A Student Guide to Using Microsoft
Teams

Section 1

How to use Teams on a Desktop or a Laptop

e How to log on

e How to join a virtual classroom

e How to upload an assignment

e How to access and respond to feedback given to you by your teacher

Section 2

How to use Teams on a tablet or mobile phone

e How to log on
e How to join a virtual classroom
e How to upload a picture of work you have completed as an assighment
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SECTION 1 - USING TEAMS ON A DESKTOP OR A LAPTOP

Teams - How to Login

On any Web BE Microsoft | Office roducts  Resources v Templates Support Myaccount | Buy Offce 365
browser, e.g.
Google Chrome,
Internet
Explorer, Safari

etc, go to
www.office.com Getofice

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

Hello, Welcome back.

Click sign in and sign in with your full school

email address which is your computer
username followed by
@westgate.slough.sch.uk o

Example: Olivia Wardrobe is in year 12, so
her email address is
140Wardrobe@westgate.slough.sch.uk

fs.tetrust.org

You will then be directed to the login page o | ‘

for the school - this is like if you are logging

into a computer in school, so your username

is your computer log in you would normally use at school and the password is the
one you set at school. Once you sign in, you will get the page below

Click on the Teams icon /
Install Office

Apps
X o @ ®H $ c;W D E &
¢ 3 . Class
Outlook OneDrive Word Excel Powerl Point OneNote SharePoint Sway Forms
Notebook

Staff
People Notebook Calendar

Explore all your apps >

You should now see all the Teams that we have set up for you at school. If for any
reason you are in a wrong Team, put a message in the helpdesk and we will get
you moved to the correct one. You can also install the desktop version of Teams
for free.
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http://www.office.com/

Teams - Joining a Virtual Classroom

< ateams Bl General rost Fies s otsbook Assgnments Graces If your teacher has started a

virtual classroom/live

- i s B lesson, you will see a blue

o G notification in your Team.
5‘5:?;;3: Your teacher will have told
I — you what time your lesson

starts, and you can join at
any time by clicking the
join button circled in red.

@« Meeting started

Only Owners can send messages to this channel

Choose your audio and video settings for

The red circle is the camera
function. Make sure that it is off.
You need to make sure your
microphone is also off as it can
disturb the rest of the lesson. You
can ask a question of your teacher
using the chat function. All
questions are kept in the Team
after the lesson is over.

Microsoft Teams carch for o type a command @

Meeting chat

Clide {vs
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Teams - Uploading an assighment

Your teacher can set assignment for you to complete. You will see a new
notification every time your teacher sets a new assignment for you, which is
circled in blue. By click on this notification, you will be brought to the
assignments page. You can also click the assignments button in the left-hand menu
to see all the different assighments set by your teacher, or you can click into your
class and click on the assignments button circled in yellow.

Microsoft Teams Search for or type a command

‘!ﬁs General Posts Files Class Notebook Assignments J/Grades

Upcoming

\/ Assigned (1)
Example Class i

Example Tasks
General (1] D

Jue tomorrow at 23:59

> Completed

Click on the assignment to access the task.

To add some work, we first need to create a new document, then complete our
work in it.

@ General Posts Files Class Notebook Assignments Grades 2 O
Points
Example Tasks No points

ue tomorrow at 23:59
Instructions

Describe the character of Eve Smith in An Inspector Calls. Three
paragraphs
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Using a new file

(s El Name Modified Click On neW file and
Attschmens decide what format you
5 Teoms Notebooks will be submitting your
B g work, Word, PowerPoint
a Design.pptx 14 Feb 2020 or EXCGl.
& Edex_Comp_Sci_GCSE_7210 (1).p 20 Apr 2018
[l MNetwork protocals.pptx 8 Jun 2018
[+l Presentation.ppix
& OneDrive
@ Template.docx Choose a file type
2] Upload from this device Cancel @ Link @) Word document
85 Teams @ PowerPoint presentation
ﬂ_—h Excel spreadsheet
Cwe He assi nmut & Aame
aad then click abuch
ﬁ] Upload from this device Cai
< B
You have now created your document that

you can start writing your work into. To

start your work, click on the document

name.
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No points

Eve Smith Character Profile Poe

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

nspector Calls

@] Eve Smith character.docx

+ Add

Click here wd I
will opern Miorosoft Word




Hame - — Reterences Reroew View  Helg U el me what you want to & ) Comments  *+  Close

v Oilv & »e A B U g A v IZvISv G F Fv o v PDemav § Dctare

/ﬁape vaowr work i hore
and wha aou, e <Fi\(ak¢d ) click cose,

I saver automtionll, once
(!jou, click close

u General Posts Fies Class Notebook Assignments Grades
Make sure that you have
( _ LR your work attached and
Example Tasks s 2 CllCL '610. that it is not blank.
. . Click the hand in
oo S hand ia b““m button. Your teacher

$0 Submk Your can now look at your

Wocl. 4o ao._u. work and give you
feedback if required.

8! Eva Smith.dogx

9
. Make sure bour werlc

(s abtuchay

< Back Ql_)‘) Handed in on Fri 20 Mar 2020 at 03:28
< o Points
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 el
@5 Eve Smith character.docx ee

If you have successfully handed/

in your work, you will see an

animation - there are loads of
different types!
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Teams - Getting feedback and responding to feedback
You will get a notification in your

activity feed when a teacher has set Teams Y
you a new assignment or sent you

feedback on your work. Your teams

Click on the Activity button and it E EG3<43Pgl

brings you to your feed. Any message General

in bold you have not read.

. EGS - 11/Cs1

Feed v e
s 205 Assignments mentioned 03:36
Example Team This is a notification to say that

Salifes ez sz sl there is a new assignment in
sdfsdf | Due Mar 21

the Example Class that you
@ o Assignments : need to complete

mentioned Example Team

Example Team > General

Eve Smith Character Profile | Due Wz

s 285 Assignments mentioned 19/03
Example Team

Example Tea

This is a message to say that work has

—p Dpeen returned in this student’s maths
Team - to see the feedback, click on
the notification

) HY EGS - 11/Ma1 19/03

Assignment returned | Percentages revision

This piece of work has been [ ceneral re i ciosniorenoo assignmenss races 2 <
looked at by this student’s

teacher and been given some <= B s o o
feedback circled in red. You Exarrple Tasks C s
can click on the file to open "

it and act on the feedback

given to you by your teacher, et

before handing it in again. 8 b Smithdocx

"fdd work
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SECTION 2 - USING TEAMS ON A TABLET OR PHONE

Teams - Downloading the Teams A

The Microsoft Teams app is available for free on the  *°* +7RED
App Store (iPad and iPhone) or Google Play store Rl ) Cancel

(Android tablets and phones). Search for Teams and Mi;rqsoftTeams

@

look for the purple Teams icon circled in red and i i o
download. Once it is downloaded, open the app and

log in.

Microsoft Teams A _&
et

a3 4G 17:38 76% @

Sign in using your work, school, or

Microsoft account. Cancel

‘@egslough.staracademies.ord

——*
= fstetrust.org

Welcome to Microsoft Teams! Get help with signing in
A happier place for teams to
work together.

Type your user name and password.

User name: [

Password: |

alsldiflaglhlilk]!
ffffffffff Sign In
\ g z | x|c|v]b|n|m{Es

‘ Sign up for free ‘

123 space @ - “I

Sign in with your school email address.
Example: Olivia Wardrobe is in year 12,
so her email address is
140Wardrobe@westgate.slough.sch.uk

You will then be directed to the login page for the school- this is like if you are
logging into a computer in school, so your username is your computer log in you
would normally use at school and the password is the one you set at school.

Turn on notifications for Teams so that
you get an instant notification when
your teacher has set you a new piece of
“Teams" Would Like to Send “Teams” Would Like to Work, posted an 'important message Or

You Notifications Access the Microphone

Notifications may include alerts, Microsoft Teams needs to use your

b sl ol e sent you some feedback on work you

configured in Settings. acall.

. — submitted. If you are joining a virtual

classroom (year 9 and 10) you need to

click allow, but during the virtual
classroom, you will be turning the
microphone off.

Next Next



Teams - Joining a Virtual Classroom

If your teacher is conducting a virtual lesson at

. . o pe . EGS-Y 11 2019/2020
your lesson time you will see a notification on o SIS

your team with a little video camera. You have General

been given a timetable of when lessons will take g example Team
place, and some of these will be live virtual

lessons. Click on general to access the Team. geners!

Click on the join button to join the
virtual classroom.

w1 Three WiFi Call = 04:18 a1l Three WiFi Call & 04:18 @ 94% (wm)
X Meeting in General = s0 < Post ~

00:11 Example Team > General

Choose your audio and ) Meeting started

&

video settings

&

When you click the
conversations button
" this page comes up.
m Type a question in the
h box below and press
enter. To go back into
the classroom, click

the join button at the
top

}z

Video is off Mic is off iPhone

Join now v ;Z (=)

Elaine H. E] é @ A/

©

You need to make When the lesson is

sure that your camera over click this button

and microphone are to leave the class
turned off then click

join
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Teams - Uploading an Assighment

If you are uploading a document, follow the guide that is in section 1 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 you have been set in two places -
the activity feed and assignments - picture 1.

17:48 75% @m ) 17:48 75% @R ) 17:48 75% @m ||
1 Q Feed v Y 2 Q Assignments 3 Hand in
. B &3 Assignments mentioned EGS  17:47 EGS - 11/Mat ] Percentages revision
-11/Ma1
Due tomorrow at 23:59
EGS - 11/Mat > General Puetomorowsat 2de
Percentages revision | Due Mar 20 * Assigned (1) Instiijetions
Complete the attached questions into your book
[ Assignments sent a Yesterday Percentages revision showing all the working out required
B message Due tomorrow at 23:59

Reference materials

4c Percentages (1).pdf

&5 Assignments mentioned Yesterday
B EGS - Year 11 2019/2020 y work
EGS - Year 11 2019/2020 > General Tap on the
Test | Due Mar 19 .
assignment to

Chat with Assignments
Assignment 1 CS | Due Mar 19

Points
¢} Salma Axmed reacted to Yesterday : No points

SA your message open ]t
EGS - 11/Sc2 > Physics
Ashruf Amod Sir can you please chang Q]_;) Press on add WO rk

to add a picture

©) Salma Axmed + 1reacted to  Yesterday
SA your message

EGS - 11/Sc2 > Biology

The mark schemedoesn't seem to matc...

a &8s fial o83 Q &8s &
Activity T Camera A:‘Tmy Tesnis Cariera Activity Teams Assig t c
4 o T .|I53 4% 17:49 74% @8 | m 17:49 74% @ )
Press on < EGS - 11/Mal <6 EGS-11/Mal  Undo hand-in
upload from o v sy T
@ OneDrive p . . Percentages revision Hatided juon ThY 19 Mar2Q20 L1748
th]s dev]ce Due tomorrow at 23:59 5 %
Percentages revision
+ New File and then Instructions Due tomorrow at 23:59
Complete the attached questions into your book
ta ke photo or showing all the working out required Instructions
L link . Complete the attached questions into y«
SR Vi deo Reference materials showing all the working out required
Ac Percentages (1) pdf Reference materials ‘ 7
&3 Teams 7

My work 4c Percentages (1).pdf

| Upload from this device 3 imagepg X0 My work
PR Coommnn ) —

Points

Points

N i o poin
Kakerrowoviceo D @ ""*fake the photo and "or"Make sure you see
ake Photo or Video . ) . .
m attach it, making sure  the animation that
PhoterLibrary (= it is attached to your confirms you have
Browse oo work and press hand in handed your work in
Cancel n - 8 Q o83 €]
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Access from School website

You can also access Teams via the School website as you would
OneDrive

LRy The
A\ /4| Westgate School (o)
#equippedforlife - o

Home  AboutUs  TransitonYR6-7 NewsandEvents Parents  students  SixthForm  Recruitment  Learning to Learn from Home

1. Click on the email icon.

Outlook

New me=—age

Favourites Deleted Items Filter -

Recover items deleted from this folder (147 ite...

& Inbox

B3 6th Form team
B Sentltems

& Junk Email

Tl Deleted ltems

Add favorite

~  Folders

2. Click on the 9 dots

omceses > [ I 3. Click on the TEAMS icon.
You may have to search all
apps. Click on this and you
ill see all available
Microsoft apps. Find TEAMS
and click on it.

Apps

tleted Items Filter ~

E Outlook : . OneDrive cover items deleted from this folder (147 itg,

Il wor Bl oo

@ roverroint [ onenote
B shorcoint i Tesr
B ciase Notebook R sway
@ rorms

All apps
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R @ 4. Click on the correct class to join.

Teams ave already been added to the
class.

Your teams

&,
s ul iR
12 Psychology Year 12 Criminology
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