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To access the web version of teams you must: W \ticrosoft
1. Open your browser and go to the link “www.office.com” stuartmorgan@highbury.ac.uk
2. Once on the office 365 page you will be prompted to login. = , Enter password

Because you're accessing sensitive info, you need to
3. Sign in to office 365 with your college email and password. (You will need to verify your password

enter the code that is sent to your mobile device that you registered when
first connecting to Office 365.)

Forgot my password
4. Once signed in please proceed to click on “Microsoft Teams” to load into o it anether sceount
Microsoft teams.

Good morning Install Office

B® Microsoft

stuart.morgan@highbury.ac.uk
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Start new OutIUOkJ OneDrive Word Excel PowerPoint OneNote
y

%

All apps

Approve sign in request

@ We've sent a notification to your mobile device.
Please open the Microsoft Authenticator app to
respond.

SharePoint Having trouble? Sign in another way

More information

"' Bradley Wilson
! Change picture

Available >

E’ﬁ Set status message
[1 saved

@ Settings

Keyboard shortcuts

Abo

Download the desktop app

Download the mobile app

To access the app version of Microsoft teams you must:

1. First install Microsoft teams to do this you must access the web version of teams and click on
your photo. Once you click your photo you should see the option “Download teams desktop Sign out
app” select this and follow the provided instructions..

2. Once downloaded click “type here to search”
3. Proceed to type “Microsoft Teams” and hit enter.

Email ‘Web More v
4, If you press enter or click “Microsoft Teams”

Best match

* Microsoft Teams L]
App

Apps

Microsoft teams will be loaded and should appear on your screen.

Microsoft Teams

Search or type a command

] Microsoft Store > App
Teams @
& Word >
Yourt
E Microsoft Edge > = open
& Outlook > @ Available
IT
. &% Internet Explorer > & ew chat
B settings
IT Team @ Publisher > ¢
G sign out
EE OneNote 2016 >
X quit
& PowerPoint &
i Excel >
B Photos >
Search the web
£ microsoft - see web results >
Settings (15+)

£ microsoft Teams




To create a team on Microsoft teams you must:

1. First click on the “Teams” tab located on the left hand side./

Search or type a command lr! - O

2. Next, click “join or create a team” located

in the top left of the “Teams” section

o get .
‘:? 25 Join or create team

Your teams

3. Select “Create a team”

IT Team

Create a feam

‘ 25" Create team ’

Select a team type

4. Select “Class” And then proceed to enter a name and description
for your team and click next

\ 4

rofessional Learning
Community (PLC)

Educator working group

Discussions, group projects,
assignments
Create your team

Teachers are owners of class teams and students participate as meNbers. Each class team allows you to

create assignments and quizzes, record student feedback, and give yur students a private space for I '
9 ‘ o
N H‘

notes in Class Notebook.

Name
Test
© Staff Other
School administration and Clubs, study groups, after school
Description (optional) development activities
This is a test team
Cancel

Cancel

. Add people to "t"
5. When prompted to “Add people” in the “search

Students  Teachers

for students” box please enter your course code

from Canvas or EBS. =—> Search for students
Start TP fgchoose a group, distribution list cheol.

6. When you see your course click it and then click
the “Add” button. This should then add all of
your students to the Team.

Skip
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to view

To upload files for your team you must:

Search or type a command ln = O
——

N t Class Notebook ~Assignments Grades @ Team

1. Inside of your team click on the “Files” tab

2. When inside of files click “upload”

pe a command
Welcome to Test

Class Notebook  Assignments Grades —+ Choose where you want to start

3 Sync @ Copy link + Download

B

Upload Class Materials

3. This will then bring up the windows file
Set up Class Notebook
explorer where you can locate the files you -

would like to upload.

4. Any files you upload will be able to be ac-

Start a new conversation. Type @ to mention scmeone.

cessed by any member of the team. WO @D G g .

How to set assighments for your

team

1. Click the “Assignments” tab inside of - e A - o -
teams — e :@m + 5
2. Once you are in the assignments tab

Test

General | ]
|

Don't you just love a blank slate?
Create your first assignment here.

click “Create”

3. Next select “assighment”

= ==
Quiz @

From existing

0 New assignment Discard

4. Lastly fill in all the appropriate details Tite

and click save. Students will then be able to see Ted)

&) Add category

their assignments in the “assignments” tab on

Instructions

thelr end. Enter instructions
@ Add resources
Points
No points
FH Add rubric

Assign to

All students =

Date due Time due
Tue, 17 Mar 2020 [ic3} 23:59 (O]

Assignment will be posted immediately with late hand-ins allowed. Edit



