Microsoft Teams - Quick Guide

Microsoft Teams gives teachers a way to communicate and share work with

students when face to face teaching may not be an option
e |oginto Microsoft Office 365 . S |

(https://portal.office.com) using your school email
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address and password
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e In Teamsthere are tabs along the left-hand side, 05 o notaoons. B v

e Findthe Teamsicon inthe App menu
e Open Teams (it may take alittle longer to load the

Select the tab called Teams

e Onthis page you should see anicon for each class
you are a member of. These will appear if activated by your teacher.
If your class is missing, check with your teacher

e Clickonaclass

e T[eams will load to the last tab you had open. This will usually be the
tab called “Posts”

e Postsisanonline chattool that p -1 '|— e
works very much like most - ;
Social Media &

e Yourteacher will post messages :
and you can reply or ask .

e Be aware that messages are
attached to your name so anything inappropriate will be linked
back to you and dealt with accordingly

e The Filestab is usedto share and class materials such as
presentations or worksheets. These will also appear in posts when
they are uploaded

o C(Classwork should be uploaded to the “Class Materials” folder

e Teacherswill advise if you are to use any of the other functions in
Teams
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