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Instructions for Students
When creating a new MS Teams meeting link for students, we recommend including technical information
specifying how to connect to the platform and what to do in case of technical errors. Additionally, you may
want to explain (written or verbally) some etiquette or ground rules for their interactions within the platform.
Outlined below we have written a series of texts that can be modified to your context and copied and pasted
into your Virtual Campus environment.
Technical Information
In order to access our live lecture, I strongly recommend that you download the MS Teams App. If you don’t
have the app, you’ll be prompted to download it when you first click on our meeting link. Follow the instructions
on screen. You can also download the software in advance here.
If you prefer to access our meeting through your browser window, you will need to accept third party plugins
when prompted. You will need to activate this option on in your browser if you have turned it off.
Additionally, before clicking the meeting link, please ensure:
•
•
•
•

You’ve signed in to your MS Teams account;
You’ve made all updates to your browser and computer;
You’ve closed all other applications that use your webcam and microphone (e.g. Skype, FaceTime,
Zoom) and checked your internet connection.
You’re on a high speed and stable internet connection.

If you encounter a technical error when connecting to MS Teams:
•
•

Call the IT Department at 613-562-5800 x6555
Or, submit a request online at https://topdesk.uottawa.ca/
In your request, include our course code and name and describe your technical problem. As well, in the
section titled “Share your ticket with somebody else” include my e-mail address. By including my email,
I will see the technical error and response from the IT Department. If you don’t have this option, or
forget to add me, please send me an e-mail with these details. I will not be able to respond to you
during our activity, we will discuss any absences after the session is over.

Optional Elements
Meeting Etiquette
MS Teams is a collaborative environment where we can discuss course related topics and issues. Like our in-class
environment, we need to show respect to our colleagues when we share and discuss ideas. This means personal
attacks, inappropriate language, and discrimination in any form will not be tolerated (verbal or written). You can
disagree and criticize ideas, not individuals. Additionally, please respect the following points:
•
•
•
•
•

Enter our meeting at the scheduled time, don’t be late.
Be present online, avoid multi-tasking and other distractions.
Stay on mute when entering the meeting. If you have a question or want to raise a point, use the “raise
your hand” icon and I will call on you when it’s appropriate.
Don’t press the “mute all” function when others are speaking. This disables the microphone for
everyone in the conversation. You wouldn’t “shush” people in class, don’t do it online.
When using your webcam, make sure that your attire and background is appropriate. Treat our virtual
lecture like you would our in-class environment. If you want more privacy, use a background effect like
the blur or office environment.
To enable this option, click on the three dots “more actions” and select “show background effects” from
the list. You will be provided with a choice of background, select one, and press apply. Backgrounds will
only hide objects (e.g. walls, furniture, décor), not other people in your vicinity.

Virtual Campus Example

In this example, the course is organized by week with live sessions (synchronous) and online session (asynchronous)
sessions. The illustration above showcases a synchronous session and its associated module description. We’ve added a
paragraph here to inform students of the meeting time, what activities will be happening, what they need to prepare,
and the learning outcomes for the session. In the image below, we present the actual MS Teams meeting link and
technical information.

This image shows the MS Teams meeting link and the technical information. We have omitted the “Meeting Etiquette”
paragraph in favour of explaining these points during the live session.
As a reminder, you can add a description to your meeting link by selecting the “Bulk Edit” option within your Virtual
Campus module.

