Teams — How to log in via a PC

1. On any web browser, e.qg. B Microsoft | Offce ot e v Tt st yacort [ oo
Google Chrome, Internet
Explorer, Safari etc, go

www.office.com

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

Get Office Signin

Outlook

-

2. Click sign in and sign in with your full school email address.

3. Click on the Teams icon

Apps Install Office
X o @ H $ d®W D NG s S
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint NOEI:SDSUK Sway Forms
Staft
People Notebook Calendar

Explore all your apps >
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http://www.office.com/

4. Next download the MS Teams App for Desktop

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-
app#desktopAppDownloadregion (Put in your child’s email and password)

@ Microsoft Teams - X

Microsoft Teams

@

Enter your work, school or
Microsoft account.

fign-in address

5. The Teams App will open, and your child’s class team will appear

Rainbow markating Haw manu Ecommarce

legance protetype

N =

6. Send a nice message to your class to let them know you can access the conversation

For more support on how to use Teams, click on the help button in the bottom left hand corner of
Teams and select training. Here you will find lots of useful videos.
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How to log in via the Teams app

1. Go to the app store, search for Teams and download the app.

Microsoft Teams
¢]
* Hub for teamwork Ci}

% % %k ok

Chat privately with one Connect Coordinate plans
or more people face to face with your groups

2. Open the Teams app.
3. Enter email and password

<

Sign in using your work, school, or
Microsoft account.

Enter email, phone, or Skype

Get help with signing in
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= Q Feed - Y

£9% Assignments mentioned Year 2 05/10
i e Year 2 > General
Handwriting - sh | Due 6 Oct

25" Sarah added you to Test

05/10
SH
£5" Catherine added you to Year 2 02/10
CcC
a = egs

More

4. Your feed will appear with notifications and chat function, teams you are assigned to an
assignments appear at the bottom of the page.
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Teams — Joining a Virtual Classroom

If your teacher has started a virtual

< All teams 8 General Posts Files Class Notebook Assignments  Grades
classroom, you will see a blue
notification in your Team. Your
T et e teacher will have told you what time
Fes - /Ma3 G Mooingsurd your lesson starts, and you can join
Genera = at any time by clicking the join button
L it circled in red.

G4 Meeting ended: 1 min 59 sec

Meeting now

@« Meeting started

Only Owners can send messages to this channel.

The red circle is the camera function. Make sure that it is off. Your teacher may have told you to keep your
microphone on or off — in this meeting, the teacher has asked all students to keep their microphone off

Choose your audio and video settings for unless they are aSkmg a question.

Join now

¥ ™ -
1ol Devices

You can ask a question of your teacher using the chat function. All questions are kept in the Team after the
lesson is over

Microsoft Teams aarch for of typs & command @

Meeting chat
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Teams — Uploading an assignment

Your teacher can set assignment for you to complete. You can access this is two different way. You can
click the assignments button in the left-hand menu to see all the different assignments set by your teacher,
or you can click into your class and click on the assignments button circled in yellow.

Microsoft Teams Search for or type a command

< All teams General Posts Files Class Notebook Assignments JiGrades

Upcoming
~ Assigned (1}
Example Class

Example Tasks
General (1]

Due tomorrow at 23:59

» Completed

Click on the assignment to access the task.

To add your work, click on the add work. You can add a document that you have already been working on,
or create a new one that you can do your work on. Your teacher will have given you some instructions on
how to submit your work.

E General Posts Files Class Notebook Assignments Grades . O

Points
Examp|e Tasks No paints

Due tomorrow at 23:59

Instructions
Describe the character of Eve Smith in An Inspector Calls. Three
paragraphs

work
—+ Add work
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Name
@ 1
©' LK ‘ ! Attachments
Notebooks
W Teams "'Q %{ (1%
o Computers.pptx
nw fle o tonglee
- o Design.pptx
\awl QSS\SM,
G. Edex_Comp_Sci_GCSE_7210 (1).pptx
a Network protocols.pptx
o Presentation.pptx

Pt Yo howe sowed tn il
| Lrmquker

Q Upload from ths device

Class Notebook  Assignments Grades

E General Fosts Fles

Example Tasks

@ Eva Smith.docx

4 work T
). Meke sure 'aour work

(s attachen

This piece of work has been looked
at by this student’s teacher and
been given some feedback circled in
red. You can click on the file to open
it and act on the feedback given to
you by your teacher, before handing

it in again.

Microsoft Teams — Student
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Template.docx

pyton.py

Cancel

2. Click tha
haad ta bu‘H‘m
fo submik
Woc b to ayr
teachar

Sodified
44444

14 Feb 2020

Make sure that you have your
work attached. Click the hand
in button. Your teacher can
now look at your work and give
you feedback if required.

General Posts Files Class Notebook Assignments Grades U

< Back

Example Tasks

Due tomorrow at 23:59

Instructions

Describe the character of Eve Smith in An Inspector Calls. Three
paracsant

My work
B Eva Smith.docx

+ Add work

<[E) Returned Mon, 16 Mar, 12:30 ¢

Feedback
great work - please see the highlighted parts that need to be rewritten

Points
No points
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