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SSO

Sign in to Teams

Return to Overview

Note:

W \iosoft + Teams is accessible on SSOE 2 devices when
m
you are connected to the SSOE 2 network.

* VPN is required to access Teams on SSOE 2
Enter password devices if you are not on SSOE 2 network
(e.g., working from home on SSOE 2 devices).

& username@schools.gov.sg

+ Teams is only accessible on SSOE 2 devices.

w () Go to Office.com on your browser and

sign in with your MIMS account
username and password.

Forgot my password

£ search 0 ® 9 Select the Microsoft Teams app.

Good evening install Office

&—
+ ® e @ @ ¢ ®;W P | % T =

Start new Cutlook OneDrive Word Excel PowerPost OneNote SharePoint Teams e Sway
o Notebook
=4
» >
Forms Stream All apps



https://www.office.com/?auth=2

SSO
Schedule a virtual meeting (from Outlook) "

Return to Overview

o In the Outlook app, select the ‘New
Items’ dropdown box and choose
‘Teams Meeting'.

Untitled - Meeting

I E Home Send / Receive File Meeting Scheduling Assistant Insert Format Text Review Help Q  Tell me what you want to do
S [ = il s o | B F | Ssonns W | O | B8 [?H | a 9 In the pop-up window, fill in a Title’ for
E’ - Do e Delete 5. Jo;dne:tel,?‘r;s M:z:;g I’ﬁ‘ﬂtr;::ln ME:;?S :‘::;i gi:‘r;se‘; -El Reminder: |15 minutes  ~ Recurrence Cate‘gionze . L:;I:pzorta:c‘: Dic:ate you r meetl ng |nV|te.
Email fitems ¥ % Actions Teams Meeting | Meeting Motes Attendees Options Tags WVoice
RQ N B E-mail Message @‘Fou haven't sent this meeting invitation yet. e In the lRequired Attendees' bOX, enter
) i I v — 0 the email addresses for the people you
T B> Te (MY UL J want to invite to the meeting.
Storyline Post send — B
vredd [T Appointment : X
bt £=2 1 iing Optiona : o Select a start and end time for the
i T Starttime || Di21.04.2020 (|| oso0 Dl Aldey [ @ Timezones meeting.
Sent s End time Di 21.04.2020 = || 06:30 ~[| O MakeRecurring
Delet A= Contact R
) . For internal attendee(s), select the
Archil Task Microsoft Teams Meeting | . . /
o Scheduling Assistant’ tab (top left) to
>Com E-mail Message Using > see if the attendee(s) are available at the
I Ml More tems » time you are proposing.
2, @ TeamsMeeting Join Microsoft Teams Meeting
+49 69 710414417 Germany, Frankfurt am Main (Tcll) o Add your message to the bOdy Of the
Conference 10: 270 192 8645 invite to inform participants on the
purpose of the meeting.
Local numbers | Reset PIN | Learn more about Teams | Meeting options
Legal o Double check your information and then
click the 'Send’ button or copy the

meeting link to be sent via iCON.



SSO©

Join and manage a meeting (from Outlook Calendar)

Return to Overview

I o In the Outlook app, click on the

= i | Ve ) ) .
O QO & |m & m B | + O |Ruter |Gor calendar icon.
|E 1 New AddFocus New Meet  Teams Todey Mext Day Work | Week |Month Schedule Add Shace ﬁ - a
AppoTiment Meeting Time  Items ~ Now Meeting 7 Days Week View Calendar ~ Calendar ~
Rq Hew | Teams Meeting GoTe LU Artange il Manage Calendars Growps 1 Find ~
v« mgwas > o <>] 22-28 September 2024 5 e v 9 Click on the meeting event you want
a ?,: h:: ;Un \::: T F: S: Sunday Monday Tuesday Wednesday Thursday Friday Saturday to JOIn In your Calenda r.
4 - 6 7T &8 9 W 22 23 24 25 26 27 28

1 12 13 14 15 16 17
B 19 20 1 2 23 M

5278300 o Click on the ‘Join Microsoft Teams
——— Meeting' link to automatically launch
penmn e the meeting in Teams.

O]

& 9 W o1 o113
e | Proceed to ‘Configure settings prior to
2 30 1 2 3 4 5 1M Weekly homework check-in

§7 s s wn joining a meeting’ to set up your audio
I - and video settings before joining the

>[m] My Calendars
3 File ~ Meeting Scheduling Assistant Insert FormatText Review Help @ Tell me what you want to do ca | |
.
»[] Team: - () You haven't sent this meeting invitation yet.
[ Other Calendars - B e Weekly homework help check-in
3[] Shared Calendars Send Required | |
L]

Optional

Start time Wed 20/11/2024 [T | 1200 pm ~ [andey [ & Timezones

End time Wed 2011/2024  [F]]| 100pm w O Make Recurring

Location Microsofi Teams Meeting

Microsoft Teams reed neip?

Join the meeting now
Meeting ID: 454 355 664 569
Passcode: MU9SCH

Dial in by phone
+65 6450 6378,287136730# Singapore, Singapore
Find a local number

Phone conference ID: 287 136 730#

For organizers: Meeting options | Reset dial-in PIN

(1
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Configure settings prior to joining a meeting

Return to Overview

o Click on the camera icon to turn your
camera on/off.

9 Click on ‘Background filters' to choose
a background effect or blur your
background for privacy.

9 Click on the audio settings icon to
adjust your audio or camera source.

Choose your video and audio options

Click on the microphone icon to

(i computer audic © mute/unmute your microphone.

PC Mic and Speakers P B
Your camera is turned off ch L

Phone audio

o e D Room audio

@]
=0 Background filters =t Gyl Don'tuse audic ]

Select the ‘Room audio’ option to
connect audio to a conference room.

Select the ‘Don’t use audio’ option to
mute your microphone when joining
the call.

© © 0 O

B Once you have configured all the

Cancsl settings to your satisfaction, click the
: - Join now’ button to enter the meeting.



SS©
Make an audio/video call to an individual/student oo

Click on the Chat icon in the left

o sidebar to open your recent chats.
@ ‘four stanus is set to do not disturb. You'll only get neeg
a 2b 9 Find and select the contact you want to
=, . Chat v call from your chat list.
1
Rl . If you don't have an existing chat with
NCS 0365test Teacher (SCHOL. 31,7 them, click on the New Chat icon (pencil
&5 Vo Hi and paper) at the top of the chat list and
I type in their name or email address.
M“g%mu_ = Test MOE_Meeting 1:20 PaA .
fou: St a e - ) Click on the dropdown arrow to access

the call options.

< CL  Search (Ctri+E) o x q a
() For an audio call, click on the phone
@) NCS_0365test Teacher2 (SCHOOLS)  chat Fies [ & - icon at the top right corner of the chat

window.

3 Video call

& Audio call

For a video call, click on the camera
icon next to the phone icon.

e Click on the camera icon to turn your

0 ot06s6 e 490 © Ha Bl B - Bl
camera on/off.

Chat  Pesple  Raise  React Vi Rooms  Apps  Mare Camera

oL

G Click on the microphone icon to
mute/unmute your microphone.

o Click on the share icon to share your
window.

e To end the call, click the ‘Leave’ button.

9



SS©
Enable chat for students during meeting o

Return to Overview

ECKE—

File Home  Send/Receve  Folder Help

- ﬁ@%-*llﬁﬁ
o
a2

v

-

Try the new Cutlook (@ o#)

In the Outlook app, click on the

T O [l | g calendar icon.

A Browse Groups | () Address Book

New AddFocus New Meet  Teams Todey Mext
otment Meeting Time  ltems ~ Now Meeting 7 Days Week View Calendar = Calendar ~

Hew | Teams Meeting GoTe LU Artange il Marage Calendars Growps 1 Find

< August 2024 3 Tedw | < > 22-28 September 2024 B week v
MO TU WE TH FR Sa
2 29 10 31 1 2 13 Sunday Monday Tuesday Wednesday Thursday Friday Saturday
4 - 6 7T &8 9 W 22 23 24 25 26 27 28
n 12 13 14 15 16 17
' o190 223
23 2% 7 W29 W AN 9aM

Click on the meeting event you want
to enable chat for students.

O]

Select ‘Meeting Options'.

September 2024 wam
M S Under ‘Meeting chat, select ‘In-
25 usnaa meeting only’ from the drop down.
2 30 1 2 3 4 5 1M Weekly homework check-in
>[m] My Calendars =
Note: By default, the chat feature is
B E YD O T L 5 Untiled - Meeting -~ = -

disabled for students in Microsoft Teams.

Tracking Insert  Format Tewt — Raui Hal O Tal st kol

Meeting Options - D x|
@ = A

Send to Contact o Che Only organizers and co-organizers ~

File Meeting  Scheduling Ass#

S oW

Cancel Join Team{| Meeting

e

Meeting Meeting | Options | OneNote = Attendees v Q Res ates
Adtians, Teams Meeting OneNote Attend Allow mic for attandses (1) lates ~
We can't show MailTips right now,
(i) No respanses have been received for this meeting, Allow camera for attendees (D)
b Title I:‘ Record and transcribe automatically
Send
Update [ Required 0 NCS O365test Teacherd (SCHOOLS) Meeting chat
Optional In-meeting only “
Start time | Thu 1/8/2024 5 || 7:00 PM [ aqaa
Endiime | Thu1/3/2024 )| ms0pm

| Allow reactions

Location Microsoft Teams Meeting Room Finder
B D Provide CART Captions =

»

[]  Enable Green room ()

Microsoft Teams Meed help? Enable language interpretation (7) refresh this page
Join the meeting now Allow attendance report

Kaatina I A2 703 AR NG T E—



Use meeting controls during meeting (o2

©
» 3z O

Chat

(2] o ©O

(6]

B o)

People Raise React

How to use meeting controls on main bar

2]

Chat - Click the ‘Chat’ icon to open the
chat panel and participate in real time
conversations during the meeting.

People - Click the ‘People’ icon to view
and manage attendees in the meeting.

Proceed to ‘Manage attendees’ to find
out more.

Raise - Use the ‘Raise Hand' feature to
signal that you have a question or want
to speak.

React - Click the ‘React’ icon and choose
among the available emoticons for
reactions.

View

5

16

Rooms

© O 9

Apps More

View - Select the ‘View' icon to adjust
your layout and display participants
based on your preference.

Rooms - Click on ‘Rooms’ to ‘divide
participants into smaller groups for
focused discussions during the
meeting.

Proceed to ‘Create breakout rooms' to
find out more.

Apps - Use the ‘Apps’ icon to access
and integrate additional tools (i.e.
Proceed to ‘Add a poll to the chat’) to
enhance your meeting experience.

More - Proceed to ‘More Action
Items’ for more information.

S

SSOE

SPHORING EVRY

Return to Overview

Camera - Click ‘Camera’ icon to toggle
camera access.

Mic - Click ‘Mic’ to toggle microphone
access.

Share - Click the ‘Share’ icon in
Microsoft Teams to display a specific
window to all meeting participants.

11



Use meeting controls during meeting 2os2)

o S

Chat Peaple Raize

More

® Record and transcribe
9 (i) Meeting info
0 Ch Audio settings

A Language and speech

E§3 Settings

@ () Help

React

> © B8 & @8-

View Rooms Apps More

Record and transcribe

0 (@) Start recording
9 & Start transcription

Language and speech

e €9 Turn on live captions

G Ed Turn on Speaker Coach

Settings

€  callheaith
e = Meeting options

9 9% Accessibility

@ ﬁ‘ Don't show chat bubbles
m Kl Mute notifications

Action items under ‘More’ icon

© 60 0 00

Start recording - To capture audio and
video from the meeting.

Start transcription - Converts spoken
words into text during the meeting.

Meeting info - Shows details about the
meeting, such as the date, time, and
participants.

Audio settings - Adjusts your
microphone and speaker preferences.

Turn on live captions - Displays real-
time text of what is being said during
the meeting

Turn on speaker coach- Provides
feedback on your speaking pace and
style to help improve your presentation
skills.

® 8 88 606 0 ©

SSO,

SPHORING EVRY

Return to Overview

Call health - Monitors the quality of
your call, including connection and
audio/video performance.

Meeting Options - Allows you to
configure settings for the meeting,
like who can present or join.

Accessibility - Provides tools such as
keyboard shortcuts and screen
reader support.

Don’t Show Chat Bubble - Hides pop-
up notifications for chat messages
during the meeting.

Mute Notification - Silences alert
sounds for incoming messages or
other notifications.

Help - Accesses Microsoft Teams
support and troubleshooting
resources.

12



SSO©
Reco rd a m e Eti ng Ret:::n:o Overview

A & 6 © B8 B @ |- m\,&v
Share

Chat People Raise React View Rooms Apps More Camera Mic )
Select ‘More’ from the meeting
controls.

] Stop recording and transcription? e Select ‘Record and transcribe'.

(® Record and transcribe b {E} Start recording

() Meeting info &, Start transcription Cancel ﬁ e Click ‘'Start recording'.
Lk Audio settings
To stop recording

K Language and speech p) ?
. I:E} Stop recording
&3 Settings ’ ) Repeatstep () to ().
(s} Stop transcription
@ Help (5 Show transcript 9 Click ‘Stop recording'.

() Select 'Stop’ to confirm that you want
to end the recording.

13



Add a poll to the chat

252 0 © [
@ 2 H o) e "
Chat People Raise React View Rooms Apps More Camera
Search for apps Lo}
Polls X
Pall F
: e i -+ New poll O
Poll
P:w:'e: by Microsoft Forms X
Which type of professional development would you find most beneficial?
[ Workshops and seminars
|| Peerchservations and feedback
[] ©Online courses
Manage apps 2 [] Mentorship programs W
~+  Add option I @D Multiple sslections !
Polls

Microsoft Corporation
* 1.7 (285 ratimgs)

|:| Record names af respondents (Snly visible to meeting onrganiser and presenters in this app)

I Share aggregated resulss with respongents

SSO©

Return to Overview

To add poll as a function

b |~ Lee
™ Leave .
vie  chare (1 Select‘Apps’ from the meeting controls.
e Select ‘Get more apps'.
Polls %

e Click on ‘Add’ button for Polls.

Here iz a preview of the card you will be sending.

Poll: Mames recorded : Results shared

Which type of professional
development would you find most
beneficial?

Click ‘New poll’ to create a poll.

[0 Workshops and seminars
[ Peer cbservations and feedback

[ Oniine courses

Add your question-and-answer options.
Click on '+ Add option’ to create a new
answer choice.

|:| Mentorship programs

Submit Wote

Toggle the option on for ‘Multiple
selection’ to allow participants to select
more than one option in the poll.

Clicking Send will add Polls to this chat. By using thiz app you agres to its privacy
policy and terms of use.

9 E:ilISend

Select whether you want to share
results with respondents.

Preview your poll.

Click 'Edit" if you want to make changes,
or click 'Send" if you're ready to post it.

©0

14
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Share screen

Return to Overview

5 0 6 0 8 8 ® -~ | B %

Mt R
Chat People Raise React View Rooms Apps More Camera Mic Shars
o Select ‘Share’ from the meeting
? controls.
Share content Imchude: sownd E a b m - 'l!J - .
foom M bem o N aem 9 Toggle ‘Include Sound’ for audio.
Presenter mode ¢ Wind
naow Indhude sound li :l . ’ .
B ¢ = = Add background €) Select ‘Window’ and choose the desired
: ) @ . window to share.
- al i 5Test_MDE._Meeﬁng|Micmsoﬂ
Screen Window (7) Teams
S Note: Teachers are encouraged to share
—_ = | T ‘Window’ instead of ‘Screen’ to maintain
o confidentiality.
3 Dioouments
4

Microsoft Whiteboard

Start Whiteboard

S To stop sharing window

Microsoft Teams

PowerPoint Live Select ‘Stop sharing’ to stop sharing

Snipping Tool yOUF screen.
Mo files available

ok
Sign In and 1 more page -
. - Work - Microsoft Edge
& Browss OneDrive [

T Browse my computer

Se= your notes, sides, and audience while you present.

O & 6 © B B B -~ B\ | o e

Chat People Raise React View Rooms Apps More Camera Mic Stop sharing

15



Manage attendees

8]
| &2| O © B o)
Chat Feople Raise React View Rooms
Participants
Type 3 name
[ Share invite
* Presenbers (1]
John Lee
Organiser
w Attendess (4]
@ Alicia Lim
9 Shaun Toh
9 Estelle Lee
9 Samuel Koh
{b Dizable mic

CH Disable camera

£ Pin for me

Apps

B g

g Spotlight for everyone

£ Make a presenter

& Remove from mesting

o B

More Camera Mic
Participants
0 L}, Disable mic for attendess

9 & Disable camera for attendees

9 w Download attendance list

Share

SSO

Return to Overview

Click on ‘People’icon to access controls for
participants.

Managing individuals

® 06000

16/

Disable mic - Click to disable a participant’s
microphone.

Disable camera - Click to prevent participants
from switching on their camera.

Pin for me - Click to pin a participant’s video
for all attendees.

Spotlight for everyone - Click to highlight a
participant’s video for all attendees.

Make a presenter - Click to give a participant
control over sharing content and managing the
meeting.

Remove from meeting - Click to remove a
participant from the meeting.

Managing all participants

7
o
o

Disable mic for attendees - Click to disable
microphones for all attendees.

Disable camera for attendees - Click to disable
all attendees from switching on camera.

Download attendance list - Click to save a list
of participants for your records.
16



SSO©

After creating the breakout rooms,
you'll see them listed in the
Breakout rooms pane.

Create breakout rooms
O 5 Create breakout rooms before or
© 2 6 © B8 "
Chat People Raise React View Rooms Apps More Camera Mic Shars
Select ‘/Rooms’ from the meeting
Create breakout rooms = Breakout rooms W ContrOIS.
ST R 2 @) Choose the number of rooms you
, y ¥ All participants have been assigned want to create from the drop down.
ign partici Assign participants q .
e pamapee 9 R e Use the assignment options to
Automaticly sssign 0 pesple manually assign participants or let
® o zachroom + 2] @ Teams assign them automatically.
Open
O oo npeRe () Click on ‘Create room’ when you are
ready.

Proceed to ‘Assign participants to
breakout rooms’ to assign participants
automatically or manually.

o

17
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Add or delete a breakout room

Return to Overview

P & &t © B8 ® - B X

Chat People Raise React View Rooms Apps More Camera Mic Shars

\& Add a breakout room

(] Select ‘Rooms’ from the meeting controls.

Select ‘+" icon to add room.
Breakout rooms - 9

Delete Room 2? X
Delete an individual breakout room
ﬁ 4l participants have been assigned Cancel
e Hover mouse over the room and select

i » ‘More options’.
Assign participants

o Select ‘Delete’ to delete selected room.
?
?4. ? o 3 Remove rooms: x _ .
e Click ‘Delete’ to confirm changes.
This will deletz all existing rooms.
| Roem (1) ﬁ Cancel W Delete all breakout rooms

Closed

, Room 2 (1) o Select ‘Delete’ icon to delete all
Closed breakout rooms.
Room 3 (1) Cpen

- Closed

0 Select ‘Remove’ to confirm changes.
Renamse
Candice Chua (MCS)

Room 4 (0
Closed ?
Cieletz

18



SSO
Edit breakout room settings oo

O & & © ‘Bl ® - mv&v

Chat People Raise React View Rooms Apps More Camera Mic Shars “ Select ‘R 'f th ti
elect ‘Rooms’ from the meeting
controls.
Breakout rooms X ¢ Settings e Select ‘Rooms settings’.
bareic . e Select ‘Set a time limit" and choose the
pants to assign (2) 0 .
Azrign presentsrs to ® desired duration.
9 9 manage rooms
There are no assigned presenters to o Click on ‘Save’ button to confirm changes.
ceictfrom inthe mesting t the
2 [alaligi=j o
+ W © Editing breakout room settings
Opes St 3 time limit aO .
© e Toggle button to automatically move
Room 1 [0 ici i
e () 0 houre o participants into opened rooms.
oom 2 0 S y @ Toggle button to allow participants to
return to main meeting.

9 Automatically move people o (D) 0 Repeat step a

Fooms

G Let people return to the main t:l

7 e

19



Rename breakout room

S)

Chat

o
o2
Peaple

cC © B8 |6

Raise React WView Rooms

Breakout rooms x

Participants to assign (1)

Assign participants

+

W €3

Room 1 (1)
Closed
Raom 2 (1)
Closed

Room 3 (0}
Closed

Room 4 (0)
Closed

LX) m " & "

Apps More Camera Mic Shars

Rename Room 1?7 X
Room (1)

Cancel Rename

© 0 0 ©

SSO©

Return to Overview

Select ‘Rooms’ from the meeting
controls.

Hover over the room and select ‘More
options’.

Select ‘'Rename’ and type in the new
name of the room.

Click on ‘Rename’ button to confirm
and reflect changes.

20
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Assign participants to breakout rooms »

Return to Overview

» & 6 © B8 || ® - | W

\& Assign participants automatically
B
Chat People Raise React View Rooms Apps More Camera Mic Shars . .
Continue from Stepe in ‘Create breakout
rooms’ and choose ‘Automatically assign
‘ N people to each room'. Participants will then
e — X Breakout rooms X Assign participants to breakout rooms be assigned to different breakout rooms.
Manually assign each person to a room, or choose Shuffle to azsign everyone randomly.
e o You will be shown ‘All participants
X% Al participants have been assigned Participants to assign (2) Select 3 room >¢ Shuffle v have been assigned’. You may still
9 9 O wame s S manually assign participants to move
Assign participants —e students to different breakout room.
2 O @ Shaun Toh Unassigned ~
+ o & SSSan permcent O @ AliciaLim Unassigned
Jrasanes Assign participants manually
BTN v @ -
oo Oper e = Continue from Stepe in ‘Create breakout
o N rooms’ and choose ‘Manually assign
* Gosed feem 1 88 2 Funasand 4 people to each room’. Participants will then
o2 —_—— be assigned to different breakout rooms.
[=ljy]
Olosad

9 Select ‘Assign participants’.

Sort participants by selecting the
down arrow next to participant’s
name to place selected participant
into a specific room.

° Click on “Save’ button to confirm
assignment.

21



SSOI
Start breakout rooms o

5 & & © Al ® - m\,&v
Share

Chat People Raise React View Rooms Apps More Camera Mic

o Select ‘Rooms’ from the meeting
controls.

Breakout rooms o
9 Hover mouse over room and select

‘More options’ (three horizontal dots).

3 AN paticipants kave baen suigned 9 Select ‘Open’ in drop down to open
selected room.

Assign participants

+ o @ Starting all rooms concurrently

e O repeatsier @.
' ?f'“::' . @ 9 Select ‘Open’.

R Room 2 (1) 1
Closed
, Room 3 (1) Open
Closed Rename
Ciglets

22
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Joining and leaving breakout room

Return to Overview

P & &t © B8 ® - B X

Chat People Raise React View Rooms Apps More Camera Mic Shars

\& Joining breakout room

a Select ‘/Rooms’ from the meeting controls.

e Hover mouse over room and select
(©® Leaveroom ‘More options’ (three horizontal dots).

Leave room e Select ‘Join’.

Leave meeting

Assign participants Leaving breakout room

EBreakout rooms x

ﬁ &Il participants hawve been assigned

+ - Select ‘Leave room’ from the drop
— down to return to main meeting room.

, Foom 1 (1)

Open o
L meenz Q-

Open
, Room 3 (1) Jain

Open

Renams

23



Send an announcement to breakout rooms

O - .
» & 6 © @8 |8 N X
Chat People Raise React View Rooms Apps More Camera Mic Shars
Breakout rooms x Announcement
Be back in 10 minutes
=

ﬁ &1l participants hawe been assigned

Assign participants
g pa 302 PM IMPORTANT

' Be back in 10 minutes

r @5

R Room 1 (1)
Open

R Room 2 (1)
Open

. Room 3 (1)
Open

SSO©

Return to Overview

Select ‘Rooms’ from the meeting
controls.

Select ‘Make an announcement’'.
Type in announcement and click ‘Send’.

Students will receive a notification in
the meeting chat.

24
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Chat with participants in a breakout room

& Room 1

O o02s0

Q

Acthity
|| Chat
208

o
Toame

2]

ALSEINETEnTs

&

Cals

o

OneDrike

Chat

T Finned

* Recent

=

=
=
=

- = E

MCS O365test Teacher (SCHO.. 317

fiou:

Test_MOE_Meeting

Yiou:

Roam 3

You:
Room 2

Yiou:

Room 1

Yiou:

310 Phd

302 P

302 PM

302 PM

e < Search (Cirl+E

B Room 3 Chat Files Recsp Attendance Spesker Cosch [T

Y el C - a Select ‘Chat’ from the meeting controls
within the breakout room. The
‘Meeting chat’ for each breakout room
will appear on the right panel.

Hi, you may start your
discussion.

9 Chats for each breakout room can be
found in the Microsoft Teams chat
panel.

Note: Teachers have access to all breakout
room chats.

After a breakout room is closed, no more
messages can be sent.

You and your students can still access chat
9 — history after the breakout room is closed.

o+ P

Update
| ="

25
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Close a breakout room

Return to Overview

O & & © \B|e ® - mv&v

Chat People Raise React View Rooms Apps More Camera Mic Shars
() Select ‘Rooms’ from the meeting controls.
e » Hover mouse over the room and select
‘More options’.

9 Select ‘Close’ to close selected room.

Closing all rooms concurrently
+ <l o Repeat step o :

ONEE== © select Close rooms.
. Room 1 (1) @

ﬁ All participants hawe been assigned

Assign participants

Open .
: Tip: If you reopen rooms later, room
Room 2 (1) Jgin , . .
N assignments will remain the same unless
Open o you reassign participants or recreate
, Room 3 (1) o from scratch.
Open F=nams
409 Cloze
Closed

26



SSO
View breakout room participation in S

attendance reports

Gain insights into your students’ activity in
their class meeting breakout rooms with
attendance reports. See which with each

[T [4 Q1  Search (Ctri+E) Update *= ,g. - o x -
student joined, when they entered, and
= Chat - = f Room 2 Chat Files Recsp | Attendance | Speaker Cosch [3] when they left.
| g * Pinned @ Meeting less than 30s This meeting is less than 30 seconds. You can choose ancther report from the drop-down if it's not what you are looking for. 4 TO see brea kout room detaI|S from your
MCS 0365test Teacher (SCHO... 31,7 j Class m eeti n .
t'ﬁ') You: Thursday, August 1, 2024 3:04 PM - 3205 PM + Download g'
T‘; = Recent
i () T MOR Mesting e 1 3:04 pum - 3:05 pm 26 15< a Navigate to the class meeting and
R - T & e Amended Szart and end time Iieating duration Awverage attendance time SE|ect the brea kout room Chat you
- e want insights into.
) = \F.ﬂm?m 2 302
OneDvive N Partici t 1 r
@ o = €) select‘Attendance’.
ﬁ MName First jain Last leave: in-meeting d...  Role @ NCS_0365test_Teach.. [0 . .
s O SO0 iy s _— Cessher2@schonis oras () Click ‘Download" to obtain the
- attendance information for the
304PM  Joined main mesting breakout room in an excel file format.
3:05 PM LLeft main mesting
apps

Note: Attendance reports don't include
data from deleted break up rooms.
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SSO©
S h a re Wh ite boa rd Ret:::n:o Overview

@ %2 @ @ B 5) m 5 \@{ o share a whiteboard

Chat People Raise React View Rooms Apps More Camera Mic ’ Shars
o Select ‘Share’ from the meeting controls.
Share content N E i test Student Meeting = [m] S , . X ,
o . B @ o) §o & 0B B 8 - s L. a 9 elect ‘Microsoft Whiteboard'.

Mesting chat x e You have successfully shared the
Add background 1@ whiteboard.

NCS_0365t. &  NCSO365t. %

7] | test Student Meeting 0] . .
F 9 To stop sharing whiteboard

9 Select ‘Stop sharing’ to stop sharing

9 your screen.
Microsoft Whiteboard
. @
Start Whitebaard
100%
o N
PowerPaoint Live
Ses= your notes, shdes, and audience while you present. £
— Type a message
Mo files zvailable SE] Y240 @8T G - ol RO e - =

& Browse OneDrive

T Browse my computer

E3) 0 » & 0 Ne 0 > Leave

Stop sharing | Pop out Dial pad Hold Transfer Chat People View Apps Mare Camera Mic Share




Whiteboard menu

o . ® @ M 2t 60 B8 B o

Stop sharing  Pop out Chat People Raise React View Rooms

MCS_0365t. &  NC50365t. &

A test_Student_Meeting

00000000

STy e

—

R |

Mare Mic Share

Meeting chat

100%

Type a message

2 0 B Q@ ©

©o0 606 6 6 6 o0 ©

SSO

Return to Overview

Select - Move or resize objects on the
whiteboard.

Pan - Use the Pan tool to navigate
around the Whiteboard by clicking and

dragging.

Draw - Click this to draw or write on the
Whiteboard. Choose different colors and
pen thicknesses.

Sticky note - Select this to add sticky
notes or a grid of notes for brainstorming.

Emoticons - Click to insert reactions or
emoticons on the whiteboard.

New comment - Click this to add
comments anywhere on the whiteboard.

Text - Use this to insert text boxes.

Add shape or line - Click to draw shapes
or lines.



Chat

= @ B Test_MOE_Meeting That Files| Recap | Attendance Breakout Rooms Spesker Coach Q& [

Friday, July 26, 2024 1:00 PM - 1:30 PM B Part1 [*| Part2 [¥]Part3 &> Open in Stream

MCS 0365test Teacher (SCHO

est_MOE_Meeting
oom 3

oom 2
Room 1

E eeting

& O

W Test MOE_Meeting-20240726_161103-Meetin... AR O Search L5 %2 2

Content (3

|

Test_ MOE_Meetii P

@ Al notes @ Mentions = Transcript

# Test MOE Mesting-20240726.1° X -+
\ttps://sgmoe-my.sharepoint.com/personal/ncs_o365test_teacher_schools_gov_sg/_layouts/15/stream.aspx?id=%2Fpersona.. A [ (Y LI - 5 - O

NCS O365test Tea... TEST

® &3 Record T Upload Y Favorite + Playlist Bg Moveto () Copyto B Clipchamp -+ / Editing © Copy link

Test MOE_Meeting

4 Expiresin 114 days + 0

SharePoint App » HD + -+ > Documents > Recordings

SsoP)

SUPHORING £V1SY (EAIHG MOMTN

Return to Overview

Select the meeting chat that you
want to view the meeting recording
post-meeting.

Click on ‘Recap’ to view recording.

Click on ‘Open in Stream’ to view
recording in browser.
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SsoP)

SUPHORING £V1SY (EAIHG MOMTN

Return to Overview

stream.aspx?id=%2Fpersona A > ! ] ui} = ® % a

() https sgmoe-my.sharepoint.com/personal/ncs_o365test_teacher_schools_gov_sg/_layouts/15/s

TEST

W Test MOE_Meeting-20240726_161103-Meetin... &+ L Search L2 03 ? NCS 0365test Tea... . .
= Select ‘More options’ and click on
@ &) Record 7T Upload Yy Favorite + Playlist £g Moveto (0 Copyto 5 Clipchamp | = /2 Editing 'DOWnload'.

Note: External users will not be able to
download the meeting recording from
GO the browser.

S Click on "Copy link’ to retrieve the
recorded meeting link.

Test MOE_Meeting

July 26, 2024 Expiresin 114 days - Oviews - SharePointApp « HD - uments Recordings

Add a description to explain what this video is about.



Support Options

Help is available should you want Further information regarding Microsoft Authenticator
or if you encounter any issues:

SSOE 2 Service Desk

If you encounter technical issues, you may contact the SSOE 2 Service Desk :
« Call| 1800 7663 663
« Email | help@schools.gov.sg



mailto:help@schools.gov.sg

ssOE)

SUPPORTING EVERY LEARNING MOMENT
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