MS Teams:

Adding Students as Guests to a Team

This guide shows:

e How to make a new Team

e Add students to that team

e What happens on the students side

e How both staff and student communicate

In the below George Howie (staff) will create a new Team to add students to.

In Teams (the Teams program, or Teams in your internet browser) select the Teams button

ICT Team GCC Cardonald Computing Staff eorge's Test Team!

This shows all the Teams you are part of.
To create a new Team click the Join or create team button

Then click on Create a team
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Click on Class

Selett a team type

\
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Professional Learning
Community (PLC)
Easator oriog group

Give it a Name and optional description (below)

Create your team

Teachers are owners of class teams and students participate as members. Each ¢lass team allows you to
create assignments and quizzes, record student feedback. and give your students a private space for
notes in Class Notebook.

Name

Description (optional)

Create a team using an existing team as a template

Cancel

You then get the option to start adding your students
If you type in their full student email address

(In the example format of 20201133 @student.glasgowclyde.ac.uk) you can press the Add button
which sends them an invite via email which you will be shown later in this guide

Add people to "Bla"

Students  Teachers
—

20179811@student.glasgowclydeacuk
n at your school.
George Howie (Guest)

CH' 20179811@student glasgowclyde.ac.uk



mailto:20201133@student.glasgowclyde.ac.uk

In this example below there is a team called ‘George’s Test Team!’

If you wanted to later add someone into the team press the 3 dots (options menu) and select:

Add member
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. General Posts Files ClassMotebook Assignments Grades +

GT

George's Test Team!

Welcome to George's Test Team!
Geners @ Mdgage team

Choose where you want to start
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Upload Class Materials Find help & training

You then get the same window as before

Add members to George's Test Team!

Students  Teachers

Search for students

2 20179811 (Guest)

To see all team members and guests, press the 3 dots (options menu) and select: Manage Team

The below shows owners, then the members and guests if you click to collapse the menu title
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< All s '
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This team has guests.

George's Test Team!

General

Owners (1)
Name Title Location Tags @D Role
Q George Howie ICT Desktop Network Supp..  Anniesland Owner v

Members and guests (1)

Name Title Tegs Mute students Role

2 20179811 (Guest) Guest x




As the Lecturer, if you go to the team this page is your first landing page below
You can upload Files for all members and guests to see at the top under ‘Files’

You can then start an open chat conversation with members and guests
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George's Test Team!

General Posis Files Class Notebook Assignments Grades —+
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Today

&' George Howie has added 20179811 (Guest) as a guest to the team.

Start a new conversation. Type @ to mention someone.

A ¢ OBE G B 9 - B

The next steps in this guide are what happens on the guest/students side once you have successfully
added them to your team. They get an email invite

*Please instruct your members/guests/students to now check their college email



The guest/student now goes to check their college email

They can check their email in this several ways, easiest way to use the link:

https://portal.office365.com

You get the standard page asking your email address:

B3 Sign in to your account

< c

% Microsoft

Sign-in options

Standard page asking for password

CLASCOW CLYDE
COLLECE

€ 20179811 @student.glasgowclyde.acuk

Enter password

Termsofuse  Privacy & cookies -+ -

Please remind students their email address is in the format: StudentID@student.glasgowclyde.ac.uk

Once successfully logged in they get to their inbox (next page)


https://portal.office365.com/
mailto:StudentID@student.glasgowclyde.ac.uk

Now below the student has just received the Microsoft Teams invite we sent earlier
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If you ask your students to click the button that says Open Microsoft Teams

The next page loads, they can read the steps then click Accept

" Microsoft Office Home X | 8F Email - George Howie - Outlook X

l¢] & invitations.microsoft.com,
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Review permissions
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The student should see the next screens

20179811 @student.glasgowclyde.ac.uk

Just a moment

Hang tight while we give you access to Glasgow
Clyde College.

They then have the option to use Teams in their web browser or download the program

Download Windows App or use Web App
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Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Already have the Teams app? Launch it now

If they want to download, they click the button and it downloads a small one file installer below

We're downloading the Teams app!
Install it after the download is complete.,

If nothing happens, try again.

Install Teams after it downloads.

When you open the app, you'll join the

meeting automatically.
Third-Party Disclosures

@ Tea BN

[ ictghowe - Remot... @ Join conversation -.. W™ Document! - Word B %7 s Digital Edito...



If they choose to use the Web App instead, then it loads straight to their page
Below are intro MS Teams windows for any new user.

They just need to click Next, then Lets Go

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.

Chat 1:1 and with groups

Share ideas in open team conversations, or chat privately with anyone in this
organization. Read files in chats and share your own files in channels.

Connect through online meetings

Join scheduled meetings. or start your own impromptu public meeting in any channel,
Use video and screen sharing to bring everybody closer together.

You're ready!

Watch a quick walkthrough of Microsoft Teams, learn more about guest capabilities. or
dive right in.




Their default landing page appears below

Microsoft Office Home x \ -NETR R IS i General (George's Test Team!) || X

Cc & teams.microsoft.com/_?tenantld=62a7e430-7f93-4bf7-8106-7891598f74ck#/conversations/unknown?threadld=19:46033efc3d3c472bBaelb7abb33e5b3b@thread.tacv28ictx=channel

Microsoft Teams 4 Search or type a command

Glasgow Clyde College ~ @

Teams v 6T  General Posts Files Class Notebook Assignments Grades

E Your teams

6T George's Test Team!

General

%o

Welcome to the class!

Try @mentioning the class name or student names to start a conversation.

&' George Howie has added George Howie (Guest) as a guest to the team,

Start a new conversation. Type @ to mention someone.

(2] 5 Manage teams Ay Q@B & B | B

® Team 1 Guest

They just them type at the bottom ¢f the page and proceed to message anyone in the team
You can format text, use Emoji and Gifs, attach files and more

Below is an example of the chat starting on the Students side, then the staff member has replied

Microsoft Teams E3 Search or type a command
Teams v GT  General Posts Files Class Notshook Assignments Grades
Your teams

GT  George's Test Team!

General ’ S @
N

o

Welcome to the class!
Try @mentioning the class name or student names to start a conversation,

g George Howie has added George Howie (Guest) as a guest to the team.

George Howie (Guest) 5:35PM
Testing testing!

& Reply

George Howie 5:35 PM
Hello Student, | see you have just messaged me first, how amazing!

& Reply
L -
GH George Howie (Guest) 5:36 PM
Thank you lecturer, that's very kind to say! (&
& Reply
IStart a new conversation. Type @ to mention someone.
32 Manage teams A ¢ QW E S 2 B

You now have established communication between staff and student/guest



Guests by default chat in the ‘Teams’ section

Microsoft Teams Search or type a command
6T General Posts Files Class Notebook Assignments Grades
T George's Test Team!
General
We
Try @mentioning the cl
&' George Howie has added George Howie (Guest) as 2 guest to the te;
Start a new conversation. Type @ to mention someone.
£ Manage teams A 2 @ B S @ e

If they click the ‘Chat’ section, nothing is there because they’ve never chatted there before

If in this example below | am still logged in as the student, and | type my name ‘George Howie’ in the
search box at the top, it finds my ‘George Howie’ staff profile. | click their name then it opens a new
chat window

Microsoft Office Home % | &7 Email- George Howie - Outiook X [ e

< c @ teams.microsoft.com/_?tenantld=62a7e430-7f93-4bf7-8106-7891598f74c6#/conversations/19:16075586-704c-4606-afc5S-cff643817c0a_cf99a229-Oead-4823-b37b-644a42246834@unq.gbl.spaces?ctx=chat

Microsoft Teams 4 Search or type a command

Chat Recent Contacts ' George Howie Chat Activity

iy

L
P 539 PM
George Howie s40PM Hello George, this is George (Student)

Hello George, this is George (Lecturer)

N George Howie 5:40 P
Assignments 32 PM
B, rsig > ' Hello George, this is George (Lecturer)

Type a new message

AO @B B 9 - B

You can then begin a one on one chat

Preference is to keep all chat in the ‘Teams’ section to keep it as a group discussion

NOTE: When added as a guest, users can’t search our entire directory in the search. They can see in
a search; the owner or teacher who added them to the group



