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Teams Basics

Activity
Shows notifications, alerts, and updates across all your Teams in
one place.

Chat
Used for direct messages and group conversations (not for posting

Chat
homework).
o0 Teams
Where your class Teams live — access channels, files, and the
Teams

Assignments tab for each subject.

S

Assignments

Assignments
The central homework hub where students see all homework from
all subjects in one list.

Calendar
Displays lessons, meetings, and homework deadlines

Calendar automatically pulled from Assignments.
= Files
_ Access and store documents linked to Teams and assignments via
COneDnve

OnebDirive.

Edu Staff Mo...

OneNote
Links to Class Notebook for notes, resources, and longer-term work
(not a homework journal).

&

Calls

Calls
Used to make or join audio and video calls or meetings with
individuals or groups in Teams.
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Apps
Sign in to Teams % @ & @
Tearms Woed Enmcel PormerPoinit
1. Go to Microsoft365.com on your web browser ) .
and sign in with your school email and password. 2 e -
2. From your Microsoft365.com homepage, choose
the Teams app to open it right in your browser. ) Q n E E i %
3. Select ¥ Teams to see which class teams you're - . o o o - o I
in. If your teacher has already set up E m x xt
the class team and added you, you'll see one | [— - — R iy x| | B
or more (depending on how many classes
you have) class team tiles. ﬂ n ﬂ H D

Note: Don't see any class team tiles? Your teacher

may have invited you to join your class team with:

* Ajoin code (from the Teams page, select Join or ot e
create team and enter the code)

@
]

i

* Alink (check your emaill)

When you see your class tiles, choose one to start s 0 st
connecting with your teacher and classmates!
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Get organized

Find and organize conversations, files, assignments, and notes in your class teams
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Channels

Every class team has a main discussion area, the
General channel. Under General, your teacher may

create more channels to organize topics, projects, and
more.
* All channels include a Posts and a Files tab.

* The Posts tab is where you, your classmates, and
your teacher can all start and reply
to conversations.

* Look for shared documents in the Files tab.

£ Al toams

dth Grade

Homie page

Social Studies

FA General pPosts iz Search Coact

Midterm Physical Science (Copy)

View assignment

Demo Quiz

Wiews assigrimaent
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Notifications

Activit

Check the Activity feed to make sure you don't miss :
a new assignment or an @mention. hat (um) (@Mmﬁ“m)

Cara Coleman added an
assignment

Due Apr 20

4th Grade | Shinto

Cara Coleman added an
assignment

Due Apr 20

4th Grade | Demo Quiz

Cara Coleman added an

assignment

Due Apr 20

4th Grade | Midterm Physical Science (Copy)

Cara Coleman added an 415
assignment

Due Apr 16

4th Grade | Reading




Your Teacher will be putting
homework in the
ASSIGNMENTS section - not
in notifications

Please check the
Assignments section
regularly
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Share a file in a channel or chat

1. Inanew message or reply, choose the plus sign
icon. -

2. Choose Attach file.

3. Choose a file you'd like to share from the cloud,
teams, or upload from your device.

4. Include a message if you want, then choose Post.

@& Attach cloud files o

i Browse Teams and Channels

Upload from this device

=

Add

Add

Get more apps
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Find or create a file

See the files that you, your classmates, and
your teacher have shared inachatora
channel by selecting the Files tab.

While in Files, you can create a new Word,
Excel, or PowerPoint document for you
and your classmates to collaborate in.

Class Materials

In the Files tab of every class team's
General channel, your teacher might
add read-only resources to the Class
Materials folder. Look here for
important documents that can help you
with assignments, projects, or just
staying up to date on class expectations.

ﬂ General

+ New ~

Documents

Files

General

Mam

= baat )
Class Materials
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View and turn in assignments

(=1
1. Select the Assignments tile -
2. To view assignment details and turn in work, select
the assignment.
3. Attach any required materials by choosing
Add work.

4. Choose Turn in.

Most of the time the teacher won't
want you to upload your homework
and will check it in class

If they want you to submit a
documetn they will explain that in
class

The Assignment features works like
a reminder/homework journal

Shakespeare Sonnet Annotation



Important Points to Remember!

Check the Assignments
Daily

Open Teams

Look at the left side of the screen

Click “Assignments”

All Assignments will be visable there for
all subjects

Submission

Teams is now your homework journal
You won’t always have to submit your
homework on teams

Your teacher will explain how they plan
on checking it

Login

Keep your login details in 2 safe places
in case you forget them
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