Overview of the features in Microsoft Teams

Accessing teams
Your child already has an account and has already been showed how to use it in Computing
lessons. However, if you child does not know or has forgotten, please review the details below to
find out how to login in.

Step 1: Login to Office 365:
Type “portal.office.com” into the address bar of your web browser.

1. Type your school email address
a. For students this will be in the following format:
i. The first letter of their first name
ii. Their surname
iii. The year that they enrolled in the academy.
b. For example Joe Bloggs who is in Year 7 would have the following address:
i. JBloggs2020@lecacademy.org

2. Once you have done this and pressed next, you will be sent to the RM Unify login page.
a. Type your school password on this page.
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3. You might be asked if you want to remember your login on this computer. It is a good idea
to say “Yes”, if it is a home computer, so you do not have to do this again.

Step 2: Get into Teams
Now you should see the Office365 landing page. On this page you will then need to click on Teams
and then “use the web app” to get into Teams.
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Choosing your team

As soon as you login you can choose which team you would like to view. Students will already be in
a separate team for each subject. You do not need to join any teams. You can pick a team by
clicking on it. The red badge in the corner of each team lets you know if there is something new.

Posts and announcements
This is the section where you can
find announcements from your
teacher.
If they have set any assignments,
you can also see them here.
You cannot create new messages
but you can reply to existing ones.
This is useful if you want to ask for
help from the class or your teacher.

Files
This is the section where you can
find any files that have been
uploaded by your teacher.
This section replaces Foldr, Student
Share and Student Dropbox.
You can view and download any
files that you need to do your work.
Different teams will be organised in
different ways, so do not worry if
they do not match with each other.
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Class Notebook

The Class Notebook section is your electronic exercise book for each subject. Inside here you can
find your notebook by clicking on the bookshelf on the left hand side.
You can only write in your own book (the one with your name on it).
When a teacher sets you work, a copy will be put in your notebook for you to edit. You do not
need to email it to your teacher, when you are done, as they can see your book from school.
Remember that your Class Notebook saves itself and as you type. There is no save button.
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Assignments
The assignment section is where
your teacher can set work for you
to complete which will be marked.
Any assignments you have been set
will appear here, along with when
they are due.
To complete an assignment click on
it and then follow the instructions.
If you do your work online, it is
saved as you go along.

Quizzes are simple, you just click on the quiz and answer the questions. You can see your results as
soon as you finish the quiz. Take care as you usually only have one go at each quiz. Quizzes are
handed in automatically as soon as you have completed them.

Assignments allow you to view multiple documents and then complete work online. The teacher
will usually give you a worksheet or presentation to complete. Everyone gets their own copy and it
saves as you go along.
When you have finished your work you must hand it in so the teacher knows it is ready to be
marked. Don’t worry, you can always undo the hand in if you want to make more changes later.
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Grades
The grades section is where you can see
the results of any assignments that you
have completed.
While quizzes are marked automatically,
teachers will need to mark assignments.
Your section will look slightly different to
the picture as you only see your grades.
You can also access any feedback that you
have been given on this page.

Immersive Reader
While using Microsoft Teams you will see the following icon
when reviewing work or loading
resources. This activates a feature called the “Immersive Reader”.

This will allow the computer to read work to you, change the colour of the text, change the font
and highlight verbs, adjectives or nouns. It is really useful if you sometimes find reading difficult or
are not sure how to pronounce a word.
If you cannot see the icon, it is because you are not using a modern web browser. Try web browser
and the icon should appear.
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