Teaching with Microsoft Teams
Appendix from ESSB for teaching method Student-Designed Class
There are many websites and videos explaining what you can do with Micorsoft Teams. We mainly refer here to the official Microsoft Teams site itself, but on YouTube, for example, you will also find various explanations
Step 1: create an account
To be able to give a lesson and use all the options offered by Microsoft Teams, you must sign in to you EUR account on Microsoft Teams. Use your @eur-mail address (not private e-mail). So you may not work with your private (free) account!
Step 2: the host plans a meeting
Go to https://teams.live.com/ and log in with you @eur-mail address details. On this site, you can plan a meeting for the entire duration of the seminar. Note: if you want to practice beforehand, you can also let the sessions start a bit earlier. You will then get a link that the lecturer can put on Canvas for you, so that all the students can come to the session. So mail the link in time to the lecturer! (There is therefore no need to send an invitation to all the students to attend the session. If you want a list of student names, for example for group assignments, you can contact the lecturer. They can print out a list for you from Canvas.)
Step 3: plan what you want to do in the session
Microsoft Teams offers various possibilities: 
1. Show a presentation via Share Screen. Make sure that you have the presentation(s) that you have prepared ready before the session starts. Go to https://support.microsoft.com/en-us/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7 for more information. If you also want to watch and hear a video, remember to turn on the sound option in the Screen Sharing menu.
2. Surveys: you can make and prepare polls in advance. You can use these during the Microsoft Teams session to discuss statements, test knowledge (about the literature) or to ask students for an opinion/reaction. Please note: only the host can create and switch on a poll. Go to https://support.microsoft.com/en-us/office/poll-attendees-during-a-teams-meeting-9923b7d4-ea97-4aa2-b8b8-b45fefe7d454 for more information.
3. Break-out rooms: you can divide the group into smaller groups, for example to allow students to do an assignment or discuss something they later need to report back on. Microsoft Teams has the option to do this at random: you say how many groups Microsoft Teams needs to make, switch it on so that everyone goes to their own group and indicate how long it should take or when it should end. The participants are then notified when there is 1 minute left before they return to the big session. Only the host can create break-out rooms, and the host can also visit the various groups. You can also decide in advance who will be in which group. You must prepare this beforehand (and know the names of all the participants, so ask the lecturer for a list) so that the host can activate it. Go to https://support.microsoft.com/en-us/office/manage-breakout-rooms-in-microsoft-teams-7de1f48a-da07-466c-a5ab-4ebace28e461 for more information.

Step 4: practice the session beforehand with each other 
To be sure that everything goes well, it is useful to practice beforehand. You can then allocate roles: who will do what? As explained before, only the host can create/switch on a poll (during the session) and create break-out rooms. However, the other students can monitor the chat as co-host and alternative host, to which students can respond. Furthermore, anyone can share their screen and give a presentation or part of one. In the preparation, you can obviously allocate the tasks, for example who will set the questions or statements for a poll, etc. 
Also think about the time: divide the time into blocks of max. 20-30, with short breaks in between. That is important for concentration, but also to give participants the opportunity to stretch their legs, have something to eat or drink, or use the bathroom. 
Consult the lecturer if you have questions. (Tip: make the lecturer alternative host at the start of the session).
You will also find an explanation about various tools you can use for online education on the website for the Community for Learning & Innovation of EUR: https://www.eur.nl/en/educational-innovation/advice-online-education

