A students guide
to Microsoft
Teams




What i1s Microsoft Teams?

@ Software that can be accessed anywhere on any devig
@ Can be used as an app or web based version
% App Store, Google Play, Microsoft Store

wCommunicate
Securely

wHand 1n work
wLive Lessons

Te o | A ISY wFind out what

IS going on
wShare Files
wClass = Team




J Microsoft Office Home X g

& Cc & office.com/?auth=2

it Office 365

How can | access It?

Good mo

Recommende

A Go to the Office 365 Website

AYou can then log in with your email and
password

A Select Teams

AYou can download the app on your devices
or stay on the welveresion
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Microsoft Teams Q_ Search

24
A:.\r':ty Teams £93 88" Join or create team
g Your teams
s @
g
Teams o

Assigr E
y Physical Science Algebra
A There will be a grid with all teams that you K
are currently a member of on the left
JC 21 Science KB JC KB Science

A A notification bar on your left

y @




How can | join a team?

AThere are 2 ways

1. Your teacher may
have added you to a
team

2. You can select join or or
create team (tOp @ co Join or create team
right-hand corner)
and enter the join
code your teacher
provided you with
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AUsing Teams, you will get
notifications for various reasons.

AWhen a new assignment is
posted, there will be an @ next
to Teams.

Alf your Teacher makes an
announcement you will also get
a notification

AWhen work is returned there will
be a dot by Assignments

General Activity

‘ _ caposthas
been made or

Activity you have been

mentioned
You have a

chat

Yod'Wexfl&en

mentioned in a
Team post

4—

Work has
been
returned

Assignments
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-I General Posts Files Class Notebook A
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Assignments 9/15 11:23 AM

Investigation on the effect of ¢

Due Dec 5

View assignment

< Reply

Rosie Patterson 9/21 12:00 PM
Ms Burke do you know the dates of our Ha

r Karen Burke 9/22 9:40 AM
®a% Hello Rosie Pattersonl don't yet ha
for your assessments

10N | STUDY

See more

< Reply
Douglas Cothran 9/21 9:56 AM
Ms Burke I'm having some trouble with dra

2 replies from you and Karen

< Reply

Within the Team

A Each Team contains different areas called Channels

A In each Channel there are different sections or
Wel 0aQ

At 2a0aQ Aa
comment on posts

AWCAETSAaQ Aa 6KSNB @&@2dzNJ 4SSt

A Assignments is where Tasks will be set
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Rosie Patterson 9/21 12:00 PM
Ms Burke do you know the dates of our Halloween exams?

»  Karen Burke 9/22 9:40 AM How dO | Wl'ite a

.-l'@) Hello Rosie Pattersonl don't yet have the dates but | wi 5
POSt”

for your assessments
A If you want help you can ask a

HO W I ST H DY , question to your teacher on

Teams.
S < o .
oo A 2dz Oly R2 (GKA& 7
&’ Reply see if there is a dedicated ask

the teacher channel

A If you use @ e.g. @MsBurke
Douglas Cothran 9/21 9:56 AM your teacher they will get a

Ms Burke I'm having some trouble with drawing graphs, any tif notification .



< All teams
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JC Science 22 KB
Y Mamew Madified Mdified By

General Class Materials 3¢ Karen Burke

World
_Antibiotic_Res datadoc October 12 Karen Burke

Body tems.ppix October 12 Karen Burke

Solar Sytem.pptx September 30 Karen Burke
Live Lessons

Tt

AFiles can be access in the files tab

AClass Materials will be reazhly

AThose saved outside of that can be edited
Moy so be careful

Bioloical World »¥ September 15 Karen Burke
Chemical World 3¢ September 15 Karen Burke

Earth Space »¥ September 15 Karen Burke

AWhen you have found what you want you
can download it




Points

Assignment on Body Systems No points

Assignments

Instructions

Create a powerpoint on the different body systems, 1 slide on each system #H presentations

Reference materials

) Digestion and Enzymes.pptx

AWhen you open the
WraaAdyyYSyuaQ
a list of set tasks.

A Click on an assignment to see

(@ useful video

Co-ordinate Geometry Rubric Total: 68.75/100

the instructions and attached

reference

materials/documents.

A See if there is a Rubric
attached for further guidance
on how the marks will

allocated

use of correct formula

Excellent 4 points

All correct formula used

Subbing in correctly

Excellent 4 points

Subbing was shown and
done correctly at all times

Feedback

Good 3 points
3 correct formula used

Good 3 points

Subbing in was shown and
done correctly most of the
time

g 2 you didn't give the formula in your answer

Workings

Excellent 4 points

All workings were shown
and the answers were
simplified where possible

Good 3 points

Most workings were shown
and the answers were
simplified where possible

Fair 2 points

2 correct formula used

Fair 2 points

Subbing in was shown and
done correctly some of the
time

Fair 2 points

some of the workings were
shown

Poor 1 point

1 correct formula used

Poor 1 point

Subbing in was shown and
done correctly at one point

Poor 1 point

Workings were missing
from most of the
assignment

Weight 25%

Absent points

There are no correct
formula used

Weight 25%

Absent points

Subbing in was done
incorrectly or not shown

Weight 25%

Absent points

There was no workings
shown




Adding work to
assignments

A Click on + Add Work

A Select the file to upload to the
assignment

A Often files will be uploaded which
you can just click on and edit in
Teams and then choose Edit
Document

A There is no need to save the
document itautosave

A Click on the image to play the video



