i Microsoft Teams

Getting Started with Microsoft Teams — Student



TEAMS —PCOR PHONE/TABLET

* Teams can be accessed from a PC or a tablet/phone through either an
Internet browser or via the Microsoft Teams app (PC/Mac, Android or ios)
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TEAMS FOR PC — LOGIN TO OFFICE 365

Open any internet browser (NOT Internet Explorer)
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" Type in the address bar.
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STUDENT SIGN IN

* Student credentials for signing into Office 365 look like this:

username@nbss.nbed.nb.ca



SIGN IN

* Use your school account password (same password used to log in to school

computers).

* ChooseYes so you don’t have to log in over and over.
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5ign in with your organizational account

firstname.lastname@nbed.nb.ca

|:'assw'ord

Sign in

a5 Microsoft

maurice.savoie@nbed.nb.ca

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

|| Don't show this again
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OFFICE 365 HOMEPAGE
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Outlook OneDrive PowerPoint OneNote SharePoint Teams Class Sway Forms
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» Yz * On the Office 365 home page, you have
Sream  Yommer icons to take you to all of the apps.
Explore il your apps > * When you click on an icon and open an app,
you can always see your list of available
Documents apps by clicking the App Launcher (or
o L T B | waffle) at the top left of the window.
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TEAMS

* From the Office 365 home
page you can click on the
Teams icon to get started.
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* When you click on the
TEAMS Teams icon on the
sidebar you can view all
gy A B of yourTeams (created
N gy -y rraw e v r—————— ey — 4 activated by your
T ® & momern Teachers).

238 Ay You can move your
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Professional Learning 19

drag) and hide teams

m o Bl you do not need (Right
: : Click and choose hide).

2020 Building and 2020 Metals Sector Provincial Skilled Trade,

Summer 2020 1CT b1 Construction Sector Resour... Resource Development Applied Technology and...

Your hidden teams will be at the
bottom of this screen (Hidden
Teams)




THE TEAMS WINDOW
Microsoft Teams @

< All teams n General Posts Files Class Notebook Assignments Grades 1 more [new I ® Team T Meet ~ () <

EB MacEachern, Stephen (ASD-5) has added Power Automate to the team.

* Now we will breakdown all the sections and features of the main
Teams window.

Science 10 -

General
Students A-L
Students M-Z

Yesterday



SIDEBAR -'ME’" SPACE

All the icons on the sidebar (‘Me-Space’) are connected to your

Teams and they sum up the activity happening across all your

active Teams.

* Activity — Any notifications you have received

Science 10 - 1 * Chat - Chat from all of your class meetings (chat outside of
meetings is currently disabled for students)

* Teams—A Summary view our Teams

Zeneral

Students A-L

Students M-Z * Assignments — Any assignment from your Teams

* Calendar - your Office 365 calendar including both Teams and
Outlook

* Files —a view of the files sections you have access to —
including your Teams & your Onedrive.




THETEAMS WINDOW —-*WE SPACE’
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All teams H':w Posts Files Class Notebook Assignments Grades Sussex Middle School .. —+
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After you click on a Channel, the main window (‘We-
Space’) opens.
Every channel has different Tabs across the top of the

This side rail will have a list of
your Team channels.

Every Team includes the General
channel - the main section of
your Teams.

Teachers may create other
channels for different topics or
for small groups of students

main window. The General Channel is the channel where
most class discussion/materials will be shared and take
place.

ting ended: 2m

RSD-5) changed team description.

RSD-5) has added PowerApps to the team.

i (ASD-5) Wednesday £:44 PM
ht the top of this channel. Here's a link

Start a new conversation. Type @ to mention someone.
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GENERAL CHANNEL —TABS

Q. Search

Posts — Team communication/newsfeed space. Teachers will post messaged and hold video
meetings here.

Files — File storage for your Class team. Teachers will upload class documents to this space
Class Notebook - Your digital notebook/binder (Microsoft OneNote). You or your teachers can
access this notebook, and add sections, pages, pictures, video/audio files & Office 365 files.
Assignments — Class assignments as assigned by your teachers.

Grades — A summary of your grades on any Teams assignments created by your teacher

More — Any tabs hidden because of the screen size (possibly including the tabs above) and other
tabs that can be created or added by you teacher.



GENERAL - POSTS - The Posts tab is a newsfeed

for any Teams
communication. Teachers
can control this space and

- GeneraIFiles Class Notebook Assignments Grades 3 more v @ Team 04 Meet ~ (7)) e+ ?neecsl(sjaeg\/\elso can pOSt

& Reply

When a message is posted
you can Reply to it and
comment or ask questions.

Meeting ended: Tm 58s
& Reply
June 9, 2020
Assignments 6/8353 PV You may also be able to start
Untitled quiz (3) d New Mmessage or
Due Jun 08 conversation at the bottom
View assignment of the newsfeed.

Assignments 6/9 10:58 AM . |f yOU Use the ‘@, Sym b0|

€Y Assignment due date has been changed.

and include the name of

your teacher, they will

@ew conversation. Type @ to mention@ rECE|Ve d nOtlflcat|On When

L OB BB o0 Qo - you mentioned.




GENERAL - POSTS - TEAMS MEETINGS

e

Calendar 04 Meet now + New meeting

s

Class Meeting Chat Details

~+ Add to calendar Tracking
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) MacEachern, Stephen (ASD-5)
Crganizer

September 16, 2020 12:00 PM - 12:30 PM

. Science 10-2 > General

Join Microsoft Teams Meeting

+1 506-719-5200 Canada, Saint John (Toll)

Conference ID: 676 547 790#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

* Teams Meetings (Video)

invites/join links, either Pre-
scheduled or live/'meet now,’ will
be accessible from the posts
section.

 Teams Meetings can also be

found on the calendar on the left
side bar (‘Me’ space)

* Clicking on either link will take

you to the window where you
can join the meeting




FILES

Microsoft Teams

¢ All teams

Science 10 - 1

} General

Students A-L

Students M-Z

n General PostslassNotebook Assignments Grades Flow (D

+ MNew ~ 74 Upload ~ @ Copylink < Download

General

{- Add cloud storage &> Open in SharePoint

- The files tab is Team file

storage.

* This typically includes a

folder named Class
Materials which is read
only.

- Teachers can store files

and folders that are
protected — Read only.
Anything in Class
Materials can not be
altered (edited,
changed, deleted) by
students.




- Class Notebook is a digital

CLASS NOTEBOOK notebook using Microsoft

OneNote

2, Search
e T r—

n General Posts Files Class Notebook Assignments  Grades e @ o1 Meet arrOW On the Left-hand S|de
- you can see the index and
Science 10 - 2 * Science 10 - 2 Notebook L} Immersive Reader # Openinapp - 0 Help @ Give Feedback to Microsoft wes navi gate to d Iffe rent

. sections (Tabs, Pages)

B Science 10 - 2 Notebook jo.
Welcome to Class Notebook : :
Welcome Welcome to Class Notebook ] The Sec‘“ons may |nclude a
1 FAQ: Class Notebook in Mi.. Collaboration Space
! Your OneNote Class Notebook is a digital notebook (editable by any team

handwritten notes, attachments, links, voice, video, a member (Student)

P ASDS 036501

Each notebook is organized into three parts:

* Content Library (editable by
1. Student Notebooks — A private space shared between the te TeaCheI‘S _ read on Iy for

access every student notebock, while students can only see t
2. Content Library — A read-only space where teachers can shai StUde nts
3. Collaboration Space — A space where everyone in your class

- Personal Section —With
Your name — editable and
Y viewable by both you and
your Teacher



ASSIGNMENTS * The Assignments tab

includes all assignments

Q search _; given by the Teacher in your
Team
n General Posts Files Class Notebook Grades Insights Lt ) 1 Meet v
e This includes new

O Assignments that are not

< Back & complete.

Points * This also includes a space for
170 points possiae completed assignments,
instructions Rbric which can be seen by

Do this e Big Fake Project clicking the down arrow

Reference materials

Getting to Know You Assignment
Due October 16, 2020 11:59 PM

* If you click on a new
assignment you can see any
My work materials your teacher has

included.

* You can then add your work
and submit your assignment

@ Document.docx




ASSIGNMENTS —TURN IN

Microsoft Teams

< All teams

Class Team Training 2

General

Holiday Performance

Jessicas Group &

n General Posts Files Class Notebook Assignments Grades Insights

< Back

Paints

Getting to Know You Assignment e

Due October 16, 2020 11:59 PM
Rubric
Instructions

Do this! dH Big Fake Project

Reference materials

@ Documentdocx

My work
(2 Add work




GRADES

General Posts Files Class Notebook Assignments nsights o 0¢ Meet .
u ’ ’ - The last default tabis
Grades. This includes a

@ ASDS 036501 summary of any

grades/marks that are given
iIn Teams.

Due date a Assignment Status Points

This list is can only be

Nov 26 Science Observation Homework @ Not turned in No points viewed by the user - so each
student will only be able to
see their own grades

Computer Hardware and Software ~" Turned in /0 summa I’y

Mew Fake assignment " Turned in /4

Getting to Know You Assignment ~" Turned in f100

Turned in

Tech Quiz /16

Pass something in to try it « Returned 83/100



Q, Search

TEAMS APP - PC

n General Posts Files Class Notebook Assignments Grades Insights

@ ASDS 036501

Due date a

MNov 26

MNov 19

MNov 19

Oct 16

Oct 14

Assignment

Science Observation Homewaork

Mew Fake assignment

Computer Hardware and Software

Getting to Know You Assignment

Tech Quiz

Mot turned in

Turned in

Turned in

Turned in

Turned in

ASDS 036501
AO .
Change picture

© Ayailable
(& Set status message

[] saved

{53 Settings

Keyboard shortcuts

About

@oad the desktop app>

Download the mobile app

Sign out

/100

/16

- You can download the

Teams app for desktop
(PC) by clicking on your
user icon when you are in
Teams choosing
Download the desktop

app.

* The app runsin the

background on your
computer, so you will get
notifications and not miss
any of your class's posts,
assignments or meetings

The app also gives you
more control when in
video meetings (virtual
backgrounds etc..)




NOW YOU CAN GET STARTED WITH TEAMS!

LETS GETSTHIS'PARTY
STARTED!
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