‘How To’...

Use Teams for Home Learning

L Type here to search

& Microsoft Teams | Group Chat L

Accessing Teams
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Teams can be accessed either through the app (which can
be installed on laptops, tablets and phones) or through a
web browser (see right). Click sign in to access your pupil’s B® Microsoft | Microsoft 365 microsotTeams Festures «  Resources - plans and priing Dol Teams

account whare home eaming can be viwsd, ing th

information below.

@ We use cookies to improve your experience on our websites and for advertising. Privacy Statement

All pupils have been assigned a Teams log on. It will
follow the format initialsurname@dovecotesprimary.co.uk
for example, for Joe Bloggs, it would be
jbloggs@dovecotesprimary.co.uk — passwords should then
be 2111 followed by a unique 4-letter word. This account ——
information can also be found in the back of their reading

. . . Sign i
records. Please note, if reading records are lost, this

should be reported so that credentials can be reset. Take a Teams gulded tour >

Microsoft Teams
More ways to be a team.

Microsoft Teams

"

ss When you log in through a web browser, you will be given a choice to download the app or
s continue on the browser — either is fine and works the same! If you download the app to a
& phone/tablet, you can get notifications every time there is activity in the team. This will not

G eoD 6|

happen in the browser unless you keep it open.
Download the Teams desktop app
and stay better connected.

Microsoft Teams Q. Search

Get the Windows app

Use the web app instead Teams

* Your teams
Navigating around Teams

When you log onto Teams, no matter what
method or device used to access it, you should see
the ‘team’ that you are a part of with your class.
Click on this and it will take you into your area
within your team.

YM

Down the side, you will see the different sections Year 6 - Mrs Gould
to help you navigate around. You should only
really need to use the ‘Teams’ section — chat and
calls is disabled for pupils anyway. The top tab,
‘Activity’ is useful to see anything that has taken

place in the team during your absence.
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Microsoft Teams Q, Search I

Working within/using Teams

< All teams I8 General Posts Files Class Motebook Assignments  Grades
%
NoverDer-2-2o8 In the posts section of the team, this
YM .
a Assignments 11/2 106 Ph is where team members can start
BODMAS w.c. 02.11 and reply to conversations, read
Year 6 - Mrs Gould Due 3 Nov .
what others have said and see any
View assignment
General

new activity, e.g. assignments set, as
© Reply shown here.

To start talking with people in your

B Assignments  11/2 1:06 PM
Problem Solving w.c. 02.11 team, you can do this by clicking

Due 3 Nov

‘New Conversation.’

View assignment

This will allow you to type, add files
or images (paperclip attachment) or
even send emojis (smiley face)!

& Reply

However, you can also reply to people who have [ Teaching video on WORD TYjES.mp4

Year6-MrsGould > General

already started a conversation, as shown here.\
3 replies from you
< Reply

Be sure to keep the talk work related and

e i! Castles Acrostic Poem Template.pdf
Year6-MrsGould > General

The paper clip, highlighted here with a red circle,

is how to upload files (e.g. word documents/
remember the class email address is available for photos). Click it then click ‘upload from my

Hello, everyone! (Z

more personal comments or questions that you computer’ to find where you've saved the file.
do not want everyone else to see. O© 22
Microsoft Teams Q_ Search -

< All teams [l General Posts Files Class Notebook Assignments Grades —+

As well as talking to others and
daoudsoge o« Sharing files in conversations, all

+ New T Upload @ Copy link 4 Downld

YM - .
‘Files’ that have been sent or
General
uploaded in the team can also be
Year 6 - Mrs Gould
B W Rt Ry viewed here. These can be
General Class Materials D Tuckley organised into folders but you will
Remembrance Day ideas October 23 L Gould J:lnd ang attached Work from any
Wark for 0211 and 03.11 November 1 L Gould conversation within the team here.
To download a document, click the
Work for 21.10.20 onwards October 21 L Gould

3 dots and download, save it then

T Q search _ this can be edited and sent back.

< All teams {08 General Posts Files Class Notebook Assignments Grades Work can also be set through
— <— ‘Class Notebook’ where you have
Fle  Home st Draw  View Hep v Openimbower v O Telmewnave  your own individual pages that
Ov Py B I U £v Av. ZviZv s v B %v only you/the teacher can see.
Year 6 - Mrs Gould I
o <—Hreveryenetthisiseur-tlass Notebook” Click the arrow/file icon to access
jol 21 October 2020 12:24
your pages.
If you click the > arrow, it should show your pages then you should be able to click the right one and
start adding Microsoft Teams Q, Search
.2
- < All teams [N General Posts Files Class Noishodjp Assignments Grades -+
i a8
Finally, work can also be set through M O Allcategories
‘Assignments.’ These are like quizzes with
e > Drafts
questions where some may require an answer bl V.. 6 - Mrs Gould « Assigned
or some may be multiple choice. Assignments  Ei Load previous
[ General
will appear in general as well as in the - > EOOMAS we 0211
assignments tab and they will have a due ‘ Due Novernber 3. 2020 11:59 71

date set. When completed, press ‘Submit’ to

= Problem Solving w.c. 02.11
send work. Due November 3, 2020 11:59 PM



