Microsoft Teams

Everything your student needs to know to get started with online learning.




Dear families and guardians,

We need to work with you

Your involvement in your student’s education is
more important than ever. On top of juggling
work and personal responsibilities and ensuring
that your family stays safe and healthy, you're
now assisting with remote learning. You have a lot
on your plate.

We're here to help.

This guide will cover how to set up and get
started using Microsoft Teams so that your
student can continue learning and connecting
with their teacher and class.
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Rather work on your desktop? Click
this icon to download Teams. Jump to
instructions for Windows or Mac.
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Windows: Find Teams file in
Downloads folder. Double-click
to launch.
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Mac: Find Teams file in
Downloads folder. Double-click
to launch.
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https://apps.apple.com/us/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_US

The app will ask you to allow
notifications. Click Allow.

Notifications will send an alert to your
mobile device when something
Important is going on in your
student’s class, like a class meeting,
new assignments, or important
announcement.

You can adjust this in Settings.

"Teams" Would Like to Send
You Notifications

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

on’'t Allow Allow




The app will also ask you to allow
microphone access. Click OK.

Microphone access may enable your
student to participate in class
discussions with the mobile device.

You can adjust this in Settings.

“Teams" Would Like to
Access the Microphone

This will let you make calls and record
voice messages.

Don’t Allow




Speak up. Share out.
Soar on.

Stay on top of the Get homework
important stuff. done anywhere.

Review welcome screens
and click Got it.
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Click on Teams to see your classes.
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Now you can view the
channels within your class.
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Find grades

Chat with teachers and classmates
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When Teams opens, click on your
student’s class tile.
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After selecting your student’s class,
you'll see channels that the teacher
has created. These might be subjects, Hik S ————"

nits, or other labels.
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Option #1: To view all assignments,
go to the General channel & select
the Assignments tab.




To upload work, select + Add work.
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Upload file from your device,
OneDrive, Teams, or a link. Let's
upload from device for this example.
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Click Done—but you're not done yet.

Cancel
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Click Turn in to submit
assignment.
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An animation will signal that
the assignment has been
submitted.
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To upload work, select + Add work.
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Let's upload from OneDrive for
this example. Click desired folder
to find assignment.
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An animation will signal that the
assignment as been turned in.




Another option for turning
in assignments: View
assignments from the Posts
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To upload work, select + Add work.
Proceed as shown in previous slides.
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Click on Calendar in the menu bar and
select the class meeting.
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Turn video camera and
microphone on/off as
appropriate. Click Join now.
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Note: Before joining the
meeting, your student might

enter a virtual lobby where
they will wait until the
teacher starts the meeting.

This is a new feature we're
introducing to help teachers
control when the meeting
starts. Check with your
student’s teacher if you have
any questions.



Tips for successful online learning

Microsoft Teams support center



https://support.office.com/en-us/article/remote-learning-with-office-365-for-students-eea3ee92-ba42-4217-90d4-155f9a5477e4#ID0EABAAA=Tips_for_successful_online_learning
https://support.microsoft.com/en-us/teams

