EDUCATION

Microsoft Teams
Installation
Guide



GENS

EDUCATION
Table of Contents
1. Microsoft Teams and ACCOUNT ciecerecereeeceeeceecerececscesecscscecscscesscscsssssssssssssssssasssssncs 3
2. WINAOWS PlatfOrm: cucececeecececeececencececencecessococsssscacssssssssssassssscsssssassssscsssscassssssans 4
K T - Lo O D50 o - 14 o o 1 ) TP 6
4. Apple iOS Platform: cecieiieeiieeeieiiiiniiencienicrniirecereinancrecrsecesescssessssscssssssscssnes 11
5. Android Platform: ccieeiiireiiiimiiiiiiiiiniiiiiiiiiiiiiiiiiiiiiiiiiisisisitssiisssesssssees 16
6. Teams Via BrOWSEer: .cicciieeiireiieiireiimeenteicreieracrtessseisrscesessssscsssssssssssssssssssses 20
7. Student access t0 Teams a5 GUEST: .cceceieecererceceecrecencencenceccacsecescacssscecascsscasces 23



1. Microsoft Teams and Account

What is Microsoft Teams?

p——
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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:

e  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

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

e65720e1a34d
e  https://www.youtube.com/watch?v=i0TIQXmFGdQ

Student Password Account and Reset

e  Each student will have a GEMS ELearning account
which will be_
name.surname schoolcode@gemselearning.com as

an example (abcd.e_aaa@gemselearning.com)

e The Parent or Students can reset the password by
going to the following URL_

https://selfreset.gemseducation.com/default.aspx

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

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

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

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

e If any issues with password reset or account please
contact the help line
helpline_tws@gemsedu.com.

@ selfreset gemseducation.com/default ast

els

NOTE:

@ selfreset gemseducation.com/defaultaspx

G=Ns

- T

Next Cancel

Take me to WWW.GEMS.AE
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https://selfreset.gemseducation.com/default.aspx
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2. Windows Platform:
[Py - 0 X
. To Install Microsoft Teams on your €3 C https:/ /teams microsoft.com/downloads et QY 0:
Windows operating system device, go
to_
https://teams.microsoft.com/downloads Microsoft Teams Get started  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.

¥ Download Teams

What do you want to do with Teams windows_x64.exe (35.3 MB)?

! , Run | A Cancel X
From: staticsteams microsoft.com =

& Microsoh Teams. = E3

e Once Teams installation is complete, Microsoft Teams
Teams will ask for the login user

credentials. @

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

abed e_asa@gemseducation.com
Sanin T

e  This will open the GEMS Login
authentication page.

Sign up for free

e Keyin the Student userid & Login to MicosoftTeams - o x
(abcd.e_aaa@gemselearning.com) and 2

e ¥

password. GEM

EDUCATION

e Click on "Sign in”

Sign in with your GEMS login account

abcd.e_aaa@gemselearning.com

Forgot Password?

Change or update your current password?



https://teams.microsoft.com/downloads
https://teams.microsoft.com/downloads
mailto:name.surname_schoolcode@gemselearning.com
mailto:name.surname_schoolcode@gemselearning.com
mailto:name.surname_schoolcode@gemselearning.com
mailto:name.surname_schoolcode@gemselearning.com
mailto:abcd.e_aaa@gemselearning.com
mailto:abcd.e_aaa@gemselearning.com
mailto:abcd.e_aaa@gemselearning.com
mailto:abcd.e_aaa@gemselearning.com
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@

0 =
8" Jain ar create team

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

Teams ”Teams" menu.

The Student can open the respective

MA PH

Maths Physics

subject team group (example Maths or
Physics) based on the class timing or
meeting scheduled by the Teacher.

Search far or type 2 command e — O

< Allteams ms General Posts Fles + @Team

Based on the Subject the teacher will

MA B ’ =0

g General L

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.

Let's get the conversation started

Try @imantioning 2 student ~ -+~ bagin sharing ideas
s

This icon means the student device
camera is turned off when they have

joined the teacher's meeting session.

B Meeting started

& Faply

N

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

. 0
the icon

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

Start a new comversation. Type @ 1o mention somesne

L6 OB aB g B

Once the session is complete, the

W@
students can exit and go to

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

4 General Posts Files +

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

Eey

MA

Maths

—
e

Let's get the conversation started

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




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 “\Mac” to download the

“Teams_osx.pkg” application.

@ Chrome File Edit View History Bookmarks People Tab Window Help

@ C 2 2 B TelTAIAN

e

s

® @ Dowrlosd Microsoft Teamsor X+
C & teams.microsoft.com/downioads * /B ePCao
Microsoft Teams Getstarted  Downloads Sign up for free
T
Teams on your desktop. It's just better.
More options
® @ Downlosd Microsoft Teams o X 4
C @ teamsmicrosoft.com/downioads * /@ ePea
Get Teams on all your devices
Desktop Mobile
&8 Windows 64-bit @ i0s
B Windows 32-bit # Android
& Mac
& Linux DEB 64-bit
A Linux RPM 64-bit
R —
ot o, G
Legal Privacy and Cookles  © Microsoft 2019
o Teams_osx.pkg ~



https://teams.microsoft.com/downloads
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

Qi

"Teams" wwerwn

© Introduction

Destination Select

‘@ Install Microsoft Teams. -
Welcome to the Microsoft Teams Installer

You will be guided through the steps necessary to install this
software.

tallation Type
instaliation
Summary
Continue
T —
L) -
Select a Destination
© Introduction How do you want to install this software?
« Destination Select
Installati Type
e leronIyes Install for all users of this computer
Installation
Summary nstall for me only
By Install on a specific disk...
Installing this software requires 203.4 M8 of space.
You have chosen to install this software for all users of
this computer.
Go Back Continue
L) ‘@ Install Microsoft Teams -

« Introduction

© Destination Select

© Installation Type
Installation

Summary

Introduction

.

Destination Select

Installation Type
Installation

.

Summary

eve
<
Favorites
& Recents
@ Airdrop
#¢ Applications
© Downloads
@ Creative Cloud Files

icioud

€ iCloud Drive
{0 Desktop
% Documents

Devices

Standard Install on "BRANDSTER"
This will take 203.4 MB of space on your computer.

Click Install to perform a standard installation of this software
for all users of this computer. All users of this computer will be
able to use this software.

Change Install Location...

Go Back Install |

The ir llation was st ful.

The software was installed.

1 Applications

%~

iTunes

b

Microsoft Teams

o \ il -

In
73 items, 4.84 GB available
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® o Microsoft Teams
Key in the Student details which will be_
name.surname_schoolcode@gemselear

Microsoft Teams

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
Enter your work, school,

(abcd.e_aaa@gemselearning.com) and or Microsoft account.

password.
abcd.e_aaa@gemselearning.com|

Not on Teams yet? Learn more

Sign up for free

GENS
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Sign in with your GEMS login account

abcd.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

Teams ”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
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Physics

B3 %' Join or create team

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.

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

2

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

. 0
the icon

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

Maths

General

u General posts Files +

St Meeting ended: 125

& Repl

5t Meeting ended: 435

Reply

Meeting now

8 Meeting started




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”.

GENS
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Search or type a command

Physics

Zoom (120%) +

Keyboard shortcuts

About
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4. Apple iOS Platform:

T PM Sun T Som
an & teams.microsoft.com ¢ M + T

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'i0S

well.

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

Aovl s e

Legal  Privacy and Cookles  © Microsalt 2019
«Safari 12:42PM SunMar1 T
 Today
Microsoft Teams
. Microsoft Corporation
GET °
A7 %kkkk N2 44+
" L& ) 0
e
.
bt
L]
-
[
o

Microsoft Teams is your hub for teamwork in Office 365. All your team

conversations, files, meetings, and apps live together in a single shared Microsoft
workspace, and you can take it with you on your favorite mobile dev more
Ratings & Reviews See All
4-7 outof § 4,388 Ratings
Review Almost Slack
*hkkK *hkk
The app is very useful and is easy to In terms of business software it's pretty
handle. You can use it for work or school or good. In typical Microsoft fashion it makes
even at home. You can create lots of everyone who uses 0365 confused as ty
folders and upload files and have chats and when to use Yammer, Skype or Teams but

@ & s i



https://teams.microsoft.com/downloads
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.

App Store

GElS

EDUCATION

micH S (i
‘ MICROSOFT CORPORATION
AP

ACCOUNT

Sign In with Apple ID
Enter the password for Apple ID
to
get Microsoft Teams for free.
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Once Teams installation is complete, Wiistosoft T
open the Teams app and click on “Sign
in”
Key in the Student details which will be_
name.surname_schoolcode@gemselear
. ‘Welcome to Microsoft Teams!
ning.com as an example A apper plac o toams 0
(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 “sepsian 2aam sk o om
<
password.
ol
Click on “Sign in « /
Sign in using your work, school, or
Microsoft account
abed e@gemselearning.com
T — —

Cancel

EDUCATION

Change or update your current password?
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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

Maths

General

General

General X

Posts Files More
Meeting ended 53 sec

ME CC

Meeting ended 10 sec

cc

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.

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

. 0
the icon

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

Once the session is complete, the

. igs Teams
students can exit and go to

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

1118 AM Mon Mar 2
Q
A Teams

Maths

General

Physics

General

(] chat

T 5a%m

General ot
Jri

Math %

Posts Files More

Meeting ended 10 sec

cc

Meeting ended 1 min 32 sec

Me

Meeting ended 39 sec

ME CC

Mesting ended 37 sac

M8

(&) Assignments &) calenda
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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

@

click on "Settings”

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

ac

3

Available

Set status message
Notifications

on

Settings

What's new

Bo@E O No

More apps

Sign out
Are you sure you want ta sign out?

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”

07:37 T d4anm

o @& teams.microsoft.com/downio (5] H

Microsoft Teams

Get Teams on
Android

P> Google Play

Androld. the Andraid logo, Google P

07:37 P 4an

< Google Play Q H

i. Microsoft Teams

Microsoft Corporation

4.6 %
228K reviews 41 MB

About this app ->

Microsoft Teams is your hub for teamwork in Office 365

Business

Ratings and reviews © ->
5 CE—
4.6 ‘=
L4 3 @
A A A 2 o
oPelal 1 -
07:37 d4an
< Google Play Q H

Microsoft Corporation

i. Microsoft Teams

bl “

You might also like ->

Microsoft Excel: Microsoft Word: Adobe Acrobat mMi
View, Edit, & Creat... Write, Edit & Share... Reader: PDF View. wi
73 MB 78 MB 53 MB o8

4.6% =l E 1c
228K reviews a1 mB PEGI 3 © e

What's new =« >
Last updated Feb 25, 2020
Turn on live captions during a meeting or group call

View shared content when you join a meeting via a cellular
pho.

I..- ---m-l -
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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”

07:38 v d4am

Microsoft Teams

Welcome to Microsoft Teams!
A happier place for teams to
work together

Learn more

07:39 P d4an

-
e A
2 _w

Sign in using your work, school, or Microsoft
account

abcd.e_aaa@gemselearning.com|

Get help with signing in

07:39

Sign in to Microsoft Teams

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 : Q.
Teams, .they WI.|| be able to view the B vos
respective subject’'s names under the
" " General
Teams” menu.
u Physics
The Student can open the respective General
subject team group (example Maths or Sl
Physics) based on the class timing or
meeting scheduled by the Teacher.
o =) g & %S
0743 b B |
Based on the Subject the teacher will & General Jri¢ .
.. . Maths ©
initiate a meeting and students can
click on “Join”. POSTS FILES MORE

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

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

session.

2

This icon means the student
device mic is turned off, only turn onin
case to raise questions to the teacher

. . U
click on theicon

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 go back to “Teams” menu

= General

by click on the Maths
back arrow next to “General” so as to

attend the next subject class session.

Meeting ended
53sec

< Reply

Meeting ended
@ 10sec
e}

Reply

295 M J. changed team description.

Meeting ended

1min 32sec

&/ Reply

Meeting ended
39sec

<’ Reply

Meeting
Meeting started

Meeting started

&’ Reply

Last read

Started by M Jung BPA Mar 2,07:43
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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
®

click on “Settings”

On settings page click on “Sign out”

07:44 © Pdan

CcC

Available ~r

Set status message

Notifications
On

Settings

What's new

BoGDRo

More Apps

07:44 Pd4n

& Settings

General
Q Dark theme
() Notifications

™ Data and storage

GEMS EDUCATION

B Profile

E Messaging
Shifts

i Help & feedback
nj'. About
g Add account

G Sign out
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6. Teams via Browser:

e If installation 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

2% Microsoft

Sign in

e Log in with the Student details, which ol satgenidemigon

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 Keyin the Student user id

(abcd.e_aaa@gemselearning.com) and LE x 4 .

€ 3 C @ ssgemseducationcom/adty/dient equest-id=da03S3ok lee450e 3037

password.

GEMS 6eis

EDUCATION

S inwith your GEMS login ccount

stade smBmsdearingaam
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0 x 4+ - o X
. . * By O :
This will open the Student account o o @
office home page. A
% + & o 4 & ¢ 9 & & &
Click on the ™™ "Teams” icon toopen
the Teams application on the browser. = T
OneDrive SharePoint
=
9 - +
. . > & tesmsmicrosohicom/_#sch aw BU
Once the Student logs into Microsoft Microsoft Teams . T —
Teams, they will be able to view the Teams @ 16 oinorceateteam
respective subject’'s names under the
“Teams” menu.
The Student can open the respective n n
. Maths Physics
subject team group (example Maths or
Physics) based on the class timing or
meeting scheduled by the Teacher.
o Stay in the know. Tum on
Leam mpm about Teams with student £ e
how-tos and tips.
—— -
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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.

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

. 0
the icon

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

Meeting endled: 125

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

Maths

Physics




