[bookmark: _Toc36041925]Video Calls in Microsoft Teams
A few people have asked how they can (video) call students during this period of working from home. Microsoft Teams is the way we would ask you do this: it allows us to make and receive calls through our work accounts without resorting to platforms like Skype that need personal accounts, and it allows for accountability. We still need to consider safeguarding, after all, and our own reputations.
In brief: once you have set up a Team for you and your students (or colleagues), you can start a Meeting. These meetings are video calls that can be recorded, with the recording private to participants only, though you can share them more widely later. Meetings can be one-on-one or involve multiple participants. You can also share a view of your desktop instead of your webcam, if you need to demonstrate something in software or on a piece of text. It also leaves a note that the meeting took place inside the Teams channel, so there can be no accusations of private calls taking place.
It's honestly pretty easy, especially if you just want to make a call without any of the other fanciness. I've tested this with Piers so I'm pretty confident in it all working as required, but obviously we've not been through a period of testing with this, so let me know if something is amiss or I've not covered anything in this guide.
You should read the guide that Piers' wrote first (distributed by JFu on 25-Mar-2020 7:37), as that will walk you through setting up your classes as Teams. I'm going to assume you already have those aspects set up, and just need to make a call.
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[bookmark: _Toc36041926]Installing the Desktop App
[image: ][image: ]Calls work better through the full desktop app, rather than the web version. You can get by if you use Chrome   or Edge as your browser, though, or you can use the mobile app. Your choice.
· Log into the web version at https://teams.microsoft.com using your webmail details (i.e. username@kestevengrantham.lincs.sch.uk and your usual password)
· [image: ]Click on your face at the very top right and choose Download the desktop app near the bottom:
· Run that installer
· Once it's installed, sign in using your webmail details again. You should see the Teams window appear once you're logged in.
· If it asks something about company policy, untick the box and click This app only at the bottom
· [image: ]This app will open every time you start your PC; if you don't want that to happen, find the Teams icon near your clock  (you might have to click the ^ to find it), right click it and choose Settings. You can untick Auto-start application in there.
[bookmark: _Toc36041927]Starting a Call
[image: ]Once you're inside the right Team, click the Meeting button at the bottom, beneath the text box:



That will pop up some options for you: 
· [image: ]You can type a subject at the top. Not necessary, but it makes it easier to keep track of which call was which when you're looking back over recordings.
· The On / Off at the bottom let you enable or disable your webcam. If your On button is greyed out as mine is here, you haven't got a webcam connected. On a laptop this is probably a hardware problem, and you can email us; on a desktop, you may not have a webcam. You don't need video, though.
· Schedule a meeting lets you send an invite that will remind people at the right time. I'll cover this later.
· Once you're set up, click Meet now
The call will try to connect for a few seconds, even though it's only you participating right now. If you get an error, just try again: Microsoft's servers are under a lot of load right now as the entire country tries to use Teams for work and school.
Once the call has started, the text in the middle will say Invite people to join you; there's a bar open on the right where you can see who is currently in the meeting, and search for others to add. If you search for a username at the top, it will call them on their app/browser. If they're already shown in the Suggested list, you can click the ... to call them.
Alternatively, people in the Teams channel can Join the meeting by clicking the button. There's no way of making a meeting private, unfortunately: anyone in the Team can join if they're online at the time. We have disabled private one-to-one calls for safeguarding reasons, so you will need to make students aware of your expectations: if it's a private call, title it as PRIVATE: [topic] and leave a message in the channel asking them not to join; if you're happy for them to join as they will, title it with PUBLIC: [topic] and leave a message saying they're welcome to join in.
Once people are in the call, their name appears at the bottom left (you might need to move your mouse for it to unhide). You can tap the ... here and Mute participants if you want, but remember if you do this!
[image: ]There's also a bar of controls that appears when you move your mouse:


These are, respectively:
· The meeting length so far
· Turn camera off/on
· Mute
· Share (more on this later)
· More actions, including:
· Full Screen
· Start recording (more on this later)
· Meeting notes, which will be available after the meeting has finished. You can add sections with titles. Have a play if you need it; you'll work it out.
· Show conversation, which opens the chat bar on the right hand side--useful if you want students to ask questions without all talking over one another on their mics
· Show participants
· Hang up
When you hang up, it asks you to rate the call quality. Just Dismiss this.
[bookmark: _Toc36041928]Recording a meeting
[bookmark: _GoBack]If you want to record a conversation, either for evidence (e.g. MFL speaking tests) or so people who missed the lesson can catch up, click the ... inside a meeting and Start recording. A notification will be sent to everyone that a recording has started; it will end automatically when you hang up, or you can stop it earlier from the same place.
Once a meeting ends, Teams will begin to process the recording. This takes some time: in my tests a 2 minute recording has taken half an hour to appear, so longer meetings may take a few hours (I don't know). When the recording is available, Teams will email you to let you know.
[image: ]Recordings are available in the channel automatically; by default, only people who joined the meeting can see the recording. If you want to open it up for more people to see (e.g. people who missed the lesson), click the ... on the recording in the channel and click Share:






Click the Share button to make it available to everyone in the channel, or anyone you send a link to (the Get link option you can see above). If you ever want to make it private again, repeat these steps and Stop sharing. There are more fine-grained controls available: email me if you want to know how. You can also download a copy once the recording is available; again, ask me if you need.
[bookmark: _Toc36041929]Presenting by sharing your desktop
[image: ]If you want to demonstrate a piece of software, or talk through a diagram or piece of text, you can click the Share button:            Please note that this only seems to work reliably if you and your students have the desktop app; the web version doesn't keep up very well. I've not tested the mobile app but it should be okay.
Clicking the button opens up a tray with different options in. From left to right:
· Desktop will just share your screen to everyone in the call. Whatever you're looking at, they'll see. It should go without saying that you should take care with what else you have open on your screen (personal emails etc.), but you may need this option if you need to switch between different programs during your presentation
· Window lists all the programs and documents you currently have open. If you choose a Word document, for example, it will show them your view on that program and nothing else. They will see where your cursor is, text selections you make etc. so you can highlight passages or point out relevant information as you would sat at a PC with the projector on. If you switch to another program, participants will still only see the window you selected. This is therefore a safer option, where possible.
· PowerPoint lists presentations you've saved to your OneDrive or already added to Teams. If you click Browse you can only choose from files on your OneDrive or that you've uploaded to Teams, so make sure you upload it first if you want to talk through a slideshow.
· [image: ]Whiteboard opens a collaborative whiteboard where you and the other participants can draw together. Useful for mind mapping, perhaps.
Any time you want to stop presenting, click the Stop sharing button          that has replaced the Share button. There may also be a Stop presenting button hovering over the display in Teams.
You can record while presenting in this way, and the recording will capture exactly what you display.
[bookmark: _Toc36041930]Scheduling a meeting
When you click the Meeting button, there is an option at the bottom to Schedule a meeting instead. This opens a window very much like scheduling a calendar appointment in Outlook; it should be fairly self-explanatory. Once you send it, it will email the people you invited to Accept the appointment, and remind them 15 minutes before the start time. Useful if they have their email & calendar added to their phone.
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