Appendix ED-N1
Virtual Program Set-Up Instructions
Scheduling a TEAMS Meeting
· Open the TEAMS app
· Click on calendar on the left side
· Click +New Meeting to schedule
· You can click for it to automatically record the meeting or you can record it manually
· Click save to add it to your calendar
· Click on the event on you calendar then copy the link

Share Invite Link through ClassDojo or Lillio
Starting a Meeting in TEAMS
· Go to the calendar and click on the event then click join
· If did not have automatically start recording, click on more then record
Sharing Screen and Seeing Participants in TEAMS
· Share a specific file
1. Click on the share button
2. Click on the file if listed or browse my computer then find file and click on the share
3. Confirm share file
4. Can click popout and drag participants window to second screen or view and gallery option
i. In this view it let me see all participants on the side of the screen, but can click in view and gallery at top 
· Share screen general
1. Click on the share button then the screen you want to show
2. The person speaking will show in a picture in the corner of the screen
3. Move mouse to the middle of the picture in the corner so your mouse shows a hand cursor
4. Double click in the middle of the picture and it will popout the participants so that you can see everyone in the meeting
· If that box gets minimized hover mouse at the top of screen for a few seconds to stop sharing then reshare screen and it should reappear
· Share computer sound (if playing a video)
1. Click on share button
2. At top there is a toggle for ‘include computer sound’ click to turn that option on
3. If sharing specific file click the share button to turn on
4. If sharing screen in general move mouse to top of screen and hover there for a few second, when toolbar opens the button that looks like a computer can be clicked to turn on computer audio sharing
[bookmark: _Hlk210741262]Share Recording Link in ClassDojo or Lillio
· In the chat tab of TEAMS click on recording and click to open in stream (will open in internet)
· Click share button on the right side of the screen
· Click share at top of drop down list
· Click gear beside copy link button and make sure access is set to anyone can view then click apply
· Click copy link
· Open ClassDojo or Lillio and paste link in thread with families 



