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Microsoft Teams — Guidance for Students
This guide will outline:

How to log into Teams using a browser (Chrome is recommended)
How to download Teams to your device (PC/ Mac)

How to download Teams to your mobile device (iPhone/ iPad/ tablet)
How to view a Team (your classes)

How to interact with a Team
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Section 1 — How to log into Teams using a browser (Chrome is recommended)

Using a web browser (Chrome is recommended, and free to download) go to
www.office.com

BE Microsoft | Office Products « Resources v Templates  Support My account All Microsoft

Welcome to Office

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

GetOffice

Click on ‘Sign in’. Enter your school email address and click ‘Next’.

You will then be presented with the Trust log-in page. Enter your school email password and
click ‘Sign in’. Email addresses are year of entry, followed by the initial of your first name
and then your surname , followed by @sybilandrewsacademy.co.uk

For example: 21FirstnamelnitialSurname@sybilandrewsacademy.co.uk

If you need to reset your password, please contact reception.

SWAT Central Services

Sign in with your organizational account

‘ 21Chandley@sybilandr co.uk '
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You should be presented with the Office365 Apps screen.

AppS Install Office
& o @ @E $ ®W D @ NG & @
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Gt Sway Forms
Notebook
People Sl Calendar

Notebook

Explore all your apps >

Click on ‘Teams’. It should launch Teams within your browser. You can then use Teams
within your browser.

However, we would recommend downloading Teams to your Device. It works on PC and
Mac as well as mobile devices (section 2 will now explain how to download Teams, if
needed).

Section 2 — How to download Teams to your device (PC/ Mac)

To download Teams to your PC or Mac, go to this link and click on ‘Download for Desktop’.

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

=. Microsoft | Microsoft 365 Microsoft Teams ~ Plans and pricing ~ Features v Resources v Download Teams All Microsoft QO (R)

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Teams. ,ﬂs Ellis Family 009 A
Download for desktop Q jood. Thanks!

| o4, ca

| Download for mobile

¢\ ElliotEllis e
'@ Do you have that tracking number.

Tobias Wolfe Vestr
onight
o

taror
a Vanessa Ellis

Follow the download instructions. These will vary, depending on your decide/ browser/
access settings. If your device is restricted by an administrator (Parent/ Carer), you may
need them to authorise the download.

Follow the instructions to sign in. This will include entering your school username and
password to sign in. You may be directed to the Trust sign in page, as above.

Teams should now be logged in on your device.
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Section 3 — How to download Teams to your mobile device (iPhone/ iPad/ tablet)

Go to the App Store for your device. For example, for an iPhone, the App Store icon and tap
on it.

In the search bar, type in ‘Microsoft Teams’. Select the App with the logo, below, and check
that the publisher is Microsoft Corporation.

Microsoft Teams
Hub for teamwork
’ Microsoft Corporation

#1in Business
4.6, 200.6K Ratings

Free

Download/ install the App to your device. It may require a password to download this App
from the account, which is associated with the device. It may prompt for a password/
TouchID/ FacelD.

Follow the instructions to sign in. This will include entering your school username and
password to sign in. You may be directed to the Trust sign in page, as above.

Teams should now be logged in on your device.

You need to allow some App settings. Please ‘Allow’ Notifications and ‘Allow’ Microphone
access. Please note, unless otherwise stated, we will not require your camera or
microphone to be ‘on’ when you are on Teams meetings.

“Teams" Would Like to Send “Teams" Would Like to
You Notifications Access the Microphone
Notifications may include alerts, Microsoft Teams needs to use your
sounds and icon badges. These can be microphone so others can hear you on
configured in Settings. acall.

o AHO\N ki,

Next Next

Please note that these instructions may differ, slightly, depending on your devices/
operating systems, etc. If you require further help, please contact a member of staff.
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Section 4 — How to view a Team (your classes)

1. Open Teams from your device.
@i

These instructions will be related to the downloaded, PC version of Teams. Functionality for
Mac/ in-browser and on mobile devices will differ, slightly.

When you launch Teams, you will be greeted with a screen which is similar to this.

i @ (W)
Pineview School Science @

Health Research Pineview School Staff
Teachers

RPE Year 9

The Teams that you have been added to will appear under the ‘Teams’ tab. To open a Team,
click on it and it will launch within Teams. It will look like this.

2. Find the class for the Subject/ lesson you now have (for example, if you are in 8A and
have an RPE lesson now, you will click on: SAA-2021-8A-RE)

SAA-2021-8A-Re1

This will open your class Team.

! https://edudownloads.azureedge.net/msdownloads/MicrosoftTeamsforEducation_QuickGuide_EN-US.pdf
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Your Teams page will look similar to this.

. General Posts Files + 0 Meet v (D -
SR

SAA-2021-8A-Rel

Class Notebook
Assignments

Grades

Welcome to SAA-2021-8A-Rel
Insights

Choose where you want to start

5L\df\ ==

Upload Class Materials

Channels

General

Set up Class Notebook

4 New conversation

3. When the live lesson begins, click on Join.

o TEST Meeting (Please do not join)

_<ung (Please do not join) started

& Reply

Please note that the member of staff will have their camera on and their microphone.

When you join the meeting, please make sure you turn off your camera and turn off your
microphone.
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Choose your video and audio options

EJ) Computer audio

Internal Mic and Speakers
(N
Your camera is turned off & O ) X))

Room audio

Don't use audio

Join now

You can interact with the chat by clicking on the speech bubble icon. It will open a chat
window, to the right-hand side.

Search or type a command Unity Schools Partners... v @ - (m] X

Meeting chat X

12:27 PM
Scheduled a meeting

a Year 9 RPEQ and ...

Thursday, June 25, 20...

Your microphone is muted.

Waiting for others to join...

A2 OB » Q - B
If you want to raise a hand, click on the hand. It will alert everyone in the meeting.

If you want to end the call, click on the far right-hand side button.
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Section 5 — How to interact with a Team

Please take a moment to understand the functions of the main Teams page. 2

Start a new chat
Launch a private one-on-one or small group
conversation.

Navigate Microsoft Teams

Use these buttons to switch between Activity
Feed, Chat, your Teams, Assignments,
Calendar, and Files

Teams

Your teams

View and organize teams
Click to see your teams. Drag team tiles
around to reorder them.

Physical Science

Find personal apps
Click to find and manage your personal apps.

H

Algebra

Add apps
Launch Apps to browse or search apps you
can add to Teams.

Use the command box
Search for specific items or people, take
quick actions, and launch apps.

|

Microsoft Teams g

Search or type a command [

K o

Health Research Pineview School Staff

RPE Year 9

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

)
m

o] 28" Join or create team @—F——

Pineview School Science
Teachers
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Join or create a team
Find the team you're looking for, join with a
code, or make one of your own.

Manage your team
Add or remove members, create a new
channel, or get a link to the team.

View your team
Click to open your class or staff team.

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 of staff and
educators collaborating on a topic, or even a
group for a student club or other
extracurriculars.

2 https://edudownloads.azureedge.net/msdownloads/MicrosoftTeamsforEducation_QuickGuide_EN-US.pdf
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