How to use
Microsoft
Teams

For Beginners




Getting to Teams

Login to your Office Portal.
Click on the Teams icon.

You can also click on the Teams shortcut on your

desktop.
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From the Teams homepage, click Join or Create a
Team in the upper righthand corner.

Next, click Create a Team.

Choose Class for Team type.

Name the class. | suggest adding the school year to
the end of the Team name. For example, | named
the class for this training Test Class 2020-21.




Creating a Team
(continued)

* Start typing in your students' names. As you type,
the names will appearand you can click on the one
you want to add.

BCSTUDENTTEST

* Keep adding students until all of your students in
your class have been added to the Team. Click Add
and then Close.

* If you are creating more than one Team, repeat .
these steps until all Teams are created.



Managing Teams

Microsoft Teams El C. Search

Activity—Summary of - Teams
what happening in all Tearrs =~
Chat—Log of all your Chat g
conversations Chat
Teams—Takes you to a E)
menu of all the Teams you 2l

are a part of.
Assignments—Shortcut tc E W Tc
the assignments you have "™

created. o
Calendar—Can schedule = caener BC Cert Staff Test class 2020-21

video meetings and display
all upcoming events.

Click on the ellipses to get
more options.

Your teams
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These are called Tabs. These are the default Tabs on al Posts Files Class Notebook Assignments  Grades
the General Teams page.

Posts: Use for announcements to the entire

Welcome to Test class 2020-21

Choose where you want to start

class. Anything typed as a post can be read by
everyone in the class.

Files:A place to put files that you want shared with ;\ A .||
the entire Team. . ™
L -

Class Notebook: A place to post work, collaborate,
etc. Shortcut to OneNote.

Upload Class Materials Find help & training

+

Assign ments: A p|ace to post assignments for your &' Heidi Kaiven has added BC Student Test to the team.
class.

Start a new conversation. Type @ to menticn someone.
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Grades: See which assignments have been graded.
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e Click on the +
sign.

e Search for the
name of the tab
you want to
add. Everyone
must add the
Insights tab to
their classes.

 Click Add when
found. Follow
prompts.

e Click Save.

e The new Tab
appears at the
top of the screen.

Adding a Tab to your Teams Page

Give your students a private space for notes
and a canvas for collaboration.

Set up a OneNote Class Notebook
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Setting Up a
Class Notebook
VEREEID

* Click on the Class Notebook channel at

the top of the screen. Then click on Set up
a One Note Class Notebook. This will

automatically link OneNote to this specific

Team.
* Choose Blank Notebook.

* The next page will detail the default _ _
saeierne el e Class Netalbeek drem e Give your stu dents a private space for notes

created. and a canvas for collaboration.

Set up a OneNote Class Notebook




Class Notebook
(continued)
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Set up the sections in each student's private space.

Use the follow
Wi Test class 2020-21 Not
M Student name
| Handouts
Class Notes

Homework

Discard

* Here you can customize the sections of the
Student section of the notebook.The default names
are in there, but you can change them. You can also
add additional sections.

* For example, since | am teaching 5th grade remote
learners, | would label each section of the notebook
for the subjects: Math, Reading, Writing, Science, and
Social Studies.

* When you have created and named your sections,
click Create. It may take a few minutes to set up.

* This Class Notebook will now appear in your list of
notebooks if you click on OneNote through
the Office Portal.



Adding work to Class
Notebook

This is what the Class Notebook looks like in the
browser. All of your students' notebooks will appear
in this list on the left side of the screen.

I'm going to show you how to add a PDF( that your
students can write on) to each student's notebook
and how to make that an assignment in Teams.

— Test class 2020-21 Notebook

Welcome
» _Collaboration Space
» _Content Library
» _Teacher Only
v BC Student Test
Writing
Math
Science
Social Studies

Reading

Welcome to Class Notebook

FAQ: Class Notebook in Mi...
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Viewing and E— » -~ S .
grading an
assignment

Drafts

Posts  Files Cl: ok Assignments Grades Insights —

* Click on the assignment. Assigned (1)

Firs

* Click on the words Turned in for the

student you are checking.
Graded

e You can enter feedback and score on m
the righthand side of the screen.

* Return the assighment to the student.




Setting up a Meeting

Al  Posts Files Class Notebook Assignments Grades 3 more o +

neral ended: Tm 43s

Click on the drop-down menu next

to meet. You can also click on the  |J
Calendar to schedule your -

recurring meetings.

Reply

beting ended: 32s

Reply

beting ended: Tm 14s

Reply

beting in "General” ended: 43s

Reply

rt a new conversation. Type @ to mention someone.
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Meetings

New meetin Details Scheduling Assistant
g g

Time zone: (UTC-05:00) Turks and Caicos

Fill in the information for your meetings. had e
And then click Send in the upper righthand W o i attendecs .
corner.

400PM v 30m @  Alday
Once the meeting invitation is sent it will O Does not repeat
automatically get added to your calendar. 5 [ Testclsss 202021 > Genersl

When you join the meeting,you can change
the options before you allow the students

L = 7 ! Paragraph ~~
e ntry' Type details for this new meeting

You can also “call” a student to meet now.

Helpful videos from Kevin Stratvert on
YouTube.

) Type here to search




Questions




