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Quick Start































Create a new Course



All Courses



Make sure Teams is selected from the left pane



Then click on “Join or create new teams”



Then click on “create team”



Select “Class” as a team type [For further details between team type, please check this Link]

https://support.microsoft.com/en-gb/office/choose-a-team-type-to-collaborate-in-microsoft-teams-0a971053-d640-4555-9fd7-f785c2b99e67


Type the course “Name” and “Description”, then click next



Choose “Teachers” tab



Search in “Teachers” for teachers assistance name 



Then add all teachers' assistants one by one



New Course is Created 



Click on the more options, and then click on “Manage Team” to manage Teams settings



All available settings are shown.



Expand “Member permissions” and check the required settings.



Sub-groups [Optional]



Click on the more options and click on “Add channel”



Create Subgroup name and choose private privacy to allow access to a specific a group



Then grant access to teachers assistants on this specific group as needed



After adding Teachers, just click on “Done”



Sub-group is created



Add Students



Students are shown below in course members



Adding students by using code
Select the course and click “settings”, then expand “Team code”, Copy the team code and share 
with students



Adding member manually [Optional]

Click on the more options and click on “Add member”



Type the student name and then click “add”



Create Lectures



Click on “Calendar” on left pane



Click on “New meeting” 



Fill in the form and select the course



Fill in “Description” and then click “Send”



Lecture is shared with students 



Join Lecture



Record Lectures



Once the lecture is started, Click on the three dot and then click “Start recording”



Click on the three dot and then click “Stop recording” when needed



Share Lecture Materials



After selecting the course, click on “Attachment Symbol”



Share the file in the chatting space



Access files from the chatting space or click on files in the top pane



Whiteboard



Click on “Calendar” on the left navigation pane and then click on the scheduled lecture



Click on “Whiteboard”



Whiteboard is shown



Add Notes



Select the course and click on “Class Notebook” 



Create Quiz



Created Quiz is shown



Select “Assignments” and then click on “Create” 



Select “Quiz”



Click on “New Form”



Click on “New Quiz”



Write the Quiz name and Description



Click on “Add new”



Click on the required options, “Choice” is selected



Type the question and Answer



Click on the required options, “Text” is selected



Type the question and Answer



Quiz is created



Click on the more options and then click on “Settings”



Adjust settings as needed



Click on “Share”



Click on “Copy”



Post the copied link on the course chat room



After answering the Quiz by students, go back to the quiz and click on responses



Responses are shown



Click on “Open in Excel” to export all responses details per each student



Create Assignment



Click on “Assignments” on the top pane, click “Create” and select Assignment



Fill in the form and click on “Add resources” to attach assignment file



Select the media where the assignment file is located



Click on “Assign” to post the assignment to students



Assignment Notification is shown for the Course



Assignment Notification is shown in Activity



Create Survey



Survey is shown below



Select the course and type “@form” in the chatting space, Click on “Forms” 



Write the survey



Click on “Next”



Survey result is shown below


