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Microsoft Teams for Education

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics

Manage profile settings
Change app settings, change your pic, or
download the mobile app.

Microsoft Teams EA Search or type a command

Navigate Microsoft Teams
Use these buttons to switch between
Activity Feed, Chat, your Teams, —e Gl Teams Y & 28" Join or create team
Assignments, Calendar, and Files.

Your teams

Teams View your team

View and organize teams | ; o Click to open your class or staff team.
Click to see your teams. Drag team tiles e i . .

around to reorder them.

| =i'® ver @—vt——

Physical Science Health Research Pineview School Staff Pmewe\t\rresaccl;:::: Science @ | What is a team?

You can create or join a team to
collaborate with a certain group of
people. Have conversations, share files
and use shared tools with the group — all
in one place. That group could consist of a
class of students and educators, a group
E of staff and educators collaborating on a
topic, or even a group for a student club

or other extracurriculars.
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Class teams

Class teams provide special capabilities tailored for teaching and learning

Open Assignments

Assignments allows educators to create and distribute assignments. Students can complete and
turn their assignments in without leaving the app. Educators can use the Grades tab to provide
feedback on assignments and track student progress. Students can see their progress, too.

Microsoft Teams 4 Search or type a commang Add tabs

Explore applications, tools, documents

< All teams General Posts Files Class Notebook Assignments Grades Oceans Project (Word) 2 more @ v + @ T and more. We're constantly adding more
— - education specific tabs. Check back
| See more often.

3 replies from you, William, and Marsha

Every team has channels

Click one to see the files and St < Reply
conversations about that Physical Science _
topic, class unit or week in the course. You B 9 Cara Coleman 1/37 6:07 AM
can even have private channels for group S @ Goneral e | GoFly a kite!
Tefac] . Check out the new group lab assignment. Work in your teams to design, build, and fly a kite!
projects: : =] Project Team 1 Share files
E 1 ith a G | ch | e Project Team 2 @ Introduction to Kites.doex e @ View a file or work on it
very team comes with a General channel.
Y ) Subjects together.
Open channel settings to add new .
. Units 2 replies from Al and Delbert @
channels, manage notifications and other
3 +* Repl
settings. Y
. Cara Coleman 1/21 6:01 AM
9. Why does a plane fly? Start a discussion with the class
You've all read Fundamentals of Lift by now. So, why does a plane fly? Type and format you message or

4 replies from you, Terrie, and William announcements here.

«' Reply

Arden Asher 1/31 607 AM
Volunteer Opportunity

The local chapter of the Society of Science is looking for student velunteers to set up for the event. greet members, serve

rafrachmante and hraalk dawn aftar tha avant e

Start a new conversation. Type @ to mention someane, @
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Learn mo

Join a meeting

Hold classes, staff collaboration meetings or trainings over online meetings

g Cara Coleman 12:32 PM Physical Science Lab Chat Details Scheduling Assistant ~ Meeting notes ~ Whiteboard Close
90- Scheduled a meeting
> Cancel meeting Time zone: (UTC-08:00) Pacific Time (US & Canada) Meeting options Tracking
m Physical Science Lab
Wednesday, March 4, 2020 @ 1:00 PM Vv Physical Science Lab . Cara Coleman
Organizer
« Reply
o Add required attendees + Optional
Mar 4, 2020 T00PM Mar 4, 2020 130PM ~ 30m @ All day
Calendar 5¢ Meet now .
o Does not repeat
[f) Today < > March2020 - ) Work week v
=] B Physical Science Genera
02 03 04 05 06
Monday Tuesday Wednesday Thursday Friday i
1TAM @ Add location
= B 7 U & % A Paragraph v L, <= = = = 13 @ = e
12 PM

1PM Physical Science Lab
Cara Coleman 3
Join Microsoft Teams Meeting
2PM +1469-297-6880 United States, Dallas (Toll)
Conference ID: 325 583 673#
3PM

Find the meeting invitation in the channel of your team or on your Teams calendar Click Join to join the meeting.
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Learn more about Teams

Microsoft Teams for Education

Join a meeting

Hold classes, staff collaboration meetings or trainings over online meetings

| CaraColeman 12:32PM
Scheduled a meeting

Physical Science Lab

Meeting with Cara Coleman

Wednesday, March 4, 2020 @ 1:00 PM

« Reply

Calendar

[f] Today < > March2020

02 03 04
Monday Tuesday Wednesday
Join now

o
2] Work week g "

05 06

Thursday Friday

1TAM

Physical Science Lab

1PM
Cara Coleman B8

Other join options

IPM
Find the meeting invitation in the channel of your team or on your Teams calendar. Click to open Double-check your audio and video input, turn on the camera, and unmute your microphone to
the meeting item and select Join. be heard. Select Join now to enter the meeting.
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Learn more about Teams

Participate in a meeting

Share video, voice, or your screen during the online call.

Microsoft Teams 4  Q Search

Send chat messages

Send chat messages, share links, add a file,
and more. Resources you share will be
available after the meeting.

Invite people to join...

Leave the meeting
Turn your video feed on and off. 5 8 [ e The meeting will continue even after you

have left.

Mute and unmute yourself.

Share your screen and sounds Access additional call controls

from your computer. Start a recording of the meeting, change
your device settings, and more.
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Sign in Start a conversation
In Windows, click Start > Microsoft Teams. With the whole team... Click Teams, pick a team and channel, write your message, and click
On Mac, go to the Applications folder and click Microsoft Teams. On mobile, tap the Send.

Teams icon. Then, sign in with your school email and password.
With a person or group... Click New chat, type the name of the person or group in the To

field, write your message, and click Send.

Start a new conversation, use @ to mention someone
BY Microsoft
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Signin

Fmail, phone, or Skype

No account? Create one!

Can't access your account?
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Stay on top of things Share a file

Click Activity on the left. The Feed shows you all your notifications and everything Click Attach under the box where you type messages, select the file location and then the
that's happened lately in the channels you follow. This is also where you'll see file you want. Depending on the location of the file, you'll get options for uploading a copy,
notifications about your assignments. sharing a link, or other ways to share.

® Recent

@ Browse Teams and Channels

Feed

e Megan Bowen 7727 88" @& OneDrive
Added you to the team Contoso HR Ulond f . @t "
ploa rom my computer | 0 mention someone
A @k© @ B 9 -
Work with files
Click Files on the left to see all files shared across all of your teams. Click Files at the top of Search for stuff
a channel to see all files shared in that channel. Click More options ... next to a file to see Type a phrase in the command box at the top of the app and press Enter. Then
what you can do with it. In a channel, you can instantly turn a file into a tab at the top! select the Messages, People, or Files tab. Select an item or click Filter to refine

your search results.

@ Open in SharePoint
’
3 Move research

] 1 ™ copy
. | L Download Messages  People  Files v

@ Delete —
& P =b Rename " Sales Results Qverview.xlsx 2/25

&£ Retail / Shared Documents

Get link

O .

[ Make this a tab ‘. Campaign Sales Data.xlsx 1/25

Mark 8 Pilot Program.pptx Mark 8 Project Team / Shared Documents
CE Annual Report.docx 11/13/18
] Mark 8 Performance chartxlsx ol Fetal ] Shores Do
m X1050 GTM Plan.pptx 10/18/18

Mark 8 Project Team / Shared Documents
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