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1. Microsoft Teams and Account

What is Microsoft Teams?
Microsoft Teams is a digital hub that brings conversations, meetings, files, and apps together in one place.
Teams is built on Office 365 making integration easier as an E-learning platform for Teachers and Students as
they already have a GEMS ELearning account. It delivers enterprise-grade security and compliance that is
extensible and customizable to fit the needs of every school.

Video links explaining Teams:
https://support.office.com/en-us/article/video-welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-
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3df2470c2b12?ui=en-US&rs=en-US&ad=US

https://support.office.com/en-us/article/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-

e65720e1a34d

https://www.youtube.com/watch?v=i0TIQXmFGdQ

Student Password Account and Reset

Each student will have a GEMS Elearning account
which will be
name.surname schoolcode@gemselearning.com as

an example (abcd.e aaa@gemselearning.com)

The Parent or Students can reset the password by
going to the following URL
https://selfreset.gemseducation.com/default.aspx

Key in the Student id "abcd.e_aaa” and click next.

A security code containing a sequence of random
numbers will be sent as an email to the parent
registered email address with the school.

After code input click next, to open the password
reset page.

Type in the preferred password and click next to
update the system with the new password.

If any issues with password reset or account please
contact the School IT Helpdesk.

¥ clfrezet gemaeducation.com/datault

Gens
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https://support.office.com/en-us/article/video-welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/video-welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://support.office.com/en-us/article/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://www.youtube.com/watch?v=i0TlQXmFGdQ
mailto:name.surname_schoolcode@gemselearning.com
mailto:abcd.e_aaa@gemselearning.com
https://selfreset.gemseducation.com/default.aspx
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2. Windows Platform:
@ Doveca Vit B X - 0
. To Install Microsoft Teams on your 40 https://teams microsoft.com/downloads G+ @00
Windows operating system device, go
to
https://teams.microsoft.com/downloads Microsoft Teams Getstarted Downloads Sign up for free

e Click on “Download Teams”

e  Select "Run” on the pop up shown at
the bottom of the browser.

Teams on your desktop. It's just
better.

4 Download Teams

What da you want to do with Teams windows 164 ave (%5.3 ME]?
Fromr stafics fems microsoft.com

e  Once Teams installation is complete, Microsoft Teams
Teams will ask for the login user
credentials. X @

e Key in the Student details which will be
name.surname _schoolcode@gemselear

ning.com as an example Enter your work, school,

or Microsoft account.

(abcd.e aaa@gemselearning.com) and sy

“Sign in’.
e  This will open the GEMS Login

authentication page.

Sign up for free

e  Key in the Student user id 563 L. 0 Nlarsof Teaps = B

(abcd.e_aaa@gemselearning.com) and o
-.ﬂ.
password. !5""25

e Click on "Sign in”

Sign in with your GEMS login account

abed e aaafgemselearning.com

| sasssssessane

Shgri in

Fargot Passward?

Change or update your current passward?



https://teams.microsoft.com/downloads
mailto:name.surname_schoolcode@gemselearning.com
mailto:name.surname_schoolcode@gemselearning.com
mailto:abcd.e_aaa@gemselearning.com
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Once the Student logs into Microsoft
Teams, they will be able to view the
respective subject’'s names under the

m "Teams” menu.

The Student can open the respective
subject team group (example Maths or
Physics) based on the class timing or
meeting scheduled by the Teacher.

Based on the Subject the teacher will
initiate a meeting and students can click
on “Join". Once the students join the
meeting they can hear the presentation
and view the slides shared by the
Teacher.

n This icon means the student device
camera is turned off when they have
joined the teacher's meeting session.

& .. .
This icon means the student device
mic is turned off, only turn on in case to
raise questions to the teacher click on

the icon n

n The speaker icon needs to be kept
on so that the teacher's audio can be
heard.

Once the session is complete, the

students can exit and go to m

"Teams” menu and attend the next
subject class session.

After the subject class teacher’s session
is complete for the day, the students
can sign out from Teams.

To sign out click on the “profile
icon” and click on "Sign out”".
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3. Mac OS Platform:
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e To Install Microsoft Teams on your Mac
book, go to
https://teams.microsoft.com/downloads

e Click on “Download Teams”

e Based on the list of options shown click

on ® Mac Mo to download the
“Teams_osx.pkg” application.

® Chremo Flo e wiow Hstory Bockmere Peopa Tan Whndow  Hel BOCL = B Twnaa

L L STl S T

& @ & tosmemioosattcondoesioads # ;B ePpe&a =
Microseft Teams Geistariec . Dowrloads Sign up for free
Teams on your desktop. It's just better.
! Download Teams
Mers cpllors
D00 § conicibncininams ¥ |
& teeremicossh comdonnionts v /B a@ca

& N

Get Teams on all your devices

Desktop Mobile
28 Windows 34-bit @ 08
& Windows 32-bt # Android
& Mac

A Unux DEB t4-0t

A Unux RPM 54-blt

PP —
A5t #a Ao w0, oz P

Lagel  Prhacy and Cookes

& Teams_osx.pkg o



https://teams.microsoft.com/downloads
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Install the downloaded file
“Teams_osx.pkg”

Once installation is complete go to

“Finder” E

Search for the installed application

Wi

"Teams” ===

W miatnd Mnmosctt Tesms
Walcome to the Micrasoft Teams instafier

You wil B guided Through the $tops Roeessary 18 inawall this
softwars

Continue

Select o Destination

= Introduction

How do you wand 1o Instsll tis sofiwars?
+ Destination Select

- install for oll ysers of this computar
o

L

Surmey tall fc sy
e ostall on 8 specific disk...
Instaling this software raquires 703 4 MB of saca,
You héve chosen 1o install this softeans for all usars of
this computer.
Go Back Continug
L] e Inestal] Microscft Tewms -
Standard Inatall on "BRANDSTER"
i sian This will take 2034 MB of space 0n your Campuler,

= Destination Salect Click mstall 1 partorm a standard insiallation of this saftwarg
. tor ol users of this computer. All usars of this computer will De
» Installation Type anle to use this software,
Inotalintion

Summary

Change Instad Location...

Ca Hack Instail
——
The i was

» Introduction

» Destination Select

» mnstallation Type

« Installation

* Summary The ir ot was st £l

The software was installed.

ere * Apclications
1 M L5

aveines -

& e fuents

& airdon
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W Cremive Clawd Files
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Key in the Student details which will be
name.surname schoolcode@gemselear

ning.com as an example
(abcd.e_aaa@gemselearning.com) and
“Sign in”.

This will open the GEMS Login
authentication page.

Key in the Student user id
(abcd.e aaa@gemselearning.com) and

password.

Click on “Sign in”

® » Microsoft Teams

Microsoft Teams

Enter your work, school,
or Microsoft account.

ahed.e_aaa@gemselearning.com|

Not on Teams yet? Leam more

Sign up for free
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Sign in with your GEMS login account

abed.e_aaa@gemselearning.com

— |

Forgot Password?

Change or update your current password?

® 2016 Microsoft
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Once the Student logs into Microsoft
Teams, they will be able to view the
respective subject’'s names under the

E "Teams” menu.

The Student can open the respective
subject team group (example Maths or
Physics) based on the class timing or
meeting scheduled by the Teacher.

Teams

Maths

GENS

EDUCATION

& i Moin ar credte team

Physics

Based on the Subject the teacher will
initiate a meeting and students can click
on "Join".

Once the students join the meeting they
can hear the presentation and view the
slides shared by the Teacher.

n This icon means the student device
camera is turned off when they have
joined the teacher’s meeting session.

5 - .
This icon means the student device
mic is turned off, only turn on in case to
raise questions to the teacher click on

the icon n

n The speaker icon needs to be kept
on so that the teacher’s audio can be
heard.

Once the session is complete, the

students can exit and go tom

“Teams” menu, to attend the next
subject class session.

Searcr o type & cammand

' General cou: e + 3 Tain

g Meeting ended: ks

o waly

Meeting ended 431 w

Stant 8 new corwersaten Type B 0 mention 1mecre.




After the subject class teacher’s session
is complete for the day, the students
can sign out from Teams.

To sign out click on the “profile
icon” and click on “Sign out”.

Maths
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Searchy a1 type i cominang

Physics

(8]
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4. Apple iOS Platform:

CaTrveren Som
& toams microsoft.com &

e To Install Microsoft Teams on your
Microsoft Teams

apple iPad device, go to
https://teams.microsoft.com/downloads

e Click on "Download on the App Store”

e  Microsoft Teams can be searched and
installed from the App Store directly as Get Teams on iOS

well

e Click on “Get" to install Microsoft Teams
on the device.

Leod Prhvecyana Covides  © Mimosch 201

< Seli TP Bun Vet erinm

{ Taday

Microsoft Teams

L

Mirosoft Teams is your hub for tesrwwork In Office 366, Al your tesm
conversations, files, meetings, ad apos Iive sogether n 3 sihgle sharso Merasatt Corperation
workspace, and you can take it with you o your fssorke meble o o

Ratings & Reviews Sea il
4.71‘;« ol § 1388 R “
Review Almost Slack
REN REEH
The ap is very usshul and is sasy to i toms of bussingss softvare i's pratty
hanclz. You can use it far work or school o 9200, In typical Microsoft fashion & makes.
Even at home, You can ereats lots of &seryone who uses 0365 confused as ty
Taldars and upload fiks and Fave chats and when to use Yammer, Skypu or Teams but

@ e e s )



https://teams.microsoft.com/downloads

For installation of an app on an apple
iPad device, it will prompt for the apple
account.

Key in your apple account user details
and password.
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App Store

MCROSOPY TEAMS
) mcroune coafounan
A

AECauny

Sign In with Apple ID
Enter the sassword for Apple 1D

get Mictozoft Teams for free.
s
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Once Teams installation is complete,
open the Teams app and click on “Sign
in”

Key in the Student details which will be
name.surname schoolcode@gemselear

ning.com as an example
(abcd.e_aaa@gemselearning.com) and
“Sign in”.

This will open the GEMS Login
authentication page.

Key in the Student user id
(abcd.e aaa@gemselearning.com) and
password.

Click on “Sign in”

A TeA P S

aep e (a8 S very

« App Store 1248 FM Sun Mar

Cancel

EDUCATION

vy

Microsoft Teams

e

S0 using yoir wark, sehool, or
Mésnzott acceunt

abed oxgamLar g LON

Eatnap witn sgning In

- T -

G=NS
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Sign in with your GEMS login sccount
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Once the Student logs into Microsoft
Teams, they will be able to view the
respective subject’'s names under the
“Teams” menu.

The Student can open the respective
subject team group (example Maths or
Physics) based on the class timing or
meeting scheduled by the Teacher.

Teams

n Maths

Grnaral

L1 actr

aral

Posts Fites

Weeting ended 33 soc

MI

Meeting snded 10 iec

Mare

Based on the Subject the teacher will
initiate a meeting and students can click
on "Join".

Once the students join the meeting they
can hear the presentation and view the
slides shared by the Teacher.

n This icon means the student device
camera is turned off when they have
joined the teacher’s meeting session.

& .. .
This icon means the student device
mic is turned off, only turn on in case to
raise questions to the teacher click on

the icon n

n The speaker icon needs to be kept
on so that the teacher’s audio can be
heard.

Once the session is complete, the

ags Tezms
students can exit and go to s

“Teams” menu, so as to attend the next
subject class session.

16 AM Mo Mar 2

Teams

B o

General

. Physics

Mo




After the subject class teacher’s session
is complete for the day, the students
can sign out from Teams.

To sign out click on the menu icon
which will open the student profile and
@

click on “Settings”

On settings page click on “Sign out”
and confirm the “Sign out” on the
prompt screen.

Available

Set status message

Notifications
o

Settings

o What's new

More apjs.
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Sign out

At yeat wute e warit la vign a7

Cancel

Sign out




5. Android Platform:
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e To Install Microsoft Teams on your
android device, go to
https://teams.microsoft.com/downloads

e Click on "Get it on Google Play”

e  Microsoft Teams can be searched and
installed from the Play Store directly as
well.

e Click on "Install” so as to setup
Microsoft Teams on the device.

e Once Installed click on "Open”

o787 - dm
r @ teams.microsoft.com/downio H

Microsoft Teams

Get Teams on
Android

P Google Play

07:47 v4an
< Google Play Q

Microsoft Corporation

i. Microsoft Teams

el |E3) E 1€

11 Ma PEGIZ D o

Install

<
About this app >
Microsoft Teams is your hub for teamwork in Office 365
Business
Ratings and reviews ->
5 C—
4.6 =
- a e
RS 2 ®
78 649 1 -
07:3 - an
< Gooaogle Play , 3

i. Microsoft Teams

Microsoft Corporation

Lo

You might also like ->

Microkon Excel MmOt VWord Adobe Acrobat na
View, Edil, & Creat Write. Edit & Share, . Reacier: PDF View. W
rame 75 nate a3 B -

a.6K =l El 1€

Z28¥ raview A1 P PEGI S @ o
What's new = S
Lont updated Feb 25, 2020

Turn on live captions during o meating or group call
View shared content whon you join a meeting via a callular

pho

¥ =B : r
- e ESn ‘ m



https://teams.microsoft.com/downloads
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Once Teams installation is complete, Micrasoft Tearms

open the Teams app and click on “Sign
in” .

Key in the Student details which will be
name.surname_schoolcode@gemselear

ning.com as an example
(abcd.e aaa@gemselearning.com) and

”Sign in”. Welcome to Microsoft Teams!
A happier place for teams to
work together

This will open the GEMS Login

authentication page. i . o |
Key in the Student user id St P
(abcd.e aaa@gemselearning.com) and
password. o -an
Click on “Sign in” ) -
~ el

ubcd.e_aua(mgemselearnnng.conxl

Get help with signing in

Sign in to Microsoft Teams

GS=ins

SIgn In With your GEMS login account

ebed.e_asa@gemaselearning.com
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7:140 > 4n
Once the Student logs into Microsoft — Yeams : Q
Teams, they will be able to view the B Vo
aths
respective subject’'s names under the
“Teams” menu. Seh
n Physics
The Student can open the respective it
subject team group (example Maths or S e
Physics) based on the class timing or
meeting scheduled by the Teacher.
o =] (53] e,
Activity Chant Calendar Calls
3 P4n
Based on the Subject the teacher will
L . & General jZ
initiate a meeting and students can Maths S
click on “Join”. ; i
POSTS FILES MORE

Once the students join the meeting Madiing ended

they can hear the presentation and

53sec
view the slides shared by the Teacher.

<’ Reply

.. Meeting ended
nThls icon means the student i

device camera is turned off when they o
have joined the teacher’s meeting = hey
session. 285 M J. changed team description
@ Meeting ended
a8l This icon means the student I min 32sec
device mic is turned off, only turn on in &’ Reply

case to raise questions to the teacher
Meeting ended
39sec

click on the icon n

&’ Reply
n The speaker icon needs to be kept
on so that the teacher’s audio can be

heard.

Last read

Meeting

Once the session is complete, the
Meeting started

students can go back to “Teams” menu %)’ StartedbyMJung BPA Mar2,07:43
& General
by click on the Mt & Reply

back arrow next to “General” so as to

attend the next subject class session.
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After the subject class teacher’s
session is complete for the day, the
students can sign out from Teams.

To sign out click on the menu icon =
which will open the student profile and

=
e}

clickon = “Settings”

On settings page click on “Sign out”

07:414 & Y 4dn

2SS

Available
Set status message

Notifications
on

Settings

What's new

BoS DR

More Apps

07:44 P4n

— Settings

General
@ Dark theme
n Notifications

™ Data and storage

GEMS EDUCATION

X, Profile
E] Messaging
shifts

7 Help & feedback
dj'] About
g Add account

(5 Sign out




6. Teams via Browser:

GENS

EDUCATION

e Ifinstallation of Teams is not preferred,
Students can also use the browser
(Google Chrome or Microsoft Edge) to
access Microsoft Teams by going to the
https://portal.office.com

e Log in with the Student details, which
will be
name.surname schoolcode@gemselear
ning.com as an example
(abcd.e aaa@gemselearning.com)

e  This will open the GEMS Login
authentication page.

e Key in the Student user id
(abcd.e aaa@gemselearning.com) and

password.

B Microsaft

Sign in

1ho8e SEREMBEINNGL0)

GEMS 623

EDUCATION
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This will open the Student account
office home page.
P t & o 4 & & 49 » & @&

Click on the ™ "Teams" icon to open
the Teams application on the browser.

Once the Student logs into Microsoft

Teams, they will be able to view the Tearns 2| 0 or sz

respective subject’s names under the
“Teams” menu.

The Student can open the respective
subject team group (example Maths or o
Physics) based on the class timing or

meeting scheduled by the Teacher.
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Based on the Subject the teacher will
initiate a meeting and students can click
on "Join". Once the students join the
meeting they can hear the presentation
and view the slides shared by the
Teacher.

n This icon means the student device
camera is turned off when they have
joined the teacher’s meeting session.

& - .
This icon means the student device
mic is turned off, only turn on in case to
raise questions to the teacher click on

the icon n

n The speaker icon needs to be kept
on so that the teacher’s audio can be
heard.

Once the session is complete, the

students can exit and go to E
“Teams” menu and attend the next
subject class session.

After the subject class teacher’s session
is complete for the day, the students
can sign out from Teams.

To sign out click on the “profile
icon” and click on “Sign out".

Teams

Physics
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7. Student access to Teams as Guest:

e Teachers can also add students as
“guest” to Teams to access the subject

group.

e If the student is added as guest, an alert

will be shown next to the profile
called "GEMS Education” with a drop
down select “"GEMS Education (Guest)”.

e  This mode will be same for Teams app
installed on Windows and Mac OS
Teams as well as Teams browser mode.

e  For Android and iPad devices click on

menu — and under “Your orgs” click
on "GEMS Education (Guest)”

e Android will request to "Redeem invite”

Redeem invite

Bedmarm imite be 2w S Educativn org?

e iPad will request for confirmation to
“Switch to GEMS Education”

Switch to GEMS Education?

Cancal s

Windows, Mac OS and Teams browser

1
GEMS EDUCATION ~ e

GEMS EDUCATION o

GEMS Educat... (Guest) [ 1]

Android and iPad device

CC

&  Availabls

I—i‘l Sel status message

n Notifications
= on

@3 Settings
<(J- What's new
EB More Apps
Your orgs

GEMS EDUCATION

GEMS Education (Guest) D

e When accessing “GEMS Education
(Guest)" a Microsoft disclaimer will pop
up as an initial confirmation to access
the "Guest” teams.

e This is a one-time confirmation and
needs to be accepted.

e If it prompts for a user name or
password key in the student GEMS
ELearning account details.

e Once logged in, it opens the Student
access to Teams under "Guest”
following the same steps as referred
under the Table of contents 2,3,4,5&6
for usage.

XK @ invitations microsoft.com

B Microsoft

Review permissions

G GEMS Education Gemsedu onmicrosaft com
This resource is not shared by Microsoft.
The erganization GEMS Education wauld like to:

v Sign you in
v Read your name, email address, and photo

“ou should only accept If you frust GEMS Education. By accepting,
you allow this organization to access and process your data to
creats, control, and administer an account sccordng to thair
policies, GEMS Education has not provided a link 19 their privacy
statement for you to review. GEMS Education may log information
sbaut your access, You can remove thase panmissions at
Htps.myspos.miciosoft.comy Gemsedu cnmiciosoft.com

Cancel

e To go back to the main Teams

homepage click on Profile or —
menu and select “GEMS Education” or
sign out.




