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Logging into MS Teams

1. From your computer, type “slc.me” into your web browser address bar. We suggest you

use ‘Google Chrome’ for the best experience.

2. Enter your full SLC email address. Don’t forget to end it with @student.sl.on.ca. Click
‘Next’

== St.Lawrence College

Sign in

SLC email address

Can't access your account?

Please use your SLC email address to sign in.

@,} Sign-in options

3. Enter your password

4. Click on the ‘Sign in’ button
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5. Now you will be on the landing page of the SLC portal. Click on the 9 dots (waffle) in the
top left-hand corner of the screen.
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@ S I C - m e Student Home Academics v Campus Life v College Services \/ Finances ¥ Not following
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St. Lawrence Surge Protect Yourself Online

Connect with UR SLC

LEARN MORE - Blackboard College Website

6. You will see all of your Apps. Click on ‘Teams’ to launch your own Microsoft Teams

Office 365 >

[ﬁ Outlook ‘ OneDrive

[' Forms H Whiteboard

All apps -
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Your MS Teams Window

Once your MS Teams launches, you will be able to click on ‘Calendar’

picrosott feams — _

Teams = €§3 &3 Join or create team

Your teams
IRINS
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Client Services Team ITS Department ITSO - IMT Account Issues System Services Ticket

Review Team

Microsoft Teams Q Search
E Calendar 1 Meet now 4+ New meeting .
Gl Today October 2021 B Work week *~
Monday Tuesday Wednesday Thursday Friday

12 PM

1PM
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Schedule your Teams Meeting:

Microsoft Teams Q Search

B New meeting Details  Scheduling Assistam/

Time zone: (UTC-05:00) Eastern Time (US & Canada) ~ Response options Require registration: None

Vs Add title

%, Add required attendees + Optional
v <

T 10/6/2021 230 PM / 10/6/2021 / 2:00 PM /

3om @  Alday
(Zh Does not repeat

= Add channel

@ Add location

= OB T U S Y A A paragaph A

1
e
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Type details for this new meeting

1. Please verify that your Time Zone is set appropriately. Most students who are located near
one of our campuses, should have their time zone set to Eastern Standard Time - EST

2. Enter an appropriate title for your meeting

3. Add required attendees by typing in their full slc email address(es)

4. Click on the date and time to set the appropriate start and end times
5. Add any extra pertinent details in the bottom field

6. Click on ‘Send’
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Joining the Meeting

B Calendar h Meet now

£l Today October 2021

04 05 06 07 08

uesday Wednesday Thursday Friday

3PM 4
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At the time of your meeting, you can launch Teams, and open your Calendar

2. Find your meeting on your calendar, and double-click it

3. Ifyou click the entry once, you will get a ‘Join’ option that will allow you to join the actual
meeting

4. You will have the option to toggle your camera view and microphone on/off

Join now

® O (@ 53 Realtek High Definition A...

5. Click on ‘Join now’ and you will have started your meeting
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Options while in your Teams Meeting

All participants can toggle their cameras and microphones on/off depending on whether they
want their live video feed to be sent or not. It is good practice to put your microphone on mute if
you are not speaking. This will cut down on a lot of annoying background noise.

Participants can share their screen by clicking on the ‘ShareTray’ icon. Another small window will
then open that will allow you to choose which screen/application you’d like to show others.

o022 @M &

\A/aitinA far atharc +A inin
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Screenshare PowerPoint Browse Whiteboard

= | 2| & ad in

Desktop/Window HSHBOWIL — Feb 2021.pptx  Palo Alto Fuel Presentati... hand jive french version.... Microsoft Whiteboard Freehand by InVision

When you are done sharing your screen, don’t forget to ‘Stop sharing’

teams.microsoft.com is sharing your screen. Stop sharing Hide

Clicking on the ‘Raise Hand’ icon will give the Meeting Organizer a prompt that you would like to

ask a question

01:02:29
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Chat with Team Members

Clicking on the ‘Talk Bubble’ will open the Meeting Chat window and allow you to chat with all
the members of the Team at once. Please be aware that what you enter in this chat will be

viewable by everyone.

See Who Has Joined the Meeting

Clicking on the ‘Participant’ icon will open the ‘People’ window. This will allow you to see who
has entered the meeting, as well as everyone that has been invited.

o022 @M &

More Actions

0022 @M &

When you click on the three dots (...) you will have a number of options, including how you see
the images of the participants. You can also Start/Stop recording your meeting through this
option.

i?} Show device settings
[} Show meeting notes
() Show meeting details

O Enter full screen

B Gallery v

‘ ff Large Gallery (Preview)

g5 Together Mode (Preview)
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Recording a Meeting

You can also Start recording your meeting through this option. Once you’re finished recording,
you can click on the three dots again and Stop recording.

@} Show device settings

[} Show meeting notes
() Show meeting details

O Enter full screen

Gallery v
Large Gallery (Preview)

Together Mode (Preview)

i Keypad
o Start recordi
Waiting for  © e

@ End meeting

(X Turn off incoming video

c B

Please Note: that there will be a screen notification indicating that the meeting is being recorded.
It is, however, always good etiquette to verbally let people know when you're recording.

A\ You're recording You are recording this meeting. Be sure to let everyone know that they are being recorded. Privacy policy.
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Your Teams Meeting Recording

After you stop recording, the organizer of the meeting will be prompted with a Chat message
indicating that the ‘Recording is ready’ in their OneDrive

Chat = @

o test
Recording is ready ¢

If you want to watch the video, you can click on the Recording prompt. You will then have to
enter the email address for the person who organized the meeting.

BS Microsoft

Verify Your Identity

You've received a secure link to:

m test-20211006_155600-Meeting
Recording.mp4

To open this secure link, we'll need you to enter
the email that this item was shared to.

Enter email 0

Next

Leaving the Teams Meeting
You can leave the meeting by pressing on the red call ‘hang up’. Other participants will remain in

the call until they hang up.




