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 upload an assighment
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 upload a picture of work you have completed as an assignment
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SECTION 1 - USING TEAMS ON A DESKTOP OR A LAPTOP
Teams - How to Login

On any Web B2 Microsoft l Office Products Resources v Templates Support My account _guyofﬁcggss

browser, e.g.

Google Chrome, -

Internet . .

Explorer, Safari Welcome to Office

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

www.office.com i

Hello, Welcome back.
Click sign in and sign in with your full school .
email address which is your computer

username followed by

@arthurterry.bham.sch.uk Signin

You will then be directed to the login page

for the Trust - this is like if you are logging

into a computer in school, so your username - .

is your computer log in you would normally use . R |
one you set at school. Once you sign in, you will s '

Sign In

fs.tetrust.org

Click on the Teams icon

Apps / Install Office
& o @ & $ ®W D NG &
o 2 Class
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Sway
Notebook

£ B

Staff
People Hotohook Calendar

,1
9
é (Il

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, send a message to your teacher and they will get
you moved to the correct one. You can also install the desktop version of Teams
for free.
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Teams - Uploading an assignment

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 assignments 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
1
‘ ‘!' ’ < All teams
Activity

B33l General Posts Files Class Notebookl Assignments JGrades

Upcoming

v/ Assigned (1)
Example Class :

Example Tasks
General (1) D

ue tomorrow at 23:58

> 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.

%5 General Posts Files Class Notebook Assignments Grades L &)

Points
No points

Example Tasks

Jue torr

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

. X

v (] Name Click on new file and

@ ik Atachments decide what format you
Notebooks will be submitting your

B g work, Word, Powerpoint

885 Teams

8 Design.pptx 14 Feb 2020 O r Excel

& Edex_Comp_Sci_GCSE_7210 (1).p 20 Apr 2018

[l MNetwork protocols.pptx 8 Jun 2018

[+l Presentation.ppix
& OneDrive

@ Template.docx Choose a file type
+ New File

&3] Upload from this device Cancel @ Link

m: Word document

20s 1, :
&3 Teams a. PowerPoint presentation

IJI_E Excel spreadshest

& OneDove
Choose a different type
<+ New File
2 Unk
Smith characta:
s

Cwe He assi nmw\t @ Aame

and. then click abuch

€ Uplosd from ths device et [

You have now created your document that
you can start writing your work into. To
start your work, click on the document ey R
name. S

No points

Eve Smith Character Profile

8] Eve Smith character.docx

Click here wnd o
wll open Miorosofb Werd-
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Harme <t » . Tetareniet e aw View He'g v Tell e wtat you want 20 & v Commenty Close

v Olv & - B U A « ZvIEvE 3F Ev e v Prmdv § Dame

’f*ape tao(u’ worlr-t;\ ,mr(',
and wha aou, e .Fi\fskm ) chick close,

It saves automationlly once
(!jou, click close

u General rosts Fies Class Notebook Assignments Grades
Make sure that you have
s _ =3 your work attached and
Example Tasks e i 2 CllCL '6\0. that 1t 1s not blank
Mo Y Click the hand in
wcto Ct. T Ond ta bu button. Your teacher
s £0 Submik Your can now look at your
wocke 40 your work and give you
o T i) U feedback if required.

. Make sure bow werk
(s attuchay

{ Back )  Handed in on Fri 20 Mar 2020 at 03:2¢

Points
No points

Eve Smith Character Profile

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 characterdocx oee

If you have successfully handed /

in your work, you will see an

animation - there are loads of
different types!

Microsoft Teams — Student



Teams - Getting feedback and responding to feedback

You will get a notification in your
activity feed when a teacher has set
you a new assignment or sent you
feedback on your work.

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

Feed

03:36

205 Assignments mentioned
Example Team

Example Team > General
sdfsdf | Due Mar 21

afo

3
mentioned Example Team

Assignments

Example Team > General

Eve Smith Character Profile | Due Mz

205 Assignments mentioned 19/03
Example Team

Example Team > 3l

centages revision | Due Mar
-

5 EGS - 11/Ma1 19/03

Assignment returned | Percentages revision

. B

This piece of work has been
looked at by this student’s
teacher and been given some
feedback circled in red. You
can click on the file to open

< Back

it and aCt On the feed baCk ]Dn;scrlbe ;he character of Eve Smith in An Inspector Calls, Three

paragraphs

given to you by your teacher,
before handing it in again.

mddd vor
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m General FPosts Files Class Notebook Assignments  Grades !

Example Tasks

orrow at 23:59

Teams

Your teams

m EGS - 11/Pg1

General

. EGS - 11/Cs1

This is a notification to say that
there is a new assignment in
the Example Class that you
need to complete

This is a message to say that work has

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

&
Feedback

great work - please see the highlighted pa@

Points
No points

@9 Eva Smith.docx

rk



SECTION 2 - USING TEAMS ON A TABLET OR PHONE

Teams - Downloading the Teams A

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

log in.

Sign in with your school email address.

You will then be directed to the login page - 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
work, posted an important message or
“Teams" Would Like to Send THmCN e sent you some feedback on work you

You Notifications Access the Microphone

Notifications may include alerts, Microsoft Teams needs to use your

submitted. If you are joining a virtual

configured in Settings.

——; - classroom you need to click allow, but

during the virtual classroom, you will
be turning the microphone off.
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Teams - Uploading an Assignment

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% mm ).
1 2 Feed - Y

¢35 Assignments mentioned EGS  17:47
. e - 11/Mal

EGS - 11/Ma1 > General

Percentages revision | Due Mar 20

253 Assignments mentioned

B EGS - Year 11 2019/2020
EGS - Year 11 2019/2020 > General
Test | Due Mar 19

[ Assignments sent a Yesterday <
e message Due tomorrow at 23:59
Chat with Assignments
Assignment 1 Due Mar 1 q
ssianment. 1G5l Bue 2 — > Completed —
Yesterday

17:48 75% @)

2 [o

Assignments

EGS - 11/Maf e

v Assigned (1)

Percentages revision

Tap on the
assignment to

17:48 75% @ )

3 Hand in

Percentages revision

Due tomorrow at 23:59

Instructions
Complete the attached questions into your book
showing all the working out required

Reference materials

' 4c Percentages (1).pdf

y work
1
+ Add work

upload from

@ OneDri . .
™ this device
+ NewfFie and then
take photo or
ek video
253 Teams 95

Upload from this device

<Take Photo or Video >

Photo Library

1 @

Browse

Cancel
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Percentages revision

Due tomorrow at 23:59

Instructions
Complete the attached questions into your book
showing all the working out required

Reference materials

4c Percentages (1).pdf

My work

N imaie.jpg

Points

"*"ake the photo and
i attach it, making sure
it is attached to your
work and press hand in

Points
¢y Salma Axmed reacted to Yesterday 1 No points
SA your message Open ]t
EGS - 11/Sc2 > Physics
Ashruf Amod Sir can you please chang [5‘) Press On add Work
©) Salma Axmed + 1reacted to Yesterday to add a p1Cture
SA your message
EGS - 11/Sc2 > Biology
The mark schemedoesn't seem to matc...

a Suk] /il 203 e o o3 e
Activity Team: Camera Activity Toanis Assignment c % Activity Teams Assignments Camera
4 T P T 5 17:a9 74%"—‘| 17:49 74% )

ress on EGS - 11/Ma1 6 EGS-11/Mal  Undo hand-in

Handed in on Thu 19 Mar 2020 at 17:49 ~/

Percentages revision

Due tomorrow at 23:59

Instructions

Complete the attached questions into y«

showing all the working out required

4c Percentages (1).pdf
My work
B9 imagejpg

Po

n  Make sure you see
the animation that

% confirms you have
handed your work in
o &3 a




