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How to Access Microsoft Teams
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From the Arthur Mellows Village College
website, click the SharePoint icon located
on the right-hand menu bar.

Enter your school email address
(username@arthurmellows.net) and the
same password used to log into the
computers at AMVC.

For example, John Smith in Year 7 would be
19Smith)J@arthurmellows.net

Click the App Drawer (1) at the top-left of
the SharePoint page and select Teams (2).

The Teams Web App should now appear,
where you can access your Teams Classes
and Assignments.
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Downloading the Teams Desktop App

Although the Teams Web App is suitable for accessing your Teams Classes and Assignments, the
Teams Desktop App gives you the full functionality that Teams has to offer.

From the Teams Web App, click the Download icon in the bottom-left corner:

Microsoft Teams 4 Search for or type a command

Teams 3] #" Join or create team
Your teams
------

TestClassTeam

Download and run the installer, a box should appear informing you that Teams is installing:

B® Microsoft

Installing Microsoft Teams

Once installed, the Teams Desktop App should open. You may be required to log in, use your school
email address and password.

If you are using a Mac, the downloader for can still be found in the same location on the Teams Web App
but the steps after may differ slightly.
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App bar

An Introduction to Teams

New chat button

Teams section Search bar Tabs

Microsoft Teams Z Search for or type a command
< All teams General Posts Files Class Notebook Assignments  Grades —l
o Thompson ) 1onds
T Scheduled a meeting
u TestMeeting e
Monday, 18 May 2020 @ 1130

TestClassTeam & Reply

20 May 2020

@ e v ®

Example Assignment

General

Due May 21

View assignment

& Reply
Yesterday

Thompson ) Vasterday 094
T

ﬁ=] ExampleDoc.docx

& Reply

Starf a new conversation. Type @ to mention somecne.

AlE¢ @ @ B B Q - B

Reply button Compose box Send button

App bar:
o The Activity Feed is where you'll find mentions, replies, and other notifications such as
assignments. Unread notifications are highlighted in bold.
Chat is where you'll see your recent one-on-one or group chats and your Contacts list.
Teams displays all the Teams you are a member of.
Meetings is synched with your Outlook calendar and displays all your upcoming
meetings.
o Files aggregates all the files from all the Teams you are a member of. It is also where
you access your personal OneDrive for Business storage.
Teams section: When the Teams icon is selected in the App bar, the Teams section will list the
Teams that you are a member of.
New chat button: Clicking this button allows you to start a new chat with an individual or a
group.
Search bar: Allows you to search the entire Teams app for messages, people and files.
Tabs: Shows the list of features available within a Team class, such as Posts, Files and
Assignments.
Compose box: This is where you can type a message to start a conversation. You can send a
quick chat or expand the Compose box to access rich formatting tools.
Send button: When you're ready to share your chat, click the Send icon to post your chat to
the team.
Reply button: Allows you to reply directly to a current conversation, keeping the chat more
organised.
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Completing an Assignment

Your teacher may create an assignment within Teams for you to complete. You will receive an app
notification when an assignment has been created.

Microsoft Teams Search for or type a command

Chat Recent Contacts VW

Start a new private conversation here—"

&g
Have private conversations

Sometimes, you just want to chat or video call privately one-to-o
group.

Microsoft Teams Search for or type a command
< Allteams General Posts Files Class Notebock Assignments Grades O
i TestClassTeam "
. Points
=} Example Assingment o B
| General Due t w at 23:59
‘ b Instructions
Teams
Complete the Word document.
! My work
@ ExampleDoc.docx L2113
+ Add work

If your teacher has attached a document for you to complete, you can click on the document to open it
inside Teams. To work on the document, click Edit Document.

Microsoft Teams Search for or type a command

@ ExampleDoc.docx Close

Word ExampleDoc [a Accessibility Mode EE Immersive Reader # Edit Document = @ Print

This is an example document.

Please enteryour answer below:
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Once you have finished editing the document, click Close. Don't worry, your document saves
automatically as you're typing and when you click close.

Microsoft Teams Search for or type a command
L a—
= Ward ExempleDoc [@ Accessibility Mode B Immersive Reader /" Edit Document = U3 Print
This is an example document.
Teams
‘ Please enteryouranswer below:
Files

If you need to add extra documents to the assignment you can upload them by clicking the + Add work
button.

Microsoft Teams Search fer or type a command

{ All teams General Posts Files Class Notabook Assignments Grades PR
TestClassTeam

Paints
No peints

Example Assingment

General Di rrow at 23:59

e the Word document.

@ ExampleDoc.docx see

+ Add work

This will open a window where you can:

e Upload a document from your OneDrive For Business
e Create a new Word, PowerPoint or Excel document

e Select a document from another Teams Class

e Upload a document from your device.

Your document will be added to your assignment as an extra attachment. If you need to edit the
document after you've attached it, simply click on the document to open it inside Teams again.
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Microsoft Teams 4 Search for or type a command

< All teams General rosts Assignments 3 more O
TestClassTeam
= Points
Example Assignment No paints
General Due tomorrow at 23:59

Instructions

Complete the Word document.

My work
B ExampleDoc.doox one
87 Assignment Work for English.docx ses
~+ Add work

If you have completed your work, click the Hand in button. Your teacher can now view your submitted
work and provide you with feedback if needed.

If you have successfully handed in your work, you will see an animation — there are loads of different
types!

Microsoft Teams ‘g Search for or type a command
< Allteams General Posts Files Class Notebook Assignments Grades
. < Back (&)  Handed in Wed 20 May 2020 af 12:45
TestClassTeam
. Points
Example Assignment N6 Dot
General Due tomorrow at 23:59
Instructions
Complete the Word document.
My work
B9 ExampleDoc.docx
a\
B9 Assignment Work for English.docx ooe e
—
[ SR ]
y
4 A

https://youtu.be/O6XclVR6hH4

Microsoft Teams
Assignments
Student Guide
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Viewing and Responding to Teacher Feedback

If a teacher has sent you feedback on your work, you will receive a notification under the Activity tab:

Microsoft Teams

Search for or type a command

Feed v g

Eﬁ TestClassTeam 13:10

Assignment returned | Example...

S TestClassTeam 1208
Assignment returned | Example..

A5 Assignments 1231
mentioned...

TestCla »General

Example Assignment | Due May 21

285 Assignments 12:23
mentioned...

TestCla: >General

Example Assingment | Due May 21

245 Assignments 15/05
mentioned..
TestClassTea eneral

TestAssignment | Due May 18

General Posts Files Class Notabook Assignments Grades I

< Back

Example Assignment

Due tomorrow at 23:59

Instructions

Completa the Word document.
My wark

I Assignment Work for English.docx

@ ExampleDoc.docx

—+ Add work

Feedback
Great work!

Please add extra detail for question 7, explaining how you got your
answer.

Paints
Ne points

If your teacher requests for you to re-submit your work, you can click on the documents to edit them
again. If you need to upload another document to the assignment, you can do so by clicking + Add

work.

Once complete, click on the Hand in again button.
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Using Teams on a Mobile or Tablet

The Microsoft Teams app is available for free on the App Store (iPad/iPhone) and Google Play Store
(Android). Search the store for Microsoft Teams and download the app:

Microsoft Teams

microsoft teams

Microsoft Teams ¥ -‘. -
[ ol |

4.4%

Welcome to Microsoft Teams! A happier
place for teams to work together.

‘[ mail address, phone number o

Get help with signing in

Welcome to Microsoft
Teams! A happier place for
teams to work together.

{ Sign up for free ]

—  Feed v Y Q

Click Sign in and enter your school email address . @ (& Assignments mentioned 14:56

TestClassTeam
(username@arthurmellows.net) and the same password used to log TestClassTeam > General
. . . Example Assignment | Due May 21
into the computers at AMVC. For example, John Smith in Year 7

. e £9 Assignments sent a message 14:55
would be 19Smith)J@arthurmellows.net Chat with Assignments

Assignment returned | Example Assignment

e {2 Assignments sent a message 13:10
Chat with Assignments
Assignment returned | Example Assignment

e (9 Assignments sent a message 13:08
Chat with Assignments

Enable mobile notifications for the Teams app so that you can get P Y S
push notifications for chat messages, meetings, assignments and
general Teams activity.

B 3 Assignments mentioned 12:31
TestClassTeam

TestClassTeam > General
Example Assignment | Due May 21

B 3% Assignments mentioned 12:23
TestClassTeam
TestClassTeam > General
This message has been deleted.

The mobile app follows a similar layout to the computer app. At the @ 2 fesionments mentioned e
bottom you will see the Activity, Chat, Calendar, Assignments and b ol M

This message has been deleted.

Teams tabs. .
T ) Th‘ompson added you to 12/05
a S|

000
g3
Activity Chat Calendar Assignm.. Teams More
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Completing an Assignment on Mobile/Tablet

Assignments on mobile follows a similar process to the computer app.
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=  Feed v Y Q

i Assignments mentioned 14:56
TestClassTeam

TestClassTeam > General
Example Assignment | Due May 21

e [ Assignments sent a message 14:55
Chat with Assignments
Assignment returned | Example Assignment

a B9 Assignments sent a message 13:10
Chat with Assignments
Assignment returned | Example Assignment

e H? Assignments sent a message 13:08
Chat with Assignments
Assignment returned | Example Assignment

e 2 Assignments mentioned 12:31
TestClassTeam
TestClassTeam > General
Example Assignment | Due May 21

e 155 Assignments mentioned 12:23
TestClassTeam
TestClassTeam > General
This message has been deleted.

e i3 Assignments mentioned Friday
TestClassTeam
TestClassTeam > General
This message has been deleted

2" Thompson added you to 12/05

Tantol

] &3

Chat  Calendar Assignm.. Teams More

You will receive an app

notification when an assignment
has been created. To view the
assignment, click the notification.

e Attach a resource CANCEL

@ OneDrive

+ New file

@ Link

23 Teams

& Upload from this device

If you need to add extra documents to
the assignment you can upload them
by clicking the + Add work button.
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&< TestClassTeam HAND IN

Example Assignment

Complete the Word document.

@ ExampleDoc.docx

t Add work

Points
No points

%

This screen shows you more information about the

assignment, including any attached documents. You

can edit these documents on mobile if you have the

required mobile app, such as Microsoft Word, which
are also available for free on the app stores.

& TestClassTeam UNDO HAND-IN

Example A55|gnment
Due tomorrow

Instructions
Complete the Word document.
My work

u
ety
@ ExampleDoc.docx p

Points
No points

(1Y

Once you're ready to submit your
assignment, click the Hand in button. You
should be greeted with another animation!
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