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Microsoft Teams

A starter guide for parents and students

A guide to help you get set up on Microsoft Teams to
support your home learning set at the
City of Peterborough Academy.
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How do I download Teams as an App?

# Download on the

% App Store

GET IT ON

P> Google play

How do I use Teams on my laptop?

On any web browser, e.g. Google
Chrome, Internet Explorer, Safari
etc, go fo www.office.com

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

—

Click sign in and sign in with your full school email address.

You will then be directed to the login page

for the Trust - this is the start of your fstetiustorg
school email address and the password
you normally use.
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Click on the Teams icon

Apps Install Office

& e @ @ ® W B = & &

Outlook OneDrive Waord Excel PowerPoint OneNote SharePaint lass Sway Forms

Notebook
£ B

Staff
People Motebook Calendar

Explore all your apps >

How do I find my class?

When you open up Teams, you should now see all the Teams, your teachers have
already set them up for you. It will look like this and you choose your class:

&5 Join or create team

EGS - 11/Pg1 EGS - 11/Cs1 EGS - 11/5c2 EGS - 11/En1

=1 = | o

EGS - 11/Mal EGS - Year 11 2019/2020
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How do I see my assignments?

Your teacher will set assignment for you to complete. Within Teams, you can
click the assignments button in the left-hand menu to see all the different
assignments set by your teacher, or you can click into your class and click on the
assignments button circled in yellow:

Microsoft Teams earch for or type a commani .

ﬁﬁ General Posts Files Class Noteboo{ Assignments [Srades

Upcoming

« Assigned (1)

Example Tasks
Due tomarrow at 23:5%

> Completed

How do I hand in an assignment?

To add your work, click on the add work. You can add a document that you have
already been working on, or create a new one that you can do your work on. Your

teacher will have given you some instructions on how o submit your work.
] General foits e Clasbombook  Assignments Grae il

-
20
Example Tasks No pownt 2 Cl!ﬂh 'H’W.

hﬂnd a bu“‘m

- bo subaik s
WOPL-‘{'D (ljm.u-

trachur

\. Tﬂu.kv- swre 'aouf w0r|‘-
(5 attucheq
Make sure that you have your work attached. Click the hand in button. Your
teacher can now look at your work and give you feedback if required.
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How do I use Notebook?

Within the team for that class, click on Class Notebook. You then need to click
on the arrow to show your pages and move past the introduction page.

Microsoft Teams Q search

v [l General poss i classotebook Algments Grades +

Fle  Home Inset Draw  View Hel Openin browser v Tell me what you want to do

v [l vg[segoeur I U Z2vAvS A - |= =o| 4v| Bl ¢

lcome to Class Notebook

Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handuwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:
Student Notebooks — A private space shared between the teacher and each individual student Teachers can
access every student notebook, while students can only see their own,

Content Library — A read-only space where teachers can share handouts with students
Collaboration Space — A space where everyone in your class can share, organize, and collaborate.

&' Join or create a team

You then need to look at your folders to see the pages your teacher has
distributed to you.

[ Q_ Search

- General Posts Files Class Notebook Assignments Grades D @& S Mee

file  Home Insert Draw  View Help  Class Notebook Openinbrowser v @ Tellma Bu want to do <
v [ v |segoaUl v{wa v/ B I U &v Av S A = | =v| v
= CPA 7CHO_Sp Notebook pel
H Welcome s Notebook

Welcome Welcome to Class Notebook

> Collaboration Space Untitled Page

l > _Content Library FAQ; Class Notebook in Mi, Your OneNote Class Notebook is a digital notebook for the whole class to
3 handwritten notes, attachments, links, voice, video, and more.
_Teacher Only

l ~ Adrians RugL Each notebook is organized into three parts:
' Resources 1. Student Notebooks — A private space shared between the teacher and each individual s
access every student notebook, while students can only see their own.
2. Content Library — A read-only space where teachers can share handouts with students
omens 3. Collaboration Space — A space where everyone in your class can share, organize, and e

Class Notes

~+ Section +Page

You can also add your own pages by using the +Page tab. Only you and your
teacher can see the work in your Notebook. It will save automatically.
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How do I join a live Q&A lesson?

Within your class Team you need to click on 'Posts’ to see the chat to join the
Q&A session. This is also how you can communicate with your Teacher about the
work.

[{l Generz Posts File| Class Notebook Assignments Grades

EGS - 9/Ma3

Elaine Hayes has added Maryam Ali and 24 ot

Meeting started
General Collapse all

Elaine Hayes
& Hellp year 9

G4 Meeting ended: 1 min 59 sec

Meeting now

W« Meeting started

Only Owners can send messages to this channel.

How do I join a live lesson?

If your teacher has started an online lesson, you will see a blue notification in
your Team posts. Your teacher will have told you what time your lesson starts,
and you join at that exact time by clicking the join button circled in red.

(XM General Posts Files Class Notebook Assignments Grades

& Haine Hayes has added Maryam Ali and 24 ot

EGS - 9/Ma3
Meeting started

General Collapse all

Elaine Hayes 1196
W5 Hellpyear 9

St Meeting ended: 1 min 59 sec

Meeting now

W Meeting started

Only Owners can send messages to this channel.
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How do I stay safe during a live lesson?

The red circle is the camera Choose your audio and video settings for
function. Make sure that it is

off. Your teacher may have

told you to keep your

microphone on or off. You can

ask a question of your

teacher using the chat

function. All questions are

kept in the Team after the

lesson is over. Join now

S .
£93 Devices

How do I use the chat during a live lesson?

Microsoft Teams

Meeting chat

Yo Q(5

When the lesson has finished you should ‘hang up’ using the red button. Your
Teacher will then delete the live lesson slot from the calendar.




