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What is
Microsoft
Teams?

• Online software
that can be
accessed anywhere
on any device.

• A way to
communicate with
your teachers

• Teams = Classes

• Share files and work
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There are two
ways to access
Microsoft Teams

• Go to the Office 365
Website.  Log in with
your student
Microsoft Account
and then select
Teams

• Download the app on
your devices and sign
in using your
Microsoft Account
details.
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Accessing Teams
using your
browser

• To log on to Microsoft
Teams using your
internet browser*, type
in www.office.com to the
address bar.

• You will be asked to sign
in using your school
email address.

• Once you are signed in,
you will see different
Office 365 programs
available to you. Click on
Teams.



@JYPhysics
• Once you have clicked

on Teams, a new
window will open and
you may be asked to
sign in again, remember
to use your new school
email address.

• When you sign in for
the first time, you will
land on this page. If you
would like to try out
some tips, click on “Try
it now”, otherwise click
the X icon.
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Using the App

• You can use the app on
any device.

• We recommend using a
desktop or laptop
where possible, but
you are more than
likely going to be using
your phone or an iPad.



@JYPhysicsDownloading
the app on your
desktop or
laptop
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Downloading
Microsoft Teams
on your iPad/tablet

• You will need to visit
the App Store if you
are using an Apple
iPad or iPhone, or the
Google Play store if
you using an Android
tablet or phone.

• Use the search bar to
look for ‘Microsoft
Teams
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Launching Teams on
your iPad/phone

• Once your download
has finished, you will be

able to see the
Microsoft Teams icon

with all your other
applications.

• Tap on it to open.

• Once Microsoft Teams
launches, you will be

asked to sign in, please
sign in using your

school email.
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What you will
see
• A grid of your

different Teams

• You will have a
different Team for
each of your classes,
you may even have
classes for clubs!

• To open the Team
just click on the icon

Team Icon
7b/Sc1



@JYPhysics

Inside the Team
• Each Team contains

different areas called
Channels

• In each Channel there
are different sections or
‘Tabs’

• ‘Posts’ is like a big
conversation where you
can comment on posts

• ‘Files’ is where your
teacher may upload
resources

• Assignments is where
Tasks will be set

Team Name

Channel
Names
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Smith

Writing a post

• If you want help you
can ask a question
to your teacher on
Teams.

• You can do this in
‘General’ Channel.

• If you @ your
teacher they will get
a notification.

You can ask for help in
‘General’ or a dedicated
‘Student Channel’

If the name is in blue, that
person has been mentioned.
@TeachersName will work!

Teacher’s Name

@TeachersName
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Share a file in a
channel or a chat

1. In a new message
or reply, click
Attach

2. Choose a file you
would like to
share.
Include a message
if you want, then
click send.
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The Files Tab

• Inside the ‘Files’ Tab
your teacher may
upload documents
for you to use.

• See the example on
the right.

• When you find what
you are looking for
you can download it!
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Assignments Tab

• When you open the
‘Assignments’ Tab
you will see a list of
set tasks.

• Click on an
assignment to see
the instructions and
attached
documents.

Reference
Materials

Documents
 to edit

and
complete
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Adding work to
assignments

• Click on + Add Work

• Choose the file to
upload to the
assignment

• Often files will be
uploaded which you
can just click on and
edit in Teams and
then choose Edit
Document

• The work will save
itself!
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Submitting work

• Make sure to click
‘Turn In’ when you
have uploaded all
your work!

• The page will clear
when everything is
complete #winning
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Sending a picture
of your homework
from your phone 

• When taking a picture
of written work, make
sure that you take a
clear picture that is
easy to read.

• Download Microsoft
Office Lens on your
phone use this App to
help take a much better
photo of your work
before you send it.
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See your grades

• To see grades for
the assignments
your teachers has
reviewed and sent
back to you….

1) Select the GRADES tab in the general channel.

2) All your assignments are listed here.  View your
status on each assignment as well as points you
have received on graded work.
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Notifications

• Using Teams, you will
get notifications for
various reasons.

• When a new
assignment is posted,
there will be an @
next to Teams.

• If your Teacher makes
an announcement
you will also get a
notification

• When work is
returned there will be
a dot by Assignments

General Activity – a
post has been made

or you have been
mentioned

Disabled function
at present 

You have been
mentioned in a Team

post

Work has been
returned
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Live Lessons

• If there is a Live
Lesson there will be a
post in the Team.

• To join click the
purple banner at the
start time.

• You will then need to
join and make sure
you have the correct
settings!

• If you want to ask a
question you can use
Raise your hand.

• You can also type
questions in the chat

Make sure your
Camera &

Microphone are off!

Then click
‘Join Now’
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Using the
toolbar during a
live call

Practice using these
features before the call


