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Office 265 Application Menu

? & 7 s@wAdmin (GA

Good evening Install Office
g i
e ® = @ o &)
Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams sz Sway
Notebook
= ® -
Forms Admin All apps
Recent Pinned  Shared with me  Discover 7 T Upload and open...

After logging into the Office 365 web application you are presented with office web
applications. Single-click an application to launch it.

Office 365 applications are highly integrated to share information between them and to
simplify collaboration.
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This Ls Microsoft Teams

Log on using your user name and
password. |suggest downloading
v the desktop app.

When you log on,
- you should see your
e teams listed exactly
like your timetable shows

your classes.




Q Search

+ "
24" Join or create team

" Teams

a This is how mine looks.

* Your teams

=
Calendar
E NS 'x.?.f' 't.%i'
‘ Business & Computer Science .
Files New Staff Induction Department 7X Band Computing Year 7 7Y Band - Computing Year 7
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-_ ‘_
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8Y Band Computing Year 8 8X Band Computing Year 8 9Y Band Computing Year 9 9X Band Computing Year 9

-l . Type here to search



Mierosoft Teans for Education

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics.

Manage profile settings

Use the command box Change app settings, change your
Search for specific items or people, pic,or download the mobile app.
take quick actions, and launchapps.
Navigate MicrosoftTeams o l
Use these buttons to switch —® Py
betweenActivity Q. Search
Feed, Chat, your Teams F
EhETEL y , - T %t Joinorcreate team . Join your Class team
Assignments, Calendar, and View assighments, access
Files. P i files and join live lessons
a ®—from here.
Calendar
View and organizeteams d ‘ J .
Sllck to see ylour team%.I e New Staff Induction BS“:i‘e”ne:; S‘eézz‘nﬁ:ir 7X Band Computing Vear 7 7Y Band - C°;“"“t'“9 Year
rag teamtiles aroun
a
to reorder them. = .
What is ateam?

You can access assignments / files
and have conversations, share files
and use shared tools with the
group — all in one place.

Find personal apps

. o — —
Click to find and manage =y £33
your personal apps. g £l

8Y Band Computing Year 8 8X Band Computing Year 8 9Y Band Computing Year 9 9X Band Computing Year 9




Mierosoft Teanns for Education

Class teams

Open Assignments and Grades
You can complete andturn in your assignments without leaving the app.

You can see your progress, too.

Q, Search

T':::s < All teams f‘h General Posts Files Class Notebook Assignments 2 more~ -+ ® Team @ Meet ~ (D)

]
= | L., Upload Class Materials Find help & training General Posts

F:J\n_'_ . .
You can view a fileor latest assignments that has
' Assignments 9/22 830 AM ® been shared by the teacher.
8Y Band Computing Ye... B ) o
Binary Revision You can also join a live lesson from here.
feEre Due Qct 2

General

View assignment

«' Reply
October 1, 2020
orgid:f03fcede-fe5a-4591-93e2-b8T057671336 10/1 944 AM

Scheduled a meeting

Year 8 (P2) 8PX6
Thursday, October 1, 2020 @ 10:00 AM

19 replies from orgid:f03fcede-fe5a-4591-93e2-b87057671336, Samantha Sitch, and Rebekah Poultney

«' Reply




Where Ls my assigniment?

Look for it....

. a chanwnel or tn acti\/t,tl(,j
feed...

... or using stolebar teon

Today

e Assignments 13:53

. New Assignment
Due Sep 29

View assignment

v General Posis Filesﬁmore @ r Rl 1

“ Assigned

100 points
New Assignment
Due tomorrow at 23:59

» Completed

Microsoft Teams Q_ Search

a

Ry ~ Assigned

To view older assignments, navigate to an individual class team.

Evaluate the expressions - Friday homework-24
My Awesome Class « Due 25 September 2020 09:59

Lab Report-24
Physical Science « Due 25 September 2020 09:59

> Completed



You can see all Your
aAsSsSlonmments tin one ptace.

xrx-____

Choose a class

Search classes Q

1st Hour English IV AP Smith

2nd Hour English IV Smith

L W 3rd Hour English IV Smith

4th Hour English IV Smith

5th Hour English Il AP Smith

6th Hour English Il Advanced Smith

[
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what's on the screen?

Points

100 points possible

New Assignment

Due tomorrow at 23:59 * Closes tomorrow at 23:59

Rubric
Instructions

Put all yvour work in the attached Word Document file in the M MNarrative Essay Rubric

Y . Y cik y THIS IS IMPORTANT!
Work area below. If you are taking photos of your work, paste them
into the word file as well.

Reference materials

B° Reference Presentation.pptx nfare - - o
B Reference Material.docx

@ Reference Video e

My work

@ Work File .docx

f?—*’] Add work




Begin working

Do You have a file under ‘My work/?

B Work File .docx eoe
¢ Add work
) NO!
T Newfile Do Your work
®  Link offline (as
instructed) and
&3S  Teams t]ﬂﬁV\z atta(}]fl tl’le '(:'LLE
usting ‘Upload from
this device’

Upload from this device

CLICK
T T
YES! HA
FLE!!
CLICK. @ Open in Teams
THOSE i@l Open in Word
BPOTS.,..

and select (open in @ Open in Word Online

word Ownline)
4 Download




I working online...

Work File.docx

File Home Insert

Insert Layout References Review v Open in Desktop App Q arch V7%
'~"'-'3t@ ™ Page Break @ Taly xd Picture v 'I-L':l . Comment @ Header & Footer () Syfbol v
T::"' " Insert Picture From
B E‘g This Device Fsz\zfzShed WDV'QLV\:@U‘/(St
Assignments b Bing ch/clq, OLDS@ - V\'D V\'eed tD
y |
Hal Teacher!!! save:
" Remember You can even
lnsert photos and
mages!!
5
Enj Page 1of1 2 words English (US.)

— 100% + Give Feedback to Microsoft




DID YOU FINISH ALL
YOUR WORK?

| REEAAAAALLLY
ORTANTI!







Made a mistake? Forgot something?

Hand in again

FIX THE
PROEBLEM

My work
B Work File .docx

& Add work






once Your teacher returns the

’
ASSLONMENL
B Aeeiments Monday 159
Assignment returned
&y Assignment
MyNewClass

Look for this tnthe ...... CHHT

anel press View Assioniment
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Review Your result and feedback

éedback N More feedback after you click
Great work ! Keep it up! on Rubric (optional)

Points

87.5 /100

-

Rubric

Total: 87.5/100

Correct use of grammar Weight 50%

Excellent 4 points points Fair 2 points Poor 1 point

Correct use of tenses in all
instances

Sogl small mistakes Wrong tenses some of the time Many mistakes

gl Narrative Essay Rubric

Originality of writing Weight 50%

Excelleciatapaints P points Poor 1 point

cjlls more work Standard not reached

Goed 3 points al
Good ideas

Feedback
Nice ideas - well done!

Close



Need to fix some things?

My work

Cclick on the ‘ﬁLC ) & Vork File docx

¢ Add work

ccccc
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- B Picture v £ New Comment [ Header & Footer
= Insert Picture From
e e G
Hal Teacher!!!
®
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ol a Live Lesson

Teams Meetings




Join a lesson in several ways

LX)

e < All teams E General Posts Files Class Notebook Assignments Grades 1more~ @ Team 24 Meet ~ (D)

Teams
Michael Theophilus 9/22 10:33 AM
o AYD

12(:/(:01 & Reply

General

Mrs D Kershaw 9/25 8:28 AM
For those working at home, can join in the lesson- ensure you open OneNote

P1 Lesson
Friday, September 25, 2020 @ 9:10 AM

2 replies from you

QOctober 2, 2020

e Assignments 10/2 318 AM @
Legislation - RiPA Go to your class teams and

click on the invite

View assignment

T remline framn semos med Damaiee= M




OR View ano Start Online Classes from

5]

8 AM

9 AM

11 AM

(] Today <

16

Monday

S5@W Admin

> March 2020

10AM ¥ science Class Week 1 Instruction

Calenaoay

Click a Meeting in the Calendar to
edit details or to Join it and start the
class.
17

Scheduled meetings also show in the
Outlook Calendar.

Science Class Week 1 Instruction
S@W Admin
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Choose your audio and video settings for

Meeting with S@QW Admin

.ﬁ; Devices

Check Your
Devices Setup

Select Devices before
every call or meeting to
verify Speaker, Microsoft
and Camera settings. All
devices must be
connected prior to
starting Microsoft Teams

’
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Device settings

Speaker

Speakers (3- Realtek(R) Audio)

Microphone

Desktop Microphone (2- Microsoft®...

Camera

Microsoft® LifeCam HD-5001 (045e:...

AV

Microsoft
Teams Device
settings

Select the appropriate devices from
the drop-downs.
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Ustng the Flles Tab

w < All teams ¥  General Posts Class Notebook Assignments Grades Insights — 'O S Meet -
Teams
COOL COMPUTING
a “'LE_?' + New ~ Q| F Upload ~ ] ® Copylink | Download |- Add cloud storage & Open in SharePoint = All Documents
E General
-- 7Y Band - Computing Year 7 -
E ] Name - Madified ~ Maodified By -~
B General 5 Class Materials Mr A Villegas
Files @ 1a Input, Output and 5torage Devices.docx September 29 Tiffany-Fidelin Lum...
! @ UCom L1 Elements of a Computer system.p...  September 28 Mr A Villegas
Activity
Go to your class Teams
Top tab — click on Files
® * You can upload work done here

* You can access additional class materials your teacher has uploaded for you



	How to Find your class in Teams.
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Microsoft Teams for Education
	Microsoft Teams for Education
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Join a Live Lesson
	Join a lesson in several ways
	OR View and Start Online Classes from Calendar
	Slide Number 22
	Microsoft Teams Device settings
	Using the Files Tab

