

Essay on space theory film

Submit your praject prog...

Create a study guide for ...

Dec 20, 2019 Begin EM Waves project

Dec 19, 2019 Review of Wave introduct...

Dec 19, 2019 Complete Wave Frequency

Status

Viewed

Returned

Returned

Returned

Returmned

Returned

Returmned

Returned

Points

f30

55

28/30

33/40

17720

39/30
Extra credit!

26/30

16/20




