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) —

Fone Namber



http://www.teams.microsoft.com/

Using Teams on a mobile phone or tablet.
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All the different areas are along the bottom.
Chat — You will be able to send messages here.
Teams — This is where you will find all your differe
classes.

Assignments — This is where any work that your teachers
have set you will be held.

More — This is explained on the next slide. ( This is where you
join lessons.
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Starting a meeting from a phone or tablet.

You need to go into calendar
to start a meeting.

When the lesson has startec
there will be a join button
for you to use. Make sure you
turn off your camera and
sound.

You will only be able to see
your lessons. A

Teams Assignments




ass resources, assignments etc on a mobile
none or tablet.
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Each class has its own area to store materials etc. B ooy
You need to click on general.
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Class resources, assignments etc on a mobile
phone or tablet.

Files is where your teacher will uploads resources and
PowerPoints. If they are in the class materials folder
you will not be able to edit them.

ctivate

(=] Assignments

Notes

=] Grades

More — this is where teachers will set you warkto complete.




Completing assignments on a mobile phone
or tablet. m

< 11xy-En4 - English Hand in

Analyse a quote

Due 14 September 2020 23:59

Fill in the boxes

Reference materials

Click on the assignment you have been set——— wec2a0e




Comp‘etlng aSSIgnmentS On a Click on this symbol. Once
mobile phone or tablet. .. = o nave downloaded the

App it will open in word.
X week 2

This may appear. Click get the I
app and then sign in using your |
school email and password

Edit this file with the free
Word app

No, thanks >et the app

By



Saving your assignment on a phone or tablet.

09:34 + 4G mm
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week 2

W B & (B 1 - Steptwo-Make sure you have auto save on.
“ Once you have done this click done. When you get

did they do
awe r tyuiop back to your word document click the back arrow.
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Sending your assignment to your teacher if
using a phone or tablet.
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Analyse a quote

Due today at 23:59

Instructions

Fill in the boxes
Reference materials

@ week 2.docx

My work

@] week 2 copy.docx
@] week 2 copy 2.docx

@ week 2 copy 1.

@] week 26py 3.docx

@ Addfork

Points
No points
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Hand in

Step one- Click add work
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Attach a resource

@ OneDrive

-+ New file

@ Link
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Upload from this device

Take Photo or Video
Photo Library

Browse

Cancel
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+— __ Step Two - Click on upload from
this device.
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Sending your assignment to your
teacher if using a phone or tablet.

Step Three- Search for your file and then click on it. It will be start to upload
and will tell your when it has finished.

09:34 v 0 AG =)
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Analyse a quote
Due today at 23:59

Step Four -The document should appear in
my work. Click hand in. ( make sure you do
...... this last bit or your teacher wont receive it)




Using class notebook.
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Techs Tt Team . Step One- Go into the teams area and find your class. Click on general
General

Test Class 10:08 7 4G .
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Computing Pupilshare Posts Files More

General u Class Notebook

10D-Fe2 - Finance-Education 8 Assignments

- nmwh ‘. _— Step Two-Click on class notebook. It may ask

you to download the one note app. If it does

do this and log in using your school username and
oy To o Password.
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Using class notebook.
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Notebooks *  Step Three- Click on the class .

(5 Recent Notes

Michelle @ Ashton Community Science Coll...

& English Department Notebook

| ]

|v1test
: Step Four - Click on the class notes. Sometimes
l Cesshotes «<—— this might be the name of the of the task.
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Handouts
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' Quizzes

- Q L

Notebooks



Using class notebook.
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< Class Notes .er Edit

Ttest

Step Five- You don’t need to click edit. Double click on the title

o T and it will take you to the document. Start to type. It will save

automatically. You will also be able to see any comment your
teacher makes straight away.



