Joining SWIC Remote Classes with Microsoft Teams
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Using Microsoft Teams for online instruction

SWIC uses Teams for online instruction. All SWIC Students who have a @student.swic.edu email address already have a
Microsoft Teams account. All SWIC students have Microsoft 0365 apps, which includes Teams.

How to access Microsoft Teams

Download Teams app**RECOMMENDED**
SWIC recommends downloading the Teams app on your PC, laptop or mobile device. The app provides the best Teams
experience.

1. Download Teams for desktop or mobile device: https://www.microsoft.com/en-us/microsoft-365/microsoft-
teams/download-app
2. Lloginto the app with your SWIC student email account and password.

Log in through Office account
1. Loginto your Office365 account (this is also where you log in for your SWIC Student email) with your SWIC
student email account and password.
https://login.microsoftonline.com/
2. Click the Teams icon.
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https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app
https://login.microsoftonline.com/

Log into Teams online
You can log directly into Teams on any browser. EDGE and CHROME are recommended.

1. Open browser and go to https://teams.microsoft.com/
2. Log in with your SWIC student email account and password.

First time users -Accept invitation to the swic.edu organization
If this is your first time using Teams at SWIC, you will have to Accept an Invitation email in order to access the swic.edu
domain. Keep an eye out for the Invite email

swic.edu invited you to access applications within their organization

mm Microsoft Invitations on behalf of swic.edu <invites@microsoft.com:=
Mon 10/19/2020 4:13 PM
To: KJ

O Please only act on this email if you trust the organization represented below. In rare cases, individuals may
receive fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: swic.edu
Domain: [swic.edu]swic.edu

If you accept this invitation, you'll be sent to https://teams.microsoft.com/_?tenantld:

Accept invitation

Block future invitations from this organization.

This invitation email is from swic.edu ([swic.edu]swic.edu) and may include advertising content. swic.edu has not
provided a link to their privacy statement for you to review. Microsoft Corporation facilitated sending this email
but did not validate the sender or the message.

Microsoft respects your privacy. To leam more, plaase read the Microsoft Privacy Statement.
Microsoft Corporation, One Microsoft Way, Redmand, WA 98052

n Microsoft

Please, click Accept invitation to the swic.edu organization.

Organization: swicedu
Domain: [swic.edu]swic.edu

If you accept this intgtion, you'll be sent to https://teams.microsoft.com/_?tenantld=

Accept invitation

Click Accept on the Review permissions pop up.

SWICE =3

Review permissions

[ swic.edu swices
This resource is not shared by Microsoft.

{he organization swic.edu would like to

Cancel



https://teams.microsoft.com/

SWIC strongly recommends choosing Get the Windows App:

Microsoft Teams
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Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead

Legal Privacy and Cookies © 2020 Microsoft

Click Yes at the following screen if you want to be redirected to the swic.edu domain in Teams.

Want to switch to swic.edu? We might ask you to sign in again.

If you haven’t fully set up the Microsoft Office account, you may need to set up more information. Click Next if you see
this screen

SWIC E0

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn mare

SWIC recommends downloading the Teams app for
the best experience.

Choose a method of authenticating to this account in the event you forget your password in the future.



don't lose access to your account!

To make sure you can reset your password, we need to collect some info 5o 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.

O Luthentication Phone is not canfigured. Set it up now
O Luthentication Email is not configured. Set it up now

O sccurity Questions are not configured. Set them up now

cancel

Once that is completed, you should receive some welcome messages in Teams.

You will get some welcome messages about being a guest in Teams. You will be a guest in the swic.edu domain.
Click Next.

You're joining Teams as a guest

Welcome! As a guest, you can work and chat with others and navigate across topics,
files, and more through channels.

You may watch a tutorial video by clicking Play video on the next screen or click Let’s Go to skip the video and jump
right into Teams.

You're ready!

Watch a quick walkthrough of Microsoft Teams, learn more about guest capabilities, or
dive right in.
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Once you have accepted an invitation to the swic.edu organization, you will have access to the swic.edu domain in
Teams. This is where your SWIC Class Teams will be. You are a guest in this domain and will have limited access.

nois College

Staff or swic.edu Domain:| swic.edu (Guest)

ALL SWIC CLASSES ARE HELD IN THE swic.edu DOMAIN

Finding your SWIC Teams
1. Log into Microsoft Teams. We recommend downloading the Teams app for the full Teams experience.
2. Click on the arrow next to your profile and choose swic.edu.
3. Click on the Teams feature. You will see your Class Teams and Office Hours Teams listed.

Microsoft Teams

pleams

ART-104-001

C  ACCT-105-001

General
Online Class

Student Chat

Cl15409-998--5U2020

Office Hours

Office Hours

4. Click on the Class Team to see information and Online Class hours posted by your instructor.
5. Click on the Office Hours Teams to see your instructor’s virtual Office Hours.

CI5408-00P--SU2020

General
Online Class

Student Chat
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Join your online class

When enrolled students log into Teams, they will need to switch to the swic.edu domain by clicking the down arrow
next to the profile picture to access the Class Teams and Office Hours Teams.

e Students should see a Class Team for each class they are enrolled in (ACCT110-001, etc). If your instructors have created
Office Hours Teams, your will see those as well.

e Each Class Team is named the Class name and section, same as Blackboard.

o General Channel — available by default. Instructor may use this channel.
o Online Class Channel — Allow students to remotely join lectures and access to lecture recordings.
o Student Chat Channel - Allow classmates a place to chat.

e Students can access the class remotely by going to the Class Team>Online Class channel. Once the instructor has started the
meeting, the student can see the Join button. You see a purple video icon on any channel where a meeting has started. This
includes Office Hours that been opened by an instructor.

e Students can also access the meeting from their student Teams Calendar (they will have to switch to the student domain to
see their Calendar).

e Students should be able to access the Class Team from Blackboard. Instructors have instructions to place a link to their Class
Team from their Blackboard course.

e Once the instructor has started the Office Hours meeting, the student should see a notice the meeting has started and has a

Join button available.

Teams e ¢l Online Class Posts Files

y TS 151095-002--5U2020

St Wl Office Hours

General

Office Hours

AC  ACCT110-TS3--5U2020 ’ !E;i}

General

Online Class

Student Chat A purple video icon will appear on any channel when a class or

Office Hours has started. Click on the channel and click Join to enter
cl CIS409-395--5U2020 ver the meeting

General
Online Class LIl

Student Chat Let's get the conversation started

Try @mentioning a student or teacher to begin sharing ideas.

I CIS409-998--5U2020

General
Online Class
Student Chat

1 hidden channel




Join an instructor’s Office Hours

When enrolled students log into Teams, they will need to switch to the swic.edu domain by clicking the down arrow
next to the profile picture to access the Class Teams and Office Hours Teams.

1. Once an instructor has started their Office Hours, you will see a purple video icon on their Office Hours
Teams.
2. Click on that channel and click the purple Join bar to join the class.
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Teams W ¢ Online Class Posts Files

» (TS 151095-002--5U2020

| Office Hours
General
Office Hours
AC ACCT110-TS3-5U2020

General

Online Class

Student Chat A purple video icon will appear on any channel when a class or
Office Hours has started. Click on the channel and click Join to enter

¢ CIS409-995--5U2020 e the meeting
General
Online Class -

Student Chat Let's get the conversation started

Try @mentioning a student or teacher ta begin sharing ideas.

1 CIS409-998--5U2020
General
Online Class
Student Chat

1 hidden channel

3. Then Join again

4. You may see the message below if they are with another student. Please, wait until the instructor to be
available.

We've let people in the meeting know you're

waiting.




