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Step 1. Turn editing on when inside a course ( note: when turn editing is on you will have
pencil like icon, meaning you can now edit or add activities or resources to your
course).

Step 2: Locate “"add an activities or resource under “under Course Communication.

Dashboard My courses  Site administration 2022, 2021, 2020, NBS Courses ¥ ePortfolio  Online Support (Ticketing) ¥  More v n o @ “

x Prime space for course communication, noticeboard and engagement |

¥ COURSE COMMUNICATI... [ + Add a block

Announcements.

FORUM

AﬂﬂDlIl‘I[EmEﬂtS
Common Spaces & & v
Student Noticeboard

» Link to Online Learning Crientation

Course Open Forum
P FoRUM ; Course
Course Consultation Room Student Noticebozrd & » Distance Education Common Space
2023

¥ Course Information

FORUM
Course Open Forum #

Lecturers of this Course

Upcoming events + &

[course outline here] There are no upcoming events

~ Go to calendar...
Course Facilitation Schedule o BIGBLUEBUTTON H

Course Consultation Room &

¥ Prescribed Readings Latest announcements

8
) . Add an activity or resource 2 Add a new topic...
¥ Unit 1: Introduction to Te...

(No announcements have been

Step 3: Locate or search for *"external tool”
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Step 4: Give the activity name (e.g CSI13519 online class, the name should be meaningful

as that’s what students will seseon Moodle).

Step 5: Change the “Preconfigured tools” to "MS Teams” as shown below.
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Step 6: Click "save and display” (Scroll down to perform the below).
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There are required fields in this form marked @ .
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Step 7: Click on New meeting " to schedule one.

$ Microsoft Teams Meetings

E Today January 2023

Thursday, 19 January - Today

CSI3519 | in 15 min Join Edit

You invited Limbo, Selma and Maikhudumu, Shaka

Step 8: Add the class name on Teams (e.g CSI3519, please use the module code/module
name)

Step 9: Click on "Add entire class” to add all the enrolled users on your course.

Step 10: Schedule the class (set the date and tfime of your class). You can also click on
"does not repeat” to set a recurring class.

Step 11: Click on send
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Step 12: Click “join” to start the meeting (Note :every meeting you create will be added
on your outlook calendar and Teams App, this will allows you to join from Moodle,
potlook calendar and Teams App calendar)

* Microsoft Teams Meetings
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30 mins You invited Limbo, Selma and kaikhudumu, Shaka

Step 13: Click on "Opem Microsoft Teams)

Cpen Microsoft Teams?

https://teams.microsoft.com wants to open this application.

[0 Always allow teams.microsoft.com to open links of this type in the associated app
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Open Microsoft Teams
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Step 14: Click join

Owen Lisulo (lectu rerl]

=n :

Step 15: If you are not signed in on Microsoft Teams App. It will ask you to sign in if you are
the meeting organiser.

When the meeting starts, we'll let people know you're waiting.

If you're the organizer or the invite came from your work or school, please

S:ﬂ:g Custom Setup
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Step 16: Microsoft Teams controls (shows all the icons found on teams).

a. People: Click to see the participants

b. Chart: Click write or read or read comments

c. Reactions: Click to raise your hand

d. Rooms: Click to create breakout rooms

e. Apps: Click to access Teams app

f. Ellipses (3 dots): click for more option such as record the Meeting
9. Camera: Click to turn the camera on or off

h. Microphone: Click to turn on or off

i. Share: Click when you want to share you screen

j. Click to leave or end the meeting
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