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What is
Microsoft
Teams?

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

A way to
communicate with
your teachers

e Teams = Classes
e Share files and work




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.




e 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.

e 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. Post a message in a channel to share your ideas

Reply to someone else or start a new cog




e You can use the app on
any device.

] e \We recommend using a
Using the App desktop or laptop
where possible, but
you are more than
likely going to be using
your phone or an iPad.




Downloading
the app on your

desktop or
laptop

Download Microsoft Teams on your computer or laptop L__J ‘ |

[ eTe———  To follow this step you will need to
’ C & products.oMfice.comfen-us/microsoft-teams/downioad-app « ® @ : beconnected to the internet.
B Microsoft | Office Microsoft Teams Plansand pricing ~ Features ~  Resources ~  Download Teams @ All Microsoft P
Open up a browser and type into
the address bar:
https://products.office.com/en-
us/microsoft-teams/download-app

Download Microsoft
Teams on any device

Connect on Teams anywhere with Windows, Mac, iO5 and
Android devices, or bring remate participants into meeting spaces
of all sizes with Teams,

It will lead you to the page shown
above. Click on ‘Download Teams'.
Your download should start
immediately.




Downloadin i e - -

828 Apps

on your iPad/table{iEs

Microsoft Teams

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 o [

look for ‘Microsoft
Teams




Launching Teams o
your iPad/phone

e Once your download
has finished, you will be
able to see the
Microsoft Teams icon
with all your other
applications.

e Tap on it to open.

e Once Microsoft Teams
launches, you will be
asked to sign in, please
sign in using your
school email.




What you will

Team Icon

see 7b/Sc1

* A grid of your . e
different Teams = SR
You will have a & -
different Team for R |
each of your classes, |
you may even have - - . -
classes for clubs!

w i w i wl wl

To open the Team
just click on the icon




Team Name

- i
Inside the Team

E.aCh Team Contains Channel o Student Channel
dlfferent areas Ca”ed Names @ Recorded Lessons
C h a n n e I S l @ Live Lessons

In each Channel there () ot v 1o o s et i
are different sections or : |
‘Tabs’ T Ty e Leskon Reringr FSy T st o et

‘Posts’ is like a big e .
conversation where you S R e
can comment on posts o

[ T B

‘Files’ is where your S —— s
teacher may upload o
resources

@ @

= VB 15th June - Blology - M Youles - @ Recorded

Assignments is where
Tasks will be set

General Pposts Files Class Notebook Assignments Grades School Email *




o = You can ask for help in
1 ‘General’ or a dedicated

ertl n a OSt EEH 10a/Sc1 ‘Student Channel’

e |f you want help you
can ask a question

Suggestions

to your teacher on T
Teams.

b ¢ O @ D G R e =

You can do this in
‘General’ Channel. l

I f yO u @ yo u r ‘ can you help me with the assignment. | do not understand. Thank you!

teacher they will get \
a notification.
If the name is in blue, that

person has been mentioned.
@TeachersName will work!

Wi




Share afilein a
channel or a chat @ Fatima Zapata

Thinking of doing a virtual homework group
| know Douglas Cothran is tying to get a study group goin
week so we can be there for each other and offer help. It m

1. Inanew message
or reply, click

s  Marsha Davenport
7

Recent
Attach
Browse Teams and Channels
. OneDrive :
Choose a file you ; eam

Upload from my computer f

would like to

share. A G OBRE D Q@ -
Include a message

if you want, then

click send.




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!

T Mew

General * Class Materials

1

@

B

Mame -

lanFeb Mocks Revision

KS5 Physics Practical

Linit 10 Medical Physics

Linit ¢ Particles and radiation
Linit 2 Waves

LInit 4 Mechanics and Materials
Unit 5 Electricity

A Level Physics Specification.POF

EEHS Live Lessons Acceptable Use Agreem...

Y12 Feb mock fbuxlss

T Upload <3 Sync ® Copy link

B Open in SharePoir

Modified -

Jaruary 27
Movember 19, 2019
March 4

March 4

March 4

October 4, 2019
March 4

Jaruary 4

May 21

February 14




Assignments Ta

e \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.

4 animas

Documents
to edit
and
complete
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Clues 13720
Periadic Takle

e T FEE

Adding work to
assignments

e Click on + Add Work

e Choose the file to :
assignment

When you are finshed e veork on the word docanents an the worg document, click on
the white “close” buttan on the tog right. To upload yaur athar work, dick en v &dd
Wark”, then dick on "Upload® and select the file(s) you want to submit. 17 you have
completad the work or a comauter this will ba straightforeand; if you have completes it by
hand pleass take o photo of your work, save it o yoor computer and cplead that When all
wour work is ready be sure to click the purple “Tusn in® button on the top rght.

Often files will be e
uploaded which you
can just click on and
edit in Teams and

then choose Edit
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The work will save
itself!
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Submitting work 5

FFFFFF

* Make sure to click
“Turn In” when you
have uploaded all
your work!

The page will clear
when everything is
complete #winning -

l

Nothing left to hand in. #winning




Sending a picture ™ :
of your homework # Office Lens
from your phone

e When taking a picture
of written work, make

sure that you take a ‘._' m u

clear picture that is

easy to read. I M rerpolt Oifice L IPOF

- ok

. mizrosalt lens

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




See your grades

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

1) Select the GRADES tab in the general channel.

W' (Gensral

"I.

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

a Emma Garcia




General Activity — a

NOtlflcatlonS <~ post has been made
or you have been

Using Teams, you will mentioned
get_notlflcatlons for Db e
various reasons. atpresent
When a new
assignment is posted, You have been
there will be an @ mentioned in a Team

next to Teams. post

4’_//
If your Teacher makes
an announcement
you will also get a Work has been
notification returned

When work is
returned there will be
a dot by Assignments

Assignments




YoulesJa | Epsom and Ewell High 5chool
In this lesson we will be covening Topic 1 of Physics.
You can also ask guestions about your assignments

[ ]
u Live Lesson - Science
Thursday, 9 July 2020 @0 1000

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 Vil G

settings! RS

|f you want to ask a Microphone are off!
qu.eStlon YOU Can use
Raise your hand.

You can also type e
guestions in the chat A @ O @B B - B

You can also type questions in the chat!




Using the
toolbar during a

live call

Practice using these
features before the call

Mute and
unmute your
microphone

Share your
screen




