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D2L — Teams Widget

Teams meetings/class sessions created via D2L do not place an event on your calendar or
student calendars.

You only need one Teams meeting/class session for your course section. Just keep re-using the
one Teams meeting/class session for the semester. The meeting/class session link works for 60
days since its last use.

Teams meetings/class sessions are open to anyone with the "Join Microsoft Meeting" link.
Therefore, if you create Teams meetings for office hours, you must create a separate Teams
meeting for office hours with each student or restrict the number of students that you share the
Office Hours meeting link with. Otherwise, all students with the link can join, even if you
intended the meeting to be a one-on-one discussion with a student.

Adding the Teams Widget to your D2L Course Homepage

Creating a Teams Meeting

e (Course Homepage
e Announcement Tool
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Adding the Microsoft Teams Meeting Widget to your Course

This option enhances the ability for instructors to quickly create Teams meeting links from your
course(s) homepage in D2L. You may also create, and share, a Teams meeting link by following
the steps listed under “Announcement”.

Step 1: Go to the “Course Admin” area within the course that you wish to add the widget.
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Step 2: Click “Homepages”
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Step 3: You’ll be given a list of homepages available to you in the course. Click the drop-down
arrow next to the active homepage within the list below and click “Copy”

Select a homepage to usein this org unit. Selecting the default option means your homepage will reflect any changes made to the default homepage.

Create Homepage

Active Homepage

This is your-active
course homepage
e e g

‘ -- Default -

College of Business - Homepage Template w

Two-panel homepage layout, that does NOT include the content browser window. Includes an instructor contact widget which
can be copied at the course level and then modified with individual instructor information.

Updated: 1.3.20

Shared to this org unit from Clayton State University

Course Defaul@ & Default Homepage: Not Enforced

Default home Shared to this org unit from Clayton State University
Copy
Course Default Layilgﬁ? v

Default homepage for courses Shared to this org unit from Clayton State University

Sample - Basic Organization Homepage wv

Sample organization homepage utilizing a two panel layout and putting emphasis on the News widget.
Shared to this org unit from Clayton State University

Sample - Basic Organization Homepage with Custom Styles

Sample organization homepage utilizing a two panel layout and putting emphasis on the News widget. Includes customized
widget styles. A2

Center for Excellence in Learning & Teaching (CELT) For Technical Support contact the CELT
Updated: 7/29/2020 Email: CELT(@clayton.edu



mailto:CELT@clayton.edu

Page 5/15

Step 4: Next, click the title of the homepage copy you just created (which should contain “-
Copy™)

Active Homepage

‘ -- Default --  ~ ‘ Apply

College of Business - Homepage Template

Two-panel homepage layout, that does NOT include the content browser window. Includes an instructor contact widget which
can be copied at the course level and then modified with individual instructor information.

Updated: 1.3.20
Shared to this org unit from Clayton State University

Course Default @ Default Homepage: Not Enforced

Default homepage for courses Shared to this org unit from Clayton State University

Course Defaul - Copy | v

Default homepage for courses Shared but not used.

Course Default Daylight

Default homepage for courses Shared to this org unit from Clayton State University

Sample - Basic Organization Homepage wv

Sample organization homepage utilizing a two panel layout and putting emphasis on the News widget.
Shared to this org unit from Clayton State University

Sample - Basic Organization Homepage with Custom Styles

Sample organization homepage utilizing a two panel layout and putting emphasis on the News widget. Includes customized
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Step 5: Decide which area that you wish to place the Teams widget then click “Add Widgets”

Please Note: The widget is only viewable by you, the instructor. So place it somewhere
convenient for you.

Basic
Two panels: one large panel on the left and one smaller panel on the right.
Change Layout YLQ..L! m@.yg.g-qt_bg M§ T@Tﬁﬂﬂg@l
in multiple areas (depending on
— ) it \\ —— e
Widgets your.course homepage layout)

Course... Calendar

Announcements Role Switch

Add Widgets

Updates

Add Widgets

Save and Close Save Cancel
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Step 6: Click within the text box and type “Teams” to narrow the list of widgets. Click the
checkbox next to “Microsoft Teams - Meetings” and then click “Add”

Add Widgets ¥

1ﬂ q| Teams X

Filter By: System Widget Custom Widget

[ | 1itemsselected Clear Selection

Microsoft Teams - Meetings
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Step 7: Click “Save and Close” on the homepage layout screen. Next, click the drop-down list
under “Active Homepage” and select the name of the homepage which contains the widget you
just added. Then click “Apply”. The active homepage title will be displayed underneath “Active
Homepage” and will be noted with the word “Active” on the far right-hand side.

Select a homepage to use in this org unit. Selecting the default option means your homepage will reflect any changes made to the default homepage.
Create Homepage
I " H "
You'll see “Active* next

T tojthe,course
homepage you enabled
e O bttt

‘ Course Defal w ‘ Apply

College of Business - Homepage Template w

Two-panel homepage layout, that does NOT include the content browser window. Includes an instructor contact widget which
can be copied at the course level and then modified with individual instructor information.

Updated: 1.3.20

Shared to this org unit from Clayton State University

Course Default v @ Default Homepage: Not Enforced
Default homepage for courses Shared to this org unit from Clayton State University
Course Default - Copy v
Default homepage for courses Not shared

Course Default Daylight

Default homepage for courses Shared to this org unit from Clayton State University

[

Sample - Basic Organization Homepage W

Sample organization homepage utilizing a two panel layout and putting emphasis on the News widget.
Shared to this org unit from Clayton State University

Step 8: Now click “Course Home” to return to your course homepage. You should see the MS
Teams widget displayed visible now on the course homepage.

Now you’re ready to create a meeting!
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Creating a Meeting
Course Homepage

Step 1: From the homepage, click “Create meeting link” located in the Teams widget.

Create Teams meetings for your
course.

Get started on Teams by creating a meeting you can
share with people in your course.

Create meeting link
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Step 2: Name the meeting, select a start/end time, and click “Create”

New meeting

CSU 1000 Section 90|

Jun 12, 2020 11:00 PM \

Jun 13, 2020 12:00 AM .

Cancel
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Step 3: Next, click “Copy the meeting link” to distribute to students via options such as email,
D2L content module, etc. Please SCROLL DOWN in the widget to reveal all the details.

LA L

MS Teams W K3

Meeting created

CSU 1000 Section 90
Jun 13, 2020
12:00 AM — 1:00 AM

Copy the meeting link

Mew meeting

+1 470-645-3099 United States,
Atlanta (Toll)
Conference ID: 717 289 032#
Local numbers | Reset PIN | Learn
more about Teams | Meeting
options

Optional: If you requested a license which generates a dial-in number for your Teams meetings,
be sure to copy and share that info with students so they have the information available to them if
they need to utilize that option.

Please Note: Regardless of the start and end dates and times you enter, once a Teams
meeting/class session is created, it can be joined and rejoined at any time or on any day, within
60 days of its last use.
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Announcement

Step 1: Click the drop-down arrow next to “Announcements” and select “New Announcement”

Content Browser W Calendar W

l Bookmark Go to Announcements Tool

Friday, June 12, 2020 P
IE Module jI New Announcement I— -2nd y o
IE Module { Reorder Announcements > Upcoming events v
[ Module§ Rss y »
5 Spring Bi  notifications > There are no events to
display. Create an event.
E Module € style this widget >

Collapse this widget

Announcement— st Role Switch W

Step 2: Click the link icon and scroll down the list to find and click the “MS Teams Meeting”
option.

Insert Quicklink

B Rubrics >
i Self Assessments >
{8} Self-Enroliment Groups >
=] Surveys >
= url >
Third Party
D i Add Kaltura Media >
i 1S Teams Meeting >
&l peermark >
& playPosit Interactive Video >
Turnltin - PeerMark >
Cancel 4
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Step 3: Next, click “Creating Meeting Link”

Create Teams meetings for your
course.

Get started on Teams by creating a meeting you can
share with people in your course.

Create meeting link

Step 4: Name the meeting, select a start/end time, and click “Create”

P

MS Teams v &

New meeting

CsU 1000 Section 90|

Jun 12, 2020 11:00 PM ~

Jun 13, 2020 12:00 AM ~

o
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Step 5: Once the meeting has been created, click “Insert” to automatically insert the meeting link
into your announcement.

4 v

Meeting created

C5U 1000 Section 30
Jun 12, 2020
11:00 PM — 12:00 AM

+1 A70-645-3099 United States, Atlanta
(Toll}
Conference ID: 461 128 646+
Local numbers | Reset PIN | Learn more about
Teams | Meeting options
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Step 6: After inserting the link, you can make additional modifications to the announcement.
Once completed, click “Publish”.

Course Home Content Assessments v Communication v KalturaVideo ¥ University Resources v Course Admin

New Announcement

General

Headline *

Course Meeting Link|

Content *

O & 2 v Paragraph v B I U~ = =

v Font Family ~ Font Size v H -

CSU 1000 Section 90

¥ Y% o BN 4

Availability

Show Start Date

I Publish I Save as Draft Cancel

Step 7: After publishing, the announcement is viewable by students (dependent on any date/time
restrictions you may have set).

Content Browser W Calendar W

A Bookmarks <& Recently Visited

Friday, June 12, 2020 [
[ Start Here >
B SIS 5 Upcoming events v
[ Final »
(3 Module 14: Cultural Clashes and Resolution > There are no events to
display. Create an event.
B Module 13: Infectious Disease >

Announcements W Role Switch W

Course Meeting Link ~ x Current Role

Posted Jun 12, 2020 10:49 PM -- My Role (Administrator) --

CSU 1000 Section 90

Change Role

You've successfully created a Teams meeting/class session via D2L!
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