
INSTRUCTOR GUIDE

Setup, Recording, and Tips
The following guide provides step-by-step instructions for setting up and recording a live in-person
class session using Microsoft Teams. This document is specific to the Tampa campus. 

Please note that faculty are required to update their syllabus with the following syllabus statement
informing students that classroom sessions will be recorded. Copy and paste the following into your
syllabus, and also post it as an announcement within your Canvas course. Once done, include a brief
footnote or sentence on the top of your syllabus indicating the update and date. 

“In this class, software will be used to record live class lectures and discussions.
As a student in this class, your participation in live class discussions will be

recorded. These recordings will be made available only to students enrolled in
the class, to assist those who cannot attend the live session or to serve as a
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Start your Teams session and select 1) More...,  2) Record and transcribe, then 3) Start
recording..

IMPORTANT: Students who did not attend the session will not have access to the
recording. To share the recording with them, please see our Sharing Your Teams Recording
guide.

!Prior
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Support

If you need help with classroom equipment, press the red Help button on the room control panel.

Please visit the Digital Learning Live Support  for any questions related to Teams. 
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