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TEAMS @ NILAI UNIVERSITY

+LOGIN

Step 1:

Open browser and enter the URL — https://www.office.com/ . Click “Sign-in”.

Nilai

UNIVERSITY

=ll Microsoft | Office Products Rescurces Templates Support Myaccount | Buy Office 365

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

Figurel: Login

Step 2:

For first time login, you need to key in your ID and default password. Click ‘Log in" when finish.

Example:-
Username: n00011054@students.nilai.edu.my

Password: nuStudent@321
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https://www.office.com/
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Step 3:

After login, user will be directed to main page. Click on Teams icon. User also can download
Teams app for desktop.

Apps ’ Install Office
& o @ E $ @:H D T & &
Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint e Sway Forms

Notebook

£ B E

Peopl Staft Calend

sople Calendar
it Notebook T,

Explore all your apps >

User now able to see Teams that has been assign by lecturer based on student’'s enroliment
summary.

Microso{.t Teams O\ —

Teams ] 5" Join or create team

s lmlm|m

IT1001 ba2001 MPU2313 NU-BM3303-0CT'20

~ Your teams
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* UPLOAD ASSIGNMENT
Step 1:
Open assignment.

OPTION 1 - Student can check their notification icon if there is any new assignment setup by the
lecturer. By click on this notification, you will be brought to the assignments page.

OPTION 2 - Student also can click the assignments button in the left-hand menu to see all the
different assignments create by the lecturer

OPTION 3 - Click into your class and click on the assignments refer Figure 2.

OPTION 1

OPTION 2

Assignments

OPTION 3

. General Posts Files Class Notebook Assignljgents Grades

{7 All categories

Drafts

Assigned

IT1001

Due May 9, 2020 11:59 PM

Quiz 2
Due May 10, 2020 11:59 PM

Returned

Figure 2: Assignment Tab
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Step 2:
Click on the assignment to access the task.
¢ All categaries
Drafts
Assigned
IT1001 1/1 turned in
Due May 9, 2020 11:59 PM 0 returned
Quiz 2 1/1 turned in
Due May 10, 2020 11:59 PM / 0 returned
Testing
Due tomorrow at 11:59 PM @

Figure 4: Select Assignment

Step 3:

Add your file to submit. Click “"Add work”".

< Back

Points
Mo points

Testing

Due tomomow at 11:59 PM

Instructions
None

My work
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Step 4:

Select how you want to submit your file.
OPTION 1 — Select file from your OneDrive.

OPTION 2 - Create New File. User can directly write answer inside this file.

OPTION 3 - Upload file from your device.

CneDrive OPTION 1
Mew File OPTION 2
Link

Teams

Upload from this device OPTION 3
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s OPTION 2 — Create New File.

Step 1:
User select the file type. Enter the file name.

OneDrive
Choose a file type
~+ MNew File

\a Word document

PowerPoint presentation

Excel spreadsheet

< Choose a different type

File name (required)

New document

Step 2:

Click on the assignment to start edit the file.
My work
78 Assignment 1.docx

¥

# Add work

Start typing your answer and click "Close” when done.

Assignment 1.docx

File ~ Home Insert  layout  References  Review  View  Help Openin Desktop App @ Tell me whatyouwanttodo | ¢ Editing v 7 Comments

o v AN B LU gvA | EVEEE Sv 4 oY 0 8 & |

Type your answer here.....|
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Kindly ensure your work is attach and click “Turn in”.

User will see an animation if they have successfully submit the assignment.

< Back

Points
Mo points

Testing

Due tomorrow at 11:59 PM

Instructions
None

My work

-] Assignment l.docx

Working on opening in edit mode... Please refresh and try again.

¢ Addwork

< Back (%) Tumed in Fri Nov 13, 2020 at 11:00 AM ~/

Points
Mo points

Testing

Due tomorrow at 11:59 PM

Instructions
None

My work

%8 Assignment l.docx
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Und‘n“tum in
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< JOIN MEETING

Step 1:

Lecturer will schedule online meeting for the teams. Click “Join". User also can check their schedule

meeting in calendar.

Step 2:
Setup your audio and video. Click “Join now” when you are ready.

Choose your audio and video settings for

Meeting now

L) O %33 PC Mic and Sp... Join now

oJx Audio off (=] Add aroom
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% Meeting Toolbar

1 - See who's in the meeting

2 - Participate in the meeting chat.

3 - Raise hand

4 - Turn your video on and off.

5 - Mute and unmute your microphone.
6 - Share your screen or a document.

7 - Leave the meeting.
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