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Introduction 

In collaboration with Microsoft, a current Unimore resource for all Office 365 service, 
Unimore has integrated Microsoft Teams environment with the teaching offer of the 
University with the purpose of widening the services supporting teaching activities and 
improving the user experience (professors and students) and provide new collaboration 
tools, in particular for organising and carrying out remote teaching. 
 
For each active teaching in a.y. 2020-21, for the professors of Departments interested in 
using Microsoft Teams, (starting from those listed at the end of this document, which belong 
to the first wide scale experiments) a class team is created, associated with the professor in 
charge of the teaching. Each professor may activate the team of the teaching and use it to 
make video lectures, communicate with students, share material, hold written and oral 
examinations, manage the teaching material and its distribution to the class. 
Students are automatically registered in the team upon activation by the professor, and 
subject to his/her approval. 
 

Future developments include the integration of the teams with the relevant content of the 
Moodle/Dolly platform and the creation of teams for examination sessions, that may be 
activated upon professor’s request after scheduling the session in Esse3. 
 
At the beginning of the next academic year, the teams will be archived and those included 
in the training offer of the new year will be activated. 

 
 

What is Microsoft Teams? 

Microsoft Teams is the collaboration tool developed by Microsoft for the collaboration 
between users; it embeds chats, content sharing, and teleconference functions. It is 
provided as part of the Office365 pack already supplied to the University. Students, 
professors, and Unimore staff may access thanks to the University participating in the CRUI-
Microsoft agreement. 

https://support.microsoft.com/it-it/office/video-cos-%C3%A8-microsoft-teams-422bf3aa-
9ae8-46f1-83a2-e65720e1a34d 

 

 

Why should you use Microsoft Teams? 

Microsoft Teams functions include managing the online teaching activity and chatting with 
students, creating and recording video lectures by sharing the slides or the whiteboard, 
sharing documents among students, making written and oral examination tests by also 
assigning activities through files or quizzes, organising data collections and surveys in a 
structured and integrated way. 
 

In addition, Microsoft Teams offers a set of tools and modes to make inclusive lectures. 

https://support.microsoft.com/it-it/office/video-cos-%C3%A8-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://support.microsoft.com/it-it/office/video-cos-%C3%A8-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d


 

Some figures:  

 300 participants in the meeting,  

 10000 people in the team,  

 10000 participants in a live event,  

 100GB for shared files,  

 50Gb for videos recorded in Stream. 

 7*7 grid App desktop display 

 

How you can access Microsoft Teams 

Professors and students may access Microsoft Teams by connecting to the Office365 

platform on the web using Edge or Chrome from www.office.com and entering 

username@unimore.it to log in.  

 

 

After logging in, select Teams among the Apps available in Office365. 

 

We recommend downloading the Teams App for desktops and mobiles, which has improved 

functionalities compared to web access, including the lower right-hand side icon in the 

Microsoft Teams window or from 

https://www.microsoft.com/it-it/microsoft-365/microsoft-teams/download-app 

http://www.office.com/
mailto:username@unimore.it
https://www.microsoft.com/it-it/microsoft-365/microsoft-teams/download-app


 

How you can use Microsoft Teams for 
your teaching 

 

After logging into Microsoft Teams, join the class by clicking on the team icon. The team is 

in non-active state, enable it by pressing the button at the top when you are ready to let 

the students participate.

 

 

 

 

 

Manage your team 

Click on the 3 dots next to the team name, Manage team 

 



 

From this menu, you can display the members and process the pending requests to join, 
manage the channels (useful to organise the course in lectures, practical exercises,  
homework, etc.) obtain the link to connect to the team, draw statistics on team usage, add 
Apps. 

 

From the Settings menu, you can manage authorisations and get the team code (useful to 

allow people unable to do the automatic access based on the previous arrangements to join 

the team) 

 

How you can view the team members 

 

From the Members menu, you can view you who is registered. Automatically registered 

members are 

- Professors in charge of the teaching: they are automatically registered in the team 

as Owner 

- Current students: students with the teaching registered in their record book, i.e.  

o students  who have an active career 

o students actively enrolled in the academic year to which the teaching in the record book 

refers (e.g. 2020/21 enrolment, teaching in the record book included in the training offer 

2020) 

o Students with the teaching in their record book not in state Passed 

o Therefore, both students who are entitled to attend the teaching in the year (year to which 

the teaching in the record book belongs=year of the team), and students who should have 

attended the teaching in previous years (“latecomers”, teaching in the record book with 

year of the offer < year of the team) are included. It is possible that some students, both 

freshmen and students enrolled in the second or subsequent years, are NOT present if their 

record books have not been drafted by the Student registry offices. This procedure is 

performed approximately in September and October. For this reason, daily updates are 

scheduled to upload members in the teams as soon as all the required information is 

updated or loaded on ESSE3 

Pre-enrolled or single-programme students: they do not need to be registered manually 

because they may request to access the team through the page of the activated teachings 

list that is specifically drafted for them, as described below: their access must be explicitly 

approved by the professor in charge.  

How you can instruct non-registered students to access the team 

Students who are not automatically registered in the team and pre-enrolled students may 

request access from the 



Page of the activated teachings list on Microsoft Teams for a.y. 2020/2021 

https://unimore365.sharepoint.com/sites/Office365Didattica2020-2021 

 

How channels can be used to organize the team by subjects 

The teams have two channels, both active by default. They allow for the organization of files, 
conversations and apps. The professor may create new channels, at will, for working groups, 
subjects, etc. 

-  General channel - it includes the following tabs: Posts to chat with students, 
Files to share files, Class notes (not yet activated), Activities, Marks. 
Additionally, the “Teaching sheet/Scheda insegnamento” tab has been added, 
it refers to the teaching page on the training offer website. The “Class Clipboard” 
tab allows for the activation of the space to share material with students and 
assign the activities, and the management of marks.  You can have materials in 
read-only mode and materials that may be also edited by the students 

 

 

- Lectures channel (Lezioni), channel in read-only mode for students, useful to 
create the video lectures 

You can activate new channels on Manage your team / Channels 

After the creation, click on the 3 dots near the name of the channel, Manage channel. You 

can activate the channel moderation and establish the moderators. 

  

 

https://unimore365.sharepoint.com/sites/Office365Didattica2020-2021


 

 

Cooperating with the team members 

How you can exchange messages in a chat 

The chat allows you to start a private communication between two or more people.    

Chats between two people and group chats start in the same way: by selecting “New 

chat” in Microsoft Teams, above the chat list. When you are in the chat, you can send 

messages that include files, links, emoji, stickers and GIFs. 

Notifications  

In Actions, you can view the activity feed, a recap of everything that happened in the 

channels included in the team list. Select the Filter button in the upper right corner of 

the feed to display specific types of messages, for example unread, @mentions, 

answers and “like”. 

When a red circle appears near the Activity button, there is a notification, for example 

a @mention or an answer, in your feed. These notifications are displayed in your feed 

for 14 days. When they expire, they are no longer displayed in your feed. 

Mentions 

You can write a message in the chat for the entire team or address it to someone in 

particular with @name. The mentioned person will receive a notification in his Activity 

tab. 

How you can use the tags 

The tags allow you to quickly reach a group of people in one go. 

Tags allow you to classify people based on their attributes, for example role, project, 

abilities, education or employment status. For example, the tags “laboratory 

assistants” or “working group 1” or “professors” will enable you to reach groups of 

people in a team without the need to enter every single name. 



After adding a tag, you just need to @mention it in a channel. All the users who have 

been assigned a tag will receive a notification as if they were @mentioned 

individually.  

Another way to use a tag is to start a new chat and select the label assigned to people 

you want to reach. 

 

Organizing video lectures 

You can activate a video lecture as an immediate meeting or by scheduling an event in the 

calendar.  

How you can create an immediate 

meeting 

Click on Meet/Meet now at the top 

right in the selected channel, all 

members of the channel will see a 

Join button and they will be able to 

join the meeting. 

How you can create a scheduled meeting 

Click on Meet/Schedule a meeting at the top right (or schedule it directly from the 

Calendar app on the left). Select date and time, add the required participants (ex. The 

professors who are members of the team) and associate the event with the team 

channel so that all the participants will receive the notification and the event in the 

calendar. On the day and time of the event, they will click on Join to join the meeting. 

How you can manage the administrator roles 

After planning the meeting in Calendar, you can reopen the event, click on Meeting 

options and manage who can present and how to organise the waiting room. 

 

 

How you can manage the video lecture 

During the video lecture, use the central control panel to manage camera and audio, choose 
the background of the webcam that is framing you (for example by blurring or eliminating 
dynamically some elements of the background), share screen or apps, start recording the 
video lecture, monitor the participants and download the list, chat, check the raisings of 
hands. 



 

 

 

How you can present during the video lecture 

PowerPoint Presentation. To present PowerPoint slides, click on Share and 
upload the PowerPoint presentation from your PC by using the Browse button. 
Students will see the presentation and the professor’s webcam. The professor will 
see the students’ webcam, the raisings of hands and the message notifications in 
the chat. The presentation can also be shared without loading it in OneDrive, but in 
this way students will not see the professor’s camera and they will not be able to 
shift individually to the previous slides, should they need to view them again for a 
moment. 

How you can use the built-in whiteboard in Microsoft Teams. During a video 
lecture, you can also share the built-in whiteboard in Microsoft Teams clicking on 
the Share button and then on Whiteboard. You can decide whether you are the only 
user who can write on the whiteboard or students can also edit it (it could be useful 
for some types of exam). If you are recording the video lecture, please note that 
what the content on the whiteboard will NOT be recorded in the video. 

How you can use the Whiteboard desktop App. If you also want to record the 
content of the whiteboard, you need to download the Whiteboard desktop App and 
share the whole screen or just the App’s window. 

How you can add a new device or use the mixed reality using the Companion 
Mode. You can add a second device (ex. iPad or mobile phone) to use for 
Whiteboard or PowerPoint. The professor continues to see the students’ camera, 
the chat and the raisings of hands from the pc. Students will see only one 
connection of the professor so they will stop seeing the professor speaking. 

 

How you can manage the recording 

Microsoft Teams Meetings can be recorded. The recording is in the Cloud and it is saved in 
Microsoft Stream, so that you can share it safely within the organization. The recording start 
and shutdown are available in the menu with the three dots. You must always remember to 
stop the recording at the end of the lecture and to close all conversations and sessions; if 
you just quit them, the recording could continue without your knowledge. 
 

Only professors may record meetings. Students will be allowed to view the videos without 

downloading them. 

 

Inclusive lectures  



Technology is for everyone. Microsoft Teams and other Office 365 products have been 

designed to be as accessible as possible. 

It is recommended to be inclusive and to enhance the experience for everybody using also 

the tools made available by Microsoft Teams and Office 365. 

https://www.microsoft.com/it-it/accessibility/office?activetab=pivot_1%3aprimaryr2 

Stream video tutorial 

Microsoft teams allows you to create short screen recordings up to 15 minutes, including 

camera and microphone, without the need for additional software. 

 

 

 

 

Sharing materials and documents 

 

How you can use the Files tab 

In the Files tab of the General channel there is the folder Course material, all the files in 

this folder are in read-only mode for students. 

 

 

 

Outside the Course material folder, everybody can create, upload, and delete files. 

 

https://www.microsoft.com/it-it/accessibility/office?activetab=pivot_1%3aprimaryr2


 

Versioning 

All changes to the files are tracked, and previous versions can be retrieved, up to a 

maximum of 10000 changes. 

Bins 

Deleted files may be retrieved by opening the Files tab of the channel and clicking on 

Open in SharePoint. After opening SharePoint, click on Bin on the left-hand side of the 

page. A list of deleted files from every channel of the team will be displayed.  Right-click 

and select Retrieve. 

Synchronization 

Each team a SharePoint site. To modify or add a file in a file tab of the channel, use the 

Sync button on the top of the page to upgrade SharePoint. Similarly, if you modify the 

SharePoint of the team, use the Sync button to upgrade the team. 

Assigning activities and marks 

In the team’s General channel tab 

 

Activating the Class Notebook 

It includes three sections 

1. Students Clipboard — A private area shared between the professor and individual 

students. Professors have access to all students’ clipboards, whereas students can only 

see their own clipboards.  

2. Collection of content — A read-only area where professors can share materials with 

students.  

3. Collaboration space — An area where you can share, organise and collaborate with all 

the class. 

 

How you can assign Activities 

You can create an activity to assign as an intermediate test and schedule the date and 

time of the test 

- File activity (create it with the clipboard or upload it from your desktop) 

- Quiz activity (through the Forms App) 

 



How you can assign Marks 

At the end of the activity, you can check the score and assign a mark. 

 

 

Integrate Microsoft Teams with the other Office365 Apps 

You can widen the functions of your team with the other apps (Planner, Stream, 

Microsoft Lists, Polly, Website, Forms, etc.) 

In the top sheet of the Team General Channel, click on + 

 

Choose the App you wish to add 

 

 

 

  



How you can use Team for 
examinations 
 

Examination session teams 

 

Soon, it will be possible to activate the exam session team, from Microsoft Teams or 

directly from Esse3, after creating it in Esse3.  

You will see the exam session team, with the students registered for the session taking the 

exam as members of the team. Upon team activation, a notification email will be sent to 

the students so that they can join the team. 

 

 

You will be able to chat with students and plan an online session. 

 

  



Microsoft references 

  

Manage teams 

1. Collaborate on files in Microsoft Teams 

2. Create read-only files for students or other team members 

3. Notify entire class and post important updates 

4. Delete a student's message 

5. Mute student commenting 

 

Digital and inclusive collaboration experience 

1. Read posts and messages with Immersive Reader 

2. Use OneNote Class Notebook 

3. Using Class Notebook to work in student groups 

 

Meetings 

1. Present Live: Engage your audience with Live Presentations 

2. Roles in a Teams meeting 

3. Record a meeting in Teams 

  
Customer training Microsoft https://education.microsoft.com 

Microsoft Teams University use cases aka.ms/TeamsUniversity 

Microsoft Live Training aka.ms/TeamsEduWebinars  

  

https://support.microsoft.com/en-us/office/collaborate-on-files-in-microsoft-teams-9b200289-dbac-4823-85bd-628a5c7bb0ae
https://support.microsoft.com/en-us/office/use-folders-to-create-read-only-files-for-students-or-other-team-members-0e7791d7-8c9c-4749-9bca-984289477988
https://support.microsoft.com/en-us/office/notify-the-entire-class-and-post-announcements-in-microsoft-teams-483ec887-188a-4e18-8551-0c4fe691ffff
https://support.microsoft.com/en-us/office/af8a361b-d65a-47c3-bab5-feb640f0280c
https://support.microsoft.com/en-us/office/mute-student-comments-in-a-class-team-a378de16-ffc0-420c-b08d-e17ec08e7c17
https://support.microsoft.com/en-us/office/use-immersive-reader-in-microsoft-teams-a700c0d0-bc53-4696-a94d-4fbc86ac7a9a
https://support.microsoft.com/en-us/office/use-onenote-class-notebook-in-teams-bd77f11f-27cd-4d41-bfbd-2b11799f1440
https://support.microsoft.com/en-us/office/using-class-notebook-in-microsoft-teams-to-collaborate-in-student-groups-a22786f3-2b00-4a0b-9f1e-8b291604a6af
https://support.microsoft.com/en-us/office/present-live-engage-your-audience-with-live-presentations-039aa2cc-67fa-4fb5-9677-46ed8a060c8c
https://support.microsoft.com/en-us/office/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019
https://support.microsoft.com/en-us/office/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://education.microsoft.com/
https://aka.ms/TeamsUniversity
https://aka.ms/TeamsUniversity
https://aka.ms/TeamsEduWebinars
https://aka.ms/TeamsEduWebinars


Unimore support 
 

ONLINE section of Unimore portal https://www.unimore.it/online/teams.html 

 

 

It services 

Unimore support email: supporto.collaboration@unimore.it 

For requests and to share your experience, join “Webinar teams”, code 7gv2voe 

In the team, you will also find short videos edited by Microsoft. 

 

Departments 

“Enzo Ferrari” Department of Engineering supportoteams.dief@unimore.it 

Department of Sciences and Methods for Engineering supportoteams.dismi@unimore.it 

Department of Education and Human sciences supportoteams.desu@unimore.it 

Department of Geological Science and Chemistry supportoteams.dscg@unimore.it 

Department of Life Sciences  

Modena headquarters supportoteams.dsvmo@unimore.it 

Reggio Emilia headquarters supportoteams.dsvre@unimore.it 

Department of Physics, Informatics and Mathematics supportoteams.fim@unimore.it 

 

 

https://www.unimore.it/online/teams.html
mailto:supporto.collaboration@unimore.it
mailto:supportoteams.dief@unimore.it
mailto:supportoteams.dismi@unimore.it
mailto:supportoteams.desu@unimore.it
mailto:supportoteams.dscg@unimore.it
mailto:supportoteams.dsvmo@unimore.it
mailto:supportoteams.dsvre@unimore.it
mailto:supportoteams.fim@unimore.it

