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USING TEAMS FOR YOUR CLASS 
CREATING A TEAM FOR YOUR CLASS.  

Setting up a team in Microsoft Teams is a one-time process for each of your classes that can yield some big 

advantages for you and your students . 

1. Open Teams on your 

computer. 

 

2. In the Teams tab, click Join or 

create a team. 

 

 

 

3. Click Create team in the Create a team tile. 

 

 

4. Choose Other. (You can 

choose Class, but 

choosing other give you 

greater control.) 

 

 

 

5. In the “Create your team” window, enter the 

name of your course and a description 

(optional), and click Next. 

 

 

 

6. After Teams creates the class team, you will be prompted to add students and teachers. Click Skip and 

come back to this step later. 
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SETTING UP YOUR TEAM 

CHOOSING PERMISSIONS 

 

1. In the left-hand panel, click the three dots to 

the right of your team name and choose 

Manage team.  

 

 

 

 

 

2. In the Settings tab, expand 

Member permissions and deselect 

the following: 

 

a. Allow members to create 

and update channels 

b. Allow members to delete 

and restore channels 

c. Allow members to upload 

custom apps 

 

 

 

 

ADDING STUDENT MEMBERS 

 

This is a one-time process that will give your students access to your team and automatically give them 

viewing rights to Teams recordings.  

 

1. In the Members tab, click Add 

member.  
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2. Start typing a student’s name or 

username in the box and select it when 

it pops up in the suggestion list. 

3. Click Add to add the student to the 

team. An email notification will be sent 

to the student. 

4. Continue to add your student in this 

way, and follow the same process for 

adding teachers in the Teachers tab. 

 

 

 

ADDING GUESTS 

You may at times wish to have a guest speaker participate in a Teams meeting. Here is how to add guests. 

1. Enter the guest email 

address. 

2. When prompted, click Add 

[email address] as guest. 

 

 

 

 

 

3. Click the pencil icon to edit 

the information and add the 

guest’s name and then click 

Add. 

 

4. When you are finished adding 

participants, click Close. 

 

Guests must have a Microsoft 365 work or school account. If the guest doesn’t yet have a Microsoft account 

associated with their email address, they will be directed to create one for free. 
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SETTING UP CHANNEL NOTIFICATIONS  

Notification settings can be set up in each channel rather than for the whole team.  

1. Place you mouse pointer over the channel name (such as “General”) and click the three dots to reveal the 

action menu.  

2. Hover over Channel notifications to reveal and select your options.  

 

• All activity 

• Off 

• Custom: Determine when 

and how you want to be 

notified in Teams 

 

 

CREATING TEAMS MEETINGS IN THE TEAMS CALENDAR 

1. In the left-hand menu ribbon, click the Calendar tab. 

 

2. At the top right of the page, click +New Meeting.  

 

3. Add a title to your 

meeting that clearly 

identifies it. 

4. Add required 

attendees if you want 

them to receive an 

email invitation; 

otherwise, adding a 

channel (see below) 

will include all your 

team members. 

5. Set the date and time 

and choose Custom in 

the recurring 

dropdown (where you 

see “Does not 

repeat.”) 
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6. To specify each day of the week choose to 

Repeat every week, select the days of the week, 

the End date, and Save.. 

 

 

7. Click Add channel and choose a channel in your 

course such as General (or one you created). 

 

 

 

 

 

8. Enter any details you would like to include (optional). 

9. Click Send. The event be posted on the Teams calendar and to your Outlook calendar. If you did not add 

student names as “Required attendees,” they will go to Teams and click the running meeting in the 

channel to join. NOTE: Be aware that if you remove these events from Outlook, they will be removed 

from your Teams calendar but not from your team feed. 

SINGLE-LINK ALTERNATIVE TO SCHEDULING FOR EVERY CLASS DAY  

If you are concerned about too much clutter on your calendar, 

schedule just for the first day. Schedule the meeting as 

described above, but do not use the recurring option. 

In your Teams calendar or in the Teams channel, open the event. 

In the description, right-click the “Join Microsoft Teams 

Meeting” link and choose Copy Link. 

Post the link for your students to use whenever there is a class. 

1. Go to your course in Canvas. 

2. Create a Teams Meeting module called something like “How to join this course remotely.” 
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3. Click the Add button (+) and in the window 

that opens, select to “Add” an External 

URL. 

4. Paste the link into the URL field and name 

it something like “Teams Meeting Link.” 

5. Set the link to “Load in a new tab” and 

click Add Item. (Be sure to publish both the 

module and the link.) 

 

 

 

 

 

 

You and your students can use the link throughout the semester to join your class Teams meeting. 

 

PREPARING FOR AND JOINING A TEAMS SESSION IN YO UR CLASSROOM 

You can teach normally while Teams is running on your computer. Here are some tips to keep things running 

smoothly. NOTE: Your experience may vary depending on the version of Teams you are using. 

1. In your classroom, connect your laptop to the projector or monitor as usual. 

2. Set your laptop to either display in Extend or Duplicate mode according to your needs. (Access these 

settings by pressing the Windows key +  P on your keyboard.)  

• Use Duplicate when you want students to see exactly what you are doing on your laptop. 

• Use Extend when using PowerPoint in Presenter View or when you do not want students to see 

activity on your laptop and just want them to view what you open on the projection screen or 

secondary monitor (if presenting remotely from home).  

3. Open the applications you will need for your presentation, 

such as PowerPoint, but don’t start your presentation. 

4. Click the Teams link you created in Canvas and open 

Microsoft Teams when prompted. 

5. Click Join now to start your session. 

6. Place your mouse pointer over the viewing window to see 

the meeting controls.  
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MANAGING STUDENTS IN YOUR TEAMS SESSION 

When students join, you may wish to advise them to turn off 

their video camera so that they will not be projected on the 

projection screen. Alternatively, you can turn off all incoming 

video. In the Teams toolbar, click the three dots to reveal more 

options and choose Turn off incoming video. 

 

 

 

 

 

 

Click the Show participants button to see the names of those who have 

joined the session. You can place the mouse pointer over a name and click 

the three dots for more options such as Mute participant and Make a 

presenter.  

 

CONDUCTING YOUR TEAMS SESSION 

1. Once the Teams meeting is in progress, you can talk to your students in the 

class and those who have joined remotely. If your webcam is on, position it 

to focus on you so that your students at home can see you. 

NOTE: If your students need to see other parts of the classroom, you may 

want to borrow an external webcam and tripod from Technology Resources 

(quantities are limited). 

2. When you are ready to start speaking, click the three dots in your meeting 

controls and select Start recording. Let students know that you are recording 

the session. 

3. To share your presentation or other screen content with the remote 

students, start your PowerPoint or other applications as you normally would. 

4. Place your mouse pointer over the Teams window to see the toolbar and 

click the Share button. 
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5. In the Share panel that opens, select “Include system audio” if you will be sharing content with sound, 

such as a video. 

 

 

 

 

 

 

 

 

6. If using Extend mode, share the content that is on 

the projection screen in your classroom or on a 

secondary monitor at home by clicking Screen #2. 

(The thumbnail picture for Screen #2 should 

display what is showing on the projection screen 

or monitor.) If you are in Duplicate mode or are at 

home and are not connected to a secondary 

monitor, choose Desktop.  

NOTE: You can also share the Teams whiteboard 

tool or other windows and applications you have 

opened on your computer. 

 

TIP: If you chose to duplicate your screen to the projector, 

minimize the Teams window that appears on your laptop screen so 

that it does not appear on the projection screen. If you are using 

Presenter View for your PowerPoint, choose to share Screen #2 

and then start your presentation as normal. Minimize the Teams 

window that appears at the lower right corner of your laptop 

screen if it is in your way. 

 

7. To quit sharing the projection screen and get back to just your 

camera, click the Stop Sharing icon.  
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8. When you are ready to wrap things up, click the red button to hang up. (If you have the option available, 

choose to end the meeting rather than just hang up.) 

 

 

ADDITIONAL NOTES 

• In the participants list, you can also click the link icon to copy the 

session link for anyone who needs it. You can click the download icon 

to get a list of attendees.  

 

• Click the Show Conversation button to chat with students who have joined 

remotely, you can also click the paperclip icon to attach files they may need. 

 

 

 

 

 

TIP: You may want to have a designated helper to monitor the chat and refer questions to you during 

the class.  

• If you opted to record your Teams session, your recording will be stored in Microsoft Stream 

(https://web.microsoftstream.com/). Team members will have access to recordings automatically and can 

access it from the class team. 

• You can give other students permission to view recordings and you can also place a link or embed code to 

the recording in Canvas.  Click here for a guide on how to share your Teams recordings and place them in 

Canvas. 
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https://web.microsoftstream.com/
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