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Microsoft Teams

= There are 2 ways that you can access Teams from home. The first is to download the app
onto any device whether this be a desktop computer, laptop, tablet or mobile phone. You
will then have the icon above on your device.

- The second is to use office 365, and from the menu down the left-hand side of the screen
click on the team’s icon shown above.

=  When you first click on the Teams icon you will get the following pop up on your screen

Microsoft Teams

[ You will need to type in your \

school email address in the box
provided.

Remember your email address is

Enter your work, school or
your Microsoft account.

bnumber@students.sth.academy

b000stu@students.sth.academy

Then click the purple Sign in [ sew

\ button

Remember your b number starts with b21 __ and is then followed by 3 digits that are
unique to you. When you type in your email address make sure that you spell all of the
words correctly, and make sure you have added the ‘s’ to the end of students.

Not on Teams yet? Learn more

[The following pop up will

then appear on your Enter password Lo )
deVIce Enter the password for b000stu@students.sth.academy e
Here you need to enter Pl eeeee =
your password, thIS |S the Forgotten my password
same one you use to log in Need help?
with at school. e M S s

Make sure you type it in
correctly.

Sign in with another account

Privacy statement

Then click the blue sign in

button.

\_ J
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then appear on your Stay signed in to all your apps

dev'ce Windows will remember your account and automatically sign you in to your apps and
* websites on this device. You may need to let your organisation manage some settings
on your device.

Make sure the tick box is
selected and blue, this will
then save your log in
details so that you don’t
have to keep entering your \
email and password on the >

device.

Allow my organisation to manage my device

No, sign in to this app only

Then click on ok.
K

Your Teams app will then open, there are 2 possible views that it will open in, tile view and list
view these can both be seen in the screenshot below. They both have the same information,
but the layout of information is different on each one.

Q, Search United Endeavour Trust ~ a — O

a ) Teams Y 28" Join or create team

i AR .. . \
PR Yourteams This is grid view, here

e you can see that each

class has its on

a NT ‘ square on the grid.

a You will have all of

Fil= NDA Test class #2 NDA Test Teams class #1 your classes in your

grid. )

—

l_ Teams e ‘ General Posts Files Class Notebook 3 more v @& Team O]
.o Your teams

Teams

NDA Tast class £2 aE] Niall Davies changed team name from STB ND Test to NDA Test Teams class #1.
E May 15, 2020
As nts General
e Assignments  5/13 212 PM @
Ll - @ NonTestTeamsclass#1 Roald Dahl books Quiz 6 LY/MY
General Due May 18
‘ Library

Files View assignment

—

_

This is list view, here you can see the screen is split into 2 sections, on the left hand side all of your
classes will appear in a list, and on the right hand side of the screen you can see the general
channel for the class you are clicked on, this view lets you changed between classes more easily.
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Q, Search
= Teams Y %
i o . .
ol Your teams To switch view, you
6 will need to click on
o the clogicon.
L] NT L)
fl
= NDA Test class #2 NDA Test Teams class #1
" . This drop down
£o1 tg Join or create team p
menu will then
M appear, click on
anage teams switch view.
Switch view
Settings
%53 General Theme
& Privacy s
L Notifications ]
b Devices
B eermissions Default High contrast
Layout

-

t

.

Here you can change

The settings pop up

window will then
appear.

he view, by selecting
list, once you have
done this click the
cross at the top of
the pop up window

J

to exit.

Choose how you want to navigate between teams.

B

List

Application

To restart, right-click the Teams icon in the taskbar, then select Quit. Then reopen Teams.
Auto-start application
Open application in background

On close, keep the application running

Register Teams as the chat app for Office (requires restarting Office
applications)
Turn on new meeting experience (New meetings and calls will open in

(O Disable GPU hardware acceleration (requires restarting Teams)
.
separate windows. Requires restarting Teams.)
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The class icon will be displayed here across the top of the screen, along with the word B(Zg?ngY

general, to tell you the channel that you are in.

There are then different tabs that can be accessed across the top of the screen.

—

Teams g . General Posts Files Class Notebook 3 more ~ @ Team o
0L Your teams
Teams
NDA Tast class £2 a8 Niall Davies changed team name from STB ND Test to NDA Test Teams class #1.
E May 15, 2020
As General
e Assignments  5/15 2:12 PM @
LBl @ \DaTestTeamsclass#1 e Roald Dahl books Quiz 6 LY/MY
General Due May 18
d
Library View assignment

When you want to view the channel for a class to see what work has been set, you will need to click
on the name of the class that you want to view, a drop down menu will then appear that says
general. You will then need to click on general. This will then display the channel for the team on
the right hand side of the screen.

Q Search United Endeavour Trust ~ @ — O

a . Teams Y . General Posts Files Class Notebook 3 more @ Team (O]
o N— e Assignments 5/6 3:20 PM @
g . General book knowledge Quiz 5

MDA Test class #2 LY/MY
sigr Due Jun 11

B MDA Test Teams class #1 e
View assignment
You will then be able to view the e
Vay 15, 2020
assignments that have been set for your
Assignments 5/15 212 PM @

class. Roald Dahl books Quiz 6 LY/MY

. . . . Due May 18
Your assignments will be listed in date o

order with the newest at the bottom of

View assignment

the screen and the oldest at the top.
May 22, 2020
Your assignments all appear in white box Assignments 5/1 858 AM (c6:)
like you can see here, and it will give you Book Quiz 1 General book

knowledge MY

the name of the assignment and it will tell
Due May 29

you whether it is classwork or homework.

View assignment
It will also give you the due date this is
when it needs to be completed by.

To view the assignment you will need to
click on view assignment.
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a
Teams T n General Posts Files Class Notehock Assignments 2 more v~ e O
s Your teams
Teams
ts General
= B NDA Test Teams class #1 test
Calenda
e General Due tomorrow at 11:59 PM
s Library Instructions
instructions go here
My work
@ Add work
Points
Ne points

/ Once you have clicked on view assignment this is what your screen will look like.
It tells you the due date and time

In the instructions section this is where your teacher will have explained what you need to do, if
they have attached a document for you to read this will also be displayed here and all you need to
dois click on it.

If your teacher has set you a quiz, you will need to click on the link and complete the quiz.

When you have completed your homework/assignment, if you need to attach your work just click
on the paper clip icon that’s says add work, and then find the work you have saved on your device.

\_

**Remember when you have clicked hand in this send the work to the teacher, so DO NOT click
this unless you have completed all of the homework**

To hand in your work all you need to do is click the purple button that says Turn in. j




