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1. Set up the session

2. Running the session

Open all the digital materials you intend to use e.g. PowerPoint presentation / Word documents etc. 

Log into MS Teams Calendar and check the meeting settings to ensure that only you can present 
(guidance here)

Start the meeting early so that you have time to set up and check everything is working 

Have a pre-prepared welcome PowerPoint slide ready with session details such as timings/break times etc. 

Share your screen using the screen share      button in the middle of the MS Teams toolbar

You can choose to share the ‘Desktop’ (students will see everything you see on your screen) or 
a specific app e.g. PowerPoint (students will only see that app not anything else on your screen)

If you intend to play video for students, when screen sharing tick the box - “Include system audio”

You may then want to mute your camera and microphone until you are ready to start the session

Whilst waiting for students, if a second device e.g. phone/tablet is available to you, log into the meeting 
on this device to monitor Chat

Consider putting a poll in the meeting Chat to establish student interaction e.g. How are you today? 

***
*
**

Make sure to click on the ellipsis in the tool bar and START RECORDING

Make sure your second device is muted (if using a phone / tablet to monitor Chat)

Unmute the mic on the main PC and turn on the camera 

In the participants list in the meeting and click ‘Mute All’ at the top to ensure there’s no background noise

Conduct a sound check by asking the students whether they can hear and to put hands up if they can

If this is the first class, orientate students around MS Teams and set expectations for interaction/behaviour

Facilitate the session as planned incorporating as much interaction with plenty of breaks 

Best practice is to use the Chat feature to ask questions (Ask students to keep their mic muted)

Consider the use of Chat/polls/MS Forms/Canvas discussions as outlined in this training session
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3. Completing the session

Click the ellipsis and STOP RECORDING - DO NOT just end meeting as the recording 
may be corrupted

Check the chat to ensure there are no final questions

Press the red telephone icon to end the meeting 

Consider how you are going to present all your content on screen so that students at 
home can see it (students at home will not be able to see the whiteboard / flip-chart in 
class) you will need to show everything on screen for both audiences

It is advisable to log in on a second device (e.g. phone / laptop if one is available) to 
make sure students are seeing what you want them to see and to monitor the Chat

Position the webcam so it will pick you up in the class the majority of the time if 
possible

If playing video in class, mute the presenters mic and ensure you click the box to 
‘include system audio’ when sharing your screen.

The ‘raise hands’ tool can be used to sound-check, ensure students understand and 
to get quick reactions rather than having to wait for Chat messages  

It is advisable to take all questions in the Chat (students in class can use phones / 
laptops) as questions in class may not be picked up at home and unmuting those at 
home can cause feedback. Build in time for this or consider allocating students to 
help in class

Consider in advance how you will interact with students e.g. Chat / polls / MS Forms / 
Canvas discussion forums / raise hands (see how here)

If questions are asked in the class, repeat them for those at home

It is easy to forget the online audience, you should have a plan for how you will engage 
with them during the session (and remind yourself to do it!)
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Do not forget to record the session! 
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Link to guidance on facilitating online sessions:        http://go.qub.ac.uk/LiveOnlineClasses
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