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Microsoft Teams (an application of a Microsoft Office 365 used by KILAW for Electronic
messaging and e-collaboration) provides faculty members and teaching assistants with the
ability to broadcast live lectures and interact with students remotely through Virtual
Classrooms technology. The technology allows students and teachers to participate in live
interactive lectures using audio and video via any desktop or laptop computer, smartphone or
tablet device. The system can also be used to collaborate with the students using chats,
synchronous application sharing, and integrated virtual whiteboard. Besides, the teacher can
publish and share electronic notes, presentations and other educational resources that can be
used by the teacher and students in the virtual classroom. Live lectures sessions can also be
recorded to allow students to view them online later using video streaming technology.
Recorded lectures can also be added to the course page in KILAW's Learning Management
System. Moreover, the live broadcasting feature can be used to host international external
lecturers or external examiners during Master's thesis discussions at KILAW.

Logging in to the System

You log in to the system in two methods. The first method (the method that is recommended
to be used to obtain better system performance) is to run Microsoft Teams program on a
personal computer, smartphone, or tablet. To download and install Microsoft Teams system
on a personal computer, visit the following page:

https://products.office.com/en-us/microsoft-teams/download-app

To download and install the software for smart devices, search for the app Microsoft Teams
in Apple App Store or Android Google Play, then install it on your device:
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After installing the program on your personal device, smartphone or tablet computer, run the
program. The following screen will be show asking for entering your username and
password:

B Microsoft Teams - >

Microsoft Teams

A
v
-

Enter your work, school or
Microsoft account.

Sign-in address

Not on Teams yet? Learn more

@ Open Teams on start-up

Enter your username and password, which are the same username and password you use to
log in to KILAW’s email system.
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Note: To broadcast live lectures, you need to use Chrom browser. You can also download
Microsoft Team software for personal computers to get a better performance for live
broadcasting.

The second method is using Chrom browser on a personal computer. To use this access
method, please follow these steps:

1- Visit KILAW’s web site: kilaw.edu.kw

()
KI-AW MY KILA E-LEARNING (LMS) KILAW JOURNAL ANNUAL CONFERENCE E-RESOURCES e
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KUWAIT INTERNATIONAL LAW SCHOOL

AboutUs v Faculty v Departments v Academics v Admission v Students v Research v Services v News Events

2- You will see the login screen of KILAW’s Office 365 system. Enter your username and
password, which are the same username and password used to log in to KILAW’s email
system:
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3- After this step, Office 365 applications screen appears, choose “Teams” system:

Office 365 £ Search

Good afternoon Install Office
+ =® e @& $ ®m D
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Gk
Notebook
Sway Forms Admin All apps
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Note: You can also access “Teams” system via Outlook Email System screen by clicking on
the dots icon in the upper left corner of the screen and choosing “Teams” System from the list
that will appear to you:

3 Office 365 —

m Outlook @ OneDrive
m Word !' Excel

a PowerPoint [\ OneNote

Class Notebook @ Sway
[ﬁ Forms n: Admin

All apps -

Joining the live broadcast of a lecture

1- After logging in to the system using Teams program (Method 1) or using Chrom Browser
(Method 2), you will then see “Teams” System screen. Please note that the teacher can
deliver and manage live broadcasts (virtual classrooms) using a computer (desktop or laptop)
not through a smartphone. Students can participate in the live broadcast via a computer or via
a smartphone:
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Teams
a Create a team Join a team with a code

Assignments
Enter code

Calendar Bring everyone together and get to work! Got a code to join a team? Enter it above.
Apps
Help
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2- You can show the teams of your courses by clicking on the "Teams" button on the left-
hand side of the screen:

Microsoft Teams

< All teams General Posts

VC

Virtual Classroom

General
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3- From the “Teams” screen, choose the name of the team (course) for which you want to
broadcast a live lecture. After clicking on the team name, you will see a screen for that team
where you can start broadcasting a live lecture by clicking on the camera icon at the bottom
of the screen as shown in the following screenshot:

o

Upload Class Materials

Start a new conversatQn. Type @ to mention someone.

Ay ¢ © @ B o> Q -

You can find the camera icon below the chat message box:

Start a new conversatin. Type @ to mention someone.

Ay C © @ B o> Q -

4- The microphone and camera settings screen will now appear to prepare for starting the live
broadcasting. Allow the use of the microphone and the camera by pressing the "Allow"
button from the dialog box in Chrom Browser:
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teams.microsoft.com wants to
&, Use your microphone

B« Use your camera

Block

5- You will now see the live broadcasting screen. Click the "Meet Now" button to start the
live broadcast:

Want to add a subject?

Meet now

% / Off B Schedule a meeting

6- By pressing the “Share” button, you can now display your device’s screen to the
participants in the lecture (Screen Sharing) so that they can synchronously view what you
display and annotate on the screen such as presentations, websites, and YouTube files.

w8 (q

After clicking the “Share” button, the screen sharing page appears. You can display your
device screen to the participants in the lecture by clicking the “Screenshare” button:
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Screenshare PowerPoint Browse Whiteboard
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Desktop/Window Puzzle Presentation Ver 1...  Puzzle Presentation Ver 2...  Kuwait Technology Com...  Kuwait Technology Com.. Microsoft Whiteboard

The screen sharing page will appear, click the “Your Entire Screen” button to show your
entire desktop screen then click on “Share”:

Share your screen

teams.microsoft.com wants to share the contents of your screen. Choose what you'd like to share.

Your Entire Screen Application Window Chrome Tab
\
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Cancel Share

You can also click the “Application Window” button to show a specific application window
from your device (like the window of a specific program) instead of showing your entire
desktop screen:
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Share your screen

teams.microsoft.com wants to share the contents of your screen. Choose what you'd like to share.

Your Entire Screen Application Window Chrome Tab
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) N 1
PR TR B Lt LT 2 Sht R Ai Lot S S el oS ST A S¥ SERI e - X ¥ ,,‘,: :
PR P T Ty

Arvuzaacan

A A A LAY A S TS LT L e A

Vo hibon oy N s

UaBRARAOFRBALTOAL 93>0 7 OHH-2F BEmy

Cancel Share

You can also use the integrated electronic whiteboard by clicking “Whiteboard” button:

Screenshare PowerPoint Browse Whiteboard

B B A B o

Desktop/Window Puzzle Presentation Ver 1...  Puzzle Presentation Ver 2...  Kuwait Technology Com... Kuwait Technology Com.. Microsoft Whiteboard

After clicking the “Whiteboard” button, the whiteboard screen appears:

10
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Microsoft Teams 4 Search or type a command El
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To utilize the benefits of the electronic whiteboard, it is recommended to use an pen-enabled
device like Microsoft Surface tablets.

7- To turn off or turn on the camera or audio, press the camera or microphone icon as shown
in the following figure:

8- To end the live broadcast, click on the "End Live Broadcasting" icon as shown in the
following screenshot:

Recording your live lectures

1- You can record the live lecture to share it with your students or add it to KILAW’s
Learning Management System. To Record the live lecture, click on the three dots icon
(entitled “More Actions”):

11
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More actions

2- The “More Actions” menu will appear, click on the “Start Recording” button:

03 Show device settings

El Show meeting notes

T3 Enter full screen

Keypad

(O Start recording

(4 Turn off incoming video

£ S
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After finishing the recording, your recorded lecture will be available on your video streaming

storage space in Microsoft Office 365 Stream system. The team page will show the recorded
videos as show here:

Microsoft Teams Search or type a command
s B . |
A All teams Ve General Posts otebook Assignments
Chat \V/@ Meeting ™
Meeting in “General” Recorded by: Dr. Salah ANNgj
e @
Teams
Virtual Classroom
< Reply
General
Meeting ended: 31s
Meeting
Meeting in “General" Recorded by: Dr. Salah Alpéjem
Cc

' VC

Meeting
Meeting in “General* Recorded by: Dr. Salah Alnajem
s ®
Teams

Virtual Classroom

< Reply

The following menu will appear, click on the ”Share” button to get a sharing URL which you
can send to your students or add it to your page on KILAW’s Learning Management System.
This URL allows the students to view the recorded lecture at any time using video streaming

technology. You can also click on the “Open Microsoft Stream” button to open your video

streaming storage space in Microsoft Office 365 Stream system where you can manage and
download your recorded videos:

13
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4 Meeting ended: 59s

Meeting Open in Microsoft Stream

Meeting in "General” Recorded
SR °<§ Share

@ Get link
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cPY (7 Make this a tab
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=4 Meeting ended: 31s (D Learn more

/N Report a problem

Meeting
Meeting in "General” Recorded

After selecting on the “Share” command from the menu, the following screen will appear.
click on the “Share” button:

Share

Want to make this recording available to everyone in
your org?

The following screen will appear, click on the “Copy” button to copy the recorded video
URL. You can send this URL to your students to view the video recording:

14
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Share

The recording is now available to everyone in your
org. Anyone with the link will be able to access it.

Link

https://web.microsoftstream.com/videc

You can stop sharing at any time and meeting
participants will still have access to the
recording

Cancel Stop sharing

Adding shared files for a specific team

1- Show the teams of your courses by clicking on the "Teams" button on the left hand side of
the screen:

15
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Microsoft Teams

< All teams General Posts

VC

Virtual Classroom

General

2- From the teams screen, choose the name of the team you want to add shared files to. After
clicking on the team name, you will be presented with the screen of that team. By clicking on
the "Upload Class Materials" button, you can add files to the shared files section so students
can view and download them to their devices (for example: Power Point presentation files or
PDF files of the course)

Microsoft Teams 4 Search or type a command -

< All teams General Posts Files Class Notebook Assignments Grades
Teams Welcome to Virtual Classroom
Virtual Classroom
5] Choose where you want to start
General
T )
L j o S
Upload Class Materials Set up Class Notebook

Start a new conversation. Type @ to mention someone.

A ¢ © @ B o @

16
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3- After clicking on the “Upload Class Materials” button, the Shared Files screen appears,
through which you can add the files of the course by clicking on the “Upload” button. You
can also create new folders and files by clicking on the "New" button:

+ New v T Upload v &3 Sync @ Copylink L Download + Add cloud storage -+ = All Documents v
General
[M Namev Modified | Modified By \/
Class Materials Dr. Salah Alnajem
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