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TUTORIAL MEMBUAT AKUN MICROSOFT
TEAM

Di Microsoft Teams, Anda tidak hanya bisa melakukan panggilan video, tap1

juga aktivitas lain yang tersedia pada fitur-fiturnya. Berikut cara

menggunakan Microsoft Team.

Langkah — LLangkah membuat akun microsoft team

1. Buka halaman https://www.microsoft.com/en-ww/microsoft-

teams/group-chat-software untuk melakukan pendaftaran akun




l B® Chat, Mestings, Calling, Collabor X

& > C & microsoft.com/en-ww/microsoft-teams/group-chat-software * @

B2 Microsoft | Teams Products v  Solutions v  Resources v Pricing ~ More Microsoft 365 [RNCEER I Sign up for free (R)

Microsoft Teams

Meet, chat, call, and collaborate in just one place.

Sign up for free

See plans and pricing >

Microsoft Teams is for everyone

. Instantly go from group chat to video call with the touch of a button.
. Securely connect, access, share, and coauthor files in real time.
. Stay organized by keeping notes, documents, and your calendar together.

2. Klik Sign up untuk mendaftar

l B® Chat, Mestings, Calling, Collabor X

& > C & microsoft.com/en-ww/microsoft-teams/group-chat-software hxd @ :

B2 Microsoft | Teams Products v  Solutions v Resources v Pricing ~ More Microsoft 365 Download Teams ~ [ESPURTRG 0 (R)

Microsoft Teams

Meet, chat, call, and collaborate in just one place.

See plans and pricing >

Microsoft Teams is for everyone

. Instantly go from group chat to video call with the touch of a button.
. Securely connect, access, share, and coauthor files in real time.
. Stay organized by keeping notes, documents, and your calendar together.

3. Masukkan email yang ingin didaftarkan, gunakan email @uwks.ac.id



< > C @ signup.microsoft.com/create-account/signup?products=CFQ7TTCOKBP5:00048Im =deeplinkaimsrc=NeutralHomePageWeb&cmpid=FreemiumSignUpHero&ali=1 r ’

Microsoft Teams

B® Microsoft

Enter an email

We'll use this email to set up Teams. If you already have a
Microsoft account, feel free to use that email here.

Email
zoom@uwks.acid|

Privacy 8 cookies ~ Termsofuse  Trademarks 021 Microsoft  Feedback

Setelah email di masukkan klik Next
4. Klik Sign me up

<« > C & signup.microsoft.com/create-account/signup?products=CFQ7TTCOK8P5:0004&Im=deeplink8/msrc=NeutralHomePageWeb&cmpid=FreemiumSignUpHero&ali=1 b+ ’ H

Microsoft Teams

B¥ Microsoft

< zoom@uwks.ac.id

Sign up Office 365 for free

This locks like a school account. For you, we recommend
the free Office 365 Education plan. You'll get Microsoft
Teams and all the Office Online apps for free.

m) Exm

5. Masukkan email yang didaftarkan



l B® Office 365 Education X

& > C & signup.microsoft.com/signup?sku=Education hxd @

Lalu klik Sign up

Office 365 Education

Get started

Office 365 Education includes Microsoft Teams, Office on the web,
and OneDrive. Teams is a hub for chat, assignments, and content
creation, and connects students, teachers, and staff in an online
classroom.

Some schools will also have access to Office desktop apps, like
Word, Excel, and PowerPoint.

‘ zoom@uwks.ac.id

Signup ®

6. Akan muncul tampilan berikut

[ B® Office 365 Education x

€ > C @& signup.microsoft.com/signup?sku=Education w @

Office 365 Education

Are you a student or a teacher?
Office 365 Education includes Microsoft Teams and other tools you »
need for your online classroom. Teams allows students and ) -
teachers to chat, work on assignments, and co-create documents.
If you're an IT admin, sign up your school.

I'm a student @ I'm a teacher @

Pilih salah satu

7. Lalu isi semua identitas yang ada



l B® Office 365 Education X

signup.microsoft.com/signup?skug=Education&StepsData.Email=zoom%40uwks.ac.id8isku=94763226-9b3c-4e75-a931-5c89701abe66
2 & signup. gnup?skug *

Office 365 Education

Create your account

Ierst name l | Last name

Create password

Confirm password

We sent a verification code to zoom@uwks.ac.id. Enter the code to complete signup.

resend signup code

Verification code

Indonesia V|

[}
Not seeing your country or region? !
Masukkan Nama, Password, Verification code yang dikirimkan
pada email yang didaftarkan.

Contoh pengisian identitas

[ B® Office 365 Education X

&« > C @ signup.microsoft.com/signup?skug=Education&StepsData.Email=zoom%40uwks.ac.id8isku=94763226-9b3c-4e75-a931-5¢89701abe66

Office 365 Education

Create your account

[ | [ows |

will b2 visib

Start @

Setelah semua diisi klik Start, proses pembuatan akun berhasil



TUTORIAL MEMAKAI AKUN MICROSOFT
TEAM PADA ELENA UWKS

Langkah — Langkah penggunaan Microsoft team pada Elena Uwks :
1. Masuk ke halaman lakukan login pada elena

%1 Elearning UWK Surabaya x  + - X

€ - C & eleaminguwksacid W @ H

= Elena ,wm (
o
i) Elena
&)
Site announcements
(No announcements have been posted yet)
Search courses Go

Available courses

2. Masukkan username dan password elena, pastikan username dan

password benar


https://elearning.uwks.ac.id/

&€ > C @& eleaminguwksacid/login/index.php r .

Q Elena | e-learning UWK Surabaya

Forgotten your username or

Username
password?

Password Cookies must be enabled in your
browser @

[ Remember username
Some courses may allow guest

_ o

Log in as a guest

You are not logged in.

Home
Data retention summary

Setelah username dan password sudah diisi klik Log in

3. Setelah berhasil masuk pilih course yang ingin ditambahkan Microsoft

<« > C @ eleaming.uwks.ac.id/my/ or P . :
= Elena A @ Dr. Anang Kukuh Adisusilo, ST., MT. . Q <
@ Dashboard Customise this page
#& Site home
Recently accessed courses Timeline
8 Calendar
o~ T~

[ Private files

= My courses E

T= 2020 2 12 TIX-318_A Basis Data Lanjut 20202 Teknik Informati... Basis Data Lanjut 20201 Teknik Informati...
. R No upcoming activities due
|
T 20202 12 TIX-797 B
T 20202 12 TIX-766_B .
Course overview Private files
T 2020 2 12 TIX-799 B
T In progress ~ Sortby | Course name ~

No files available
T 20202 12_MBR-1_A
Basis Data Lanjut 20202 Teknik

0% C lete 1
& 2020 2 12 TIX-779.8 Informatika TIX-318_A mpes Manage private files..

Konsep & Pemodelan Serious Game 20202 Teknik Informatika TIX-797_B - Online users



4. Setelah memilih course

<« > C ] ing.uwks.ac.id/course/view.php?id=8658 Lal .

= Elena A ® Dr Anang Kukuh Adisusilo, ST, MT.‘Q =

Basis Data Lanjut 20202 Teknik Informatika TIX-318_A &

3% Participants
Dashboard / My courses / 2020_2_12_TIX-318_A

0 Badges

& Competencies
Your progress @

B8 Grades % Announcements

0O General

03 Topic 1 Topic 1

0 Topic 2 @ Percobaan Pertemuan 1 O

https://teams.microsoft.com/l/meetup- 0O
join/19%3ameeting_OTU3YzdhMDEtZmQ2Yi0OMTk3LWIJINDgtZDhiMzBhOTg5YTUz%40thread.v2/07
context=%7b%22Tid%22%3a%222e91013d-3aea-46ed-ab12- 10316753777 %22%2c%220id %22 %3a%221965e0df-Obed -4379-
85c9-314247509a86%22%7d

@& Dashboard
# Site home
8 Calendar

Topic 2

D Private files
s/ eanming ks acidcoursehiew phe?id=6Se: .
Pilih dan klik tombol gear di bagian atas

<« > C & eleaming.uwks.ac.id/course/view.php?id=8658 Y . H

= Elena A ® Dr Anang Kukuh Adisusilo, ST, MT. @ =

| Basis Data Lanjut 20202 Teknik Informatika TIX-318_A .@

5 Participants
Dashboard / My courses / 2020_2_12_TIX-318_A

U Badges

& Competencies
Your progress @
B8 Grades % Announcements

[ General

0 Topic 1

Topic 1

0 Topic 2 @ Percobaan Pertemuan 1 O

https://teams.microsoft.com/l/meetup- 0O
join/18%3ameeting_OTU3YzdhMDEtZmQ2Yi0OMTk3LWJINDgtZDhiMzBhOTg 5YTUZz%40thread v2/0?
context=%7b%22Tid%22%3a%222e31013d-3aea-46ed-ab12- 10316753777 %22%2c%220id %22 %3a%221965e0df-Obed -4379-
85c9-314247509a86%22%7d

@& Dashboard
# Site home
8 Calendar

Topic 2

D Private files
tpseeaming ks ac 4 courselew php?d=SESEE .
Lalu pilih dan klik menu Turn editing on



&« > C & eleamning.uwks.ac.id/course/view.php?id=8658 r . H
= Elena A & Dr Anang Kukuh Adisusilo, ST., MT. . 9 -
= 20202 12T

Basis Data Lanjut 20202 Teknik Informatika TIX-318_ A Sk

& Participants £ Edit settings

Dashboard / My courses / 2020 2 12 TIX-318_A
L

U Badges
¢ ¥ Course completion
& Competencies T Filters
£ Gradebook setup
&= Grades B Announcements [B Backup
3 General 1 Restore
1 Import
03 Topic 1 Topic 1 € Reset
O3 Topic 2 @ Percobaan Pertemuan 1 # More..
https://teams.microsoft.com/l/meetup- O

join/19%3ameeting_OTU3YzdhMDEtZmQ2Yi0OMTk3LWJINDgtZDhiMzBhOTg 5YTUZz%40thread v2/0?
context="%7b%22Tid%22%3a%222e91013d-3aea-46ed-ab12-1031f6753777%22%2c%220id%22%3a%22 1965e0df-0bed-4379-
85¢8-314247502a86%22%7d

@ Dashboard

# Site home
ﬁ Calendar
Topic 2

D Private files

= My courses

5. Setelah memilih menu turn editing on, pilih dan klik Add an activity

pada topik yang diinginkan
Al |

< 5> ¢ & eleaming.uwks.ac.id/course/view.php?id =8658&notifyeditingon=1 fr . :

= Elena A @ Dr Anang Kukuh Adisusilo, ST., MT. . 9 =
7= 2020_2_12_TIX-318_A
Edit ~
& Participants + % Announcements Edit ~ &
U Badges + Add an activity or resource
& Competencies .
+ fopic | # Edit ~
BB Grad .
reces + @ Percobaan Pertemuan 1 & Bt~ & &
[ General +#  hitps;//teams.microsoft.com/l/meetup- Edit ~ (=]
join/19%3ameeting_OTU3YzdhMDEtZmQ2YiQOMTK3LWIINDgtZDhiMzBhOTg5YTUz%40thread.v2/0?
[ Topic 1 context=%7b%22Tid%22%3a%222e91013d-3aea-46ed-ab12-
1031f6753777%22%2c%220id%22%3a%221965e0df-0bed-4379-85c9-314247509a86%:22%7d
[ Topic2

+ Add an activity or resource

& Dashboard
+ fopic 2 ¢ Edit =

# Site home
» I + Add an activity or resource I
9 Calendar

+ Add topics

D Private files

= My courses © Moodle Docs fo ge



6. Lalu pilih dan klik Label

&« > C @ eleaming.uwks.ac.id/course/view.php?id=8658&notifyeditingon=1 a % .

Lalu pilih Add

Add an activity or resource

T The 13bel module ensbles text and multimedia
to be inserted into the course page in between
Glossary ) -
links o ther resources and setivitiss. Labels ars
wary versatile and can help to improve the
appearance of 2 course f used thoughtiully.
Quiz
Labsls may be ussd
- Tospiitup a long list of sctivities with
subheading or 2n image
+ Todispiay an embedded sound file or video

directly on the course page

(o]
(o]
(o]
(e]
(o]
(o]
(o]
(o]

« Tosod 3 shore description to 3 course section
h Workshop

O Mo help

RESOURCES

im

D kB

7. Pilih symbol Microsoft Team

= Elena

1= 20202 12 TIX-318 A
‘u' Participants

U Badges

& Competencies

BB Grades

3 General

O Topic 1

O Topic2

@ Dashboard
#& Site home
ﬁ Calendar

D Private files

= My courses

A ® Dr Anang Kukuh Adisusilo, ST., MT. . 0 =4

Basis Data Lanjut 20202 Teknik Informatika TIX-318_A

Dashboard / My courses / 20202 12 TIX-318_A / Topic 2 / Adding a new Label to Topic 2

b Expand all

¢ Adding a new Label to Topic 2e .

~ General

Labet et 2] i-B 1)=& |?@||

» Common module settings



8. Pilih Sign in

Create Teams meeting

Create Teams meeting

Welcome to Microsoft Teams meetings

Bring educators and students tegether with online meetings in Teams.

Sign in to Microsoft Teams using your school account to get started.

nin

Your meeting URL

O Open in new window

Add link



9. Pilih akun Microsoft Team yang sudah didaftarkan sebelumnya

# login.microsoftonline.com/common/oauth2 /v2.0/authorize?respons...
e
Be Microsoft
Pick an account
E Zoom@uwks.ac.id
E adwa3@mhs.uwks.ac.id
—I— Use another account
e
E
o

Terms of use  Privacy & cookies




10.  Masukkan password akun

a=
8 login.microsoftonline.com/commaon/oauth? /v2.0/authorize?respons...
ee
2% Microsoft
« zoom®@uwks.ac.id
Enter password
Pa ssword
Forgot my password
e
% an
[rosc

Terms of use  Privacy & cookies

Klik tombol Sign in



11.

Klik Next

# login.microsoftonline.com/common/reprocess?ctx=rQIIAX2RP25UQ...

[5e

Be Microsoft
Zoom@uwks.ac.id

More information required

Your organization needs mare information to keep your
account secure

Use a different account

Learn more

a
-

Terms of use  Privacy & cookies

el




12.  Pilih cara autentikasi (dapat mengisi dengan menambahkan nomor hp

atau email personal)

@ account.activedirectory.windowsazure.com/passwordreset/register.a... .
B icrasoft zoom@uwksacid | ? F
€
|
don't lose access to your account!
To make sure you can reset your password, we need to cellect some info so we
can verify whe you are. We won't use this to spam you - just to keep your
account more secure. You'll need to set up at least 1 of the options below.
o Authentication Phone is not configured. Set it up now
°Authentication Email is not configured. Set it up now
cancel
€
5
i
i i ill ire im 14:48 |
©2021 Microsoft  Legal | Privacy o o oo o WL EXBITE IR




Setelah memilih autentikasi maka akan muncul tampilan berikut

8 accountactivedirectory.windowsazure.com/passwordreset/register.a...

22 Microsoft zoom@uwks.acid | ?

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your =
password, Click "finish® to close this page,

T

BT

ohuthenticaticm Phone is not configured. Set it up now

ﬁ Authentication Email is set to aforgaming22@gmail.com. Change

finish cancel

Your session will expire in 14:52
©2021 Microsoft Legal | Privacy ’

Pilih dan klik finish



14.  Pilih Create link

Create Teams meeting

Create Teams meeting

* Microsoft Teams

Create Teams meetings for your course.

Get started on Teams by creating a meeting you can share with people in your course.

Create meeting link

Your meeting URL

[ Open in new window

Add link

15.  Tuliskan judul meeting, contoh Pertemuan 1, isi tanggal dan jam mulai

meeting dan tanggal serta jam berakhir meeting

Create Teams meeting

Create Teams meeting

New meeting Cancel

& Addtitle

©  Marz 2021

Mar 2, 2021

Your meeting URL

[J Open in new window

Add link

Lalu pilih dan klik Create



16. Meeting berhasil dibuat

Create Teams meeting

Create Teams meeting

Meeting ""Coba" was created successfully!

Go to meeting

Meeting Options

Your meeting URL

https://teams.microsoft.com/l/meetup-join/19%3ameeting_MTcwOTQzYjAtMmViOS00!

Open in new window

Add link

Lalu pilih dan klik Add Link
17. Link telah berhasil dibuat

= Elena

T 2020_2_12_TIX-318_4

ae Dr‘A'\a'\gKu<u1Ad\susi\o‘ST‘,MTuo E

& partcipants ¢ Adding a new Label to Topic 2e

» Expand all
U Badges ~ General ’
@ Competencies Label text EHilel,[HE'E‘%lg“H‘B|§|.‘@‘
BB Grades
O General
O Topic 1

)
@ Dashooard
& Stehome » Common module settings
£ Calendar » Restrict access
[ Private files » Activity completion
T My courses » Tags
t;?;?f'n'm- » Competencies

737 8

T 20202 12 TIX-
7668

Pilih dan klik Save and return course




18.

19.

Setelah selesai ditambahkan pilih dan klik Turn editing off

& Participants

U Badges
™ Competencies
BB Grades
O General
0 Topic 1

0 Topic2

@ Dashooard
# Site home
# Calencar

(3 private files

& My courses

T 2020 2 12 TIX-

318.A

T 2020_2_12 TiX-
7378

T 2020 2 12 TIX-
7668

—anan o an T

& @ Dr. Anang Kukuh Adisusiio, 5T, MT. Q =

Basis Data Lanjut 20202 Teknik Informatika TIX-318_A -
& Edit settings
# Turn editing off

Dashiboard / My courses / 2020_2_12_TIX-318_A

£ Course completion
Filters

Gracebook setup
+ BB amnouncements # Backup
Restore
Import

Reset

+ lopicle

S A LB A

Were..
4 @ rercobaan Pertemuan 1 # Bt~ & &

¢  hitpsy/teams.microsoft.com,
context=3%7b%22Tid%

‘meetup-join/19%3ameetin
5107 3d-3aea-d6ed-ab

mQ2Yi0OMTK3LWIINDGEZDhiMzBhOTg5YTUz%4 0thread.v

205622 0id 3a%221965e0df-Dbed-4379-85c9-314247509a86%22%7d

EitT &G

+ Add an activity or resource

+ Topic 2 # o

+f  hitpsy/teams.microsoft.com,

context=%7b%22Tid%;

meetup-join/19%3ameeting_MTcwOTQZYAMmY
1929

OSDOMTAYLWIMY2¥tNm NkOWQ2ZjoZm Q3%40thread.v2/02 Edit = [=]
f-4d5a-b038-e8a3e5715a6e%22%2c" 2%3a%225e8D527F-93c6-4294-893-3880ba06 12e0%22% Td

+ Add an activity or resource

+ Add topics

@ Moodie Docs for this page

You are logged in as Dr. Anang Kukuh Adisusilo, ST, MT. . (Log out)
Reset user tour on this page

Keseluruhan proses penambahan link meeting pada Microsoft Team

berhasil dibuat

& Participents

U Badges
& Competencies
BB Grades
03 General
3 Topic 1

0 Topic2

@ Dashooard
# Site home
3 Calendar

[ Private files

T My courses

T 2020_2_12_TIX-

3B A

= 2020_2_12_TIK-
7378

= 2020_2_12_TIK-
7668

- anan o an Tv

& Dr.Anang Kukun Adisusilo, ST, MT"O =

Basis Data Lanjut 20202 Teknik Informatika TIX-318_A 0 -

Dashboard / My courses / 2020_2_12_TIX-316_A

Your progress @

B announcements

rtemuan 1 =]

sv/fteams.microsoft.com/l/meetup-join/19%3ameeting_OTU3Y

t -dhMDEEZmQ2Yi00M Tk 3LWIINDgtZDhiMzBhOTg5Y Tz %6401l [m]
10311675377 %o 20id%: 33%221965e0df-0bed -4379-85c9-314247509286%22% 7d
Topic 2
https://teams.microsoft.com/l/meetup-join/19%3ameeting_MTcwOTQZYjAtMmVIOS00MTAYLWImY 2ViNm NKOWQ2ZjoxZmQ3%40thread.v2/0?context: b%22Tid%22%32%225323d923-fdOf- [m]
b038-e8a3e575a6e%22%2C%2! %33%225e80527f-33c6-4294-89f3-3880ba06 1 el %

@ Moodle Docs for this page

You are logged in as Dr. Anang Kukuh Adisusilo, ST, MT. . (Log_out)

Reset user tour on this page

Home
Data retention summary




