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Getting Started with Microsoft Teams

What is Microsoft Teams?

Microsoft Teams is a digital platform that allows you to use
conversations, meetings, files, and applications all in one
place.

You can click the link below to obtain detailed information
about Microsoft Teams:

Microsoft Teams

herkesi arayip

You can download Microsoft Teams to your computer or
mobile device, or use it directly through your web browser
without downloading.



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

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

Click the link below:

Microsoft Teams

Teams hayatinizi ve isinizi diizenlemenize, herkesi arayip sohbet

Th is gu id (2] Wi I I p ro ceed u Si ng th (2] Down Ioa d fo r etmenize ve dosyalaniniza glivenli bir sekilde erismenize yardimer olur.
Desktop option.

Teams'i indirin
N



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

To continue installation for desktop devices, click: m

o ”

Windows icin
Microsoft Teams'i

0 I o o
Teams ile istediginiz zaman istediginiz kisiyle iletisim kurun ve isbirligi yapin.

Windows igin Microsoft Teams'i indirin
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Downloading Microsoft Teams

Run the downloaded file to install the program on your computer.

& Farkh Kaydet

(K ‘ » Bubilgisayar » Indirilenler

Dazenle = Veni klasar

3 Huzl erigim
W

& Indirilenler
= Belgeler

mbartIndirilenler

14
= Resimler
v <

aads

. G MSTeamsSetup.exe
o

Pano

4 ¥ Ambar

» Indirilenler

‘ Indirilenler
2| Belgeler

=/ Resimler



Installing Microsoft Teams

When the sign-in screen appears, the installation is complete.

Teams'de

herkes bir arada

is, okul ve hayat genelinde baglantida
kalin ve diizenli olun.




KONYA

' TECHNICAL UNIVERSITY
DISTANCE EDUCATION

‘ APPLICATION AND RESEARCH CENTRE
1970

Signing In to Microsoft Teams

Enter the Microsoft Teams account credentials provided by your university’s Department of Information
Technology.

3. Adm__

Microsoft Teams'de oturum agin

B™ Microsoft

Teams'de Y ; Oturum agin —
herkes bir arada - . B Microsoft

is, okul ve hayat genelinde baglantida § al wkkkiok @ty edu.tr wekedekdiok @Etun.edutr
kalin ve diizenli olun.

Parola girin

Toplantiya katil

Kullarum kosullan  Gizlilik ve tamimlama bilgilenn -«




KONYA

' TECHNICAL UNIVERSITY
DISTANCE EDUCATION

‘ APPLICATION AND RESEARCH CENTRE
1970

You can privately message your friends from
this section, send images, videos, files, etc.,
and view files shared with you, events, your
organizations, and your previous messages.

From this section, you can view the calendar,
create your own schedule, and organize an
online meeting at any date and time you
choose.

From this section, you can access other
Microsoft applications.

Microsoft Teams Home Screen

Size uygun Teams

Kesfedilebilir bir ekibiniz yok
Aramayi deneyin, bir kodla katilin veya bir kod olusturun.
Meden bir ekip olugturmamiz gerektiginden emin degil misiniz? Bunu in

o

Ekibe kodla katil
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Microsoft Teams Home Screen

Chat Tab

Sohbet LR Yapay Sinir Aglari Canli Ders Sohbetet Paylagilan Ozet Katlm Tartigma Odalan +2 (3

From the Chat section,
you can start a new
conversation or access
existing chats.

Okunmanmg Sohbetler

) Copilot

(@ Bahsetmeler

You can view all conversations

here. Online meetings will appear in

the chat section, and you can
Sohbetler access the details from within

Yapay Sinir Aglan Ca... 1122 | the conversation.

Kayit hazir
gérigmeye katild
toplantiyr Yapay Sinir Aglan Canli DegS olarak adlandirds.

You can access the video of the
kaycetmeye E&biads recorded meeting from here.

21 Toplant bagladi

kaydi durdurdu.

21 Toplant bitti: 26s

Yapay Sinir Aglan Canli Ders

15 Eylal 2025 Pazartesi 09:00 - 12:00

Igerik

»1=| Transkript

" adh kullanicinin OneDrive'ina kaydedildi

Bir ileti yazin
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Calendar Tab

From the Calendar r:‘ Takvim o ] Bugin < 8-12 Eyliil 2025 + =] Okul haftasi ~ == ji Simdi toplanti yapin | ~ n
section, you can RS : o s s
schedule future online :

meetings or star a8 ° . —

instant meetings.

Microsoft Teams Home Screen

— Schedule a meeting

~  Takvimlerim

dar @ Takvim

Tamind goster
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Instant Meeting

To create an instant meeting:

Select “Meet Now” from the
Calendar tab.

Creating a Meeting

Takvim B Bugin ¢ >  8-12 Eylil 2025 +
s Eyliil 2025

i 2 3 4 5 6 7
19 16 17 18 19 20 21
22 23 24 23 2
29 30 1 2
6 7 & 9 10 11 12

Simdi toplanti baslatin

#  Takvimlerim

@ Takvim Toplanti adi
I._.z»:-:'r|| ile toplant

Tdmind goster

a e G2 Paylagim baglantisi alin Copy the meeting link and
share it with participants.

0
[5) Okul haftasi v = ]l Simdi toplant yapin | (% IR EEEEHIS

11 12
° Per | Cum

12
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Creating a Meeting

Instant Meeting

Simdi toplanti baslatin

Toplanti adi

Uzem ile toplanti

i

Microsoft Teams toplantisi

0 (X Toplant: baslat =2 Paylasim baglantisi alin

Uzem ile t-:nplant||

Bilgisayar sesi

By

Kameraniz kapatildi

Oda sesi

Ses kullanma
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Creating a Meeting

Scheduled Meeting L ’

Click “New Event” in the
Yeni etkinlik
Ca Ie n d a r ta b . % Planlama Yardimcisi
Afte r e nte ri n g th e m eeti ng X Yanit secenekleri ~ &= Mesgul ~ (945 dakika dnce ~ {7 Kategorilere ayir ~

details, click “Save.”
At least one participant must be added
(otherwise, no meeting link is generated).
You may add your own email address.

= || 16:00 . || 16:30

onum ekle

Ajanda ekleyin



KONYA

' TECHNICAL UNIVERSITY
DISTANCE EDUCATION

‘ APPLICATION AND RESEARCH CENTRE
1970

Creating a Meeting

Changing Meeting
Options

' Takvimlerim 9 Vc—.:\ .
After creating the meeting, click on it to [

Tumina goster

modify settings.

m’ {5 Sohbet
From “Meeting Options”, you can change
permissions.

Toplanti secenekleri

In the Meeting Access section, participants : ) Toptans e st
selected under - ol e

“People who bypass the lobby” can join

without waiting for approval. e

Telefonla arayan kigiler lobide beklemez

Lobiden kullanici kabul edebilen kigiler

After making changes, click “Apply”.

Dizenl er, ortak diizenleyiciler ve sunucular

Toplanti bilgilerini katihm ekraninda goster

ve toplant diiz etigim durumu

Lobiyi gegmesine izin verilen kullamalar

Arayan kisiler katildiginda veya aynldiginda duyur a ‘3
h
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Scheduled Meeting

Right-click the meeting in your
calendar and select
“Share meeting link.”

At least one participant must
be added to generate the link.

Sharing the Meeting Link

' Takvimlerim

® Takvim

Tamina gdster

(9 Teams Toplantisina katil

(=) Katiimcilarla sohbet et

oC—D Toplanti baglantisin kopyala

-7 jlet

10:00 UZEM ile To

= Simge

@ Farkh gdster
egorilere Ayir

-] Ozel

L Yinelenen clay

1 sil

At least one participant must be added
(otherwise, no meeting link is generated).
You may add your own email address.
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Sharing the Meeting Link

Share the link to your scheduled
meeting

You can also copy the meeting
details and share the link from
there.

Takvimlerim

@ Takvim

Tamiind g&ster
At least one participant must be added
(otherwise, no meeting link is generated).
You may add your own email address.

UZEM ile Toplanti
®©

10:00 - 10:30

ns Toplantisi

Microsoft Teams toplantisi

=J5TnEkUAege1ScUTsn
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To start the scheduled
meeting, hover over the
meeting you created in your
calendar and select “Join with
Teams”. Then click the “Join
now” button to start your
meeting

«  Takwvimlerim

o

Takvim

Tamind g&ster

Starting the Meeting

@ Teams Toplantisina katil

5"_3_::' Katilimcilarla sohbet et

&2 Toplanti baglantisini kop

7 let

10:00 UZEM ile To +2 2imge

@ UZEM ile Toplant

(N[

Kameraniz kapatild:

yala

UZEM ile Toplanti
10 Mar Sah - 10:00 - 10:30 GMT+3

i§:' Bilgisayar sesi

& Mikrofon (Realtek(R) Audio) ~

<

{P:I:' Oda sesi

() Seskullanma
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As an alternative method, you
can start your meeting by
clicking on the scheduled
meeting and selecting the
“Join” button.

s Takvimlerim

Takvim

Tamind goster

Starting the Meeting

) Sohbet

@ UZEM ile Toplant

S0

UZEM ile Toplanti
10 Mar Sah - 10:00 - 10:30 GMT+3

‘-é.‘ Bilgisayar sesi

(]

Kameraniz kapatilds
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During the meeting, you can
view participants, share your
screen, and turn your camera
or microphone on and off.

Meeting Controls

T Q  Arama (Ctrl+Alt+E)
@ Haberleri kagrmayin. Masasti bildirimlerini agin.

O o025

You can view the participant list.

You can turn your camera on or off.
You can turn your microphone on or off.

You can share your screen.

Baskalarinin katilmasi bekleniyor...
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Screen Sharing

To share your screen or
presentation with other
participants in the meeting,
click the “Share” button in the
application.

To share your entire screen,
select the “Screen” option.

If your content includes audio,
enable the “Include computer
sound” option.

Keep in mind that sharing your entire

visible.

screen will make all data on your compute

Meeting Controls

[

Odalar  Uygulamalar  Tomd Kamera

igerigi paylas
Sunum modu

O Arka plan ekle

Pencere (10)

e Ekran
= :
=
8 _ ® I
o
=
=

Microsoft Whiteboard

Whiteboard'u baglatma

fdl Kameradaki igerikler

L7 Belge, beyaz tahta ve daha fazlasini paylasin

Point Canh

parken notlanniz, slaytlaninizi ve izleyic

katilmasi bekleniyor

Excel Live

Herkesin birlikte caligmasi igin bir ¢ca

Dosya yok

If the content you are sharing contains sound,

make sure the “Include computer sound” option is

enabled.

If you choose to share your entire screen, keep in
mind that everything on your screen will be visible.
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Screen Sharing

If you want to share only a
specific file, select the
corresponding window from
the “Window” section. During
this sharing, only the selected
window will be visible to the
meeting participants.

If you switch between windows, the other
windows will not be visible to participants

Meeting Controls

dalar  Uygulamalar  Tomi Kamera

igerigi paylas

If your shared content includes audio, enable the
“Include computer sound” option.

Sunum modu

Arka plan ekle

Pencere (10)

.| g g

[LLGLLLY
1
tll::ll

Microsoft Wi

To share only a specific file, select the
corresponding window from the “Window”
section.

Kameradaki igerikler
Belge, beyaz tahta ve daha fazlasimi paylagin

katilmasi bekleniyor posya yox ‘
= UZEM il
g . Microso

Pencere

Ekran Alintisi Araci
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Starting the Recording

To record the meeting, click
“More”.

Check “Record and transcribe”
and click the “Start recording”
button to begin recording your
class video.

In the pop-up window, select
Turkish as the language and
click “Confirm”.

Creating a Meeting Recording

1

HH B sea l.!.) » Aynl e
Gorandm  Odalar  Uygulamalar] Tdmd Mikrofon Paylag
g @) Kaydet ve dékiim olugtur e
et.!.! Kaydi basglat = = : i

2. Video efektleri ve ayarlan

[5# Dokimi baglat

(?) Yardim

Herkes hangi dili konusuyor?

ne dzelliklerinin dogrulugunu saglamak igin degru dili segin.
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Stopping the Recording

To stop recording the ongoing

meeting, click “More”.

Check “Record and transcribe”
and click the “Stop recording”

button to end the recording of
your video.

Creating a Meeting Recording

Kisileri toplantiya katilmaya davet edin

Mikrofon Paylag

e dokum olustur a

ayarlan
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Sharing the Meeting Recording

. .
Sharing the Recording T
. e Sohbet L &l Yapay Sinir Aglari Canh Ders Paylagilan |Dzet Kathm Tartigma Odalan  Soru-Cevap Toplanti Beyaz Tahtasi [3)
Link -
Ekipler

Olunmam s ) ( Sohbetter
) Copilot

To share a recording of a meeting .- —

conducted via Microsoft Teams,

you can access the meeting T sowme

details from the “Chat ” tab in the

Teams application. After selecting

the relevant meeting, open the

recording in your web browser. Q. Arama (Ctri+D

ile toplanti Sohbetet Paylagilan Toplanti Beyaz Tahtas: (3
You may be asked to sign in again
with your Teams account. (® sonKullaniantar ) | [} Dosyalar | @ Baglantiar Anahtar sozctge gore filtr | T Karstya Yiikle

O™ Ad Paylagim tarihi «J- Paylasan
ile toplanti-20250910_155733-Toplanti Kay.,e o
D 6 ktunedutr-my.sharepoin @ i

it.com

@ Tarayiada Ag

&= Baglantiy kopyala
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Sharing the Meeting Recording

Sharing the Recording
Link

To share the video, click
the “Share” button in the
top-right corner, then
select “Share” in the pop-
up window.

Next, click “Settings” in the
window that opens.

Yapay Sinir Aglar Canl Ders

Yapay Sinil

2025-09-10 08:21 UTC

> Kawitlar

& Baglantiy1 kopyala

o] |
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Sharing the Recording
Link

In the Link Settings
window, select the sharing

group.

Sharing the Meeting Recording

Select “Anyone” if you want everyone to have
access, regardless of internal or external users.

Select “People in ktun.edu.tr” for access restricted
to the university.

Select “People with existing access” to share only
with users who already have permission.

Select “Specific people” to grant access to
particular users by entering their Teams account
information.

glant1 ayarlari

inir Aglan Canh De

ktun.edu.tr ig
uru

falnizca mevcut erigim izni olan kigiler igin @

sectiginiz kigiler ©

Diger ayarlar

rme tarihini ayarlayin (DD.
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Sharing the Meeting Recording

Sharing the Recording
Link

- Baglanti ayarlar

Yapay Sinir Aglan Canli De 50910_112340-T...
In the “Other Settings” o )
Bu baglanti su kisiler tarafindan kullanilabilir:
section, you can determine
what actions recipients can B remedet e
perform with the shared o

.
VI d e O . Yalnizca mevecut erigim izni olan kigiler igin @
Sectiginiz kigiler &

Diger ayarlar

“Can edit” — Allows recipients to edit the video.

“Can view” — Allows recipients to view the video.

A o
= gorintile ancak indirme

“Download” — The video can be viewed by
recipients but cannot be downloaded.
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Sharing the Recording
Link

After selecting the user
group and configuring other
settings, click “Apply”.

Click “Copy link” to share the
generated link.

Sharing the Meeting Recording

Baglanti ayarlan

v Sirnir Aglam Cank Ders-20

B baglant: ju kigiler tarafindan kullanilabilir

(%) ketun.edu,tr igindeki kigiler

Yalruzca m@ecut erigim izni o

“Yapay Sinir...1 Kaydi.mp4” paylas
|

& lleti ekle

°| & Baglantiy1 kopyala
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Downloading the . . (
Meet|ng ReCOrdlng Sohbet -

To download a video of a
Microsoft Teams meeting,
access the meeting details from
the “Chat” tab.

Sharing the Meeting Recording

Select the relevant meeting and
open the recording in your
browser using your Teams
account credentials.

ile toplantl Sohbetet Paylagilan Toplanti Beyaz Tahtasi ()

I D Son Kullanilanlar I [y Dosyalar @ Baglantilar ) or T Kargiya Yiikle

O™ Ad Paylasim tarihi \J- Paylagan
— ile toplanti-20250910_155733-Toplanti I(a}f..e oy
U 6 ktunedutr-my.sharepoint.com O 1604
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Sharing the Meeting Recording

Downloading the
Meeting Recording

Use the “Download” option to
save the meeting recording to
your device.

ile toplant

oluyor » 0O goriintileme = SharePoint Uygulamasi = HD = - > Kayitlar
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Rektorlik / Mimarlik ve Tasarim Fakultesi
-~ Akademi Mah. Yeni istanbul Cad. No:235/1, Selcuklu/KONYA

https://www.ktun.edu.tr

- _
I uzaktanogretim@ktun.edu.tr
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