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Teams Basics



Tab Use

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

Chat
 Used for direct messages and group conversations (not for posting
homework).

Teams
 Where your class Teams live — access channels, files, and the
Assignments tab for each subject.

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

Calendar
 Displays lessons, meetings, and homework deadlines
automatically pulled from Assignments.

Files
 Access and store documents linked to Teams and assignments via
OneDrive.

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

Calls
 Used to make or join audio and video calls or meetings with
individuals or groups in Teams.
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Your Teacher will be putting
homework in the

ASSIGNMENTS section - not
in notifications

Please check the
Assignments section

regularly











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



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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