
Michael Sadler LG.19 - Multi-mode Teaching Guidance (MS Teams) 
 
 
The following guidance will talk you 

through enabling Multi-mode 

teaching on the lectern, managing 

the projection, setting up your 

meeting, managing your class (audio, 

mics, cameras and screen sharing), 

and other hardware in the room. 
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What is Multi-mode? 
 

• Multi-mode allows teaching delivery to both in-room and remote online students 

synchronously. 

• It supports audio and video interaction between remote and in-room students. 

• It allows teaching content to be delivered by lecturer within the room or remotely to 

students in-room. 

• Follow the link for Rationale and further guidance on Multi-mode Teaching. 

 

 

Michael Sadler LG.19 Room Overview 

About this Space 

• Capacity: 67 

• Facilities: Microphone - Lapel, Multi region DVD / CD / Blu-ray player, Simultaneous 

writing/projection provision, 1x touch-screen Monitor with integrated webcam, 1 x 

standard IPS monitor, Visualiser, Microphone - Lectern (Fixed), Data Projectors (x1), 

double whiteboard, 4 x duplicate display monitors, Sennheiser locational microphones x 

4, 2 x tracking cameras, 1 x lectern mic, 1 x lapel mic, charging station for 2 lapel mics, 1 

hdmi 2 output, 2 x usb-a outputs, 1 x  HDMI cable for connecting to laptop, lectern 

control panel, 1 x HDMI cable for connection to multimode assistant PC, 1 x wireless 

mouse (Assistant PC), 1 x wired mouse (unplugged; backup for assistant PC – but not 

apparent where this would be plugged in). 

• Type of room: Seminar Room 

• Seating layout: ‘Classroom style’ - 2 columns of 5 rows of seating. 

• Lecture Capture grade: Silver Plus 

• Further info on the location and accessibility 

 

Multi-mode Environment 

• This room is set up for virtual teaching via Teams 

• Further guidance from the Blended Learning Organization on teaching in Teams, including 

how to set up your class team, schedule a meeting, manage controls, monitoring attendance 

can be found here. Alternatively, use this quick start guide or watch Microsoft’s official 

guidance videos. 

 

 

Logging in 

 

1. Log-in to the PC using your Leeds credentials. 

 

 

 

 

 

 

https://sway.office.com/bnSjSpegJbKxuV2d
https://students.leeds.ac.uk/rooms?type=room&id=100000
https://minerva.leeds.ac.uk/ultra/organizations/_537764_1/outline/edit/document/_9747230_1?courseId=_537764_1
https://learn-eu-central-1-prod-fleet01-xythos.content.blackboardcdn.com/6100e9398f586/6485783?X-Blackboard-Expiration=1669831200000&X-Blackboard-Signature=dOTOlQbebvVifJjy8bXmL3%2BruHe9vcUmK%2BVxCkLyPts%3D&X-Blackboard-Client-Id=301760&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27TeamsforEducation_QuickGuide%2520%25281%2529%25281%2529.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEFwaDGV1LWNlbnRyYWwtMSJIMEYCIQDpXJT6i5E%2Fmk7T3H%2BS56t2qCTpbsQ3uA0uvUoxWfDYgAIhAJ%2BnK0Wqb%2Fp747ctktk8kKyXugfobIHfU%2BQwf02WQv31KtYECHUQAhoMNjM1NTY3OTI0MTgzIgx0%2Fi%2F27f4xhO0mESYqswQ5htnH0IVfw5BqZdvzf81cmJseWRxLEdevJXvM13RGOaUV2SQvD8t7YNPqG%2FiJ4qNyw%2F8AFhsDNDz3NCJ%2FGZ%2BaIOXZzdq9h6EGKvL7zsbLQ%2BcaSWBpqQwJ72uL8MPoEjqIDaKCVTeGy23qm69IrFUuvCYtmWzuE1aWQ7E24gl7KGrLRxBp7vtL6xFq06pnUqyzRe1f7%2BflGPztCqvsIUPVQrPkeaM2kYLvoBvxoHkgwu5tIQQjK3yfui9INW5DpBzEw4HBOtMNvGALl8Yi10CXng5OGusJnPoEmpG58ZitsH3bkEG4G9y5rvvfMs4jY5KWfA8UKXJAvVRgIM2n6DAUG7v3dGIgrAaH7Q6l8oKCZS6KenTN3QOIwv75oLU%2B852wGTpKh5kN2lpnqW8FWqWTyl4EVUeOdTfvaU4DkYaRhX0nrDbDToOiMA7vedKemwoyoYlg%2F9TVQsyByWGMYQcoTSsuN4Vyp6rHEaVc9nNioNwC%2Fkd7iaWRUlyan%2FFV2x6%2BmMS6JXAGUiqTJMZHTZA7BSsDCeD6MFUs7NYrrBYxRMUVyD5wjdCFpdIlpLoMKDjbnfm%2BFqXRQc8hKPw22bWF2EwVMRmWvr%2BSUId16jjhL%2FCyHqmaP02jTJND28yL0SVRDnmffhp1EtmTxXpjsnGdNfRJnzcm5b4KCKOwxXYziLzc5lfVSp85VlenhiT%2BHewvjpurQIDsdWxffrs6fAFKcfGsGX8qzM%2FE9lZ2RBVvOYO6kTCljp2cBjqoAeXvSTuyYXLZmgu7hZgGckGw7d9Kig1Rqo6hn%2BMvm31Fg2gC1ZR%2FoirtFXmpf%2FOCs8safqVOQKVfrZkGKlG4DPkXClsq8gkSV%2BqBQE7Az0Fzo%2F7z2SAwUCkrciphMeIK6w%2BQulp35wnXMZNIXGdsvbDemyrd2xyUb5r7wgLv1T0ejmCz3psfL2NLBHKx%2BURzJZnaHUvHGx014q1h28sw%2BNoTPVDHo5jL%2FA%3D%3D&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20221130T120000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAZH6WM4PL4WXRTBKP%2F20221130%2Feu-central-1%2Fs3%2Faws4_request&X-Amz-Signature=ec2871d7f03af3bd797c600f4cb9bf0f037df4e6d22c9e0d4b76981aa536ea05
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-us&rs=en-us&ad=us


 

 

 

Setting up Lectern and Projection 

 

Enabling Multi-mode 

 

• When you first turn on the lectern control panel it will ask: ‘Standard mode’ or ‘Multi-mode’. Touch 

‘Multi-mode’. 

• When you first turn on the lectern control panel it will ask: ‘Standard mode’ or ‘Multi-mode’. Touch 

‘Multi-mode’.   

• When logged in, three-screen setup may not be automatically enabled. If so, you will need to go into 

computer settings (the cog icon in the windows menu), then to display settings, and then set 

‘multiple display settings’ to extend across screens.  

• Download and open any slides you want to present and keep your slides on the right-hand monitor.  

• When you click present slides your slides should appear on the big projector screen but any notes 

you’ve written will be on the right hand monitor 1 (just visible to you).   

• If this is reversed, you may need to change display settings at the top of the presenter screen to 

‘swap presenter view and slide show’ so that the presenter view is showing on screen 1 and not on 

the screen 3 shared projection.  

• Open Teams prior to the start time – when you join the call move the Teams window to the left-

hand monitor (2 – repeater screen) - this will show your remote students along the screens on the 

walls for other students to see.   

• When sharing a Powerpoint, you may need to move the Teams call window back to screen 2.  

Share your content screen (screen 3) in the Teams call  

 

 

 
For an accessible version of the control panel functions shown in the image above, please consult the 

original file. 

 

• The microphone will pick up students speaking across the room (they are very sensitive), but the 

student camera (visible on the multimode panel) will not move to each student if they are speaking. 

https://leeds365.sharepoint.com/:p:/s/TeachingInnovationSupportEEMaPS/ESRDd7ppI-tLt07EqqlLTLIBSjFpRVBqAcrwLBzI8IUGLQ?e=h2ORQD


The camera facing the students also cuts out some of the students in the back left of the room (if 

you are facing the room from the back).  

 

• The camera that tracks you (the lecturer) will move and follow you if you choose to move towards 

the big projector screen.  

 

• Ensure both the front and back mics aren’t muted (flashing red), otherwise they won’t be able to 

hear you. 

 

Multimode support assistant 

- Log into the PC behind the lectern 

- Join the teams call once the instructor has begun 

- Mute your microphone to avoid feedback loop 

- Turn your volume all the way down to prevent further echoing 

- There is no camera, so students will not be able to see you (ensure you have a suitable profile photo 

in teams) 

 

 

Cameras and Room Screens 

• Screens around the lecture theatre show your team call/remote students. There is no way to 

show different faces on different screens around the room. 

• Camera at back of room goes to Teams call and lecture capture.



Managing your Class 

Remote Students 

• Ensure remote students know how to interact and engage with the teaching: 

o They should join with their microphones muted 

o They can raise their hand to ask a question 

o They should turn camera on when speaking 

o They can also ask questions in the Teams chat. 

 

In-room Students 

 
There are 6 locational mics set up in the room. The 
microphones will pick up students across the room 
appropriately.  
 
There are no ‘settings’ you need adjust to ensure 
all students are heard – if the locational mics are 
on then they will pick up the relevant student. 
 
 
 
 
 

Interaction between in-room students and remote students 

 

• If you want in-room students to interact online, ensure they bring their own devices 

• Students must mute their microphones and speakers otherwise there will be very distracting 

audio feedback/echo in the room. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mics and Audio 

In room 

Your audio settings in teams should look like the following: 

 



 

 

Lecture Capture Recordings 
 

• Check with timetabling whether you have automatic scheduled lecture capture during your 

live streaming session. You can use Record Now to create ad-hoc recordings. 

• Students will see what is on the projected image front of the lecture theatre. 

• Lecture capture can only be enabled from the PC on the lectern. 

• Use lecture capture rather than record function in teams/zoom. 

• Scheduled captures will automatically be made available to students within 72 hours within 

Minerva (with captioning). 

 

 

Further help and guidance links 

Guidance Links 

• Location and Room Accessibility 

• Multi-mode Teaching  

• Blended Learning Organization Teams guidance: here. 

• Official Microsoft Teams: this quick start guide and guidance videos. 

• Official Microsoft Teams Room Device guidance: here. 

 

Contact Information 

• For urgent technical support on the day, call: 01133435555 

• To report non-urgent technical problems with the room, contact: eshelp@leeds.ac.uk 

• To find out more about how Multimode Assistants can support your teaching, or find out more 

about creating interactive sessions in Multimode Rooms email: multimodeteaching@leeds.ac.uk  

 

 

https://leeds.service-now.com/it?id=kb_article&sysparm_article=KB0011792
https://leeds.service-now.com/it?id=kb_article&sysparm_article=KB0013843
https://students.leeds.ac.uk/rooms?type=room&id=100007
https://sway.office.com/bnSjSpegJbKxuV2d
https://minerva.leeds.ac.uk/ultra/organizations/_537764_1/outline/edit/document/_9747230_1?courseId=_537764_1
https://learn-eu-central-1-prod-fleet01-xythos.content.blackboardcdn.com/6100e9398f586/6485783?X-Blackboard-Expiration=1669831200000&X-Blackboard-Signature=dOTOlQbebvVifJjy8bXmL3%2BruHe9vcUmK%2BVxCkLyPts%3D&X-Blackboard-Client-Id=301760&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27TeamsforEducation_QuickGuide%2520%25281%2529%25281%2529.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEFwaDGV1LWNlbnRyYWwtMSJIMEYCIQDpXJT6i5E%2Fmk7T3H%2BS56t2qCTpbsQ3uA0uvUoxWfDYgAIhAJ%2BnK0Wqb%2Fp747ctktk8kKyXugfobIHfU%2BQwf02WQv31KtYECHUQAhoMNjM1NTY3OTI0MTgzIgx0%2Fi%2F27f4xhO0mESYqswQ5htnH0IVfw5BqZdvzf81cmJseWRxLEdevJXvM13RGOaUV2SQvD8t7YNPqG%2FiJ4qNyw%2F8AFhsDNDz3NCJ%2FGZ%2BaIOXZzdq9h6EGKvL7zsbLQ%2BcaSWBpqQwJ72uL8MPoEjqIDaKCVTeGy23qm69IrFUuvCYtmWzuE1aWQ7E24gl7KGrLRxBp7vtL6xFq06pnUqyzRe1f7%2BflGPztCqvsIUPVQrPkeaM2kYLvoBvxoHkgwu5tIQQjK3yfui9INW5DpBzEw4HBOtMNvGALl8Yi10CXng5OGusJnPoEmpG58ZitsH3bkEG4G9y5rvvfMs4jY5KWfA8UKXJAvVRgIM2n6DAUG7v3dGIgrAaH7Q6l8oKCZS6KenTN3QOIwv75oLU%2B852wGTpKh5kN2lpnqW8FWqWTyl4EVUeOdTfvaU4DkYaRhX0nrDbDToOiMA7vedKemwoyoYlg%2F9TVQsyByWGMYQcoTSsuN4Vyp6rHEaVc9nNioNwC%2Fkd7iaWRUlyan%2FFV2x6%2BmMS6JXAGUiqTJMZHTZA7BSsDCeD6MFUs7NYrrBYxRMUVyD5wjdCFpdIlpLoMKDjbnfm%2BFqXRQc8hKPw22bWF2EwVMRmWvr%2BSUId16jjhL%2FCyHqmaP02jTJND28yL0SVRDnmffhp1EtmTxXpjsnGdNfRJnzcm5b4KCKOwxXYziLzc5lfVSp85VlenhiT%2BHewvjpurQIDsdWxffrs6fAFKcfGsGX8qzM%2FE9lZ2RBVvOYO6kTCljp2cBjqoAeXvSTuyYXLZmgu7hZgGckGw7d9Kig1Rqo6hn%2BMvm31Fg2gC1ZR%2FoirtFXmpf%2FOCs8safqVOQKVfrZkGKlG4DPkXClsq8gkSV%2BqBQE7Az0Fzo%2F7z2SAwUCkrciphMeIK6w%2BQulp35wnXMZNIXGdsvbDemyrd2xyUb5r7wgLv1T0ejmCz3psfL2NLBHKx%2BURzJZnaHUvHGx014q1h28sw%2BNoTPVDHo5jL%2FA%3D%3D&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20221130T120000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAZH6WM4PL4WXRTBKP%2F20221130%2Feu-central-1%2Fs3%2Faws4_request&X-Amz-Signature=ec2871d7f03af3bd797c600f4cb9bf0f037df4e6d22c9e0d4b76981aa536ea05
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/microsoft-teams-rooms-windows-help-e667f40e-5aab-40c1-bd68-611fe0002ba2?ui=en-us&rs=en-gb&ad=gb
mailto:eshelp@leeds.ac.uk
mailto:multimodeteaching@leeds.ac.uk
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