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A Student Guide to Using Microsoft Teams

1. Section1

How to use Teams on a Desktop or a Laptop

e How tologon
e How to upload an assignment
e How to access and respond to feedback given to you by your teacher

2. Section 2

How to use Teams on a tablet or mobile phone

e How tologon
e How to upload a picture of work you have completed as an assignment

3. Section 3

e Usernames and passwords for office 365



SECTION 1 — USING TEAMS ON A DESKTOP OR A LAPTOP

Teams — How to Login

On any web

BS Microsoft | Office products « Resources v Templates  Suppo

browser, e.g.
Google Chrome,

Internet Explorer, e ®Bmato Office
Safa r] etc ) go to Your place to create, communicate, collaborate and get great work done.

www.office.com e

Hello, Welcome back.
Click sign in and sign in with your full school

email address which is your computer username
followed by @hungerhillschool.com

Example: Hannah Baker is in year 7, so her
email address is
baker.h25@hungerhillschool.com

Sign in

fs.tetrust.org

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

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 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 /

Apps
X o @ @& ® W B T & &
¢ 3 ; Class
Outlook OneDrive Word Excel Power| Point OneNote SharePoint Sway Forms
Notebook

Staff
People Notaback 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.


http://www.office.com/
mailto:baker.h25@hungerhillschool.com

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 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

General Posts Files Class Notebook Assignments J/Grades

Upcoming
\/ Assigned (1)
Example Class s

Example Tasks
General (1]

Due tomorrow at 23:59

> Completed

Click on the assignment to access the task. If your teacher has added a document for
you to work on you can access it by:

Assignment Resources

<

English Language Unit 3 - Writing
Controlled Assessment Plan

100 points possible

English Controlled Assessment Plan - to have completed this week Ass'snment Resources
Title: Analyse Steinbeck’s p ion of hip of George and * Reference materials = read only
Lennie as loyal friends,

* Student work = each student’s
own editable copy

Students can choose to work with
documents and resources by

Complete the "G and L's Loyal Friendship Plan' Document below - this is R

Voor oW Eopy clicking the 3 dots -+ menu to the

* Notes and samples are in

your English Unit 3 CA OneNote Section. See right Of the ﬁle name.

Then students can:

emember the focus is on the effective use of writer's anguge * Open in Word —auto/manual
Iactiakauss fotwhat depened of sksele clisractec araivess save (word version dependent)
oo » Edit in Word Online — autosaves
efore the break and are * Download = no need to
download and re-upload really

¢ How did Steinbeck do it?

Reforonce materials @ Openin Teams

Mark Scheme 2 for Ideas,pdf

3 Open in Word /

Student work

@ Open in Word Online /

84 George and Lennie's Loyal Friendship Plan.docx

L Download X




If you need to need to create a new document to complete your work;

ﬂ General Posts Files Class Notebook Assignments Grades "
Points
Example Tasks Norpoints

Due tomorrow at 23:59

Instructions
Describe the character of Eve Smith in An Inspector Calls. Three
paragraphs

work
-+ Add work



Using a new file

88 Teams

El Upload from this device

Click on new file and
decide what format you
will be submitting your
work, Word, Powerpoint
or Excel

OneDrive
s ﬂ Name Modified

Attachments 13 Oct 2017
Motebooks 15 Sep 2018

o Co rs.pptx 8 Jun 2018

& Design.pptx 14 Feb 2020

-l Edex_Comp_Sci_GCSE_7210 (1).p 20 Apr 2018

& Network protocols.pptx 8 Jun 2018

[l Presentation.ppix

&  OneDrive

@ Template.docx

Cancel @ Llink

83 Teams

+  New File

[’;] Upload from this device

Choose a different type

-+ New File

Choose a file type

ﬂ: Word document

@ PowerPoint presentation

III_E Excel spreadshest

Gwe Yo assi amert @ name

oad thea click abtuch

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

name.

nspector Calls

+ Add

Eve Smith Character Profile Poe

Write a character profile about the character of

@] Eve Smith character.docx

Click here wd I
will opern Miorosoft Word

No points

Eve Smith in An




Hame et » 2 Fafecencet Reew View Heg VTl me wtat you want 20 & v Commenty g Close

/r'a‘:pl taowr wock i hare '
ond w‘m aou, are <F}u'5lu;d : click cose,
|t saves aﬂ{'vmaﬂcal!j once

(\jou, click close

B General rosts Fies Class Notebook Assignments  Grades

Make sure that you have
( _ RN your work attached/ the
Example Tasks 2. Click He file you have edited is
o % b B there and that it is not
fndk & s blank.
- o submik Yous Click the hand in
T wock. 4o fpur button. Your teacher
. can now logk at your
I Make sure \aour weork work and give you
(s abtad\m feedback if required.

< Back [4)) Handed in on Fri 20 Mar 2020 at 03:28 7 Undo hand-in

Eve Smith Character Profile S 3

No points

Due today at 23:59

Instructions
Write a character profile about the character of Eve Smith in An
Inspector Calls

My work A
<>

@5 Eve Smith character.docx




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 tesms

Click on the Activity button and it [2) ccs- 1o

brings you to your feed. Any message Ganerl

in bold you have not read

. EGS - 11/Cs1

Feed v e
s 205 Assignments mentioned 03:36 oo . .
Eers = This is a notification to say that
Example Team > General there is a new assignment in
sdfsdf | Due Mar 21 / the Example Class that you
_ need to complete

s 205 Assignments
mentioned Example Team

Example Team > General
Eve Smith Character Profile | Due Mag

s 205 Assignments mentioned 19/03
Example Team

Example Tea

This is a message to say that work has

_p been 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 rose riee s noreboni assignmens craces 2t
looked at by this student’s

teacher and been given some <= B reresin o 20 [T
feedback circled in red. You T C 3
can click on the file to open )

it and act on the feedback

given to you by your teacher, -

before handing it in again. e

"fgd work



SECTION 2 — USING TEAMS ON A TABLET OR PHONE

Teams — Downloading the Teams App

The Microsoft Teams app is available for free on the  "** e
App Store (iPad and iPhone) or Google Play store il ® =
(Android tablets and phones). Search for Teams and MicrosoftTeams

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

log in.

Microsoft Teams A ‘@

5.8

(5

a3 4G 17:38 76% @ )

Sign in using your work, school, or

Microsoft account. Cancel

‘.@egslough.staracademies.ord

Welcome to Microsoft Teams! Get help with signing in # . am s d
A happier place for teams to L e
work together. User name: |
qjwjejrjtjyjujijo]p Password: [
alsldiflolhlilkl!
e e Sign In
Y &8z x|c|v|b|n|m s

’ Sign up for free ‘

Sign in with your school email address. Example: Hannah Baker is in year 7, so her
email address is baker.h25@ hungerhillschool.com

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 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 t work, posted an important message or

You Notifications Access the Microphone

Notifications may include alerts, Microsoft Teams needs to use your

sounds and icon badges. These can be microphone so others can hear you on Se n t yo u So m e feed bac k O n Wo rk yo u

configured in Settings. acall.

e — 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


mailto:%20baker.h25@%20hungerhillschool.com

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, you may 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% @m ) 17:48 75% @m )
1 5y Feed v Y 2 2 Assignments 3 Hand in
. e &3 Assignments mentioned EGS  17:47 EGS - 11/Mal o83 Percentages revision
-11/Ma1 -
EGS - 11/Mal > General Due tomorrow at 23:59
Percentages revision | Due Mar 20 * Assigned (1) (———
Complete the attached questions into your book
2 Assignments sent a Yesterday < Percentages revision showing all the working out required
e message Due tomorrow at 23:59
Chat with Assignments Reference materials
Assignment 1 CS | Due Mar 19 o E— —
» Completed 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 + Add work
Test | Due Mar 19 .
assignment to
¢y Salma Axmed reacted to Yesterday . No points
SA your message Open ]t
EGS - 11/Sc2 > Physics
Ashruf Amod Sir can you please chang... [Z]j,) Press On add Work
: to add a picture
©) Salma Axmed + 1reacted to Yesterday
SA your message
EGS - 11/Sc2 > Biology
The mark schemedoesn't seem to matc...
; Sub) @ gﬁg e @ EE]S
Activity Team: Camera Activity Teains Assignments Cariera Activity Teams A Camera

4 - PreSS on”' o 5 17:49 Z4% @) 17:49 74% @)
EGS - 11/Ma1 6 EGS-11/Mal  Undo hand-in
[ upload from o . =
i . . ercentages revision Handed in on Thu 19 Mar 2020 at 17:49 ~/
@ Onebrive th]s deV] Ce Due tomorrow 323.59
Percentages revision
= SielEle and then I(;‘;:;I“eot:sthe attached questions into your book Due tomorrow at 23:59 =
ta ke phOtO or showing all the working out required Instructions e e
: : Complete the attached questions into y«
@ Link V]deo Referenca inatenals show;i)ngtaltl thetvtvorkingqouttrequire; :
4c Percentages (1).pdf Reference materials ‘ 7
&5 Teams ) /
My work 4c Percentages (1).pdf
| Sy ". My work
E— € -+ Addwork = imageing
Points
Take the photo and w Make sure you see
(ke proworviseo D @ attach it, making sure the animation that
Photo Library 0O it is attached to your % confirms you have
Biciigs work and press hand in handed your work in
Ganeel Q &8s 2] Q &3 &)




4. SECTION 3

Usernames

Office 365

For Office 365 and Teams, you will log in with your school email
address. This is usual a two digit number (the year you will leave
Hungerhill school) followed by your full surname, full stop, your initial
and the year you will leave Hungerhill School. The first part of the
email address is exactly the same as the username you log into the
school computers with.

For example: Hannah Baker joined Hungerhill in 2020, her school
email address is baker.h25@hungerhillschool.com, and her computer
username is baker.h25
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