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Uvod

Microsoft Teams alat je za komunikaciju i kolaboraciju nastao evolucijom Microsoft Skype for Business alata. Dio je
Office 365 pretplate i uklju¢uje moguénosti odrzavanja video sastanaka, slanje tekstualnih poruka, dijeljenje
podataka.

Pristup

Pristupite prijavi putem Office 365 portala na https://www.office.com/

Odaberite Sign in

Get Office Sign in

Unesite Vase AAI@EduHr korisni¢ko ime s @vvg.hr

BY Microsoft
Sign in

karisnickoime @vvg.hr

No account? Create one!
Can't access your account?

Sign-in options

Ponovno unesite AAI@EduHr korisnicko ime i lozinku

@FduHr

Korisnicka oznaka

karisnickaime@vvg hr

...........

Autentikacijska i autorizacijska infrastruktura znanosti i
visokog obrazovanja u Republici Hrvatskoj

e-mail podrske: informaticka.podrska@vvg.hr
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Na pocetnoj stranici odaberite Teams

Good morning

+ & o H ® $ W P

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams
Forms Admin All apps

Preuzimanje

Microsoft Teams moZete preuzeti i na sljedeéoj poveznici kao desktop ili mobilnu aplikaciju
https://teams.microsoft.com/downloads

Get Teams on all your devices

Desktop Mobile
ER Windows 64-bit & oS
8 Windows 22-bit i® Android
& Mac

A Linux DEB 64-bit

A Linux RPM 64-bit

e-mail podrske: informaticka.podrska@vvg.hr
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Kreiranje timova i kanala

Komunikacija i dijeljenje sadrzaja odvija se u timovima tj. u kanalima unutar tima. Tim mozZete sami kreirati i u njega
dodati ¢lanove.

Da bi kreirali svoj tim odaberite Teams -> Join or create team -> Create team

Search or type a command

® Teams Y &3 28" Join or create team

E Hidden teams ’

see

Teams ‘

Search or type a command

‘! { Back
(=] Join or create a team
w
Teams . :ii
Create a team Join a team with a code
b . . . Enter code
&' Create team
= i

e-mail podrske: informaticka.podrska@vvg.hr
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Odaberite vrstu tima koji Zelite kreirati, preporuka je odabrati Class.

Select a team type
=
=
[

Class

Discussions, group projects,
assignments

Staff

School administration and
development

1 F

Professional Learning
Community (PLC)

Educator working group

|

Other

Clubs, study groups, after school
activities

Na idu¢em koraku dodijelite naziv timu, preporuka da to bude naziv predmeta.

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback and give your students a private space for
notes in Class Notebook.

Name

Predmet @)

Description (optional)

Create a team using an existing team as a template

e-mail podrske: informaticka.podrska@vvg.hr
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U ovom koraku dodajete studente u tim. UpisSite imena studenata koje Zelite dodati zatim odaberite Add.

Add people to "Predmet”

Students Teachers
I

Search for students

Start typing a name to choose a group, distribution list, or person at your school.

Studente u predmet moZete dodati i generiranjem koda, s kojim se studenti mogu sami prijaviti u predmet.

Potrebno je kliknuti na tri tockice pored naziva predmeta, te iz izbornika odabrati Manage team.

Search or type a command

= < Allteams B General Posts Files Imore - + & Team
Teans )
Predmet ae Upload Class Materials
i E ' 23 Manage team Set up Class Notebook
General
. = add channe
E Prua |I‘C¢Iﬁ = Add channel
& Add member
started
aies L Leave the team
om you
& Editteam
lesting ended: 4m L
@ Get link to team
¢? Manage tags
:__J"'f:l § created channel Prva bekeija. Hide channel
i Delete the team nged team description.

e-mail podrske: informaticka.podrska@vvg.hr
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U izborniku odabrati opciju Settings, te generirati Team code.

Taj kod moZete objaviti unutar predmeta na Gaudeamus, ili na Pretincu uz napomenu da se studenti moraju s tim
kodom prijaviti na Vas predmet.

Microsoft Teams £ Search or type a command _

< All teams
Predmet -
Fredmet
Members r"él'llJl""g Requests  Channels SETTAMGE Apps 1 more
Predmet + Team thame Pick a theme
Gengral
+ Mambaer permissions Enable channgl creation, addng apps. and more
Prva lekeija P ! ’ '
v Guest permissions Enable channel creation
v Pmentions Chogse who can use @team and @channel mentions
- Teamn code Share this code so people can join the team directly - you won't get join
Mote: Guests woen't be able to poin with & team code

Odabirom na Dodatne mogucnosti (««+«) moZete upravljati timom, dodavati kanale ili ¢lana.

R

Teams Y &

o
24 Join or create team

Your teams

\%,\

Hide

Manage team
Add channel

Predmet
Add member

Leave the team

Y 7 (o [

Edit team

@

Get link to team

Hidden teams

G

Manage tags

Delete the team

=k
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Svaki tim prilikom otvaranja ima zadani kanal General. Taj se kanal koristi kod objave informacija koje su potrebne
cijelom timu.

Ako Zelite stvoriti novi kanal za neki projekt, temu ili dio gradiva:
¢ Odaberite Dodatne moguénosti pokraj naziva tima («««)
¢ Odaberite Add channel

¢ Unesite naziv i opis kanala.

Create a channel for "Predmet" team
Channel name

Prva lekcija

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team

Automatically show this channel in everyone’s channel list

Cancel

e-mail podrske: informaticka.podrska@vvg.hr
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Dodavanje datoteka

Dodati datoteke s racunala moZete odabirom na kanal unutar tima, zatim Files -> Upload.

Microsoft Teams - e

< Al teams Prva lekcija Posts Files Notes + 7
+ New ~ T Upload v 3 Sync < Copylink - = All Documents
Prva lekcija
Predmet
Name -~ Modified | Modified By -~
General
Prva lekeija

e-mail podrske: informaticka.podrska@vvg.hr
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Pokretanje video/audio sastanka

Odabirom Meet moZete pokrenuti video ili audio sastanak.

Odaberite Meet now ako Zelite odmah zapoceti sastanak ili zakazati sastanak u neko drugo vrijeme odabirom
Schedule a meeting.

< All teams % General Posts Files + Ot Meet ~ @O -
1 Meet now ‘
PR Schedule a meeting
Predmet
Welcome to Predmet
Home page
Choose where you want to start
Class Notebook

Assignments

Grades

Reflect " !
Insights ] \&!f\ \ 1 & /
Channels

General Upload Class Materials Set up Class Notebook

e-mail podrske: informaticka.podrska@vvg.hr
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Ako ste odabrali Schedule a meeting unutar Zeljenog kanala potrebno je postaviti vrijeme pocetka i zavrsetka

predavanja te naziv predavanja i zatim odabrati Send kako bi obavijestili sve studente na predmetu o kreiranom
video predavaniju.

Microsoft Teams E Search or type & command

G New meﬂing Details  Scheduling Assistant m Clase

Tirnee zone: (LITC+ 00000 Sarajend, Skope. Warsaw, Zagreb ‘

[l Mar 14 2020 &30 PM Mar 14, 2020 5400 PhA im @  Alday
F  Doesnot repeat

=] ﬂ Pradmet Prva lekcija

< All teams - Prva lekcija Fosts Files Motes @ Team
p ° This messoge has bwen debeted
+ Hep
Predmet Mifo Pesic
Genara
Prva Lekoija
Prva lekcija

Saturclay, March 1, 20T @ 430 PW

SLart & rew
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Zatim odaberite Join kako bi pristupili zakazanom Mettingu.

Microsoft Teams I

Search or type a command

[N Prva Lelecija Chat Dotalls  Scheduling Assistant  Meeting notes  Whiteboard

< Cancel meeting Time pone: (UTC =07:000 Sarajewo, Skopje. Warsaw, Zagreb Megting opt

& FPralssci

-

] Mar 14, 2020 4:30 FM Mar 14, 2020 5:00 PA 30m ‘ All day
[ Dioes not repeat
5 B

9

= E 7 U i = =

Tracking

hlips Pedic
Drgarezer

LS

Odabirom Copy link ili desnim klikom Click here to join the meeting > Copy link moZete kopirati poveznicu za
pridruzivanje kreiranom sastanku.

Sastanku se mogu pridruZiti ostali sudionici i uz Meeting ID i Passcode koji dobijete prilikom kreiranja sastanka.

®

@

8]

C)

Meeting ID: 344 574 261 14
Passcode: igTabm

02.11.2022. 13:00 02.11.2022.
Does not repeat v

Add location

B 7 U & Vo4 M Paragraph A@

Microsoft Teams meeting

Join on your computer, mobile app or room device

Click here to join the meetinm
Copy Link
Cpen Link

Download Teams | Join on the web

Learn More | Meeting options

15:00

Prva Lekcija Chat Details Scheduling Assistant  Attendance  Breakout rooms

X Cancel meeting & Copy link ‘

99

2h

All day

Close

Tracking

e-mail podrske: informaticka.podrska@vvg.hr
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Upravljanje sastankom

Kako bi prikazali prezentaciju ili radnu povrSinu odaberite Share kao na slici nize.

Za otvaranje prezentacije odaberete Browse my computer i odaberite prezentaciju. Za prikaz radne povrsine
odaberete Screen.

Oo
(@)

People

Share content Include computer sound

Window (3)

No files available

Browse OneDrive

T Browse my computer

Za snimanje predavanja odaberite Dodatne moguénosti (-«+) -> Start recording.

Za prekid snimanja predavanja odaberite Dodatne moguénosti (-«+) -> Stop recording.

aes

More

Call health
= Meeting options
Meeting notes

Meeting info

H Gallery

Together mode

2 Full screen

cc] Turn on live captions

Start recording

Start transcription

14
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Kako bi pristupili snimljenom videu odaberite Dodatne moguénosti (=++) -> Open ili klikom na video, zatim se otvara

Internet preglednik gdje je potrebno upisati Vase AAI@EduHr podatke.

Predmet

Home page
Class Notebook
Assignments
Grades

Reflect

Insights

Channels

General

4

Upload Class Materials

Mijo Pedi¢ 12:46
Scheduled a meeting

Prva Lekcija
2. studenaga 2022. @ 1300

Set up Class Notebook

Today

Meeting
Recorded by: |

& Open
& Get link
() Learn more

/N Report a problem

Odabirom na Files > Dodatne mogucnosti (--+) moZete upravljati snimljenim videom, te ga mozete pokrenuti klikom

na video.

< All teams

Predmet

Home page
Class Notebook
Assignments
Grades

Reflect

Insights

Channels

General

General Posts  Files -

fH Edit in grid view = Share @

& Copy link 1 selected
Documents General > Recordings
@ [0 MNamew Modified Madified By
N
@ [+ “Prvalekeija-20221102 143656-... 1= Preview lijo Pegi¢
Share
Copy link

Manage access

Download

Delete

Rename

Open in SharePoint

Pin to top

Move to

Copy to

Meore >

Details

1 Meet

= All Documents v

+ Add column

W

e-mail podrske: informaticka.podrska@vvg.hr
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Za preuzimanje liste prisutnih studenata odaberite Show participants -> Dodatne mogucnosti (+++) -> Download
attendance list

Participants

, Don't allow attendees to unmute
Manage permissions

< Download attendance list

In this meeting (1)

Suggestions (2)

Invite people to join you

Listu prisutnih studenata mozete preuzeti i nakon sto sastanak zavrsi odabirom na Attendance report.

< All teams

u General Posts Files +

¥ Meet
n b

Mijo Pesié 12:46
Scheduled a meeting
Predmet

Home page

Class Notebook

. Meeting
Assignments

Recorded by: Mijo Pesic

Grades
Reflect 5 o 5 p—e
This recording is set to expire. View or change the expiration date
nsights here. Learn more
« Reply
Channels
n Meeting in "General” ended: 2m 15
General

Attendance report
\l/ Click here to download attendance repart

& Reply

16
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Upravljanje ulogama

Kako bi onemogucdili studentima snimanje predavanja, gasenje mikrofona, upravljanje prezentacijom potrebno je

pratiti jedan od dva moguéa nacina:

1. Unutar kalendara odaberete Meeting koji ste kreirali i zatim Edit.

Calendar

Eﬂ Today <€ > March 2020 - April 2020

54 Meet now

[2] Work week

Monday Tuesday Wednesday Thursday Frida
2 PM
3PM I Test
Mijo Pesic B8
4 PM
5PM
Zatim odaberite Meeting options
& Test
= Add required attendees + Optional
Apr b, 2020 3:00PM v Apr &, 2020 330PM ~ 30m @ All day

%} Does not repeat w

@ Add location

B i o) %’ TOOA A Paragraph *~ T =

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

—

= = i= ”

©
1
H

e-mail podrske: informaticka.podrska@vvg.hr
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Pod opcijom Who can present? Odaberite Only me i zatim odaberite Save.

@i
Test

March 27, 2020, 10:00 AM - 10:30 AM

2, Mijo Pesic
Meeting options

Who can bypass the lobby?

Who can present?

Everyone

Everyone

Everyone

People in my organization

Specific people

Only me

- 4

2. Drugi nacin je da kada pokrenete Meeting svakom studentu promijenite ulogu u Attendee.

01:10

Mijo Pesic

e-mail podrske: informaticka.podrska@vvg.hr

People

nyite someone

Currently in this meeting (2)

MP Mijo Pesic

® Organizer

MP  Mijo Pesic

y 2 e

e

=

=)

Mute participant
Pin
Remove participant

Make an attendee

X

@

18
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Primjer za ispite/kolokvije

Unutar predmeta odaberite Assignments > Create > Quiz

Search or type a command

4

; < All teams General Posts Files Class Noteboock Assignments Grades -+
Activity

Chat Upcoming

..@

ugr

Teams

Predmet

General

Assignment
Quiz

From existing

=N ¢

Don't you just love a blank slate?

Create your first assignment here.

Odaberite New Quiz

m Forms

T~ New Quiz Search

Title Created on

Cancel

e-mail podrske: informaticka.podrska@vvg.hr
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Odaberite Add new i zatim odaberite jednu od ponudenih opcija.

Questions Responses
spit

e B

'@ Choice Text CC'? Rating Date v

Ako ste odabrali Choice mozZete oznaciti to¢an odgovor kako bi se automatski ocijenio i unijeti u polje Points broj
bodova za to pitanje.

o W

1. | =

Option 1 o \/‘

Option 2

—|— Add option

Points: « (D Multiple answers @ Reguired

e-mail podrske: informaticka.podrska@vvg.hr
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Ako ste u formu dodali i opciju Text moZete dodati broj bodova koje nosi to pitanje ali morate odabrati unutar forme
Dodatne mogucnosti («--) te iskljuciti Show results automatically kako bi taj dio pitanja mogli Vi ocijeniti.

feview &) Theme

Option for quiz
Show results automaticall (D

Responders will see their results after you've
reviewed their answers manually.

Who can fill out this form
Anyone with the link can respond

® Only people in my organization can respond

#'| Record name

#| One response per person

21
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Pod Date due i Time due odaberite datum i vrijeme do kada studenti mogu predati ispit i zatim Assign.

Pod Points ¢e Vam pisati broj bodova koliko ispit nosi.

Mew assignment aved: Apr 22 3:25 PM Discard

Title (required
Ispat
-/__.' Add category

Instructions

Enter instructions

G spit (Predmet)

Paints

Mo points

Assign to

Predmet 0 All students

Date due Time due

Thu, Apr 23, 2020 & 11:59 PM

Assignment will post imme

Save

=

Kada Zelite ocijeniti studente odaberite kreirani Assignment

General Posts Files Class Notebook Assignments Grades

Upcoming

> Drafts

v Assigned (3)

Ispit
Due tomorrow at 11:59 PM

1/2 tumed in

e-mail podrske: informaticka.podrska@vvg.hr
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Odaberite studenta.

< Back Edit assignment Student view B Export to Excel

Ispit
Due tomorrow at 11:59 PM Open in Forms

To grade (2) Graded (0) Search students Q

Name Status Feedback /5

@ Pesic, Mijo ‘ v Turned in ] 5

Ocijenite i zatim odaberite Post scores kako bi zavrsili s ocjenjivanjem i poslali rezultat studentu.

Review: Ispit (Predmet)
People  Questions
I
Mijo Pesic s Time to complete; 00:08 Points: 3/10 [J
Delete response
1. Question 0 /5P print response
Auto-grad
QOption 1 X Post scores
Option 2 vy
2. Question 3 /Spts -
Odgovor

23
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Primjer za zadatke

Unutar predmeta odaberite Assighments > Create > Assighment

Upcoming

Assignment
Quiz

From existing

n General Posts Files Class Notebook Assignments Grades —+

Upisite naslov zadatka, pod Instructions mozete opisati zadatak i dodati Zeljenu datoteku pod Attach.

Pod Date due i Time due odaberite datum i vrijeme do kada studenti mogu predati zadatak i zatim Assign.

Pod Points upisite koliko zadatak nosi bodova kako bi mogli ocijeniti.

e-mail podrske: informaticka.podrska@vvg.hr

< All teams E Assignments A C
New assgnment m
Predimet Title (required)
Zadatalg]
Home page & Add category
Class Notebook Instructions
Assignments B 7 U g A = i= = B
Grades
Enter instructions
Reflect
Insights » # Attach T New B Apps
Paints
Channels No points
General i Add rubric
Assign to
Predmet ] All students S
Don't assign to students added to this class in the future. Edit
Date due Time due
Thu, Nov 3, 2022 ’ 11:59 PM O]
Assignment will post immediately with late turn-ins allowed. Edit
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Za pregled predanog zadatka odaberite unutar predmeta Assignments > Assigned i odaberite kreirani zadatak.

General Posts Files Class Notebook Assignments . SO
Upcoming
> Drafts
- Assigned (4)
Zadatak /1 turned in
Due tomorrow at 11:59 PM
Odaberite studenta.
£ Back Edit assignment Student view Bi Export to Excel
Zadatak
Due tomorrow at 11:59 PM
To grade (1)  Graded (0) Search students Q
Name Status Feedback
@ Pesic, Mijo « v Turned in &3
25

e-mail podrske: informaticka.podrska@vvg.hr



mailto:informaticka.podrska@vvg.hr

Odaberite Dodatne mogucnosti («++) > Open in Teams kako bi otvorili dokument u Teamsu ili ga moZete preuzeti
odabirom Download te ga moZete otvoriti i preko preglednika odabirom Open online.

Pod Points mozete dodijeliti broj bodova studentu.

Pod Feedback moZete dodati napomenu, te odaberite Return kako bi student dobio povratnu informaciju.

@ Mijo Pesic R

Student Work

Turned in April 22, 2020 at 6:41 PM
View History
é] otrs.ixt LT
i Open in Teams
Feedback g P
Enter feedba (] Open enline
{4 Download
Points

/100

=n =

e-mail podrske: informaticka.podrska@vvg.hr
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Promjena jezika

Odaberite ikonicu u gornjem desnom kutu i zatim odaberite Manage account.

Mijo Pesic

Hvailable Set status messa..,

[] Saved

=] Manage account

+ Add personal account

Sign out

Pod Language > App language odaberite Zeljeni jezik i zatim odaberite Save and restart.

Settings X

#23 General

& Privacy

[l Notifications Grid List

{3 Devices
B Permissions Application
&, Calls Auto-start application
() Open application in background
On close, keep the application running

(] Disable GPU hardware acceleration (requires restarting Teams)

Register Teams as the chat app for Office (requires restarting Office
o
applications)

Language
Restart application to apply language settings.
App language determines the date and time format.

English (United States) vy

Keyboard language overrides keyboard shortcuts.

English (United States) vy

27
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Podrska

Sluzba za informaticku podrsku:

e-mail: informaticka.podrska@vvg.hr
mob: 099 264 0216
VPN: 241

Mario Grgié:

e-mail: mario.grgic@vvg.hr
mob: 091 232 0422

Boris Komarac:

e-mail: boris.komarac@vvg.hr
mob: 091 232 0423

e-mail podrske: informaticka.podrska@vvg.hr
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