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Using MS Teams Functions for Assessments

This handout demonstrates screening sharing when using the MS Teams

application and using a web browser.

This is the task bar on the MS Teams application:
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To share your assessment:
B

h e Open the assessment in a new window
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Select ‘Share’
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For further details: https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-
90c84e5a-b6fe-4ed4-9687-5923d230d3a7
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Screen sharing a PowerPoint presentation (MS Teams app)

Select ‘Share’

Then select ‘Window’ and the window you want to share
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Share content Include sound (@ )

Presenter mode

Whiteboard
soard
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PowerPoint Live

See your notes, slides, and audience while you present.
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Feature use is limited to cursor movement only. A pop up window will appear so
you can see the service user and yourself.

For further details: https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-
90c84e5a-b6fe-4ed4-9687-5923d230d3a7

Authored by: FATE-A Team (https://blogs.city.ac.uk/FATE-A/) City St George’s, University of London
MSTeams_Functions_V2_Aug25



https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7
https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7
https://blogs.city.ac.uk/FATE-A/

11 FATE-A barts*

CHARITY

ST GEORGE'S

UNIVERSITY OF LONDON

You can share via PowerPoint Live if your assessment is presented on PowerPoint
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Microsoft Whiteboard

Start Whiteboard
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PowerPoint Live
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When using PowerPoint Live, you can use '‘Annotate’ features to show where you
are pointing
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I am going to show you some
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For further details: https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-
90c84e5a-b6fe-4ed4-9687-5923d230d3a7
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Three useful features are Cursor, Pen and Laser Pointer.

1. Cursor

SN

These features can be used to point. This facilitates pointing gesture required in
this assessment.

For further details: https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-
90c84e5a-b6fe-4ed4-9687-5923d230d3a7
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Screen sharing a Webpage (MS Teams app)

Select ‘Share’
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Then select ‘Window’ and the window you want to share

«  City, University of London  Ac = o X

o wee
©cgcoEa e - m.oy. = pymm
Chat People Raise React View Rooms More Camera Mic Share

Apps

Share content Include sound @

Presenter mode

O Q B & Add background

Screen ‘Window (12)

[l Microsoft Whiteboard < Window Include sound @

Start Whiteboard

' Content from camera
73 Share a document, a whiteboard, and

Test | City, University of
PowerPoint Live
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For example:
HAVE YOU RECENTLY:
Felt that you were ill?
Not No more Rather more Much more
atall than usual than usual than usual

You cannot annotate when sharing your window.

For further details: https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-
90c84e5a-b6fe-4ed4-9687-5923d230d3a7
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Screen sharing when joining from a web browser

If you are joining a meeting from a browser, you have the option to share a tab.

Share content

() Screen, window, or tab
Choose what you want to share

~ o (4) Calendar | Test | Microse @ x4 = (=] X

« 5> ¢ @ teams.microsoft.com/v2/

Choose what to share with teams.microsoft.com

The site will be able to see the contents of your screen

Chrome Tab Window Entire screen

XM CPiB

CPIB

) Also share tab audio ©

This reduces distractions on the screen.
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Close
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B sharing this tab to teams.microsoft.com Stop sharing View tab: teams.microsoft.com

Communicative Participation Iltem Bank (CPIB)

The following questions describe a variety of situations in which you might need
to speak to others.

For each question please mark how much your condition interferes with your
participation in that situation.

By ‘condition’, we mean ALL issues that may affect how you communicate in
these situations, including speech conditions, any other health conditions, or
features of the environment.

If your speech varies, think about an AVERAGE day for your speech — not your
best or your worst days.

For further details: https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-
90c84e5a-b6fe-4ed4-9687-5923d230d3a7
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You cannot annotate when screen sharing windows or tabs.
v XM CPB = x + = =] X
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B Sharing this tab to teams.microsoft.com View tab: teams.microsoft.com
For Example:

Does your condition interfere with....

... sharing your opinion with family and friends?

m A little Quite a bit Very much

Other content MS Teams can share when using the app:
e Entire desktop or phone screen

e Whiteboard

For further details: https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-
90c84e5a-b6fe-4ed4-9687-5923d230d3a7
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