
Frequently Asked Questions 

 

1. How do I launch Microsoft Teams from Staff Webmail Portal? 

Kindly please go to http://webmail.tenby.edu.my and sign in with your Tenby’s email login credential. 

Then click on Teams icon which circle in Red to launch the app. 

 

 

2. How to setup Microsoft Teams Classes? 

Once the app is launched, choose the ‘Join or create team’ button on the top right corner. 

 

 

http://webmail.tenby.edu.my/


3. Where do I post the Class’s Teacher Files? 

Once you’ve clicked the Class, there are multiple tabs in General, click on the ‘Files’ tab circle in Red to 

upload the files for students. 

 

 

4. How do I start a video conference with students? 

Click on the video camera icon which circle in Red to launch the webcam for video conferencing. 

 

 

 

 



5. How to add assignment in Microsoft Teams? 

On the General module, click on Assignments tab and hit ‘Create’ button to add assignment. 

 

 

6. How to interact with students in Teams? 

Click on Posts tab in General module and post comments or reply here. 

 

If you still have questions, feel free to check out Microsoft’s site below for more support information. 

https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-

us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-

Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc 

https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc
https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc
https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc


Recording videos for teaching 
 

Screen recording 
 

If you are using Windows 10, you have access to a screen recorder through the Xbox Game Bar. To get 

to that, hold down the windows key and press G. This appears: 

 

 

The bits in Red are the controls to start the video and control the mic. If the mic is muted due to privacy 

settings, go to the option ‘Microphone Privacy Settings’ (type this in the search option in the windows 

start menu. Scroll down until you see Xbox Game Bar and click it on.

 

  



Recording yourself 
 

If you want to video yourself, use the camera app already installed in Windows 10. The record button is 

on the right side. 

 

 

Once recorded you can check the playback in the bottom right corner of the window. You can find the 

video file by clicking in the top left corner 

 

 

The default folder for me is C:\Users\andrew.mellor\Pictures\Camera Roll  

Yours will be the same, just with your name! you can then move them from there to the online folders 

on Teams for the students to watch or upload them to Microsoft Stream. 



 

7. How to create Google Classroom? 

Create a class with a class code—Teacher may generate the class code and distribute to students  

Send an invitation via email—Teacher may add students manually via their email and Google will 

automatically send an invitation email to student account. 

 

 



 

8. Where to create Files into Google Classroom? 

Once you’ve login to Google Classroom, click on the ‘Create’ button in green. 

 

 

9. How to access Classwork in Google Classroom? 

Once you’ve entered Homeroom page, click on ‘Classwork’ tab on the top panel to access class work. 

 



 

10. How to interact with students in Google Classroom? 

You may post your comment and reply in ‘Stream’ tab on the top menu. 

 

If you still have question about Google Classroom, please click on below link to find out more info. 

https://support.google.com/edu/classroom/?hl=en#topic=6020277 

In case there’s any technical difficulty accessing Microsoft Team or Google Classroom, kindly call 03-

33626970 IT Helpline or email to sep.admin.it@tenby.edu.my for further assistance. 
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