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Ingrese sus credenciales de upr.edu

B® Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to

Work or school account

Creates d by your IT department

margie.alvarez@upr.edu

Personal account
Created by you
margie.alvarez@upr.edu

Tired of seeing this? Rename your personal | Microso ft
ccount.

Back
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Seleccione Teams de la barra de aplicaciones

~(izquierda)

i Office 365
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Seleccione usar la aplicacion web

Microsoft Teams

“a

Download the Teams desktop app
and stay better connected.

-

@ eoddell

Use the web app instead
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Conozca Teams permg‘

configuracié

Teams Creacion de
Directoriode =l - equipos (Teams)
equipos ‘ e @ Equipos
(Teams) existentes
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Crear un equipo (Team)

Microsoft Teams

2. Seleccione Join
or Create a team

1. Seleccion
Teams 4

Comité Representativo
de Educacion a Distancia

© 2020 UPR Cayey

Crear un equipo (Team)

Join or create a team

>

Create a team Join a team with a code
’ . . *Si tiene un Codigo de
Enter code invitacién para unirse a
3. Seleccione un equipo, péguelo aqui.
Create team - Got a code to join a team? Enter it above.
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Seleccione el tipo de equipo que desea
crear

Class Team — equipo para Select a team type
cursos (incluye libreta de clase, . ,
. . . m i
aS|_g.naC|.ones y registro de | =) e o4 \!g
calificaciones). s i N
PCL — Comunidad de Glass Professional Learning Staff Other
aprendizaje. D\’s(ussiaosrj,gg:ssli)rojecls, ij,:‘.:,?x::z g:tpC) Schoo\dae(‘ilrer:i:};s;‘r:::)n and Clubs, sludyagc;;:;ijt;;es,safter school
Staff — equipo para
administrativos, comités, juntas,
etC. Cancel
Other — equipos para otros usos
generales.
%} © 2020 UPR Cayey
Equipo de clase
Create your team
Coloque el nombre y Teachers are owners of class teams and students participate as members. Each class team allows you to
. .y create assignments and quizzes, record student feedback, and give your students a private space for
deSCI'IpCIOn del Curso. notes in Clgss Notebookf:I e ’ ’
Name
|
Description (optional)
Create a team using an existing team as a template
Cancel
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Anada estudiantes u otros
profesores/asistentes de catedra

Add people to "Curso"

Students  Teachers

Search for students

Add people to "Curso"

Students  Teachers

Search for teachers

09/14/2020

Start typing a name to choose a group, distribution list, or person at your school

Start typing a name to choose a group, distribution list, or person at your school
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Conozca su equipo de clase

Libreta de clase

Canales q General

M.Alvarez 2020

< All teams . General Posts Files Class Notebook Assignments Grades -+
T 1
Curso Archivos Tareas
t Welcome to Curso
Choose where you want to start
Menu de
. o sz —
configuracion L i |
, . { )
fe) 4' ]
Upload Class Materials Find help & training
Area de
comunicacion
Area de ‘ st et conpessationsType @' mertion someons,
escritura A CO@BB S 9 @R -

© 2020 UPR Cayey

am Gt Meet v (@ e

LI

Programar
reuniones
virtuales
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Menu de configuracion y opciones

< All teams General Posts
Curso
P—— & Manage team Manage Team — administrar configuracion del equipo
8 Add channel Add channel — afadir canales al equipo
& Add member Add member — afiadir un miembro al equipo
& Leave the team Leave the team — salir del equipo
2 Tl vam Edit team — editar nombre del equipo
! Get link to team — enlace para compartir el equipo
@ Get link to team .
Manage tags — crear etiquetas
) Manage tags I .
Delete team — eliminar el equipo
Delete the team
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Administracion de miembros

curso - o

Members  Channels  Settings  Analytics  Apps

Anadir miembros
Search for members Q al equipo

v Owners(1)

Name Title Location Tags Role

go ALVAREZ RIVERA MARGIE L. Owner

> Members and guests (0) Roles_
Owner — propietario, administrador
Member — miembro regular

Guest — miembro externo (cuenta
externa a upr.edu)
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Anadir miembros por Codigo

® Team

Desde el menu de Manage Team: R
1. Vaya a Settings

2. Seleccione Team code Members  Channes  Seitings  Ansyics Apps
3. Genere el cédigo » Team theme Pick theme

» Member permissions Enable channel creation, adding apps, and more
» Guest permissions Enable channel creation

» @mentions Choose who can use @team and @channel mentions

- Team code Share this code so people can join the team directly - you won't get join requests

Note: Guests won't be able to join with a team code

> Fun stuff Allow emoji, memes, GIFs, or stickers
» OneNote Class Notebook Manage notebook sections and preferences
» Tags Choose who can manage tags

SR

7
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Copie el Codigo y comparta con los

estudiantes

Members  Channels ~ Settings ~ Analytics  Apps

Los estudiantes » Team theme
acceden a Teams con la

» Member permissions Enable channel creation, adding apps, and more
cuenta de upr.edu,
K . » Guest permissions Enable channel creation
seleccionan Join or
» @mentions Choose who can use @team and @channel mentions

Create a team y colocan
el CédlgO en J0|n a ~ Team code Share this code so people can join the team directly - you won't get join requests
team with code vy373rx

" Fullscreen 0 Reset [ Remove [ Copy

Note: Guests won't be able to join with a team code

> Fun stuff Allow emoji, memes, GIFs, or stickers
» OneNote Class Notebook Manage notebook sections and preferences
» Tags Choose who can manage tags
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Admita a los estudiantes desde Pending
Request

Members  Pending Requests ~ Channels ~ Settings ~ Analytics  Apps

'
=48
§

No requests right now. When people ask to
join your team, they'll show up here.

S
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Compartir equipo con enlace

¢ Alteams - 1. Marque sobre los ... al lado derecho del
equipo
Vembes pending 2. Seleccione la opcion Get link to team
— 3. Copie el enlace
e o 4. Comparta el enlace con sus estudiantes
General Manage team

= Add channel

& Add member

‘Z& Leave the team

2 Editteam Get a link to the team

https://teams.microsoft.com/l/team/19%3ad25f0fec7bd247a4a94d4a62abc09bc6%
) Manage tags

[ Delete the team
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Programe una reunion virtual en el
equipo

09/14/2020

General Posts Files Class Notebook Assignments Grades +

Desde el canal General,
seleccione Schedule a
meeting

Welcome to Curso

Choose where you want to start

b &

Upload Class Materials Find help & training

Start a new conversation. Type @ to mention someone.

A ¢ O @B >R @fF -
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Agregue los detalles de la reunion:
titulo, fecha, hora, etc.

New meeting Details Scheduling Assistant

Time zone: (UTC-04:00) Georgetown, La Paz, Manaus, San Juan

2 |ddtitle

Invite a los estudiantes —
directamente.

Aug 24, 2020 10:00 PM Aug 24, 2020 10:30PM v

& Add required attendees

30m @  Allday

& Doesnotrepeat v

s @@ cuso > General
Confirme el equipo Y.

0 A9
canal de la reunién

= B 7 U S % A M pagmphv I, & =

@
i
il
J
e

Type details for this new meeting
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©® Team G Meet v (D) e
St Meet now

Schedule a meeting

Programar
reunions
virtuales

m Close

Li

Envie la
invitacion

10



Universidad de Puerto Rico en Cayey 09/14/2020

La reunion estara publicada en el canal
General del equipo

Today

% ALVAREZ RIVERA MARGIE L. 9:39 PM
wiie | Scheduled a meeting

ﬂ Reunioén virtual

Thursday, August 27, 2020 @ 2:30 PM

<« Reply
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Margie L. Alvarez Rivera, Ed. D.
Investigadora auxiliar/disenadora instruccional
Decanato de asuntos académicos
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