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How do 
you access 

Teams?

MS Polls

Select all that apply
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Session Resources

• Session will be recorded.

• Slide deck will be shared.

• CITL staff will be in the chat to answer any questions.

• Book a consultation.
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https://www.tntech.edu/citl/consultations.php


Agenda
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Meeting 
Options

Schedule a Meeting 
in Microsoft Teams

• Automate Recording and Transcription

• Control Screen Sharing Permissions

• Enhance Efficiency
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https://support.microsoft.com/en-us/office/meeting-options-in-microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/meeting-options-in-microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/schedule-a-meeting-in-microsoft-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
https://support.microsoft.com/en-us/office/schedule-a-meeting-in-microsoft-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5


Meeting 
Options
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https://support.microsoft.com/en-us/office/meeting-options-in-microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/meeting-options-in-microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e


Present in 
Teams

Pros

• Enhances accessibility

• Creates a more interactive environment

• Stay connected to the audience

Cons

• Animated features and videos do not 
display on recording (may need editing)

• Poll Everywhere is not activated as live.
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This Photo by Unknown Author is licensed under CC BY

Presenter View

Audience View

Efficiency

https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://www.tntech.edu/citl/tech-services/poll-everywhere/index.php
https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://creativecommons.org/licenses/by/3.0/


Present in 
Teams

Through Teams

• Select Share

• Under PowerPoint Live, choose the 
PowerPoint you’re wanting to present.

Through PowerPoint

• App

• Go to File

• Select Present in Teams

• Browser

• Select Present

• Select Present in Teams
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This Photo by Unknown Author is licensed under CC BY

Efficiency

https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://creativecommons.org/licenses/by/3.0/


Recap

Microsoft Teams Intelligent Recap
• AI-Generated Transcripts and Summaries

• Action Item Suggestions

• Quick Recap Availability
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Notes: 

• Must have transcript turned on in the 
meeting for this feature to work.

• Must be a scheduled meeting.

Efficiency

https://support.microsoft.com/en-us/office/meeting-recap-in-microsoft-teams-c2e3a0fe-504f-4b2c-bf85-504938f110ef


Recap

• Enhance meetings for attendees 
and absentees.

• Provide personalized timeline 
markers and color-coded 
segments by topic or speaker.

• Enable effective collaboration 
for asynchronous teams.

New Features in MS Teams
12

New Features in MS TeamsEfficiency

https://support.microsoft.com/en-us/office/meeting-recap-in-microsoft-teams-c2e3a0fe-504f-4b2c-bf85-504938f110ef


Collaboration 
& Engagement

MS Polls

Loops
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MS Polls

14Collaboration & Engagement

https://support.microsoft.com/en-us/office/poll-attendees-during-a-teams-meeting-9923b7d4-ea97-4aa2-b8b8-b45fefe7d454


Loops

• Live, interactive components 

that allow for easy 

collaboration on ideas and 

planning.

• Available in Teams Chat & 

Channels and Microsoft 

Whiteboard. 

• Automatically saved in 

OneDrive.
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https://support.microsoft.com/en-us/office/first-things-to-know-about-loop-components-in-microsoft-teams-ee2a584b-5785-4dd6-8a2d-956131a29c81
https://support.microsoft.com/en-us/office/getting-started-with-microsoft-whiteboard-48cab0ee-90b3-483a-9a48-ff17fe476c6b
https://support.microsoft.com/en-us/office/getting-started-with-microsoft-whiteboard-48cab0ee-90b3-483a-9a48-ff17fe476c6b


AI in 
Assignments

Create Assignment Instructions

AI Generated Rubrics
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Create 
Assignment 
Instructions

• Go to a class in Microsoft Teams.

• Go to Assignments

• Choose Create > Assignment

• Enter a title

• Begin typing instructions, then use AI to enhance the instructions.
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This Photo by Unknown Author is licensed under CC BY

https://support.microsoft.com/en-us/topic/using-ai-to-create-assignment-instructions-in-microsoft-teams-454a5340-1ae5-45dc-94d4-11e595d00e9f
https://support.microsoft.com/en-us/topic/using-ai-to-create-assignment-instructions-in-microsoft-teams-454a5340-1ae5-45dc-94d4-11e595d00e9f
https://support.microsoft.com/en-us/topic/using-ai-to-create-assignment-instructions-in-microsoft-teams-454a5340-1ae5-45dc-94d4-11e595d00e9f
https://support.microsoft.com/en-us/topic/using-ai-to-create-assignment-instructions-in-microsoft-teams-454a5340-1ae5-45dc-94d4-11e595d00e9f
https://creativecommons.org/licenses/by/3.0/


AI 
Generated 
Rubrics

• Navigate to your class team and select Assignments.

• Select Create > Assignment.

• Select Add rubric > +Add Rubric.

• Choose the Create AI Rubric button.

• Follow the prompts to create an AI generated rubric.

AI in Assignments 18

This Photo by Unknown Author is licensed under CC BY

https://support.microsoft.com/en-us/topic/getting-started-creating-rubrics-with-ai-5e69b074-8252-478f-ae22-57e92b8eb3ec
https://support.microsoft.com/en-us/topic/getting-started-creating-rubrics-with-ai-5e69b074-8252-478f-ae22-57e92b8eb3ec
https://support.microsoft.com/en-us/topic/getting-started-creating-rubrics-with-ai-5e69b074-8252-478f-ae22-57e92b8eb3ec
https://support.microsoft.com/en-us/topic/getting-started-creating-rubrics-with-ai-5e69b074-8252-478f-ae22-57e92b8eb3ec
https://creativecommons.org/licenses/by/3.0/


Fun in Design

Designer Announcement Banners

Changing Group Chat Picture
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Designer Announcement 
Banners

New Features in MS Teams

Using AI and Microsoft Designer, 
you can post an announcing 
with an eye-catching banner. 

You can use this in any Microsoft 
Team.
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https://support.microsoft.com/en-us/office/send-an-announcement-to-a-channel-in-microsoft-teams-8f244ea6-235a-4dcc-9143-9c5b801b4992
https://support.microsoft.com/en-us/office/send-an-announcement-to-a-channel-in-microsoft-teams-8f244ea6-235a-4dcc-9143-9c5b801b4992


Changing Group Chat Picture

1. Go to group chat and 

hover over picture.

2. Click the picture once 

“Change Profile 

Picture” is displayed.

3. Select your desired 

icon or upload one of 

your own.

4. Click save.
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https://support.microsoft.com/en-us/office/personalize-your-group-chat-image-in-microsoft-teams-88271be3-dce7-4f57-b25b-7cb612f4c49c


Thank you!

Questions, 

Comments, 

Concerns?

Feedback Survey

Book a Consultation

Next Week’s Session:
Tuesday, September 17

Assessments in the Age of AI

Register

Resources
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Efficiency

• Meetings Options

• Present in Teams

• Recap

Collaboration & Engagement

• Loops

• MS Polls

AI in Assignments

• Create Assignment Instructions

• AI Generated Rubrics

Fun in Design

• Designer Announcement Banners

• Changing Group Chat Picture

https://forms.office.com/r/iJy78vSkUA
https://www.tntech.edu/citl/consultations.php
https://www.tntech.edu/citl/programs/index.php
https://support.microsoft.com/en-us/office/meeting-options-in-microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://support.microsoft.com/en-us/office/meeting-recap-in-microsoft-teams-c2e3a0fe-504f-4b2c-bf85-504938f110ef
https://support.microsoft.com/en-us/office/first-things-to-know-about-loop-components-in-microsoft-teams-ee2a584b-5785-4dd6-8a2d-956131a29c81
https://support.microsoft.com/en-us/office/poll-attendees-during-a-teams-meeting-9923b7d4-ea97-4aa2-b8b8-b45fefe7d454
https://support.microsoft.com/en-us/topic/using-ai-to-create-assignment-instructions-in-microsoft-teams-454a5340-1ae5-45dc-94d4-11e595d00e9f
https://support.microsoft.com/en-us/topic/getting-started-creating-rubrics-with-ai-5e69b074-8252-478f-ae22-57e92b8eb3ec
https://support.microsoft.com/en-us/office/send-an-announcement-to-a-channel-in-microsoft-teams-8f244ea6-235a-4dcc-9143-9c5b801b4992
https://support.microsoft.com/en-us/office/personalize-your-group-chat-image-in-microsoft-teams-88271be3-dce7-4f57-b25b-7cb612f4c49c
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