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Dr. Donnie Adams
Faculty of Education
Certified Microsoft Innovative Educator
Certified Microsoft Office Specialist Master
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Session Outline

• Understand Microsoft Teams
• Learn how to create a Team and 

channels 
• Learn how to navigate within a 

Team 
• Know how to manage the Team's 

permissions
• Learn how to upload/create Files, 

start and reply to conversations, 
and post announcements

• Learn how to conduct online 
teaching within a Team
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Eligibility & Terms
 All UM staff and students who have UMMAIL / SISWAMAIL account.

 If you are eligible, you can use the plan until you graduate or are no longer 
enrolled or employed at UM.

 Definitely NO to share Office365 plan to others. Office 365 is 
LICENSED ONLY to the qualifying UM STAFF and STUDENTS.

 For further information on Office 365, please refer to the notes which can
be accessed from UM software website at
http://software.um.edu.my/office365./html 

 Any problem, please login to UM Helpdesk at helpdesk.um.edu.my

How to Access Office365
For Staff

• Please visit https://login.microsoftonline.com

• Sign in to your account

• Login ID – username@365.um.edu.my, password

• Whereby username and password are username & password of UMMAIL

For Students

• Please visit https://login.microsoftonline.com

• Sign in to your account

• Login ID – username@siswa365.um.edu.my, password

• Whereby username and password are username & password of SISWAMAIL
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Applications

The Digital Hub for educators & 
students
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Microsoft Teams

Communicate
through chat, meetings & calls

Collaborate
with deeply integrated Office 365 apps

Customize & extend
with 3rd party apps, processes, and devices

Work with confidence
enterprise level security, compliance, and  
manageability
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Teams is the fastest growing app in Microsoft history

87
Fortune 100

companies use Teams

329,000
organizations use

Teams

44
languages are

supported in Teams

60
customers have 10,000

or more active users

Communicate 
through chat

Communicate across geographies,  
languages and organizations
Share information in an open and transparent  
way with threaded, persistent channel  
discussions

Stay in sync with 1:1 or group chats

Communicate across geographies, languages,  
and organizations with guest access

Humanize the workplace with gifs, stickers,
emojis

Available across mobile, desktop, browser, and a  
wide range of devices, from headsets to Surface  
Hub to meeting room devices
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Communicate through
meetings

Communicate from anywhere with  
a complete meeting solution
Stay connected with a complete meeting  
solution supporting sharing, video and audio  
conferencing

Engage in all types of meetings—spontaneous,
scheduled, external and large 1:manys

Get work done faster by having context and  
content at your fingertips

Stay in the know with meeting recordings with  
transcription and translation, indexed for  
searching

Join from a range of platforms and devices,  
including desktop, browser, mobile, and meeting  
room devices
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Collaborate with integrated Office
365 apps

Quick access to the apps you love
Access your files along with related chats and
apps in one consolidated workspace

Share and co-author Office and other files  
within the app

Reduce context switching with built in access to  
Office 365 apps—Word, PDF, OneNote, Power
Point

Keep the whole team in the loop with 
integration and notifications
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Customize and
extend

Personalize your workspace to include  
the apps and services you love
Customize your channels by pinning important  
files, apps, or dashboard for easy reference

Add 3rd-party services so the team can quickly  
access information when needed

Integrate workflows to simplify processes and  
accelerate decision-making
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Teams Guide Links

Step 1: https://youtu.be/ZgmIucYKiZM
Step 2: https://youtu.be/2hzCOXgmYQU
Step 3: https://youtu.be/amSHf9-fbM0
Step 4: https://youtu.be/pNWhR61eU9Y
Step 5: https://youtu.be/104i8tnfA1k
Step 6: https://youtu.be/oHff2W51wZ8
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Teams for different Class, Assignments & Presentations
Marketing
Deliver marketing campaigns
and go-to-market activities across  
a diverse group of internal and  
external stakeholders.

Sales
Build and deliver proposals with  
input from different stakeholders.
Manage sales planning, training and
sales readiness in the same place.

Human Resources
Manage recruitment, training,  
and reviews across departments.

IT
Drive IT transformation and  
change management.
Plan, execute and manage all phases  
of IT deployment, adoption
and rollout.

Engineering
Move quickly between ideation,  
development and deployment.

Integrate with developer tools.

Project Management
Manage project stakeholders,  
tools, budgets, project reviews,  
and feedback.

Firstline Workers
Empower your Firstline  
Workforce with tools that will
support schedule management and  
provide oversight to what’s most  
relevant to their day.

Healthcare
Provide the best care possible  
enabled by a secure platform with  
secure messaging, streamlined care  
coordination and health team  
huddle capabilities.

Education
Empower your students to
create the world of tomorrow with  
a simple and safe experience that  
promotes teamwork and unlocks  
creativity.

Microsoft Teams: 
The digital hub for educators and students

How do you see Microsoft Teams helping your learning and working 
environment? 

In what ways could it benefit teachers? 

In what ways could it benefit students?
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Microsoft Teamsdevices

Work with confidence
Certified devices, with high quality video  
and audio, enterprise-grade security, and  

easy set up and management

Access intelligent comms
Smarter and faster ways to connect  
and collaborate with your devices

Built for purpose
Devices optimized for your  

spaces and work styles

A range of certified devices in every size, for every space and workingstyle

Personal devices Shared devices

Headset Desk phone Mobile phone Speaker puck Mobile phone PC Conference Skype Room Large screen
station Room Phone Systems collaboration device

Get the Teams Mobile App

https://products.office.com/en-my/microsoft-teams/group-chat-
software?rtc=1#desktopAppDownloadregion
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Customize and
extend

Create  
simplicity

Personalize your  
experience

Make your apps  
work for you

Microsoft Teams

the modern workplace your people deserve

https://forms.gle/BKxdWavah1BG96vR8 
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Link: http://mjli.uum.edu.my/images/vol.15no.2/227-256new.pdf

If your university implements Blended Learning, how 
much of Face-to-Face (F2F) vs Online do you prefer?

f2f 10 %: Online 90 %
f2f 20 %: Online 80 %
f2f 30 %: Online 70 %
f2f 40 %: Online 60 %
f2f 50 %: Online 50 %
f2f 60 %: Online 40 %
f2f 70 %: Online 30 %
f2f 80 %: Online 20 %
f2f 90 %: Online 10 %
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If your university implements Blended Learning, how 
much of Face-to-Face (F2F) vs Online do you prefer?

0 10 20 30 40 50 60 70 80 90 100

f2f 10 %: Online 90 %

f2f 20 %: Online 80 %

f2f 30 %: Online 70 %

f2f 40 %: Online 60 %

f2f 50 %: Online 50 %

f2f 60 %: Online 40 %

f2f 70 %: Online 30 %

f2f 80 %: Online 20 %

f2f 90 %: Online 10 %

If your university implements Blended Learning, 
how often do you prefer to meet your course 

lecturer Face-to-Face?

Once every two weeks

Once every three weeks

Once a week

Once a semester

Once a month
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If your university implements Blended Learning, 
how often do you prefer to meet your course 

lecturer Face-to-Face?

0 50 100 150 200 250 300

Once a month

Once a semester

Once a week

Once every three weeks

Once every two weeks

If your university implements Blended Learning, what is your 
preferred teaching and learning content made available online?

0 20 40 60 80 100 120 140 160 180 200

Reading Text Only (e.g. PDF)

PowerPoint Presentation only

Audio only (Audio recording of teaching content)

Video only (Video recording of teaching content)

PowerPoint with Audio (PowerPoint with Audio explanation)

PowerPoint with Video (PowerPoint with Video explanation)

Text with Audio (Notes with Audio explanation)

Text with Video (Notes with Video explanation)

1st Preference 2nd Preference
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Students were ready for e-learning and had the required 

technological skills.

Students had a low level of readiness in self-directed 

learning.

In terms of age, mature students felt more independent 

compared to other age groups, such as those below 29 

years. Older students tended to use e-mail more often. 

Students below 29 years of age were much more 

connected to social media for instant messaging, 

and used mobile technologies or gadgets compared to 

students between the ages of 30 to 59 years old.

Generally, younger students were more 

comfortable with mobile technologies compared to 

older students.
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Gender
Females used mobile technologies and gadgets, more often than males. 

Female students also used office software more often, they perceived 

themselves to be more skillful in using Microsoft PowerPoint than males.

With regards to instruction, unlike female students, male students preferred 

direct lecture; however, male students were more confident in asking 

questions during online discussions.

Ethnicity
International students participated more actively in blended learning activities, 

whereas Chinese students were the least likely of all the ethnicities. 

International students also used e-mail more often to communicate. However, 
Bumiputera students from Sabah and Sarawak were less likely to use e-mail to 
communicate. 

Additionally, students from Sabah and Sarawak used online learning software 
rarely although they used their gadgets more often.

Chinese students tended to use social media to share information more 
compared to other ethnic groups, and Indian students used it the least. 

Indian students also found it more difficult to use multiple applications or 
multi-window screens simultaneously in a blended learning environment.
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Field of Study
Social science students preferred using e-mail to communicate, while 

medical students preferred it the least.

Social science students were also more confident when they posted 

questions in online discussions.

Social science students were also more focused during online 

learning.

Medical students were slightly less confident in using presentation 

software like PowerPoint compared to the social science students.

Level of Education
Postgraduate students easily understood the basic functions of a 

computer and laptop. They were more independent learners compared 

to undergraduate students.

Postgraduate students also used e-mail often to communicate, and 

they were the group of students who always used MS Office software

Postgraduate and undergraduate students rarely used online learning, but 

undergraduate students used it more compared to postgraduate 

students. 
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Link:https://umexpert.um.edu.my/public_view.php?type=publication&row=OTIxM
zE%3D
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