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Secondary Student Guide to Online Classes

Contents
OVEBIVIBW ..ttt ettt et e ettt e e e bttt e sttt e s e m et e e s ss e e e e e s nse e e s sneee e s saneeeesanraeeesmreeessnneeessananeesannenessanee 2
L Y=o (UL T LT N 2
Find the Class Schedule INfOrmMation .......c...couiiiiiiieieeeee e e st s 2
JOIN The Class frOM CAnVas......eecueeiueirieiiee ettt ettt sttt sttt et et esbe e saeesaeesanesbesabesaseenreeneen 4
Find Your Class in the TEams Calendar .........coueiiiieeiie ettt st s st e st sae e 7
Join the Class from the Teams Calendar........c..oo e s e s 8
YR [T o L T I O = USSR 10
Turn on and off the Microphone (Unmute and MULE)......c.ueeeiiiiiiiiiiieece e e 10
TN o - To PP PRRPPRO 10
YT oY @] o V7T 3 ) o [0 o N 11
LEAVE ClaSS .eeueteeeeeeestite st te et ee ettt e st e et sttt et e et e e bt e e st e e ea b et e bt e e sa b e e e bt e e aae e e st et e beeeanReeebeeeareeesabeeeareeeareeens 11

Page 1



m Sioux City Community School District November 14, 2020

Overview

When remote learning, a challenge to overcome is tracking the class schedule and getting into the
online class. This document is a guide on how to accomplish that for secondary students of the Sioux
City Community School District.

All Sioux City School District secondary teachers are required to have their Teams class (meetings)
schedules documented in Canvas. The information in Canvas will direct them to one of two ways to join
the class:

e All high school and some middle schools will have a link in Canvas to the class — either on the
home page of the Canvas course or in a Modules page entitled Virtual Class Schedule (or
similar).

e Some middle school classes will be scheduled in the students Teams calendar. Note that the
teacher is to document that in the Canvas course — either on the home page or in a Modules
page entitled Virtual Class Schedule (or similar). Those students will join their class by clicking
on the class (meeting) in the Teams calendar.

So the process is:

e Go into Canvas ahead of time and look at each class and document the day and time of you
online classes

Prerequisites

The following documentation assumes you have logged into your system, logged into Clever, confirmed
that you are logged into Smoothwall, and have started and logged into Teams. If not, refer to the
“START HERE — Using Your Laptop” document to accomplish that before moving on.

Find the Class Schedule Information

Canvas is the primary source of information for students in grades 6-12. To find the schedule for an
online class, log into Canvas and navigate to the class you want to join. You can navigate to a course by
clicking on the Course icon in the left navigation and either clicking on the course you want to go to or
clicking on “All Courses” to find the course you are looking for.
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After clicking on a particular course you will be presented with the home page for that class. There may
be information on that page about the class schedule and links on where to join. Regardless whether
information is presented on the home page, all teachers are to have a virtual class meetings module
with a discussion that contains a link to the Microsoft Teams meeting or an explanation of how to get

into that meeting.

For example, in the screenshot below, click on the “Modules” menu item in the left navigation and a list
of modules will be presented. Look through those modules to find one that is entitled something like
“Virtual Class Meetings”. A link to a discussion with information about the schedule will be presented as

shown below:

T} Course Modules: Online English X 4

C @ scesdinstructure.com/courses/107372/modules

Q

o E » O :

— ENGLISH Ill Sem 1 - p1 > Modules

20-21 North High School - Se.
Home
Attendance
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[[Voduies ]
Grades

MackinVIA

~ Course Essentials

v Schedule Archive

Collapse All

v Virtual Class Meetings

&  English 3 Textbook

2 Netiquette Norms

<) Export Course Content
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Join the Class from Canvas

After clicking on the discussion (for example, “1B Teams Meeting...” from the previous section), the
details of the discussion will present a link to the teams meeting. Click on it.

- = (m] X
{3} Topic: 18 Teams Meeting (Monc: X | =

C @ scesdinstructure.com/courses/107372/discussion_topics/79172?module_item_id=3181567 Q O E » H
a

— ENGLISH Illl Sem 1 - p1 » Discussions > 1B Teams Meeting (Mondays 7:55 - 9:15) (Tuesday -Friday 7:55 - 9:22)

Home

Attendance

1B Teams Meeting (Mondays 7:55 - 9:15) (Tuesday -Friday 7:55 - 9:22)

Syllabus
3 Sections
Modules
Grades
MackinVIA I Join 1B Class Meeting (Microsoft Teams Meeting) & I
Unread m ™ + Subscribe
<\ Reply

Navt o

NOTE: Remember the Prerequisites mentioned at the beginning of the document!!! You should
already be logged into your Teams app.

Because this is a link to a Teams meeting, it may bring up a web page asking to open the Teams App or
open Teams in a web browser. The web browser may bring up a pop up similar to that below asking if
you want to open Microsoft Teams. Check the box to “Always allow...” and click the “Open Microsoft
Teams” button.

X ¥ Join conversation

@ teams.microsoft.com

Open Microsoft Teams?

$ hi

app for the best experience.

‘teams.microsoft. vants to open this application.

HOW do you want to jOin Continue on this browser
your Teams meeting? No download or installation required

* Open your Teams app

Already have it? Go right to your meeting.
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If you do not receive a pop-up window, you will be presented with the web page with three options.

X 7y Join conversation

& teams.microsoft.com

How do you want to join
your Teams meeting?

* Open your Teams app

Already have it? Go right to your meeting

Select “Open your Teams app”.

Because you are logged in, it should bring up a ‘pre-meeting screen’

Choose your audio and video settings for

Meeting now

D ) £33 |CMicand Speakers Join now

Jx Audio off (%) Add aroom

The student is not yet in the meeting! They need to select whether to enable their camera and
microphone before joining the meeting. It is recommended that the student have their camera ON and
their microphone OFF as shown above. Click the “Join now” button when ready to join the meeting.
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You will be presented with the following screen. This indicates that the student is waiting for the
teacher to ‘admit’ them into the class.

Someone in the meeting should let you in soon

) %3 PCMic and Speakers

After the teacher admits the student into the class, the screen will show those currently joined and you
are ready to begin class! (The MW icon will be replaced by a video of the teacher).

Math Class

A You're an attendee You won't be able to share content or facilitate. Learn more Dismiss

web, manager
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Find Your Class in the Teams Calendar

As mentioned earlier, some middle school teachers will create appointments in the student’s Teams
calendar. This section describes how to find that class and join it.

Log into Teams and Navigate to the Teams Calendar. You should be familiar with getting into Teams. If
not, refer to the “START HERE — Using Your Laptop” document with the basics on getting onto your
device, getting logged in, logging into Clever, Smoothwall and Teams.

Once in Teams, you navigate to the Teams calendar by clicking on the Teams Calendar app icon in the
left navigation.

Q_ Search @ = O K

-+ New meeting

Calendar

() Today < > September 2020 -/ & Work week

21 22 23 24 25

N

{ Math Group 1 { Math Group 1 \ Math Group 1 { Math Group 1 3 Math Group 1
N Nt g Nemeepe Nt NS
\ FLOWERS, BETSY \ FLOWERS, BETSY ‘ \ FLOW BETSY \ FLOWERS, BETSY  FLOWERS, BETSY
{ Virtual Readina { Virtual Reading with Ms. Dunlop { Virtual Readina { Virtual Reading with Ms. Dunlop { Virtual Readina
M DUNLOD N e P ~ N e As .« N D D T ANCEY A NP RS AD x §

AM } DUNLOP o slea,,‘,ng ¥ DUNLOP, ANG! o ¥ DUNLOP, S 1 Learning Y DUNLOP, ANGELA Y DUNLOP o Eleaynu\g
{ Reading Grou~ 2 \ SHORT, DX & { Reading Group 2 FLOWERS, BETSV {Reading Grou~? 1 SHORT,D¢ 8 O \Reading Group 2 FLOWERS, BETSV { Reading Grou~ 2 Y SHORT, DX @& O
N o 3 | o N N (s}

PM { Afternoon Meeting (Whole Gi & O { Aftemnoon Meeting - Group D 8 O
{ Whole Group Math B { Whole Group Math { Whole Group Math \ Whole Group Math
NS = SHORT. DONALD @ 3 N\ SHORT DONALD - N SHORT DONALD \ SHORT. DONALD
{ SHORT, DONALD SHORT, DONALD B O \SHORT, DONALD { SHORT, DONALD @ O  \SHORT, DONALD

PM { Science or Social Studies
3 Whole Group Writing/Social § {8 ¢ - @ O |\ Whole Group Writing/Social S 8 & } Whole Group Writing/Social S £ J Y SHORT, DONALD

d: Whol riting/Social Studies

Caneeled: Whele Group-Reedi B O | 1/, 115 PM 10 1:3

{ Whole Group Reading SHO Whole Group Reading SHORT @ )} Whole Group Reading SHORT & O

2PM EReadmg Assessment Makeup

{ SHORT, DONALD { Marlin conference
3 FLOWERS, BETSY { Learning Support
Y SHORT, DONALD
= 1:28PM
f @ .
L Type here to search O & Mm ﬁ ™ RO ZE g
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Join the Class from the Teams Calendar

Classes will be displayed as appointments in that calendar. There are two ways to join the class. If the
class is to start within 5 minutes, there may be a “Join” button in the event on the calendar. The second

way (sure fire way!) is to click on the meeting and it will display more details about that meeting. In the
upper right corner of that meeting will be a “Join” button. Click it.

Search (5 ) o X
L]
Mr. Pritchards 2nd Grade Math Class Chat Details  Scheculing Assistant Join Close
X Cancel meeting Meeting options Tracking
o/ M. Pritchards 2nd Grade Math Class s PRITCHARD, JOHN
Organizer
£ Add Optional
e HENN, LAYNC
Optional e HENN, LAYNE T
® Sep 7, 2020 10:00 AM Sep 7, 2020 11:00 AM th @ Allday

) You're viewing an occurrence of a series. View series

The student will be presented with a screen as follows. The student is not yet in the meeting! They
need to select whether to enable their camera and microphone before joining the meeting. Itis
recommended that the student have their camera ON and their microphone OFF.

Math Class

Choose your audio and video settings for

Math Class

£33 PC Mic and Sp... Join now
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After the student clicks the “Join now” button, they will be presented with the following screen. This
indicates that the student is waiting for the teacher to ‘admit’ them into the class.

Math Class

Someone in the meeting should let you in soon

After the teacher admits the student into the class, the screen will show those currently joined and you
are ready to begin class!

Math Class
E) @, eee

A You're an attendee You won't be able to share content or facilitate. Learn more Dismiss

web, manager
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Participate in Class

After the student is in the class they will be able to participate in a variety of ways. The teacher will have
ground rules for the students and those ground rules must be followed. Here are some actions that the
student may do during the class at the request of the teacher.

Turn on and off the Microphone (unmute and mute)

When you join the class your microphone should be muted (off). This will allow the teacher to give any
instructions at the beginning of class. There may be times when the teacher requests that you speak (to
ask a question or contribute to the class). You need to ‘unmute’ by clicking on the microphone. The line
through the microphone will go away when you are unmuted. Note that the teacher has the ability to
mute you.

Math Class

& 8

Raise your hand

Raise Hand
If you have a question or your teacher has asked you to raise your hand, you can do so by clicking on the
hand icon in the menu bar.

Math Class

Raise your hand

After raising your hand, the hand will be bolded. You can lower your hand by clicking on it again. Your
teacher can also lower your hand.
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Meeting Conversation

During the class, there may be times when the teacher is presenting but the student would like to ask a
guestion or make a comment without interrupting the teacher. The feature that allows this is the
Meeting Conversation. By clicking on the meeting conversation cloud icon, the meeting conversation
will be displayed on the right side of the screen and you will be able to see and enter comments. If you
click the icon again, that screen will go away. NOTE: Meeting Conversation should only be used at the

direction of your teacher!

Math Class

Meeting chat

PRITCHARD, JOHN joined the
meeting.

2:27 PM  Meeting started

2:49 PM
Can you explain that for me?

Last read
@ web, manager 2:50 PV
Sure... | will at the end of class!

hl\"[)ﬁ a NeEw message

web, manager

Leave Class
The teacher will end the class which will cause your meeting window to go away. You can also choose to
leave the class by clicking on the Leave button in the meeting menu.

Math Class

Raise your hand
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