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What is Microsoft Teams?

() Tanimlama bilgilerini web sitelerimizdeki deneyiminizi iyilestirmek icin ve reklam amaciyla kullaninz. Gizlilik Bildirimi

B Microsoft | Teams  Uriinler

Birlikte Modu ve Biiyiik Galeri Goriintimi i isterileri Bu yeni ozellikleri nasil etkinlestireceginizi 6grenin >

Microsoft Teams is a digital platform that lets
you use conversations, meetings, files, and
apps in one place.

You can get detailed information about Teams Microsoft Teams'e hos geldiniz

by clicki ng biry bet etmek, toplant, telefon gériismesi ve isbirligi yapmak icin

You can download and install Microsoft Teams
on your desktop computer or mobile device.



https://www.microsoft.com/tr-tr/microsoft-teams/log-in

|
Download Microsoft Teams Program

B aa: " y —
="‘ Microsoft | Teams Uriinler Cozumler Kaynaklar « Fiyatlandirma Daha Fazla Microsoft 365

C I | C k Artik Microsoft Teams'de ailenizi ve arkadaslarinizi arayabilir, onlarla sohbet ec

You can download and install Microsoft Teams
on your desktop computer or mobile device.
This guide will proceed through the Download
for desktop devices option. You can follow the

steps. Microsoft Teams'i indirin

Teams'de istediginiz her yerden herkesle bagdlanti kurun ve isbirligi yapin.

Masaiistii cihazlar igin indirin Mobil cihazlar icin indirin



https://www.microsoft.com/tr-tr/microsoft-teams/download-app

|
Download Microsoft Teams Program

When you follow step 2, the Download Teams Windows masaiistii icin Teams'i indirin
for Windows Desktop window appears.

Within the scope of the agreement made by == ==

our university.

Ev ve kiiciik isletmeler icin Teams is veya okul icin Teams

You need to select «Teams for Work or

School». If you choose the other option and

install, you will not be able to log in to Teams
. . indirin
even if your password and e-mail address are

correct.

For installation, you can run the *exe file and
install it on your computer.
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B Microsoft

Microsoft
Heeees @ktun.edu.tr

Microsoft Teams'e hos geldiniz! Parola girin

is veya okul hesabinizi kullanarak is arkadaslarinizla sohbet edin ve

is, okul veya Microsoft hesabinizi girin

Parolami unuttum

Kullanmaya baslayin

wkkkkxkiak @ktun.edu.tr Bagka bir hesapla oturum ag

Kullanim kogullan  Gizlilik ve tanimlama bilgileri



Microsoft Teams Login Open Teams (work or school)

& Microsoft Teams'de oturum agin

You can follow the steps to log in for the
Microsoft Teams (work or school) version
you have downloaded and installed on your
computer.

2 = Microsoft
T R
. Microsoft

#eerees @ktun.edu.tr

Oturum agin

Parola girin

@ktun.edu.tr 000000000

You can log in with your e-mail address
provided by your school(@ktun.edu.tr) and
the password provided by the IT
Department.

Hesabiniz yok mu? Yeni bir hes:

Gizlilik bildirimi  ©2022 Microsoft Kullanim kogullan  Gizlilik ve tanimlama bilgileri -+ -

Microsoft account login information for our staff and students was sent to their corporate mail accounts between 10-01-2021 and 20-01-2021. Account
information of the students or employees who registered after this date were also sent to their corporate e-mail addresses.
You can click the link below for detailed information.


https://www.ktun.edu.tr/tr/Birim/DuyuruDetay/mIcrosoft_teams_hesaplari_hk_2526
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Microsoft Teams Login Screen
You can privately message with your friends from

this tab, send pictures, videos, files etc. You can
also send and view files, events, organizations and
previous messages shared with you.

Ekibe katil Ekip arayn

. You can manage your
User Profile here.

From this tab, you can see the teams you have .
. . . . . Ekibe kodla katil
joined, join new teams and send files, messages,
pictures, videos with your teams, and you can also devler N

. . Kodu girin
embed vyour work with other Microsoft
applications.

You can view the calendar from this tab and create
your own plan calendar, and also organize an
online meeting at the date and time you want.

You can check other applications of Microsoft
from this tab.

You can check other applications of Microsoft
from this tab.
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Sohbet

All chats are shown here.

You can get information about the online meeting
here.

You can get the attendance report in the chat
section here.

You can access the video of the recorded meeting
here.

You can send a new message to the participants in
the chat

Chat Part

6 Toplanti baslad

Kayit bagladi
ant bitti: 28s

Toplanti

oKum

Katilim raporu
Katilim raparunu indir
(ayit islemi durduruldu. Kayit k:

Toplanti

L Hafua Darsi

gin buraya tiklayin

JZEM

@ o
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Takvim 3 Bir kimlik ile katil (1 Hizh Toplanti

& Bugin

Yo
When you click the Teams calendar tab, 12

the calendar appears. You can schedule a

: date.
and time from the calendar. Or you can - -

start an instant meeting.
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Takvim
& Bugin

12

Pazartesi

Instant Live Meeting Section

You can get the link of the meeting here.

To create an Instant Meeting, select "Meeting
now" in the Calendar tab.

q

H Bir kimlik ile katil (1 Hizh Toplant

Toplanti adi

UZEM ile toplanti

Paylasmak igin bir baglanti alin

Toplantiyi buradan baslatabilirsiniz.
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New Meeting Planning
| Step2

@ - o

# Birkimlikile katl (31 Hizli Toplants | =+ Yeni toplant ‘ W |

Yeni toplantl Aynntilar  Zamanlama Yardimcisi

[E) Caligma Haftas ~ , - e e
T Durumu géster: Meggul ~  Kategori: Yok v Saat dilimi: (GMT+03:00) Istanbul » -~

Baslik ekleyin Meeting Title

'—_:é Gerekli katihmailan ekleyin

12 14 16
Sa Pergembe a

Cargamba

Yinelenmez

Kanal ekleyin Adding a Channel to a Meeting

Click the "New Meeting" button on the Teams ®  Konum ekiyin
calendar tab.

& M\ Paragraf A

Bu f_.-'EI'Ii toplantinin Ej;.-'I'II'ITI|EI'II"|I yazin

Explanation About the Meeting

In the window in step 2, the information is
filled and the save button is clicked.
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UZEM ile toplanti

In this section, you can set your device's Sunun i se v gorunt0 yarani seci:
camera and microphone before the 1. Hafta Ders
meeting starts and click the "Join Now"

button.

:_‘J‘] Bilgisayar sesi (]

t

Realtek(R) Audio

A
Kamera bagh degil L () I ———
@
Q Oda sesi
5:“3 Q_'N Ses kullanma

iptal Simdi katil
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Starting a Meeting

) % | sss N \"_, ™ Aynl v
S B % B - N & @ ean v

Toplanti secenekleri X
More About the Meeting ‘ §83 Cihaz ayarlar ”
Arama d
[ e s Lobide beklemeyecek kisiler kimler?
H H = Toplanti secenekleri

In the m'ee'tmg option, there Q Kurulusumdaki kisiler ve kon...
are restrictions on who can [ Toplanti notlan
participate in the meeting, such Arayanlann lobiyi atlamasina O

. .. . - h F=F =
as internal/external limitations. B Galeri AT D I

Arayanlar katildiginda veya
aynidiginda duyur c

Kimler sunabilir?

Herkes

Katihmalann mikrofona

v
Tam ekran c
@

erisimine izin verilsin mi?

W

X

5% Arka plan efektleri uygula Ka.tl_hn'.lﬂltfrl.n kan’.lle-raya-?
erisimine izin verilsin mi?

Aciklamali canl alt yazilari...

Toplant: sohbetine izin ver
. . @ Kayd baslat
Register/Stop Meeting - v

B3 Dokimii baslat n

= Teokilere izi

{X) Sohbet balonlarini géster... i b D

N Gelen goériintiiyti kapat iletisim Erisimi Gercek Zamanl o
Ceviri (CART) Alt Yazilan Sagla ———

(@ Yardim

Kaydet
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Download Teams Meeting Record

The Chat Section on the Teams Home page
opens. Click on "Files".

In step 2, the video recording created in the
chat can be seen.

Toplanti

a Dékim

‘l, Katilim raporu

=== Katilim raporunu indirmek igin bural

1. Hafta Dersi Sohbet

[N Ag & Baglantiyi kopyala

Dosyalar +  Katlm 4 daha v

+ Indir

Surada paylagild: =

03649-Toplant Kaydi.mp4d Diin

Gaonderen

UZEM




Giving Live Lesson Link to Distance Education
System (LMS)

You can create a scheduled meeting by Takvim # Birkimiikile katl | 0 Hizh Toplan
clicking the "New Meeting" button in the —

© (B Calgma Haftas
Calendar Section of Microsoft Teams.
16

12

Pazartesi

Live lessons can be held every week with
a fixed meeting link.
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Giving Live Lesson Link to Distance Education
System (LMS)

Yeni toplanti  Aynntilar  Zamanlama Yardimas:

[=L=]] .
. . Durumu géster: Mesgul ~ Kategon: Yok > 5aat dilimi: (GMT+03:00) Istanbul ~  Yanit secenekleri Kayit gerektir: Yok
Meeting Title o d 9 9 ‘ ) ¢ e

. 1.Hafta Dersi
At least one participant must be added to the

meeting. If the participant is not added, the y  uzakianogretim@ktunedutr |
meeting link will not be created. You can add your
own e-mail address.

Oinerilen: Oneri yok.
Meeting Start End Date and Times '

Indicates the recurrence frequency of the created i finelenmez
Meeting. If marked as "Non-Repeatable" this Her is giind (Pzt - Cum)
meeting will be held once. © Her giin

Tdm gin

. . i A aA Paragraf
In order to use the same live lesson link every = e

week, the "Every Week" option must be selected. anni yazin
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Giving Live Lesson Link to Distance Education
System (LMS)

Yeni toplanti Aynntilar  Zamanla
Durumu gé: esgul v Katege 03:00) Istanbul

1.Hafta Dersi

Yineleme ayarla

Baslanaig ] | Meeting start date

arni yazin

——.-=.20__ tarihine kadar her Pergembe gininde gerceklesir | Information that this meeting
will be held
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Giving Live Lesson Link to Distance Education
System (LMS)

After the meeting information is
filled in, the "Send" button,
which is the 4th step, is clicked.

Durumu g desgul ~ Kategori * Saat dilimi: (GMT+03:00) Istanbul ~  Yanit secenekleri

| a8 Vi 1.Hafta Dersi

At least one participant must be added to the
meeting. If the participant is not added, the

meeting link will not be created. You can add your
own e-mail address.

ihine kadar her Pergembe glninde gergeklegir -

Meeting Start End Date and Times
Kanal ekleyin

Information that this meeting will be held
Konum ekleyin
Explanation about the meeting

Dersimize ait canh ders linki




Giving Live Lesson Link to Distance Education

System (LMS)

H Bir kimlik ile katil [ Hizh Toplant:

The "Calendar" tab in the
Microsoft Teams menu opens.

Eyliil 2022 ~

Takvimim

. : 1.Hafta Dersi
Click on the Planned Lesson [} byl 20_ Pergembe 1100 1200

every week and copy the link in [ R oo
the window that opens.




Giving Live Lesson Link to Distance Education

System (LMS)

™ URL diizenleniyor x =+

« > C & Ims.ktun.edu.tr

The live lesson link obtained from Teams 2 iconivansires
is copied to the external URL.

Derslerim
§ Katlimcilar

Adjustments are made about the course
content and "save and return to the
course" is selected.

7 Yetnlikler e HAFTA 1 icindeki URL gtincelleniyor

Natlar

[0 GEMEL
Ad
[0 DERS ANKETI
Harici URL

Aciklama
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Giving Live Lesson Link to Distance Education
System (LMS)

Microsoft Teams acilsin mi?

https://teams.microsoft.com bu uygulamayi agmak istiyor.

[0 Bu tur baglantilar iliskilendirilmis uygulamada agmasi igin teams.microsoft.com sitesine her zaman izin ver

Microsoft Teams adli uygulamayi ag

Merhaba Arkadaslar Teams'i indirin (is veya okul)

nak icin masatisti

Bugtin dersimizi Teams uygulamasi lizerinden yapacagiz.

Teams toplantiniza nasil Bu tarayicida devam et
katl I ma k istersin iZ? Indirme veya ytikleme gerekmez.

Teams'i acin (is veya okul)
Zaten sahip misiniz? Dogrudan toplantiniza

gidin.

Students click on the "LIVE COURSE" button
and are included in the Teams environment.
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Changing Meeting Permissions

Who can participate in a created
meeting (in-house) or who can make a
presentation is done in the "Meeting
Options" section.

1. Hafta
o]
=5} @ @Q 6] ar \!,
Kigiler Sohbet  Tepkiler Odalar  Uygulamalar  Tdmi Mikrofon  Paylag

Kisileri toplantiya katilmaya davet edin

£33 Cihaz ayarlan
Ap Arama durumu
2> Toplant segenekleri

[E Toplanti notlan

B Galen v

S22 Birlikte modu

Tam ekran

Agiklamali canh alt yazilar...
@® Kayd baglat

=] Dokimi baglat

[S) Sohbet balonlanm géster...
1\ Bildirimlerin sesini kapat
%1 Gelen gérintiyi kapat

[@REL T

- O

s Aynl

'

X

22
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Changing Meeting Permissions

You can change the permissions of the

meeting you

organized from

the

"Meeting Options" section and click the

"Save" button.

O

1. Hafta
Co
2 ® w\@ ol gl
Kigiler Sohbet Tepkiler Odalar  Uygulamalar Tdmi

Keeping wait in the lobby of the organization (persons with e-
mail address with *ktun extension)

Granting the authority to present in the organization (persons
with an e-mail address with *ktun extension) and guests

Allow chat only to people in the meeting

— O

L

Mikrofon  Paylas

o« Aynl v
Toplant: segenekleri >

Lobide beklemeyecek kigiler kimler?

Yalmzca ben ve ortak toplanti d...

Arayanlann lobiyi atlamasina her
Zaman izin ver

Arayanlar katildiginda veya ()
aynldiginda duyur

Ortak toplanh dazenleyicilerini segin:

Bir katihmaya rol atamak igin onlan tek tek
toplantiya davet edin. Daha fazla bilg
Kimler sunabilir?

Yalrzca ben ve ortak toplanti d...

Katilmalann mikrofona erigimine ()
izin verilsin mi?

Katihmailann kameraya ()
erisimine izin verilsin mi?

Toplanti sohbetine izin ver

Etkin ~
Tepkilere izin ver ()
lletigim Erisimi Gergek Zamanh

Geviri (CART) Alt Yazilan Sagla

Kaydet

ped



Restricting Meeting Registration to Participants

To share the video of the meeting with
Microsoft Teams, there is the conversation in
which the meeting was held in the "Chat" tab [l
in the Teams application. A recording has been [ e —
made of the conversation. You can open the [l C
created recording in Onedrive in your browser.

\ll Katilim raporu

2= Katilim raporunu indirmek igin buraya tiklay|

Kayit iglemi durduruldu. Kayit kaydediliyor..

sorun bildirin

Toplant

Kaydeden: UZEM
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B2 Microsoft

Oturum agin

Restricting Meeting Registration to Participants

Oturum agin

25



KONYA
’ TECHNICAL UNIVERSITY
DISTANCE EDUCATION

‘ APPLICATION AND RESEARCH CENTRE

Restricting Meeting Registration to Participants

iii  Stream  1.Hafta Dersi-20220915_103649-Toplanti Kayd & « Jof— @

ndir

Baglanti ayarlari
1. Hafta D 1 Kaydi.mp4

Baglanti gdnder
1. Hafta Ders..ti Kaydi.mp4 Bu baglant kimler tarafindan kullamilmasim
istiyorsunuz? Daha fazla bilgi edinin

) Baglantiya sahip olan herkes

Microsoft Stream

1. Hafta Dersi

orintileme = U er Kayitlar

Gonder er ayarlar

Gorunttleyebilir

Baglantiy1 kopyala

dlantiya sahip olan herkes yalnizca
intdl

a
@ indirmeyi engelle

Paylagilan: e
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Restricting Meeting Registration to Participants

W 1. Hafta Dersi-20220915_10364

& (= @ ktunedutr-my.sharepoint.com

Stream 1. Hafta Dersi-20220915_103649-Toplant Kayd: - /O @

You can copy the link created for
restricted users and add it to the
courses in the distance education
system

1. Hafta D... Kaydi.mp4' baglantisi kopyalandi

Microsoft Stream

1. Hafta Dersi

.- Eylul 20__ 99998 giin icinde stiresi doluyor = 10 gorintileme + UZEM - --- % Belgeler > Kayitlar

Bu videonun ne hakkinda oldugunu agiklamak igin bir agiklama ekleyin

27
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