Recording and Sharing Videos with Course Instructor and Student Supervisors

*Download Microsoft Teams https://teams.microsoft.com/downloads*

Step One: Set up a Teams meeting with client on Microsoft Teams

1. Open Microsoft Teams app.

NOTE: Trainees in EDSP 682 and EDSP 705 will be assigned a designated “clinic” email
address that is different from their McGill student email address. For these courses, Trainees
must login to Teams with their clinic email accounts.

2. Dependent on your software/computer model, you will see an icon called “Calendar” either
on the side bar or top bar of the Teams application; click on that icon. This will take you to a
calendar laid out in week form.
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Set up the meeting by clicking "New Meeting” on top right of screen, which will also open

a “new meeting option.”
Q, Search

Calendar

) Today < > October 2020 -
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6 AM

Enter the meeting details: Title!, Date, Time, add Client’s email address” and Course
Instructor and/or Student Supervisor’s_email(s), click "Send.”

! The new meeting title should follow this naming convention: Virtual meeting ECP
[Trainee’s first name initial][Trainee’s lastname][Client code][Course number][DD
MM YR HH:MM]

2 For security reasons, the Client must always be invited using a non-McGill email
address. Even if the client is a McGill staff or student, you must invite them with a non-
McGill email address, such as gmail or hotmail address, etc. This means the Clients email
(used in the invitation) must NOT be a McGill address.
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Type details for this new meeting

5. Client, Trainee, Course Instructor, and Student Supervisor will be alerted by an automatic
RSVP email as well as a pop-up message that a meeting has been set up.

6. Alert Client that the email may end up in “Junk email” and that they should check that folder,
in case they don’t see your email.

Step 2: Setup the “Present” option to allow vourself to record the meeting

1. Open the scheduled meeting in your Microsoft Teams app calendar by double clicking
meeting.

18 19 20 21 22 23 24
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
12 AM
TAM e 1
L |
C | Isabella Lyons )
2 AM
3 AM
4 AM
5AM
6 AM


Isabella Lyons


Isabella Lyons


Isabella Lyons


Isabella Lyons


Isabella Lyons


Isabella Lyons


Isabella Lyons



2. Click the meeting then find the “Meeting options’ button near the top center of the screen.
[ ]

< Q, Search

(Nosubject) Chat Files Details Scheduling Assistant  Meeting notes  Whiteboard Close

X Cancel meeting Time zone: (UTC-08:00) Pacific Time (US & Canada) Tracking

Vi Add title IL Isabella Lyons
Organizer
= ML ‘:;E’flltHOPe L s + Optional mL  Isabella Hope Lyons, Miss

Unknown
Oct 23, 2020 130 AM Oct 23, 2020 200AM  ~ 30m @ All day

Suggested: 4:00 AM-4:30 AM 4:30 AM-5:00 AM 5:00 AM-5:30 AM

5] Does not repeat v

® Add location
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Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Lea

3. Under “Meeting options” there will be a question: “Who can present?” Click the scroll
down options and choose “Only me.” Then click “Save.”

o

Unscheduled meeting

&, Isabella Lyons

Meeting options

Who can bypass the lobby? People in my organization v

Always let callers bypass the lobby No @

Announce when callers join or leave Yes
Everyone

Allow attendees to unmute Everyone

People in my organization

Specific people
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Note: To change the date or time of a scheduled meeting: Click the meeting in the Teams
Calendar, and choose “Edit,” change date/time as necessary.

Calendar G4 Meet now + New meeting

Eﬂ Today < > October 2020 B work week
Monday Tuesday Wednesday Thursday Friday
Pcard Reconciliatior
Kelly @ F o
Sl My calendar i
1PM
Test

Calendar

Oct 23, 2020 2:00 PM - 2:30 PM

¢ R

E] Chat with participants

Test
Rachael

3PM Review of
Instructions for

Micrasoft Teams o Rachael Muncaster, Ms

Rachael Organizer

4 PM [ RVT

Step 3: Join the scheduled meeting

1. At the time of the scheduled meeting, both the Trainee and Client can open the RSVP email
and click the “Join Microsoft Teams Meeting” link to join the meeting.

Review of Instructions for Client Fi

File Meeting Scheduling Assistant Tracking Insert Format Text Review Help {
e i | @ @ A S E
X f=] calendar @ * & ! p\/ & = Show
Cancel Skype Join Teams Meeting Contact Address Check Response .
Meeting = Forward Meeting Meeting Notes Attendees ¥ Book Names Options v ‘D' Ry
Actions Skype Meeting | Teams Meeting | Meeting Notes Attendees

@ Attendee responses: 4 accepted, O tentatively accepted, 0 declined.

P From rachael. muncaster@mcgill.ca

Send Title Review of Instructions for Client File Sharing

Update
Required Nate Fuks, Dr.; (" Tina Montreuil, Dr.; © Shanna Williams; * ' Isabella Lyons
Optional
Start time Mon 10/19/2020 [} | 3:00 PM v| Alday [ & Time zones
End time Mon 10/19/2020 [} | 4:00 PM v| <O Make Recurring
Location Microsoft Teams Meeting

Join Microsoft Teams Meeting

earn more about Teams | Meeting options
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2. There is also an option to join the meeting directly from the MS Teams Calendar, by clicking
on the scheduled meeting and then clicking the “Join” button, which will take the Trainee
and Client to a video window and prompt each to start the meeting.

a . )
- (No subject) Chat Files Details Scheduling Assistant  Meeting notes ~ Whiteboard Close

E X Cancel meeting Time zone: (UTC-08:00) Pacific Time (US & Canada) ~ Meeting options Tracking

& Vi Add title L Isabe\.\a Lyons

o Organizer

a o ML ‘Tﬁ’fﬂlee Lyons, Miss 5 + Optional ML Isabella Hope Lyons, Miss
ignme Unknown

E [E5] Oct 23, 2020 1:30 AM Oct 23, 2020 2:00 AM im @ All day
Calendar

Suggested: 4:00 AM-4:30 AM 4:30 AM-5:00 AM 5:00 AM-5:30 AM
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[

® Add location
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- Microsoft Teams meeting

Q)

e Join on your computer or mobile app
Click here to join the meeting

a. Whenthe Clientarrivesto the meeting the Traineewill benotified thattheyarewaitingin the
lobby. Prior to admittingthe Clientto the meeting the Traineeshouldverify thatthe Clientis
joining with their non-McGill emailaddressFirst, select'View Lobby" andthenverify thatthe

Clientis joining from "Outsideyour organization".
Participants

Invite someone or dial a number

Rachael Muncaster, Ms
is waiting in the lobby.

Waiting in lobby (1)

@ Rachael Muncaster, Ms
@ Outside your organization

In this meeting (1)

View Lobby

Waiting for others to join...

b. If theClientattemptgo join with aMcGill emailaddressadmittheminto the meetingroom
from thelobby andaskthemto signout of Teamsandsignbackin with their non-McGill email
addresdgo join themeeting.Oncethe Client joins the meetingwith their non-McGill email
addresstherecordingcanbegin.

c. If theTraineeis notableto verify which emailaddresshe Client hasjoinedwith, the Trainee
will haveto gointo MS Streamafterthe meetingends to makesurethe Client doesnot have
accesdo therecording.Follow #1 - 6 of Step5. Oncethesestepsarecomplete makesureto

uncheckhebox besidethe Client'snameto ensurethe Client doesnot haveaccesgo thevideo.
6
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When the Client arrives to the meeting, the Trainee will be notified that they are waiting in the lobby. Prior to admitting the Client to the meeting, the Trainee should verify that the  Client is joining with their non-McGill email address. First, select "View Lobby" and then verify that the Client is joining from "Outside your organization".
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If the Client attempts to join with a McGill email address, admit them into the meeting room from the lobby and ask them to sign out of Teams, and sign back in with their non-McGill email address to join the meeting. Once the Client joins the meeting with their non-McGill email address, the recording can begin.
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If the Trainee is not able to verify which email address the Client has joined with, the Trainee 
will have to go into MS Stream after the meeting ends, to make sure the Client does not have 
access to the recording. Follow #1 - 6 of Step 5. Once these steps are complete, make sure to uncheck the box beside the Client's name to ensure the Client does not have access to the video.
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***Before startingtherecordingof the meetingmakesureall clientconsenformsaresigned

Step 4: Recording the meeting

1. Once in the meeting, click the button with three dots on the central bar called the “More
actions” button.

£33 Show device settings

B Show meeting notes

O Enter full screen

% Show background effects

Turn on live captions (preview)
it Keypad

© Start recording

o> End meeting

(A4 Turn off incoming video
Waitina 1or orners to ioin...

w8 @0 @

2. Choose “Start recording,” you will see a blue bar appear at the top of the screen alerting
you that the session is being recorded. End the recording by clicking the “More actions”
button (same as before) and clicking” Stop recording.” A blue bar will appear at the top to

alert you that the recording has stopped and that you can find the recording in link form in

the message history of the meeting.

A You're recording You are recording this meeting. Be sure to let everyone know that they are being recorded. Privacy policy Dismiss

‘ © Stop recording

& End meeting

(4 Turm off incoming video

WGy @ e o8 s
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3. To end the meeting, click “hang up” (not just “leave meeting”) by clicking the red button
with a phone picture on it, when done.

Waiting for others to join...

Hang up

Let's keep you up to date. Turn
T on desktop notifications.

Turn on Don't ask again

If your desktop looks different than the above, follow the instructions below to end the
meeting:

> |Leave

Leave

End meeting
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b. Confirm “End.”

End the meeting?

You'll end the meeting for everyone.

Cancel
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Step 5: Sharing the recording/access the recording

NOTE: Make sure NOT to share with everyone in the organization!!! *¥*¥**#%%%
1. Go to the chat menu after the meeting by choosing the “Chat” button from the side bar.

2. Find desired meeting from the history by locating it in the chat column, or looking it up in

the search bar:
: _
virtual meeting Press enter to view all results g Notes 1 more o

@ Virtual meeting ECP ILyons[Client Code][Course selection][26 10 20 11:00]

Q

Virtual meeting ECP IL... 11:17 PM
Recording s ready

& Isabella Lyons renamed the meeting to

. [#]  Isabella Hope Lyons, Miss joined the meeting
@ Recording is ready 54 Meeting ended 175 11:16 PM

W4 Meeting started  11:16 PM

(no title)
Recording is ready

(no title) 10/18 @0 Meeting ended 20s  11:17 PM
Recording is ready

Meeting

no title; 1018
( ! Recorded by: Isabella Lyons

Recording is ready

Remote Learning Assista... 10/15
Recording is ready

Type a new message

A ¢ QBB B R B

10
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3. Click on meeting

to reveal the chat history.

< 2 Look for messages, files, and maore. Or type / for a list of commands. _

Y & Virtual meeting ECP ILyons[Client Code][Co... Chat Files Meeting Notes 1 more -

. E]  Isabella Lyons joined the meeting.
Virtual meeting ECP IL.. 11:17 PM > & Isabella Lyons renamed the meeting to .
Recording is ready

E]  Isabella Hope Lyons, Miss joined the meeting.

ogt.

B

(no title) 10/23 N
Recording is ready ©4  Meeting ended 17s  11:16 PM
[B) (notitle) 10/18 W¢  Meeting started  11:16 PM
Recording is ready
(o title) 10/18 G4 Meetingended 20s 11:17 PM
Recording is ready
(no title) 1018 LU

Recording is ready Recorded by: Isabella Lyons

® Remote Learning Assista... 10/15
Recording is ready

Type a new message

AH ! ¢ O M B B R - B

4. There should be a screenshot of your video screen under the “Meeting ended” statement in
the chat that says “Meeting” (“Meeting Recorded by: your name”).

5. Click the three buttons at the top right, choose “Open in Microsoft Stream” which will

S
< > Look for messages, files, and more. Or type / for a list of commands.
Chat v Y @ Virtual meeting ECP ILyons[Client Code][Co... Chat Files Meeting Notes 1 more - @z =

Recent

Isabella Lyons joined the meeting

Virtual meeting ECP IL.. 11:17 PM & Isabella Lyons renamed the meeting to
Recording is ready
[i¥]  Isabella Hope Lyons, Miss joined the meeting
=) (no title) 10/23
Recording is ready S4  Meeting ended 175 11:16 PM
@ (no title) 1018 W4 Meeting started  11:16 PM
Recording is ready
(no title) 10/18 Gd  Meetingended 20s 11:17 PM
Recording is ready
(no title) 10/18 Meeting

Recording is ready Recorded by: Isabella Lyol

Remote Learning Assista... 10/15
Recording is ready

Type a new message

Al ¢ QBB B - B

11
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6. Under your video recording there should be an icon next to a heart icon, choose that and click
“Update video details.”

@ McGill Stream

(2 Home [g] Discover 21 My content -+ Create O Search T AR ©

-+ Add Form

o

Make your video more engaging by
adding a survey, quiz, or poll using
Microsoft Forms

@ Linked groups/channels

Q Add to group/channel

% Update video details

w=n Trim video

— More from trending videos
’]" Replace video

-
Lab 6
78 views

@ Delete 1s[Client Code][Course selection][26 10 20 11:00]

-"., e
aLyons Limited 0@ 0Q a.‘
.

4 E_l 2 @ View settings

_\L Download video

n MGCR 293 - Midterm Re...
46 views

e E Long-Term Plasticity 4 - ...

More"actions

7. Give permission to your Course Instructor and/or Student Supervisor to view video. Under
“Permissions” > viewers, make sure the box next to your Course Instructor’s and/or Student
Supervisor’s name is checked, and make sure that “Allow everyone in your company to view
this video” is NOT checked.

() Home [o] Discover [ My content + Create O Search at
can(el -
Edaing "Call with Georgea (Guest, 4+ Download video T Replace video @ Delete video
MUST Permissions Options
REMAIN | Alow everyone I your company to view this e
e e — Comments
@ o
Shate with
People . earch for People pe)
Captions
N Viewers Owner Display

@ Isabella Lyons (is
s @ e yons s (8 ) Subtities
Setting & video language enables w

s closed captioning for

supported languages. Leam more

Video Language

Select a language

Thumbinail

> Share

12
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8. Click “Apply.”

Step 6: Verify that vour video is not public/shared with the “company”

1. In MS Stream, verify that underneath the video it says “Limited.”

MCG—ill Stream

() Home [5] Discover 5] My content -+ Create O Search | A ®

- Add Form

i

Make your video more engaging by
adding a survey, quiz, or poll using
Microsoft Forms.

Linked groups/channels

C}, Add to group/channel
% Update video details

W= Trim video

More from trending videos

’T‘ Replace video
=l Lab 6
@ Delete 1s[Client CodellCourse selection][26 10 20 11:00] J 4 - 78 views
a Lyon ® 0Q a-“’
i, Download video o
n MGCR 293 - Midterm Re...
=4 E 0 m] @ View settings 46 views
02:52:08
Z T ———
2. Double-check by clicking “Discover,” and then choosing “Videos.”

(m Home [o] Discove| . [E] My content -+ Create O Search T

Channels Interactivity

People -} Add Form

e

Make your video more engaging by
adding a survey, quiz, or poll using
Microsoft Forms.

Groups

0:10 / 0:10
Details More from trending videos
L ©
i . . . - Lab 6
Virtual meeting ECP ILyons[Client Code][Course selection][26 10 20 11:00] 1 - 78 views
Published on 2020-10-26 by Isabella Lyons Limited 1(® 09 i
3

Open “https://web.microsoftstream.com/browse" in a new tab H MEGOR 202 - Midtarm Ra
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3. Type “ECP” in the search bar, choose it, and see if your video is once again “Limited” or

« O
Public.
ET3d .
@ McGill Stream ?
(m Home [c] Discover 1 My content ~+ Create O Search '_F R, @
Videos Channels People Groups
Search for videos Sort by

‘ |:]| ecp ' o Relevance v

Virtual meeting ECP ILyons[Client Code][Course selection...
o 1® 00 003 2020-10-26 9 Isabella Lyons E O % 0O
00:10

Details
Virtual meeting ECP ILyons[Clie gl sagse selection][26 10 20 11:00]
Published on 2020-10-26 by Isabella Lyons h@® 0@

DO NOT EVER DOWNLOAD THE VIDEQO: McGill IT will perform a weekly audit to
determine if any videos have been downloaded. This audit report will be reviewed by the Clinic
Director or Clinic Coordinator. Trainees must follow every aspect related to video recording, file
maintenance and file sharing outlined in this document. Failure to do so will have serious
consequences that may include failing a Clinic-based course. Decisions concerning the
consequences of not adhering to policies will be made by the Course Instructor who may
consult with the Clinic Director or the Clinic Advisory Committee.

*In order to ensure that you did not accidentally share a video with the entire organization, follow these
cautionary steps as an extra precaution or in case you discover that it was shared, to proceed deleting it*

1. Go to the chat menu after the meeting by choosing the “Chat” button from the side bar.

2. Find the desired meeting from the history, click on the title of the meeting to reveal the chat
history.

3. There should be a screenshot of your video under the “Meeting ended” statement in the chat
that says “Meeting” (“Meeting recorded by: your name”).
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4. Click the three buttons at the top right, choose “Open in Microsoft Stream” which will

6.

bring you to a new page.

Q_ Search

s Chat v Y @
a Recent
Chat
(no title) _
;i; Recording has started -
(no title) 10/18
E Recording is ready
(no title) 10/18
Recording is ready
: (no title) 10/18
Recording is ready
“ @ Remate Learning Assista... 10/15

Recording is ready

Click te middle top
& McGill

2 Home [oJ Discover

Videos Groups Chani
Groups
Search for videos Channels
L Search for videos
Meetings

Callw Watchlist

0o® ¢
Followed channels

Recycle bin

Call with Georgia (Guest)
1® 0 0L 2020-10-18

e ®
LR
<

button labeled “My content.” Then choose “Videos.”

(no title) chat Files Meeting Notes 1 more

(=] Meeting ended 1m 44s  Sunday 10:27 PM

Meeting
Recorded by: Isabella Lyons

' Open in Microsoft Stream

@(  Meeting started  Sunday 10:28 PM o Share
[ isabella lyons joined the meeting. @ Get link
%s, isabella lyons left the conversation. @ Learn more
[ isabella lyons joined the meeting
/N Report a problem

CI::] Meeting ended 14m 54s  Sunday 10:4

Meeting
Recorded by: Isabella Lyons

G4 Meeting ended 0s  Sunday 10:44 PM

Type a new message

A, vV 2 O Wl &> Q

-+ Create L Search
Watchlist Followed channels Recycle bir
State Privacy
[
v All v All

T Drag files here, or browse to upload

B QN

a
'

All the videos will appear. You can see if the video is limited or public by looking at the
colour of the icon to the right of the video. If the video has limited access, the icon will be

15



orange/yellow, if the video has public access the icon will be green.

(i Home [5] Discover ~» [&] Mycontent -~ - Create ~ O Search

Videos Groups Channels Meetings Watchlist Followed channels Recycle bir

Search for videos Sort by State Privacy
,0 Search for videos . Upload date i All N All

Call with isabella lyons
0® 0% 001 2020-10-18

Call with Georgia (Guest)
1® 0% 0L 2020-10-18

=l

©

F Drag files here, or browse to upload

=
0

e
0

7. Click the three dots to the far right of the video you made a mistake with, choose “Delete.”

@ MCGlll Stream

(m Home [5] Discover ~ [ Mycontent -~ —+ Create ~ O Search

T Drag files here, or browse to upload

Call with isabella lyons
0® 0% 003 2020-10-18

Call with Georgia (Guest)
1® 0% 0C3 2020-10-18

Videos Groups Channels Meetings Watchlist Followed channels Recycle bir
Search for videos Sort by State Privacy
L search for videos . Upload date ~ All ~ All s

1> Share

+

)

T Replace video

P—
' ] Delete
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8. Click “Delete the video.”

Delete video?

This will delete the video, send it to the recycle bin, and remove it from
anywhere it is published.

Video name:
Call with isabella lyons

Published locations:
Groups: 0
Channels: 0

Cancel Delete the video

9. Search “ECP” to see if your video still appears. If you have successfully deleted your video,
it will not appear in the search results.

10. If you accidentally shared the video with somebody else other than your supervisor,
following deletion please NOTIFY your supervisor immediately.
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