Using Teams to upload your video
Set up a Team
1. Open the Teams app on your laptop and locate the teams icon on the left hand side. 
2. Click on the Teams icon, you should now see a list of the Teams that you are a member of
3. In the top right hand corner there will be a button to ‘Join or create a team’, click on this. 
4. You will then choose the First box ‘create a team’ click on the ‘create team button’
5. Choose the first box ‘class’
6. Choose a name for your Team i.e. Cindy Hunt Video and then click next
7.  Add people to your Team, you will need to insert my email address here, C.hunt@uwtsd.ac.uk
8. You have now set up your team

Record a video on Teams
1. Set up your laptop so that it is facing you
2. You will then need to go to the calendar on the left hand side of the screen
3. Click on the ‘Meet now’ button on the top left
4. Click start meeting and choose your video and mic settings
5. Now click on join now
6. Press the cross on inviting people to your video
7. Once you are ready to record, locate the icon with the three dots at the top of the screen
8. Then locate start recording 
9. The meeting will begin recording
10. Once you have finished your task, you will end the recording by pressing the three dots again at the top of the screen and locate stop recording.
11. To locate your video, you will need to go into the chat in the meeting. This button is located at the top, it is an icon of a speech bubble.
12. The video will take a few minutes to download and show in the chat
13. Once downloaded click on the video and it will open up in Microsoft Stream
14. From here you download the video to your laptop and upload it into the Team that you have just created.
15. Within Stream, locate your video within ‘My Content’ then ‘My Videos’ go to the three dots on the far left hand side of the vieo and click download. 
16. Once the video has downloaded open up Teams again and locate the Team that you have just created.
17. Withiin the Team locate the files tab at the top of the screen, click the upload button at the top of the screen and locate your video in your downloads folder. 
18. The meeting should now upload and your lecturer should have access to your recording.





Using a Phone or an Ipad to record
1. Record the task on your device, it should automaticallly save. 
2. Open up the web browser on your phone or Ipad i.e. Chrome, Safari, etc
3. Access the www.uwtsd.ac.uk and then clck on the quick links button at the top of the screen 
4. Click on the Hwb button and login to your UWTSD account 
5. Once logged in, locate the tile ‘My Apps’
6. Now locate and click on Stream
7. Click on my content, then videos
8. Locate the ‘Drag files here or browse to upload button’ on the top right of your screen.
9. Click on the word browse
10. Choose the location of your video and upload it to Stream
11. You will now need to follow the instructions for sharing a video via Stream that I have sent you via email. 



