Microsoft Teams

Prirucnik za nastavnike
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Uvod

Microsoft Teams alat je za komunikaciju i kolaboraciju nastao evolucijom Microsoft Skype for Business alata. Dio je
Office 365 pretplate i uklju¢uje moguénosti odrzavanja video sastanaka, slanje tekstualnih poruka, dijeljenje
podataka.

Pristup

Pristupite prijavi putem Office 365 portala na https://www.office.com/

Odaberite Sign in

Get Office Sign in

Unesite Vase korisnicko ime i lozinku kojom pristupate na pretinac.vs-securus.hr, uz korisnicko ime potrebno je
dodati @vs-securus.hr

Outlook

% Microsoft

Sign in

to continue to Outlook

mario.grgic@vs-securus.hr

Can't access your account?

Sign in with a security key (2)
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https://www.office.com/

Na pocetnoj stranici odaberite Teams

Good morning

+ & e @ H $ GdE P &

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams
Forms Admin All apps

Preuzimanje

Microsoft Teams moZete preuzeti i na sljedeéoj poveznici kao desktop ili mobilnu aplikaciju
https://teams.microsoft.com/downloads

Get Teams on all your devices

Desktop Mobile
B Windows 64-bit & ios
EE Windows 32-bit i® Android
® Mac

2 Linux DEB 64-bit

2 Linux RPM 64-bit
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Kreiranje timova i kanala

Komunikacija i dijeljenje sadrzaja odvija se u timovima tj. u kanalima unutar tima. Tim mozZete sami kreirati i u njega
dodati ¢lanove.

Da bi kreirali svoj tim odaberite Teams -> Join or create team -> Create team

Search or type a command

! Teams Y & 8" Join or create team
E Hidden teams ’

.te

e

Teams ‘

e

Search or type a command

‘!' < Back

(=] Join or create a team

w

Teams . :ii

] . .

A Create a team Join a team with a code

. . . Enter code
&' Create team
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Odaberite vrstu tima koji Zelite kreirati, preporuka je odabrati Class.

Select a team type
[
P
G

Class

Discussions, group projects,
assignments

Staff

School administration and
development

1 F

Professional Learning
Community (PLC)

Educator working group

WA

Other

Clubs, study groups, after school
activities

Na idu¢em koraku dodijelite naziv timu, preporuka da to bude naziv predmeta.

Create your team

notes in Class Motebook.

Name

Predmet

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for

Description {optional)

Create a team using an existing team as a template
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U ovom koraku dodajete studente u tim. UpiSite imena studenata koje Zelite dodati zatim odaberite Add.

Add people to "Predmet

Students Teachers

Search for students

Start typing a name to choose a group, distribution list. or person at your school.

Studente u predmet moZete dodati i generiranjem koda, s kojim se studenti mogu sami prijaviti u predmet.

Potrebno je kliknuti na tri tockice pored naziva predmeta, te iz izbornika odabrati Manage team.

Search or type a command

e ¢ Allteams - General Posts Files 3Imore~ + & Team
'lil' ‘
Teams )
Predmet vas Upload Class Materials
B ' @ Mans ge team Set up Class Notebook
General
= A channel
E Prva uk:ija = Add channel
& Add member
started
e & Leave the team
om you
& Edit team
leeting ended: 4m ar
@ Get link to teamn
¢7 Manage tags
:_f‘!:' § created channel Prva lekeija. Hide chamnmel
fii Delete the team mnged team description.
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U izborniku odabrati opciju Settings, te generirati Team code.

Taj kod moZete objaviti unutar predmeta na Gaudeamus, ili na Pretincu uz napomenu da se studenti moraju s tim
kodom prijaviti na Vas predmet.

Microsoft Teams - e _

# eam
‘ Predmet -
Fredmat
Members Pending Requests Channels  Settings  Apps 1 more

Predmet * Team theme Pick a theme
General

v Mambaer permissions Enable channel creation, adding apps. and mare
Prua lekeija P ! / !

v Guest permissions Enable channel creation

¢ [mentions Choose who can use @team and Schannal mentions

» Team code Share this code so people can join the team directly - you won't get join

% won't be able to poin with & tearm code

Odabirom na Dodatne mogucnosti (-++) moZete upravljati timom, dodavati kanale ili ¢lana.

Search or type a command

2 : Teams Y i 28" Join or create team
_ar Your teams
o vee
Teams
- 2% Hide
% 5% Manage team
A = Add channel
Predmet
2 Add member
‘%& Leave the team
& Edit team
@ Get link to team
Hidden teams 0 Manage tags
@ Delete the team
(]
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Svaki tim prilikom otvaranja ima zadani kanal General. Taj se kanal koristi kod objave informacija koje su potrebne
cijelom timu.

Ako Zelite stvoriti novi kanal za neki projekt, temu ili dio gradiva:
¢ Odaberite Dodatne moguénosti pokraj naziva tima («««)
¢ Odaberite Add channel

¢ Unesite naziv i opis kanala.

Create a channel for "Predmet" team
Channel name

Prva lekcija

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team

Automatically show this channel in everyone’s channel list

Cancel
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Dodavanje datoteka

Dodati datoteke s racunala moZete odabirom na kanal unutar tima, zatim Files -> Upload.

Microsoft Teams - e

< Al teams Prva lekcija Posts Files Notes + 7
+ New ~ T Upload v 3 Sync < Copylink - = All Documents
Prva lekcija
Predmet
Name -~ Modified | Modified By -~
General
Prva lekeija
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Pokretanje video/audio sastanka

Odabirom Meet now moZete pokrenuti video ili audio sastanak.

oo
. Prva lekcija

Predmet ’ "'

Welcome to the class!

Unesite naziv sastanaka i odaberite Meet now ako Zelite odmah zapoceti sastanak ili zakazati sastanak u neko drugo
vrijeme odabirom Schedule a meeting.

Want to add a subject?

Meet now

,__11 / Off I;'_':,] Camera [ Schedule a meeting

11
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Ako ste odabrali Schedule a meeting unutar Zeljenog kanala potrebno je postaviti vrijeme pocetka i zavrsetka

predavanja te naziv predavanja i zatim odabrati Send kako bi obavijestili sve studente na predmetu o kreiranom
video predavaniju.

Microsoft Teams E Search or type & command

G New meﬂing Details  Scheduling Assistant m Clase

Tirnee zone: (LITC+ 00000 Sarajend, Skope. Warsaw, Zagreb ‘

[l Mar 14 2020 &30 PM Mar 14, 2020 5400 PhA im @  Alday
F  Doesnot repeat

=] ﬂ Pradmet Prva lekcija

Meetingu mozete pristupiti par minuta prije pocetka odabirom kao na slici nize.

< All teams Prva lekcija Posts Files Motes @ Team
J
p o This message has been deleted
' Heply
Predmet Mijo Pesic 226 P

Scheduled & mesting

MP
Genara Y
Prva lekcija

Saburday, March 10, N00 @ 430 PW

H Prva Lekcija
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Zatim odaberite Join kako bi pristupili zakazanom Mettingu.

Microssft Teams - e m
E Prva Lel::ija Chat Dotalls Scheduling Assistant Mesting notes  Whiteboard - “ Clere

< Camcel meeting Time zone:

[UTC *01:00) Sarapewo, Skopje, Warsaw, Zagreb Meeting options Tracking

& Pralewil

P higt: Petic

Crgamizer
= eda
=l Mar 14, 2020 4:30 PRA Mar 14, 2020 5:00 PM om @ All day
%] Dioes not repeat
2 0
®
= B I U SI¥ & & L= = = E »n =
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Upravljanje sastankom

Kako bi prikazali prezentaciju ili radnu povrSinu odaberite Share kao na slici nize.

Invite people to join you

0520 W

Za otvaranje prezentacije odaberete Browse i odaberite prezentaciju. Za prikaz radne povrsine odaberete
Screenshare.

Browse Whiteboard
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Za snimanje predavanja odaberite Dodatne mogucénosti (-++) -> Start recording.

Za prekid snimanja predavanja odaberite Dodatne moguénosti (-«+) -> Stop recording.

£33 Show device settings

E Show meeting notes

O Enter full screen

i Keypad

. © Start recordi
Invite pe. s

(#4 Turn off incoming video

Kako bi podijelili snimljeni video odaberite Dodatne moguénosti (***) -> Share.

Microsoft Teams

PR

Predmet

General

General Posts Files Class Notel

Meeting started
D1 Meeting ended: 4m w

Meeting

»
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Ponovno kliknite na Share.

Share

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

Odaberite Copy i kada ste kopirali odaberite Cancel.

Share

e

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
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Poveznicu zalijepite unutar kanala i pritisnite Enter.

Search of type & comimand

[

Prva lekcga

: Welcome to the class! l
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Podrska

Sa svim upitima slobodno nam se obratite emailom ili pozivom.
Sluzba za informatic¢ku podrsku:

e-mail: informaticka.podrska@vs-securus.hr
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