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Sign in to Office 365

1. Navigate to the following Office 365 Login Page in your browser.
Office 365 Login Page URL: https://www.office.com/

2. Click on Sign in. Enter the Username which has been provided to you and click on Next. Once

you click on Next, a customised login page will be displayed.

E Note:

Please note that the login page is a customised one with the branding of Ministry of Education, Tertiary
Education, Science and Technology.

3. Enter the temporary password which has been provided to you and click on Sign in.

@moemu.org

Enter password

Termsof use  Privacy & cookies  «+ -

E Note:

Please note that the password provided to you is a temporary one which you have to change at the first
time you login to Office 365.
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4. Follow the prompts to enter your current password (temporary one) in the 1%t field, then a new
password of your choice in the 2" field and re-confirm the new password in the 3" field.

Click on Sign in.

I8

oy

@moemu.org

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

sevecese Enter the temporary password

eesececsces  Enter a new password of your choice

sevecsserss  Re-confirm the new password

E Note:

Please note that the password cannot contain your user ID, and need to be at least 8 characters long, with
at least 3 of the following: uppercase letters, lowercase letters, numbers, and symbols.

Also note that your password will expire every 90 days and you will get notified about its expiration 14
days before, to update accordingly.

Transition to Remote Learning with Microsoft Teams



Register for the Self-Service Password Reset (SSPR)

If you have forgotten the password of your Office 365 account, Self-Service Password Reset (SSPR)

allows you to reset your password without having to contact the Administrators.

However, to be able to use SSPR, you have to configure alternate personal information under the Office

365 portal.

1. Hence, after you have clicked on Sign in under the previous step and updated your password,

you will be redirected to the following window.

Click on Next.

IS

@moemu.org

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more
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2.

You will be prompted to re-enter your password:

confirm your current password

In crder to keep your security information private, we need you to re-enter your current password on the next page.

re-enter my password cancel

After having re-entered your password, you will be redirected to below window to configure your

alternate personal information.

You will need to set up at least 1 of the options mentioned below:

1) Phone details

2) Alternate email address

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 1 of the options below.

1)

|0Authem|cat|on Phone is not configured. Set it up now

|0Authenticalion Email is not configured. Set it up now | 2)

cancel
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Phone Details
If you wish to enter your phone details, click on Set it up now next to Authentication Phone is not

configured.

You have to select Mauritius (+230) from the dropdown list

v Enter your mobile number

v" Click on text me or call me

don't lose access to your account!

Please verify your authentication phone number below.
Fr

Authentication phone

Mauritius (+230) w

enter your mobile number

Once you click on text me or call me, you will receive a text message / phone call with a verification

code which you have to enter, as shown below.

Enter the verification code and click on verify.

We've sent a text message containing a verification code to your phone.
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Alternate email address

If you wish to enter your alternate email address (for example, the email address of your personal

account), click on Set it up now next to Authentication Email is not configured.

v Enter your alternate email address

v" Click on email me

don't lose access to your account!

Please verify your authentication email address below, Don't use your primary work or school email,

Authentication Email

enter your alternate email address

email me

back

Once you click on email me, you will receive, within your inbox, an email containing a verification code

which you have to enter, as shown below.

Enter the verification code and click on verify.
We've sent an email message containing a verification code to your inbox.

011177
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Once you click on verify after having entered the verification code when configuring your phone or

alternate email address, you are redirected to the following window.

Click on finish to close this page and load the Office 365 landing page.

8

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click “finish" to close this page.

Authentication Phone is set to . Change
Authentication Email is set to . Change
finish cancel

E Note:

= Fach session has to be configured within 15 minutes.
»  You will be asked in 180 days to reconfirm your authentication information.

» [fyou have forgotten the password of your Office 365 account, you will require to provide the alternate
personal information which you have configured under SSPR, to successfully reset the password,

without having to contact the Administrators.

You will have to navigate to the Office 365 Login Page: https://www.office.com/ and then click on

Sign in. Enter your username > click on Can‘t access your account? > choose Work or school
account, and then follow the prompts to enter the alternate personal information which you
configured such as your mobile number or alternate email address, and proceed to successfully reset

the password of your Office 365 account.
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Get Started with Microsoft Teams

Learning online can be just as personal, engaging and socially connected as learning in a classroom,
with Microsoft Teams for Education, which is designed to help educators and students stay connected

and engaged.

Microsoft Teams is a digital hub that brings conversations, content, assignments, and apps together
under one platform, allowing you, as educators, create vibrant learning environments, build online
collaborative classrooms, connect in professional learning communities, and collaborate with colleagues

—all under a single, secured experience.

Launch Microsoft Teams for Education

After you have updated your password and configured your alternate personal information for SSPR,
through the steps under the previous section, you will be redirected to the Office 365 landing page,

which provides you with immediate access to all your online applications for Education.

Office 365 O Search 5. Q & ?

Good afternoon Install Office

+ & e @ @ ® W S % O

Class

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams
Notebook

o & -

Sway Forms All apps

1. Click on the Teams tile / icon to launch Microsoft Teams for Education.

&5

Teams
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2. When you click on Teams, the application will launch in a new tab under your browser.

In case you are provided with more options, click to continue to use the web app.

Activity feed Start a new chat Use the command box Manage profile settings
A summary of everything that has Launch a private one-on-one Search for specific items or people, Change app settings, change your
happened across your Teams. or small group conversation. take quick actions, and launch apps. picture, set status message.

Microsoft Teams “ Search or type a command

g ,: Chat Recent Contacts Y To: Enter name, email, group or tag N
Start new chat and keep track of a
all meetings’ conversations. o Recent
= New chat
L]
Create, View & Organise all —
your teams. (5]
@
Calenda
. S
Schedule online lessons / 2
meetings with your class.
Add apps
Launch Apps to browse or
search apps that can be added EB
to Teams. i
elp
Type a new message
£2 Al ¢ QBB B QR B>
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Schedule an online class lesson

1. Click on the Calendar under the left menu of the Teams web app and click on New meeting in the top-right corner.

Microsoft Teams Search or type a command
a = :
Sine Calendar 04 Meet now -+ New meeting
a Eﬂ Today < > April 2020 v [E Work week
Chat
5 06 07 08 09 10
Teni Monday Tuesday Wednesday Thursday Friday
8 AM
Assignments
=2 9AM
Calendar
Calls 10 AM
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2.

Enter the following details for the new online lesson which you are scheduling.

Assignments

Calendar

New meeting Details  Scheduling Assistant

Time zone: (UTC+04:00) Port Louis vV

Close

VZa Add title 1
O Add required attendees + Optional 2
Apr 9, 2020 9:00 AM v Apr 9, 2020 930AM v 30m @ All day 3
) Does not repeat v 4
= Add channel
©® Add location
= B 7 U & % A M Paragraph v e — 1Y @ = e
Type details for this new meeting
5
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Details of the new online lesson being scheduled:

1. Enter a title of the lesson which you are scheduling - for e.g. “English Lesson Grade 10 Red”

2. Invite your students by entering their personal email addresses (one-by-one) under this field.

= @gmail.com

+ Optional

ot i
< Invite

@gmail.com

3. Select the date and time of the lesson.

4. If you want the online lesson to be a recurring one, then click on the Does not repeat field

which will provide you with a dropdown list, from which you will be able to choose how often

you want the lesson to occur.

For e.g. If you are scheduling the lesson on a Thursday and you would like that the lesson occurs

every Thursday, then you can choose Weekly from the dropdown list and also click on Custom

under the list to set an end date to this occurrence. Then, click on Save.

Custom recurrence

Start

Repeat every

End

Apr 9, 2020

1 Week

S M T

Select date

Occurs every Thursday starting 4/9
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5. It can be very helpful to send information to your students, under the same meeting invitation,
about how they can join the lesson, their expected behavior and the rules / discipline they

should follow and maintain.

As a best practice, you can use the same set of instructions for all the online lessons being

scheduled with your students, which will help the students know what to expect beforehand.

For e.g. You can use similar instructions as per the following, under the meeting invitation

Please follow the below-mentioned instructions to join the online lesson:

a. Click the Join Microsoft Teams Meeting link below to join your online lesson.

b. The link would open in a new tab in your browser. You will be asked to choose
between downloading the Windows app or join on the web. Click on Join on the web

instead.
c. Check your audio and video input under Devices.

d. Mute your microphone, but keep your video camera turned on when joining. You will

be instructed when you can turn off your video camera.

e. Enter your full name in the field provided and click on the Join now button to join the

lesson.
f.  To open the chat side panel, click on the Chat icon.
g. If you have a question, type Hand Up in the chat panel.

h. At specific time, you will be asked to turn on your microphone, one after the other, for

you to be able to ask your question or contribute to the conversation.

Note:

— Please respect other students' rights to learn without interruptions.

— Similar classroom rules will apply online as they were at school.

6. Once you have entered all the required details for the lesson, click on the Send button at the

top-right corner of the screen, to schedule the online lesson.

Once, you have scheduled the lesson, it will also appear under your Outlook calendar. Your students
whom you have invited will receive an email invitation to the online lesson under their personal email
accounts. At the scheduled time, they will have to click on the link mentioned in the invitation to join

the lesson on the web (in their browser).
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Set the roles of the students for the lesson

After you have scheduled the online lesson / meeting, you can change the meeting options and set a

role for the students which will affect what they can see and do when joining the online lesson / meeting.

For e.g. for specific lessons, you might want the students to bypass the lobby and automatically joins

the lesson without you having to admit them one-by-one.

Or, another example could be that the students can use their microphone and video camera and view

content shared by you during the lesson, but they cannot share their own content or remove attendees.

To set the roles of the students:

1. After you have scheduled the lesson, click on your Calendar & from the left menu of the Teams
web app, click on the lesson / meeting or if it is a recurring one, click on one of the occurrences in

the series.

16

Thursday

I English Lesson Grade 10 Red

)

2. Click on Meeting options.

X Cancel meeting Time zone: (UTC+04:00) Port Louis | Meeting options

Vza English Lesson Grade 10 Red

= M @gmail.com X
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3.

The Meeting options will open in a web page, in a new tab.

i

English Lesson Grade 10 Red

() Occurs every Thu @9:00 AM until May 2

o
=

Meeting options

Who can bypass the lobby? People in my organization v

Who can present? Everyone v

If you would like your students to bypass the lobby and automatically joins your online lesson,
without you having to admit them in the session (allow them to come in), then click on the

dropdown list under Who can bypass the lobby? and choose Everyone from the list.

What is a lobby?

A lobby in Teams is a place (such as a waiting room) where people that connect to your online
lesson / meeting wait until you let them in to the lesson / meeting. When a student / an attendee

is waiting in the lobby they cannot hear or view anything that is going on in the meeting.

If you choose to have your students wait, then when you join the lesson / meeting at the
scheduled time, you will see a list of people in the lobby. From there you can choose whether

to admit or deny them.

Allowing Everyone to bypass the lobby is a good option if you would not like to be interrupted
during the lesson, while you are teaching, and have to every time pause the session and admit

the students who might be late.

Meeting options

Who can bypass the lobby? Everyone v

Who can present? Everyone I

People in my organization and trusted organizations

People in my organization
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b. If you want to be the only presenter during the online lesson / meeting and you would like your
students to only attend the lesson, click on the dropdown list under Who can present? and

choose Only me from the list.

This option is the safest set-up for meetings held in a classroom environment.

Who can present? Only me v

Everyone
People in my organization

Specific people

Only me

If you expect few of your students will have to also act as presenters momentarily during an
online lesson, so that they can share their screen to showcase their assignment or display their
presentation, then it is recommended that you still choose Only me as the option under Who

can present? and promote the specific students to presenter during the session.
4. After you have selected the Meeting options, click on Save and close the tab under the browser.
Meeting options

Who can bypass the lobby? Everyone v

Who can present? Only me v

5. Under Teams web app, you can click on Close button in the top-right corner to close the meeting

and click on Discard.

X E Note:

Unsaved changes

Do you want to discard edits or continue editing? If the online lesson / meeting is recurring, any
change you made in the Meeting options will
apply to all the meeting occurrences.
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Roles in the online lesson / meeting

Any student during the online lesson / meeting, can either be a presenter or an attendee.

Organiser / Presenter | Attendee

Capabilities

(Educator) (Student)

Speak and turn on camera v v
Participate in meeting chat v v
Privately view a PowerPoint file shared by J J
someone else

Share screen v

Mute other participants v

Remove participants v

Admit people from the lobby v

Change the roles of other participants v

Start or stop recording v
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Take notes about the scheduled lesson

Before, during, and after an online lesson / meeting, you have the possibility to take notes or any

important discussion points, as the educator, about the session, which you can refer to.

Please note that the notes which you shall take will not be accessible to the students.

1. Click on your Calendar & from the left menu of the Teams web app, click on the lesson /

meeting or if it is a recurring one, click on one of the occurrences in the series.

16

Thursday

English Lesson Grade 10 Red
o

2. Click on Meeting notes tab.

English Lesson Grade 10 Red Chat Files Details Scheduling Assistant | Meeting notes

3. Enter the notes and important points which will be autosaved under the Meeting notes.

English Lesson Grade 10 Red Chat Files Details Scheduling Assistant ~ Meeting notes

English Lesson Grade 10 Red

Last edited: Just now

10 April 2020

The following topics to be discussed
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During the meeting

4. Once you are in the online lesson / meeting, click on More options “** > Show meeting

notes B from your meeting controls.

g93 Show device settings

£ Show meeting notes

T Enter full screen

i Keypad
© Start recording
> End meeting

(44 Turn off incoming video

0353  mEM g (4 &

5. The notes which you have already captured will be displayed in the side panel, which you can refer

to and keep on updating.

Meeting notes X

10 April 2020

The following topics to be discussed

In recurring online lesson / meeting, the notes persist from meeting to meeting. You can keep on

adding notes for each meeting as a new section.
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Join the scheduled online lesson

You can view all upcoming online lessons which you have scheduled for the week by clicking Calendar on the left menu of the Teams web app. You can

switch the online lessons / meetings list between the current day and the upcoming week.

1. Right-click on the online lesson / meeting which you have to start and click on Join online.

a _
- Calendar G4 Meet now

Activity

R (5] Today < >  April 2020 \/

Chat

ugs
Teams
8 AM
Assignments
E 9 AM I English Lesson Grade 10 Red
Calendar ~
%)
\ £ Edit >
10AM E] Chat with participants
11 AM f] Cancel >
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2.

Double-check your audio and video input under Devices. Turn on the video camera, and unmute your microphone to be heard.

Then, click on Join now.

Teams

Calendar

.

o) Audio off

Choose your audio and video settings for

English Lesson Grade 10 Red

Join now

% @ k!} o @ Devices

Other join options

(=] Add a room

Device settings

Speaker

Speakers (Cirrus Logic CS8409 (AB 51))

Microphone

Internal Microphone (Cirrus Logic CS...

Camera

FaceTime HD Camera

Y4

A4

Double-check your audio
and video input.
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Students’ view:

a. Your students will have to click on the Join Microsoft Teams Meeting link at the bottom of their invitation to be able to join the online lesson / meeting.

b. The link will be opened in a new tab and they will have to click on Join on the web instead, to load the Teams web app.
As per the instructions you gave in the invitation, the students will have to check their audio and video input, but they will have to mute their microphone
when joining.

¢.  They will have to provide their full name

d. Then, click on Join now to enter the online lesson. a Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Choose your audio and video settings for

Meeting now

O

p—

Experience the best of Teams meetings with the desktop app

They will have to enter their full name Join now Download the Windows app | Join on the web instead b

a e P @ £ Devices Already have the Teams app? Launch it now
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If while setting the roles for the students under the meeting options, you chose the option for the

students to join the online lesson directly, without having to wait in the lobby, then after you have
started the session as the first person then you do not have to admit any student, as and when

they are joining the session.

However, if few of your students already joined the session before you, then they will have to wait
at the lobby till the time you join the session and admit them. This implies that if you are the first
person to start the session then the students will not have to wait at lobby, but if the students

have joined the session before you, then you will have to admit them when you join.

The students can be admitted as follows:

When you join the online lesson, you will be notified who are waiting for you at the lobby and you

will have to click on Admit allowing them to enter the online lesson.

is waiting in the lobby

28" View Lobby v Admit

Once you have admitted the students who were in the lobby, if any, they will be able to enter the

session.
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4. You will be able to click on the Show participants icon, under the meeting controls, to have a look

at the list of students who have joined the online lesson.

Search or type a command @

People X
Invite someone @
Presenters (1) Mute all
AE &

@® Organizer

Attendees (2)

IR 24

Guest

MT 5

Guest
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Record an online lesson

1. You might want to record an online lesson for future reference. Only you, as the educator, would
be able to record the lesson. Before you start the recording, do inform everyone that the session is

being recorded.

To start the recording, from the meeting controls, click on More options “** > Start recording.

£33 Show device settings

B Show meeting notes

I Enter full screen

i Keypad
Q© Start recording
&> End meeting

(4 Turn off incoming video

01:54:33 w ,‘z () &

Everyone in the online lesson / meeting will be notified that the recording has started.

2. The meeting notification is also posted under the Conversations tab / Chat panel.

If the students click on Show conversation under the meeting controls, then the conversations tab

/ chat panel will be displayed with the following notification.

O oz E4 Y

Meeting
Recording has started
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3. To stop the recording, from the meeting controls, click on More options “** - Stop recording.
4. The recording is then processed and saved to Microsoft Stream.

G4 Meeting ended: 1h 35m

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

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

5. You would receive an email from Microsoft Stream when the recording is available.

Your meeting recording is here! — "English Lesson Grade 10 Red"
Microsoft Stream <no-reply@microsoftstream.c
@ Mier S o6 G

&

>

Your content is ready to stream!

@ ® English Lesson Grade 10 Red

to publish, view, edit or share!

Manage your Stream notification preferences here.

Do not respond to this email. This mailbox is not monitored.
Microsoft respects your privacy. Please read our Privacy Statement
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6. The recording will also be displayed under the Chat tab of the meeting, which only you, as the

educator, will be able to access.

see

Meeting
Recorded by:

E Note:

»  Once the recording has started, it must be stopped before it can be started again. You cannot
pause a recording.

»  Recording continues even if, you, as the educator, who started the recording has left the
meeting.

»  The recording stops automatically once everyone leaves the meeting.

»  /f someone forgets to leave the meeting, the recording automatically ends after four hours.
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Share your screen during the online lesson

1. To share your screen during the online lesson, click on Share (] under the meeting controls.

00:30 B4

2. Under Screenshare, click on Desktop / Window.

Screenshare

Desktop/Window

3. Choose if you would like to share Your Entire Screen, any Application Window (such as your

PowerPoint slide) which is opened or any opened Browser Tab. Then click on Share.

Share your screen

teams.microsoft.com wants to share the contents of your screen. Choose what you'd like to share.

Your Entire Screen Application Window Chrome Tab
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The specific application window or tab which you chose will be displayed under the screen of the

students.

You will be able to move across your different other application windows and tabs, but the students

will be able to only see the window which you have shared. When you are done sharing, click on

Stop sharing from the following control, or click on the Stop sharing button under the

meeting controls of the Teams web app.

teams.microsoft.com is sharing a window. Stop sharing Hide

E Note:

You will not be able to use Microsoft Whiteboard, as the students will not have the appropriate
access rights, from their end, to be able to view it.

Hence, as a visual aid, you are kindly encouraged to use annotations in your presentation.
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Hold conversations with the students

You can hold conversations with the students through instant messages under the Conversations tab /

Chat panel.

1. Click on Show conversation under the meeting controls. The conversations tab / chat panel

will be displayed.

O os7:41 M

2. You can have a conversation with the students through exchange of instant messages under
the conversation / chat panel. Type your messages and click on the Send button or press Enter

to send.

Meeting chat X

Meeting
Recording has started

11:25 AM
Hello everyone.

Welcome to this online class
experience.

Type a new message

A ' 2 0@ B - |D

Please note that, once the students leave the online lesson / meeting, they will no longer have
access to the chat history. Also, do not attach any file in the conversation panel, as the students

will not have the appropriate access rights, from their end, to be able to download it.

Any documents / handouts / assignments should be sent to the students through their personal

email addresses.
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Promote students to presenter role

If you have a need to promote few students to presenters momentarily, so that they can share their

screen to showcase their assignment or display their presentation, then hover over the name of the

student(s) whose role you want to change and click on More options “**

Then, click on Make a presenter. The student(s) will be displayed under the Presenters list.

Attendees (2)

n ]
Guest

MT ‘
Guest

<z Pin

o>  Remove participant

-]
T Make a presenter

E Note:

Please note that students who are under the role of Presenter can take control of your presentation,
while you are presenting. Hence, if you want to avoid such situation, please ensure that the students are
under the attendee role before the start of any presentation.

Once their presentation is completed, you can hover over the name of the student(s) under the

Presenters list and click on More options “*". Then, click on Make an attendee. They will be moved

back to the Attendees list.

Presenters (2) Mute all
AE Y
@ Organizer /4

JR sese

Guest

Attendees (1

€z Pin

Guest =
o> Remove participant

MT

A Make an attendee
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