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Online meetings 101

Teacher 1 3:48 AM
ﬂﬂ What are best practices for before, during, and after a Teams meeting?

&’ Reply

Before e Atstart ——

Schedule a Teams meeting Customize background
Update meeting options Admit people from lobby
Share pre-read materials Mute all attendees

Make a test call Spotlight your video

Start recording

Enable live captions

UNIVERSITY
OF MIAMI

During +——
Present content to attendees
Play a video during class

See student faces

Address raise hands

Live reactions

Monitor chat window

-
______
- -t
- -
-------

After

Signal the meeting ended N#W!
Export attendance

View conversation responses
Access meeting recordings

Mute student comments

i)

-
-------



Teams Meetings > Schedule

New meeting Details Scheduling Assistant

Time zone: (UTC-05:00) Eastern Time (US & Canada) v

S Add title

= Add required attendees + Optional

Outlook Desktop
Outlook Web App Jul 21, 2020 1:00 PM Jul 21, 2020 1:30PM ~ 30m @ All day

> O Does not repeat

= Add channel

EH

© Add location

Teams Calendar / = B Ve Q %‘ L'Er'J A AA Paragraph Ix = = = = 99 @, E @ .
UNIVERSITY Type details for this new meeting
OF MIAMI
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Schedule Teams Meetings in Outlook

Schedule a new Teams Meeting

File Home
1
I
Mew Mew ew

Appointment Meeting [tems ~

Mew

UNIVERSITY
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Send / Receive

i
Mew Teams
Meeting

Teams Meeting

Folder

View Help

Today Mext Day  Work Week Month Schedule
T Days Week View

GoTo T

Arrange My

Create/Send Teams Meeting Invite

Find a time that works for everyone (Scheduling Assistant)

File Meeting Series

Scheduling Assistant

Insert

SRpe

S LG

Refresh Add Add Room
Availability Attendees Rooms Finder
Scheduling Attendees

File Meeting Series Scheduling Assistant Insert Draw Format Text Review Help
s % O : G
e @& H 08 Gme e @ B Y G
R
Delete S Join Teams Meeting Cancel S Q 15 minutes - Aol L Tags Dictate | Meeting New Insights View
Meeting Options | Invitation (L'—_l ' - = Nates Meeting Pall Templates
Actions Teams Meeting Attendees Options Voice OneMote FindTime My Templates -~
@Yuu haven't sent this meeting invitation yet,
E’ From Josh.Sawyer@microsoft.com
Title Weekly Webinar
Send
Required Contoso@outlook.com|
Optional
Recurrence  Occurs every Thursday effective 5/21/2020 until 11/5/2020 from 1:00 PM te 2200 PM  <2¥ Edit Recurrence
Location

Microsoft Teams Meeting

Ec:)\ Room Finder

L)

Microsoft Teams meeting

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

'

Options

e

Options




Understanding Teams Meetings

é Functions (Permissions, Settings, Background, Details, Audio Conferencing)
2 | Features for Presenters (Attendance, Mute All, Record, End Meeting for All)

s%a Features for Participants (Hand Raise, Chat, Live Captions, Meeting Notes)

UNIVERSITY
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Teams Meetings > Meeting Options

Lobby

Callers

Presenters

UNIVERSITY
OF MIAMI

_/
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Instructional Design Module 4
January 27, 2021, 1:00 PM - 1:30 PM

=, Danielle Olson
Meeting options

Who can bypass the lobby?

Always let callers bypass the lobby

Announce when callers join or leave
Who can present?
Allow attendees to unmute

Allow meeting chat

People in my organization and gu...

Everyone

Enabled



Join a meeting ey

Share video, select audio settings beforejoining a meeting. ST - LI

Choose your audio and video settings for
Instructional Design Module 4

Meeting “pop” out

@ Computer audio

Select audio settings

Turn camera on/off
Apply background filters

Room audio

Don't use audio

Join now Join meeting

¥) New conversation

i




Participateinameetng Wy

Share video, voice, or your screen during the online call. PPt Seeenn
Breakout
Rooms
Raise hand Turn your video feed Mute and unmute
Live reactions on and off. yourself.

Add participants to the

meeting. Leave the meeting

End meeting for All

Share yourscreen and sounds
from your computer.

Start recording, change device
settings, and more.

)

UNIVERSITY ¥
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Invite people to join you




Teams Meetings > Participants Panel

Participants Panel

Admit people from lobby Participants
MUte a” attendees — ,EJ Don't allow attendees to unmute

Download attendance - ¥« Manage permissions

Meetiﬂg OptiOﬂS | Download attendance list
& Lock the meeting

Lock meeting

ﬂ’ Danielle Olson

Organizer

Attendees (1)

@ Oscar Blain

[INIVERSITY No one else will be able to join, but invitees can still access

OF MIAMI the meeting chat, the recording, and other meeting info.

l J Cancel Lock




Teams Meetings > ... (additional settings)

Additional Settings

View settings

Meeting options

Start recording e

Enable live captions e

UNIVERSITY
OF MIAMI

£o3 Device settings
3= Meeting options
B Meeting notes

() Meeting details

B Gallery

3 Full screen

T

7% Apply background effects

[ Turn on live captions

@ Start recording

(A4 Turn off incoming video

L)



Teams Meetings > Share Tray (“sharrow”)

Share Tray

Present content, play a video and more

(] Include system audio

Desktop Whiteboard

=4

MLC Weekly Internal (Me. R&B Teams Part 2 - Powe. Use Whiteboard in Micro. Part 2.pptx MLC SUMMER WEBINAR COVID19 Remote Learnin. Microsoft Whiteboard

Share your... Use it when...
Desktop [Include system audio] You need to switch between multiple windows
Window [Include system audio] You only need to show one thing and want to keep the rest of your screen to yourself.
PowerPoint You need to share a presentation and want students to be able to move through the slides at their own pace
Whiteboard You want to a run more interactive lessons
UNIVERSITY
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Teams Meetings > Roles

Assign attendee role in online meeting

You can promote attendees to presenter during a meeting.

Before meeting During meeting Capabilities Organizer/Presenter ~ Attendee
— » Speak and share video v v
Join Microsoft Teams Meeting
Local numbers | Reset PIN | Learn more about Teams | Mesting options
Invite someone or dial a number @ Pa rt|C|pate II’] meet|ng Chat ‘/ ‘/
Presenters (1)
& & Privately view a PowerPoint file % v
shared by someone else
Attendees (1)
Egm o ?3. Douglas Cothran & Sha re Content ‘/
e Others invite L.
Mute other participants v
e (5 Adelc X Pin
® Aol Remove participant .
R Mors - Remove participants v
. 1 Make a presenter
Admit people from the lobby v
Change the roles of other participants v
UNIVERSITY Start or stop recording v
OF MIAMI
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Teams Meetings > Views > Large Gallery (aka 7x7 video grid)

English Class

00:22:06

Ablgall W N
= }l’ £/ 1108
o

Isabel Gracia !\
LN
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Professor/Centrell )




Teams Meetings > Views > Together Mode

00:07:20
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Teams Meetings > Views > Spotlight

00:22:06 Stop spotlighting

e N
= YU
..

UNIVERSITY
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Teams Meetings > Views > Breakout Rooms

00:22:06

88 O Type here to search

||
LW |

RSITY
M1

Cellular Respiration 1.2
o8 ( ] m, vee > Leave
Create breakoUt @oms

rﬁ]’

.

e

Miguel

Ray Tanaka .
y ( ‘

Kian
7

i
Andre

Charlotte de Crum

Jessica

Nathan Rigby

A

3

1:58 PM
7/27/2018

O

L)
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One Hub. Everyone Connected.

Teaching and . Professional

Learning ,iv/ivj‘/. development

“‘
.

Faculty and staff
coordination

e,
.
‘e
0
‘e
.
.
.
0
‘e
.
.

m Student community
building

_\é Research
UNIVERSITY
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Microsoft Teams: The hub for teamwork in Microsoft 365

Q_ Search or press Ctrl+/ for commands

Chat Files —+

Recent Contacts

10:50 AM
C m 1 t Ray Tanaka 1:40 PM Yes, im just working on the deck now, it should be complete today. | will share
I O m u n I Ca e Louisa will send the initial list of attendees and @mention the relevant people for feedback.

. & Beth Davies 1:43 PM
through chat, meetings & calls 3 Thanks that would be ice il By 1ps7aN
Kayo Miwa W17 ©  Daniela, | can help you with the deck today. I've completed the intial costings for spring.

| reviewed with the client on Tuesday, she h...
I can help you with the rollout plan for EMEA as i've been working closely this week with the local marketing

Kayo, MJ, and Will (Guest) 12:00 PM team to get the timings from the external AD agency and media buying team.
Kayo: It would be great to sync with you bo.

. Collaborate
with deeply integrated Office 365 apps

MJ Price 1:20 PM 11:12 AM

| haven't checked available times yet Id be a great help, |
e 2

Chris Naidoo 5/23

) You: Thanks! Have a nice weekend pw i'm just run

Daichi Fukuda 6/4
© No, | think there are other alternatives we c

al = 8:14 AM 82% [wm

. Babak Shammas 10:08 AM B IvP i | {2 Kayo, MJ, Will (Guest) (4 R,
1 C t m & E t d = E JulyPromotion.xlsx yo, MJ,
- L u S O Ize X e n box.com/s/w9eabeualkeg ) _
Kian Lambert (Guest) 6/2 Conversation Files
1 1 Have his by Beth? Make sure she is... v
with 3rd party apps, processes, and devices B A A TESREIP YoU With the rollaut
. SRR AN plan for EMEA as i've been
Team Design Template 6/3 g A oe Loo working closely this week with
Reta: Let's set up a brainstorm session for This is great progress, if you both can set 9 4

the local marketing team to get
the timings from the external
AD agency and media buying

Marie Beaudouin 2:00 PM - team. ;

© Sound good? m 11:5,

That would be a great hel| i

will call you to discuss at 1 |

a good place for feedback. | have a free g
Recent

N Work with confidence

enterprise level security, compliance, and

Charlotte and Babak 1:58 PM
Babak: | asked the client to send the f... @

.. . j@ KayoMiwa: “12:00/2M I've made a start with APAC and
ma nag ea b | I |ty Krystal McKinniey 1:35EM @ Itwould be great to sync with you both E LATAM, now i'm just running
e through the plan for US.
David Power 1:50 PM
Cool, look forward to the update T Will L. (Guest)
YPEanewmessage That's great. | will collate all the
Keiko Tanaka 12:02 PM materials from the media

You: That's cool!

A ¢ ©@ @B B - agency for buying locations,
footfall verses media costs. |

UNIVERSITY presume the plan is still to look
UF M I;A )V‘] I for live locations to bring the

campaign to life?

lj Send a message

HE ¢ e A



Microsoft Teams £ Search or type a command

A* .
: < Allteams /¥ B20S Entrepreneurship Course > General @ Team
= | /\/ Conversations ~ Files  Class Notebook ~ Assignments  Course Syllabus ar
L1 B Jennifer Bridges
»  Office Hours

Team:

B20S Entrepreneurship Course Office Hours
E Occurs every Tuesday @11:00 AM -

General « Reply
a8 Busi Case Development

Module Group 1 g Debra Berger 7/24 917 AM @

Grades are in!

o &
I ea m S Rev I ew S M Module Group 2 . Grades are now posted. Please reach out to Debra if you have any questions. B20S Entrepreneurship Course
o 2 hidden channels
@ Debra Berger 7/249:17 AM @
i

I t f & B ® 5@ B20S Entrepreneurship Course - please reach out to me using Teams, not email!
Files
nierrace daSICS o

Sheri Summers 4 9:17 AM @
= Virtual Office Hours today
Happening now! B205 Entrepreneurship Course
<« Reply
Jennifer Bridges 7/24 910 AM
& JB G Tab conversation has begun.

Start a new conversation. Type @ to mention someone.

A ¢ @ @B ot @ - B




Teams > App Bar

Activity
Chat

Teams
Assignments

Calendar
Calls
Files

More

App Store




Teams > Left Rail

Microsoft Teams “

< All teams

B20S Entrepreneurship Course

General

Business Case Development
Module Group 1

Module Group 2

2 hidden channels




Teams > Tabs

Conversations  Files Class Notebook ~ Assignments  Course Syllabus  +
—




Teams > Canvas

e e

Conversations  Files  Class Notebook ~ Assignments ~ Course Syllabus =+

Jennifer Bridges

& Office Hours

Office Hours
Occurs every Tuesday @11:00 AM

« Reply

Debra Berger
Grades are in!
Grades are now posted. Please reach out to Debra if you have any questions. B20S Entrepreneurship Course

e Debra Berger 4 |
B20S Entrepre irse - please reach out to me using Teams, not email!

« Reply

Sheri Summers 7/24 91 A
Virtual Office Hours today

Happening now! B20S Entrepreneurship Course

« Reply

Jennifer Bridges /.-
Tab conversation has begun.

Start a new conversation. Type @ to mention someone.

A ¢ © @B c 9




Join or Create
a Team




Teams > Create a team

>

Create a team

« Team types: T80
PLCs, Staff, Other

There’s a team for everyone.

UNIVERSITY
OF MIAMI




Teams > Join a team with a code

(Lx)
igr

Join a team with a code

* Enterjoin code
generated by
Team Owner

UNIVERSITY
OF MIAMI




Team Options:
Settings
Adding Members
Team Join Code




Teams > ... (more options)

23

Wanage team

Add channel

(i

lg

Add member

5% Manage team

& Add channel

O Add member

Leave the team

=

%:S; Leave the team

. & Edit team
Edit team

@ Getlink to team

¢J Manage tags

il Delete the team

Get link to team

S @ N

Manage tags

Delete the team

=k

UNIVERSITY
OF MIAMI
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Teams > ... (more options) > Manage team & Add Members

2

Manage team

Add channel

< Add be
Add members to B20S Entrepreneurship Course

I_E dve thE team Students  Teachers

il

Ig

&=

lfyea rch for students

Edit team

Get link to team

&
@
&

Manage tags

=k




Teams > ... (more options) > Manage team > Member role

2

Manage team

Members | Channels Settings Analytics Apps

Search for members Q 5" Add member

+ Owners(13)

il

Add channel

Add member

LE ayve -the tearr-l @ Henrietta Mueller Teacher Owner v/
Edit team ‘”O Patti Fernandez Principal Owner v
GET || i k 'tl:l tEEIr""'l @ Grady Archie Teacher Owner v/

* Members and guests(7)

Q @ % @ (e

M dna g e tE g 5 Name Title Tags @ D Mute stitlents Rale
‘(! Ken Meyer Teacher g ] Member » X
M Delete the team
Eﬁ Rosie Patterson Student O] Owner x
Member
UNIVERSITY % Sophia Owen O wemper v X
OF MIAMI

@ Ella Taylor Student O] Member ~ X

i)



Teams > ... (more options) > Settings > Team code

e Team Code

v Team code Share this code so people can join the team directly - you wen't get join
reguests

Mote: Guests won't be able to join with a team code

UNIVERSITY
OF MIAMI
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Notifications, Mentions, Bold

Activity has taken place
that relates to you.

Teams

There is a new, unseen Favorites
message in chat. _
Northwind Traders
You have been directly
mentioned by name, General
channel, or team. _
il Marketing
UNIVERSITY i : :
OF MIAMI m Overview \ There is new, unseen contentin
1} the channel. It may or may not

be applicable to you.



Team Channels

. . . .
» Dedicated sections within a team G S rs - conmnds B
Teams T Marketing cChat Files OneNote —+
15 replies trom Oscar, Babak, and Cecily
° . . Favorites RN :
Jan Lambei 8
¢ O rg a n I Zed by to p I CS, p rOJ ects, . Northwind Traders 'I? Hey all, as the date for the big FY 2017 pitch nears, | wanted to express how appreciative | am of all of you
. d . . | . General have put in for this. | know there have been some really late nights and weekends. Seeing as this is our lar
t . long history with them, | just ask that we all give one last push to really polish our deck and pitch. This is a
groups, units, or disciplines Marketing e oo
Overview
Performance <1 @ STY,EIa.‘,,DiYiL:,I?flfjilff;iff'f fc:;:e\nt agenda is still TBD as we are waiting for the client to confirm th
Shiproom See more
° P : h | f M f. Telemetry < Reply
rivate channels for specific user
Charlotte de Crum 4 Al
g ro u p S Tailspin Toys Can you guys please send me the options that we are proposing to the client tomorrow?
4 replies from Maja, Franz, and Miguel
Account Team
Maja Majewska 918 AM
General Check out the attached!
: Accounting & JulyPromotion x| JulyStrategyPitch.ppt
ulyPromotion.x|sx ulyStrategyPitch.pptx
i P | a Ce fo r CO nve rsa t I O n S’ Finance u box.com/s/w9eobeuad9kegh/JulyPromotion.xlsx E Northwind Traders > Marketing
| | M f' | h M FY2017 Planning Franz Hofman 917 AM
CO a O ra t I O n O n I e S, S a rl n g n Ote S’ Strategy Did we make the updates to slide 4-6 we talked about in our meeting earlier? | thought we were removing
recommending option 2 and 5.
6 more channels
etc. @_ Miguel Silva 9 !
The client asked us to remove options 2 and 5. Franz, are you sure you want to push for those again?
3 Daniela Mandera 8 AN
5 I'm not confident in recommending option 2 or 5 again and feel that we should cut those options from th
. . those options with the client before and she believes those are too costly for the brand. If we don't ackno
lose confidence in our recommendations
« Custom tend with tab
ustomize or extena wi aps, o
eply
connectors, or bots
Type a new message
I !\] I ‘ﬂ' E RSI I i 23 Join or create a team EEB A/ V7 @ B @«

OF MIAMI
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Team Channels > Conversations (posts)

Start a new conversation. Type @ to mention someone.

Ar ¢ © W B B @ B8 @ [

UNIVERSITY

Formatting
OF MIAMI
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[/ New conversation Vv

Everyone can reply (@) Postin multiple channels -@-
B v Q S‘ HEI' A pA Paragraph Ix = L= = = 99 (@ </> %
Add a subject
Start a new conversation. Type @ to mention someone.
A ©@ W E B R OO i1 B




Team Channels > Conversations (posts)

[4 New conversation v Everyone can reply v (23 Post in multiple channels

Everyone can reply v (@) Post in multiple

D’ New conversation v Everyone ca

|-_|:| Post in multiple channels

1 <

[ New conversation v/ i Everyone can reply Vv

<J Announcement You and moderators can reply

Start a new conversation. Type @ tc )n. Type @ to mention someone.

UNIVERSITY
OF MIAMI
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Team Channels > Chat (posts)

Search, launch, and command

Type a new message

es

Ray Tanaka 1:40 PM

Louisa will send the initial list of a

Beth Davies 1:43 PV
Thanks, that would be nice
Kayo Miwa 4017

| reviewe the dlient on

Will, Kayo, Eric, Jazmine, +2  12:00 PM
Kayo: It would be great to sync with you bo

MJ Price 1:20 PM
I haven't che e vel

Chris Naidoo 5/23
You: Thanks! Have a nic end

Ar V' 2 © W B FE > @ O

UNIVERSITY
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Marie Beaudouin 2:00 PM

Sound ¢

od

Charlotte and Babak

| asked the client to send

Krystal McKinney 1:55 PM
Yes!

David Power 1:50 PM

Cool, look forward to the up.

Keiko Tanaka 6/5

You: That's cool

Jazmine Simmons 6/5

Nah, | would not worry about that

Cassandra Dunn 6/5

y

Conversation
—

@

Files

Will, @ Kayo, @ Eric, ® Jazmine, @ MJ, © Marie # ¢/

b participants

10:50 AM
Yes, im just working on the deck now, it should be complete today. | will share i
and @mention the relevant people for feedback,

Will Little (R
Daniela, | can help you with the deck today.

| can help you with the rollout plan for EMEA as i've been working closely this week with the local marketing
team to get the timings from the external AD agency and media buying team

11:12 AM
That would be a great help,
I've made a start with APAC and LATAM, now i'm just runi
Will Little 1

That's great. | will collate all the materials from the media agency for buying locations, footfall verses
media costs. | presume the plan is still to look for live locations to bring the campaign to life?

The goal is still for each local marketing team to be able to target audience segments

M) Price
This is great progress, if you both can set something up with me to review when you feel you are in
a good place for feedback. | have a free slot tomorrow morning.

11:5¢
Gre:

Ka Aiwa

It would be great to sync with you both EOD to have a quick run through before tomorrow.

Send a message

A CO@B
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=. Microsoft I Educator Center Training ~  Lesson Plans ~  Programs v  Resources Qgﬂ

Courses

Get started with .
distance learnin s

A focused learning environment isn't easy to achieve away from the

physical classroom. Microsoft is here to support multimedia online
experiences that keep educators, students, and families connected.

GET STARTED >

T—

Getting Started with Remote Learning Special education and accessibility Shifting to distance learning: A 5-day Family Learning Center
in Office 365 resources for remote learning guide for school leaders


https://education.microsoft.com/

Microsoft Teams for Education B Microsoft

Learn more about Teams

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics.

Start a new chat Use the command box Manage profile settings
Launch a private one-on-one or small group Search for specific items or people, take Change app settings, change your pic, or
conversation. quick actions, and launch apps. download the mobile app.

Navigate Microsoft Teams ’

Use these buttons to switch between Activity Join or create a team
Feed, Chat, your Teams, Assignments, —@ - Teams Y @ @ Joinorcreate team @————— Find the team you're looking for, join with a
Calendar, and Files. code, or make one of your own.
Your teams
. .___
s Manage your team
-
View and organize teams . Add or remove members, create a new
Click to see your teams. Drag team tiles i . . channel, or get a link to the team.
around to reorder them.
. s Y | inevi | Scien
Physical Science Health Research Pineview School Staff Pineview School Science @——
Teachers .

View your team
Find personal apps Click to open your class or staff team.
Click to find and manage your personal apps.

What is a team?

You can create or join a team to collaborate

with a certain group of people. Have
conversations, share files and use shared
Algebra tools with the group - all in one place. That
group could consist of a class of students

Add apps

PP and educators, a group of staff and
S s — 3 educators collaborating on a topic, or even a
can add to Teams. B pic,

group for a student club or other

aka.ms/TeamsEDUQuickGuide



https://aka.ms/TeamsEDUQuickGuide
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NEXT STEPS

Visit Our Tech Talk Page

TEEH TH AT View past Tech Talks, watch recorded

livestreams, access presentation

WDRKS FUR u slides and more.

it.miami.edu/TechTalk

UNIVERSITY
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../it.miami.edu/techtalk

FEEDBACK SURVEY

Give Us Feedback

Fill out our survey and let us know
how we're doing

Scan the QR code to the right
using your phone’s camera

https:/bit.ly/3hm94yi

UNIVERSITY
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https://bit.ly/3hm94yi

GET IN TOUCH WITH US

Get In Touch With Us

it. miami.edu/techtalk

>4 techtalk@miami.edu

UNIVERSITY
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mailto:techtalk@miami.edu
https://it.miami.edu/techtalk

Thank you
for attending!






