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Microsoft Teams - How to Login

On any
web BS Microsoft | Office Products ~ Resources v Templates Support My account | Buy Office 365

browser, e.g.
Microsoft Edge,

Google Welcome to Office
C h rome ’ SCIfCI ri Your place to create, communicate, collaborate and get great work done.

etc. go to et Offce

www.office.com

Click sign in and sign in with your full
school email address which is your
computer username followed by

@greatsankey.org

Example: Joe Bloggs is in Year 7, so his
email address would be BE \jicrosoft

21bloggsj@greatsankey.org Sign in

@greatsankey.org

The password is the one you use for the
school computers.

Mo account? Create one!

Can't access your account?

Once you sign in, you will get to the page
below:

Click on the Teams icon

Apps Install Office
& o @ ®E $ @ D NE s 2
= 3 Class
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Sway Forms
Notebook
Staff
People Notebook Calendar

Explore all your apps >

You should now see all the Teams for each of your different subjects.


http://www.office.com/

Teams - Uploading an assignment

When you are set an assignment by your teacher, this will be shown as below.
You will see a new notification every time you get a new assignment for you to
complete, which is circled in blue. When you click on this notification, you will be
brought to your assignments page. You can also click the assignments button in
the left-hand menu to see all the different assignments that you have been set, or
you can click into your class and click on the assignments button circled in yellow.

Microsoft Teams Search for or type a command
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‘ ‘Q < All teams
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W
Teams Upcoming
‘ Assignments ' \/ Assigned (1)
Example Class :
Example Tasks
General o Due tomorrow at 23:59

» Completed

Click on the assignment to access the task.

To add your work, you may need to create a new document, then complete
the work in it.

%5 General Posts Files Class Notebook Assignments Grades U ]

Points
No points

Example Tasks

ue tomorrow a

Instructions
Describe the character of Eve Smith in An Inspector Calls. Three
paragraphs



Using a new file
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submitting for your
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B Network protocols.pptx 8 Jun 2018 POWGrPOinf Or EXCGI.
°E] Presentation.ppix
& OneDrive
@) Template.docx Choose a file type
4] Upload from this device Cancel @ Link m_" Word document
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This will now have created a document

that you can start writing your work into.

To start the work, you would simply click
on the document name.

Eve Smith Character Profile o e

Write a character profile about the character of Eve Smith in An

nspector Calls

B Eve Smith characterdocx

4 Add

Clck here ond o
will oper N\iorvsock be"{’
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Eve Smith Character Profile Mo

Due today at 23:59

Instructions
Write a character profile about the character of Eve Smith in An
Inspector Calls

My work

@5 Eve Smith characterdocx

your work, you will see an
animation - there are loads of
different types.

If you have successfully handed in /

You will need to make
sure that your work is
attached and that it is
not blank.

You click the hand in
button. Your teacher
can now look at the
work and give any
feedback if required.




Teams - Getting feedback and responding to feedback

When your teacher issues

feedback, you will get a notification Teams e
in your activity feed when you have
handed in work and feedback has ot
been left. EJ 11/Pg1
General

Click on the Activity button and it
brings you to the feed. Any message
in bold you have not read.

Feed v ETd

11/Cs1

B 205 Assignments mentioned 03:36
Example Team

Example Team > General This is a notification to say that
sdfsdf | Due Mar 21 . . .
there is a new assignment in

@ S Assignments the Example Class that needs
mentioned Example Team to be complefed.

Example Team > General

Eve Smith Character Profile | Due Wgs

e 205 Assignments mentioned 19/03
Example Team
Example Team = Gaparal

centages revision | Due Mar 2

——=pl his is a message to say that work
has been returned in this student’s
Maths Team. To see the feedback,
click on the notification.

e @ 11/Ma1 19/03

Assignment returned | Percentages revision

This piece of work hqs been E General Posts Files Class Notebook Assignments Grades D
looked at by this student’s
. < Back m Returned Mon, 16 Mar, 1230 ¢

teacher and been given . ==l
some feedback circled in Example Tasks Cp”d D
red. You can click on the file -

. Describe ;:e character of Eve Smith in An Inspector Calls. Three
to open it and act on the e
feedback given to you, Y

"afdd work

before handing it in again.



Teams - My teacher has given me a code to join a class

In most cases, you will automatically be added into your subject teams without
needing a team code however if your teacher has given you a 7-character code,
made up of letters and numbers, you can use this to join other teams.

Log into Teams, in this example the pupil already has some of their teams. To put in
the code, click join or create a team button in the top right hand corner, circled in

red.

Microsoft Teams Search for or type a command

@

oot 1 .
3 25" Join or create team

E IR 1’& M)

11/Pg1 11/Cs1 11/5¢2 11/En1

2 O

11/Ma1 11x/Fr2 11x/Hi1 Year 11 2019/2020

Once you click the button, this menu appears. < Back
Put the code in that your teacher has given you
and click the join team button circled. Be
careful when inputting your team code, all the
letters are lower case.

Join a team

Join a team with a code

<:nter code >




Teams - Downloading the Teams App

The Microsoft Teams app is available for free on
the App Store (iPad and iPhone) or Google Play
store (Android tablets and phones). Search for
Teams and look for the purple Teams icon circled in
red and download. Once it is downloaded, open
the app and log in.

Microsoft Teams

5.8

]
© ol
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Sign in using your work, school, or
Microsoft account.

username@greatsankey.org

Welcome to Microsoft Teams!
A happier place for teams to
work together.

{ Sign up for free

Get help with signing in
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Cancel

Type your user name and password.

User name: [

Password: [

Sign In

Sign in with your school email address and password.

Turn on notifications for Teams so that you get an instant notification when your
teacher has set you a new piece of work, posted an important message or sent
you some feedback on work you submitted.



Teams - Uploading via phone or tablet

If you are uploading a document, follow the upload instructions earlier in the

guide as uploading a document from a phone or tablet is the same process.

However, if you have piece of written work that you need to upload, you can use

your tablet or phone to take a picture of your work. You can find the assignment

ﬁh_ove been set in two places - the activity feed and assignments - picture 1.
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