Driver Training Virtual Meetings: Microsoft Teams

GENERAL GUIDELINES
• Software used for virtual meetings coordinated by the Ohio Driver Training Program Office will be Microsoft (MS) Teams. 
• Participants must set up a free Microsoft account prior to the course starting
· Participants will provide the registered email address to the Program Administrator responsible for the meeting prior to the course start date. 
• Participants will need access to internet and audio and visual equipment in order to use Microsoft Teams. (camera, speakers, & microphone)
• The meeting will start on time according to the time provided. 
• Prior to each course there will be a 30-minute check in and troubleshooting time for students to ensure they are able to access materials and interact with the instructor. (For instance if a meeting is at 10:00am, there will be a check in and troubleshooting period from 9:30-10am and the meeting will begin promptly following that) 
• If you have questions prior to a course please contact Driver Training: drivertraining@dps.ohio.gov
MICROSOFT TEAMS ACCOUNT
Step 1: When you receive the information to attend the course, click on the link that says “Join Microsoft Teams Meeting.” 
[bookmark: _GoBack]Step 2: Open “Microsoft Teams” 
Step 3: Click “Join on the Web Instead.” if you do not already have the Microsoft Teams App. (Use Google Chrome or Microsoft Edge as your browser. Firefox is not supported) ** you DO NOT have to download the MS Teams app ** But it is preferred that you download the MS Teams app.
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Step 4: Please turn your audio on and, if you have video, please turn your video on and “For a better experience, sign in by clicking on the “sign in” link at the bottom of the displayed box and you will have full use of MS Team. You will now see the four icons to the left of your screen (Activity, Chat, Teams and Files). Click “Join Now”.
         [image: ]





Participating in Microsoft Teams

Once you are in Teams, you will have a tool bar that appears at the bottom of your screen. You will be utilizing this toolbar frequently. 

The first icon on the toolbar is your camera. This allows the class to visually see you. You have the capability to turn your camera off, however, it is required to be on while instruction is going. 
[image: ]
The next icon is your microphone. This allows the entire class to hear what you are saying. In most cases, you will leave yourself muted (which will have a slash through the microphone) while instruction is going on unless you have a question or need to speak. 
[image: ]

You will also know when you are muted because your name (at the bottom of your own screen) will have a microphone with a slash over it.
[image: ]
The square icon with an arrow pointing upward is a screen sharing icon. You will not utilize this option as a student of the course. 




The hand icon means you are raising your hand to say something during the class. This informs the instructor you have a question or comment. This is helpful so that several people do not speak over each other at once. 
[image: ]

The chat bubble icon is the chat feature within the course. This allows you to chat with the group if you do not feel comfortable speaking something out loud, or if the instructor is in the middle of speaking and you do not want to interrupt. 
[image: ]
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The icon with the two people show who is all participating in the course. 

The last icon will have you leave the course. If you leave without meaning to, you will need to rejoin the meeting/course. 
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