Logging in to Microsoft Teams

Go to www.teams.microsoft.com OR download the app (the app works better if
you are using a mobile/tablet)

Log in using your school email address and password (the same way you log in to
SMHW)

If you do not know you username and password
please click on the home learning tab and fill
in this form. ( It is at the bottom of the page)
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http://www.teams.microsoft.com/

You can make any notes in your own private
button to send a online notebook here. Teachers might also set Work .tO complete for lessons
orivate message to tasks for pupils tofomplete here. will be uploaded here

7. Me or someone else & General

You can use the chat

Posts Files Class Motebook Assignments Grades @ Te
in the class
Your teams a Assignments 08:32
B o4 Communicable Diseases - Day 1
General Due Mar 25

View assignment

The assignments tab
will let you see any © Reply
work that you need to
or have not yet handed a 17AMARRIOTT 09:25

. Miss 5 Mohammed do want me to save it to my area to write on then send it in to you?
n
Collapse all

Miss 5 Mohammed 09:26
Good morning Adam - yes please!

E 17TAMARRIOTT 09:26
ok miss

You can write a message here & Reply
- the whole class and
teaCheI'S can see anything Start 2 new conversation. Type @ to mention someone.
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Joining a Lesson

Step 1 - Click on the calendar tab on the
left hand side

Calendar

(3] Today ¢ > June 2020
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Step 2 - When the lesson has started there
e Lesson will be a join button for you to use.
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You will only be able to see your lessons.



C laSS F'i leS Step 1 - Click files on the tabs at the top

and go in to class materials

< All teams General FPosts  Files ssignments Grades T
/' + New ™~ T Upload %@ Copylinkg’ 4 Download - Add cloud storage @ Open in SharePoint = All Documents ™
General
10xy-Sc1 - Science
Mame - Modified | Modified By ~~
General Class Materials Miss N Corsby

Step 2 - The resources for each lesson will be in the correct folder - your
General > Class Materials teacher will tell you the specifics for each lesson.
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_  Chemistry
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—  Physics



Assignments - Downloading

E General Posts Files Class Notebook Assignments Grades e O
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U ' . .
PEOMT  Step 1 - Click on the Assignments tab
Assigned (1)
Communicable Diseases - Day 1 These are the assignments (or lessons!)
Due today at 23:55 that you need to Complete Due today
. . Paoints R
Fommu_mcable Diseases - Day 1 No points My work
Due today at 23:55 . @] CD - Day 1.docx kel
Step 2 - Click on the name of the
Instructions . Add wor = ;
Please complete and upload the attacl aSS]gnment and preSS the three dOtS T dd ek @ Openin feams
work that is on Show My Homework. / i@l Open in Word
My work Step 3 - Select how you want to i@l Open in Word Online
@ CD - Day 1.docx open and complete the work. It can L Download
& Add work be done online or normally through

your computer.



Assignments - Handing in

E General Posts Files Class Notebook Assignments Grades L’

K3

Step 1 - Click on the Assignments tab

Upcomin

Assigned (1)

Communicable Diseases - Day 1 Tments (Or [essons!)
332.60 Upload from this device
1 to complete

Due today at 23:55

Due today

e —l_a_ 1

Communicable Diseases - Day 1

Due today at 23:55

Instructions
Please complete and upload the attached work. This is the same
work that is on Show My Homework.

My work

Step 2 - Click on the name of the
@] CD - Day 1.docx

assignment and press the add work
+ Add x','-c-'k/ button



4+ MNew File

Assignments - Handing in - ..

8BS Teams

Step 3 - Select the upload from this
device button.

Step 4 - Find the work you want to
submit and press done. It should now
appear under my work

My work
@ Paper 1 Checklist.docx vos
+ Add work Step 5 - press the hand in button. You’re
¢ e now done! Mm
Communicable Diseases - Day 1 Points

Mo points



Class Notebook

‘ General Posts Files Class Notebook Assignments Grades O §
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Step 1 - Click on the Class Notebook tab

>
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Step 2 - Click on the drop down arrow

Welcome to Class Notebook

Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:

1. Student Notebooks — A private space shared between the teacher and each individual student. Teachers can
access every student notebook, while students can only see their own.

2. Content Library — A read-only space where teachers can share handouts with students.

Collaboration Space — A space where everyone in your class can share, organize, and collaborate.

L



Class Notebook

=} 9.4 Notebook (L

This is where you can share work with Welcome Welcome to Class Notebook
other people in the class ¢+ _Collaboration 5pace FAQ: Class Motebook In Mi...
.. . » _Content Library
This is where | will upload any /"

resources or files you may need to help ! 2
you

This is your private notebook. It is whefe you can
make any notes and complete your work if you do
not have paper.

Only you and your teacher can see this.



