A Student Guide to Using Microsoft
Teams

Section 1

How to use Teams on a Desktop or a Laptop

How to log on

How to find youmwork set byyourteacher

How to upload an assignment

How to access and respond to feedback given to you by your teacher
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Section 2

How to use Teams on a tablet or mobile phone

How to log on

How to find youmwork set byyourteacher

How to upload an assignment

How to upload a picture of work you have completed as an assignment
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Section 3

1 Usernames and passwords foffice 365



SECTIONAUSING TEAMSHow to Loginand where to find work

Pupils Giide to Accessind earning Work ding Teams
To access all work set by your teachers you need to follow these instructions

Go online and bring up LGGS website man page and sele@Uil@K LINKS the top right hand side

I THESTAPF '
ALWAYS g

MAKE SURE YOU ARE HAPPY

Youwill then selectOFFICE 365 (email)

You should then use the following details to log in
Emailc Yourdetails@lggs.lancs.sch.uk
Password , 2 dzNJ LJ 44 6 2 NR

B

Once you are in it will sagood morning /good afternoonand you will see th©ffice 365 apps

Office 365 -

You need to select thEEAMS app

Apps

G outiook @ Onelrive
Word B ece
@ rowerroint [ onenote
B stoercint [ Teams
Sway

All apps =

Download the Teams desktop app
and stay better connected.
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Open this Teams App and you will see a similar image to what is below, depgniihgih RS @A OS

Si KSS oW ! LQiplior ty’ gpén MMici@sDft Teams

e 2dz


mailto:Yourdetails@lggs.lancs.sch.uk

Microsoft Teams

Teams @3 &' Join or create team

poyf e
M A

LGGS Black History Month
Competition

Ed g Q|

Physics Full Year 10 2019-
2020

Year 10 Maths LGGS- Demo Class LGGS-10B Biology

10SW-Cp LGGS-10A Biology 2020

Select the team name for the class and subject you want to look at
This will display all the information for your work. Example below is é@nao clasdor this pupil.
The work will be posted in the Channel where ytaacher.

Here it is in the General Channel.

Once you have selected the channel, the conversation pane
will show on the righthand side, this is where your work will be
displayed.

Microsoft Teams

les  Class Noteback  Assignments ~ Grades

on 15.10.2020 aggression
on Moodie hitpsy/moodielggs ancs schak/course/viewphpid=19
it booklet on sggression in sport ater you watched the 6 short videa clps

eeeee

Physical Education 15.10.2020 12PE2

Violence in Sport
ttps://moodledggslancs.schuk/course/view:phplid=1922
Please work throughout the Moodle powerpoint called Violence in Sport and answer the questions in your book

g tensn @ @

PE Yr11 BY2
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the side of the message. \

Lee Small 5:00 PM 1 @

B\
Programming Task - Light Bot 9 M

LightBot
Program the “Lightbot” to light up all of the blue squares by using different Algorithms

"Lightbot" is an educational game that introduces several principles of programming. You will practice concepts like sequence, conditions, and
loops without typing or coding. Use your problem solving skills to complete the puzzles.

Remember the 4 cornerstones of problem solving
o Algorithms
® Pattern Recognition
* Decomposition
* Abstraction
As you complete the game log your progresson ©= ° ~ vided.

See les:

m} Lightbot.docx

¢« Reply

If you have any questions you can post the question in their class Team, by selecting the respond button.
The teacher Wi respond as soon as they are able to.

Lee Small 5:00 PM 1 @
LS
=

¥
Programming Task - Light Bot O! \‘

LightBot
Program the "Lightbot" to light up all of the blue squares by using different Algorithms

“Lightbot" is an educational game that introduces several principles of programming. You will practice concepts like sequence, conditions, and
loops without typing or coding. Use your problem solving skills to complete the puzzles.

See more

@ Lightbot.docx

Press the replay button and then type your question here!

’%@@gO@ﬂH%WbWUE/E

Please remember to select the send button to post your question.




Teamsc Uploading anAssignment

Your teacher can set assignment for you to complete. You will see a new notification every
time your teacher sets a new assignment for you, which is circled in blue. By click on this
notification, you will be brought to the assignments page. You can ht$ctloe

assignments button in the leftand 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 Search for or type a command

1
1 %ﬂ ' < All teams General Posts Files Class Notebookl Assignments |Grades
e .
Teams Upcoming
1 Assignments ' Assigned (1)
Example Class .
Example Tasks
General (1] Due tomorrow at 23:59
Completed

Click on the assignment to access the task.

To add some work, we first need to create a new document, then complete our work in it.

General Posts Files Class Notebook Assignments Grades 4 O

Points

Example Tasks No points

Due tomorrow at 23:58

Instructions

Describe the character of Eve Smith in An Inspector Calls. Three




Using a new file

OneDrive

~ E' Name

@ Template.docx

@ Upload from this device

Attachments
Notebooks
28 Teams
E—| Co 5,pptx
E—| Design.pptx
E—| Edex_Comp_Sci_GCSE_7210 (1).p
E—| Network protocols.pptx
E—-| Presentation.pptx

Cancel

" | Click on new file and
decide what format you
will be submitting your
work, Word,PowerPoint

or Excel
@& OneDrive
s—— - Choose a file type
@ Link @ Word document
8 Teams B PowerPoint presentation

@ Excel spreadshest

Choose a different type

Ewve Srnith character

5] Uplzad from this device

/

ClVE. Hu assigament @ name

ol thon click abinch

You have now created your document that you

can start writing your work into. To start your

work, click on the document name.

Mo puarls

Eve Smith Character Profile e

%'riw o characin: peolie sbout i+n cherscte: of Fss Sreid i A
e F [ 1 r n

repes oy Lalls

B [en S chevarieedoems

Clck here wd
will oper m.i:mi:{:'r Mnri




fﬁapa lauu.r wl:rrlf-l-ﬂ Ilﬁr-b
and wha auu. are ﬁt'amr clhick close,

|t saves mu’rvmaﬂm!‘[j one
(ljuu. click close

E General Fosts Fies | e a—
¢ o e |
I ~7 Make sure that you
vlanfleg 2. Click the have your work
- hand tn button attached and that it is
- not blank. Click the
p— b0 Subnik UM hand in button. Your
 Addwo ,Y wock g\ dow‘ teacher can now look at
. Yeachaur your work and give you
l- Make sure L(j"“" wes feedback if required.
(5 attachen
< Back I__E]‘ﬁ Handed in an Fri 20 Mar 2020 at 03:28
Eve Smith Character Profile L";“;ints

Due today at 23:59

Instructions
Write a character profile about the character of Eve Smith in An
Inspector Calls

My work

E Eve Smith characterdocx e
If you have successfully handed /
in your work, you will seean

animation that confirms you have
handed your work in.




Teamsc Getting feedback and responding to feedback

You will get a notification in your activity Teams v
feed when a teacher has set you a
new assignment or sent you feedback Vour teame
on your work.
m £GS - 11/PgT

Click on the Activity button and it
brings you to your feed. Any message
in bold you have not read

Assignments General

EGS - 11/Cs1

Feed -~ T

This is a notification to say that there is
a new assignment in the Example Class
that you needto complete

s 205 Assignments mentioned 03:36
Example Team

Example Team > General
sdfsdf | Due Mar 21

5=y}

t05 Assignments
mentioned Example Team

Example Team » General
Eve Smith Character Profile | Due Mar 20

B 205 Assignments mentioned 19/03
Example Team

Example Te
Centages revision | Due Mar 20

This is a message to say that work has
AAAT OAOOOT AA ET
Teamz to see thefeedback, click on
the notification

3 5 EGS - 11/Ma1l 19/03

Assignment returned | Percentages revision

E General Posts Files Class Notebook Assignments Grades U

This piece of work has been

f221SR 0 o0é 0 o ORI ...

teacher and been given some

. . Feedback
feed back CIrCIed In red . You Can EL):a:\T!:ieaTiil;S @k please see the highlighted parts that |1eed@l

click on the file to open it and .
act on the feedback given to

Pwork

you by your teacher, before o oo
handing it in again. .




FECTION 2 USING TEAMS ON A TABLET OR PHONE

Teamsc Downloading the Teams App

w3 4G 17:32 v 78% @)

The Microsoft Teams app is available for free on the App] < teams © Cancel
Store (iPad and iPhone) or Google Play store (Android _

tablets and phones). Search for Teams and look for the ,'?f"f‘,’f‘f‘?ims o
purple Teams icon circled in red and download. Once it ig B

downloaded, open the app and lag

< App Store = 14:05 @ @ 28%0 ) < App Store < 14:06 @ @27%0 )

Microsoft Teams Microsoft Teams

B8 Microsoft

s.gager@lggs.lancs.sch.uk
Welcome to Microsoft Team... Welcome to Microsoft Team... Enter password

Enter email, phone, or Skype — mee——— s.gager@lggs.lancs.sch.uk Password

Forgotten my password

‘ Join a meeting ’ Sign in with another account

=. Sign up for free ‘ ‘ =. Sign up for free ’ S|gn in

Sign in with your school email address. Example: Hannah Baker is in year 7, so her email
addresss 20hbaker@ggs.lancs.sch.uk

You will then be directed to the login page gmhoot this is like if you are logging into a
computer in school, so your username is your computer log in you would normally use at
school and the password is the one you set at school.

; Turn on notifications for Teams so that you
e - get an instant notificabn when your
il 2 teacher has set you a new piece of work,
o oo ot i et o posted an important message or sent you

C:) e some feedback on work you submitted. If

you are joining a virtual classrooyou need
to click allow, but during the virtual
classroom, you willédturning the
microphone off.

Next

Next


mailto:20hbaker@lggs.lancs.sch.uk

Teamsc Uploading an Assignment

If you are uploading a document, follow the guide that is in section 1 as uploading a
document from a phone or tablet is the same process. Howéfngou have piece of
written work that you need to upload, you can use your tablet or phone to take a picture of

your work.You can find the assignment you have been set in two platesactivity feed and
assignmentg picture 1.

1 foed S 2 A epnranin 3 I.
.8 7 Adagrmerts mntonad £08 E ‘ Percentages revision
Hisenl
e = i
I cwupulareaerd :- _—
8 - ;
Tap on the
= s romied 1o assignment
to open it
= y Press on add work
to add a picture
a : ] i f

4 Press on 5 | ( ) 6
i ~ upload from
@ OneDri . .
this device

+ newsi  aNd then take
photo or video

@ Link

833 Teams >

Upload from this device

-

:Take Photo or Video > (O] Take the phOtO and a'>']/||?rl](aet|f)l;’l]rteh>;?zosr?f|err:]se
oo by = _attach it, making sure it you have handed your
— is attached to your work

Browse

and press hand in work in

Cancel




