
Download MS Team App from the following link 
https://teams.microsoft.com/downloads#allDevicesSection
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https://teams.microsoft.com/downloads#allDevicesSection


Login to your LMS Account and select Course Site from the tab
1. Click on roster Button
2. Click on Export 
3. Click to open downloaded excel file
Note: you can use the same file for future Online 
classes

Copy Email Address of all students (Select as highlighted and 
press Ctrl+C)
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To get Email Addresses of Enrolled Students of Class from LMS



1. Log in to your Office365 
Portal with your Habib 
Credentials 
https://mail.office365.com

2. Click on My Day
3. Click on New Event
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https://mail.office365.com/


1. Add Title - e.g. 
Course title

2. Paste email 
addresses of 
Students copied from 
excel file.

3. Schedule your 
meeting date and  
time

4. Schedule recurrence 
if required 

5. Enable Teams 
meeting

6. Click Send 
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Note: if you are pasting more than 50 email addresses than please wait for few minutes 
to complete the process.



1. Click on Calendar
2. Double click meeting in Calendar
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Double Click on Meeting options Select option: Only Me
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Go to the Calendar and Click on Join Teams meeting Click on Join Now
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How to Record Session

Once you have joined the session
1. Click on … button
2. Click on Start recording

Note: To view your recorded sessions in future, please click on Chat button in the left panel.


