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Microsoft Teams

We will use Microsoft Teams to contact children
each day. We will have virtual meetings, set
work and feedback on work using this platform.

To login your child uses their school email ad-
dress and password which can be found in the
letter sent out to you or stuck into your child’s
reading journal.

Logging in:
1. https://www.microsoft.com/en-gb/microsoft-
365/microsoft-teams/education

2. Click on the ‘Sign in’ button.

IT pros, get Office 365 A1 free for your entire school
Including a full version of Micrasoft Teams.!




3. Now type in your school email address and password (from
the letter or the sticker stuck in their reading journal). Type the
email address exactly as it is shown.

Type email address here and then your password when
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4. There is now a choice to either download the programme or
to use it online.

rosoft Te: - 6 X
< c o t thread " o % @
LE ] ] tenager [§ »

Microsoft Teams

-
o e
?
()

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead
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5. This is what Teams looks like. This is your Class
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place.
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home learn-
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which have
been set by

your class
teacher.
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6. Work has been assigned in the Class Notebook
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Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:

1. 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

2. Content Library — A read-only space where teachers can share handouts with students.

3. Collaboration Space — A space where everyone in your class can share, organize, and collaborate.
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/. There Literacy and Maths lessons assigned
by day and a folder with other lessons that have

been assigned for the week.
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8. It is possible to write on the work using the
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9. To attend meetings you will be able to see the
meetings in your calendar this is what it looks
like. You will see the meeting in the calendar
that you can join. Click on the meeting to join.
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10. When you have clicked on a meeting this
window will open. Make sure your camera is on
but your microphone is off when you join the
meeting. Then click ‘Join Now’




11. When in a meeting, moving the mouse over
the back screen activates a toolbar which looks

like this.

End conversation

Video on/off Microphone on/off

12. All students have access to Microsoft Office
programmes. If using the Teams App
programmes can be accessed by clicking on

Files.
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Drag files here

Clicking on New will drop
down the list of programmes.




13. If using the Web version of Teams, Microsoft
Office the programmes can be accessed by
clicking on the 9 dots in the left hand corner.
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14. All Microsoft Office Programmes can be
accessed by a Google search for O365. You
can login using your school email address and
password and use these apps.

If you have a tablet or a phone you can
download the Microsoft apps again using your
school email address and password .

Word
Teams
Powerpoint
Excel




