QAT Staff Microsoft Teams Manual

How to create calls, upload files and more.



Login to Microsoft Teams

Start a video chat in Microsoft Teams
Record a Video Chat

Share your Screen

Upload a File

Mute a Participant
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Login to Microsoft Teams

1. Visit the QAT website at gat.gld.edu.au and click on “Virtual classroom” on the top right.

2. Enter your QAT email address or qat\username in the first input box. In the second input box
enter your usual QAT password. This is the password used to login to your QAT computer or

email.

3. Click Signiin.
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4. If you are prompted with the following screen click the next button and follow the prompts.
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jtest@qataustralia.cduau

More information required

Your organization needs more information to keep

your account secure

Skip for now (12 days until this is required)

Use a different account

Learn more

5.

6. Once logged in you will be greeted with the following screen. Click on the Teams link.
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Start a video chat in Microsoft Teams

For more details follow Microsoft's guide:
https://support.office.com/en-us/article/video-create-instant-meetings-with-meet-now-26e06837-853d-
4df1-a729-06bf700d4ecf

1. Follow the login guide above.
2. Click on the class you want to start a video chat in.

Microsoft Teams = SR e
ams. &' Join or create tear

SDL CLASSROOM

3. On the bottom of the screen click on the meet now button.

Start a new conversation. Type @ to mention someone.
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4. Type in a subject and click the “Meet now” button.

5. To toggle your camera click on the camera icon.
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https://support.office.com/en-us/article/video-create-instant-meetings-with-meet-now-26e06837-853d-4df1-a729-06bf700d4ecf
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Record a Video Chat

1. Follow the above instructions to start a call.
2. Click the “More actions” button.

3. Click on “Start recording”

¢3¢ Show device settings

£ Show meeting notes

I Enter full screen

% Don't blur background

[£d Turn off live captions (preview)
i Keypad

(O Start recording

A Turn off incoming video
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4. You can stop a recording by clicking “More actions” and then “Stop recording”. Ending a call
will also stop a recording.

5. After the video has processed it will show up in the posts section of your team.

General Posts Files ClassNotebook Assignments Grades Wiki Wiki +

Meeting ended: 4m 41s

SDL CLASSROOM

= Meeting ended: 13s

& Meeting started

¢

i Meeting ended: 395

S Meeting ended: 19m 6s
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Share your Screen

Please note that Screen Sharing is only available in the desktop version of microsoft teams.
For more details follow Microsoft's guide:

https://support.office.com/en-us/article/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-968
7-5923d230d3a7

1. Follow the above instructions to start a call.
2. Click on the share button.

3. Click on a screen or window to share. Your screen or window will now be viewable by the
video chat participants.

[ Include system audio

Desktop PowerPoint

: ~= B 2 No files availabl
= - e =N = .

Screen #1 Microsoft Teams Spotify Premium Generate - Coolors.co - G...

sl

=

=i Queensland Academy
bﬁ& of Technology 5

Py


https://support.office.com/en-us/article/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7
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Upload a File

1. Follow the login guide above.
2. Click on the class you want to join.
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3. Click on the file tab.

V-
. General pos

+ New v T Uploa

Class Notebook Assignments Grades Wiki -+ [

{3 Syne @ Copylink 4+ Download |- Add cloud storage @ Open in SharePoint = All Documents
General

Name Modified | Modified By ~

Class Materials Julian Vidgen

4. Click upload.

. General Posts Files Class Notebook Assignments Grades Wiki —+ [
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General

[ Namew Modified | Modified By
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5. Select the file you want to upload and click open.
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Mute a Participant

Note that you will need to be in a call to mute a participant.

1. Right click on the participant you want to mute.
2. Click “Mute participant”

People

Invite someone

Presenters (1)

75 Zach Strauss

V.o, TR
& Organizer

Attendeess (1)

JT  Julian Test
L]

Suggestions 0, Mute participant
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W Juliar & Pin

oo Remove participant
SK  Simo
L 1 Make a presenter
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