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$ Microsoft Teams

For Students and Parents: Join Teams

OFFICE 365 DESKTOP

(viewed in your Internet Browser)

1. Sign in to your Class Team on any
device at office.com using your
schools ID and password.

First initial last name last 4 digits of
PUPIL # @langleyschools.ca

B% Microsoft

Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options

Obice 365

2. From your office.com
homepage, click on the
Teams icon.

Good afternoon, Fatima

Racest

4. Your teacher will send you a code to

3. In the upper right
ppernS join the Class Team. Enter the code here.

corner, click on the Join or

create team butto
[ | -2
==

* W

Join a team @th a code

® = &8 Join or create team
580 5 Averil - Grade 2

Enter code

»de to join a team? Enter it above

10of7 2022


https://docs.microsoft.com/en-ca/learn/educator-center/?source=mec

<>

. -
Langley $ Microsoft Teams

For Students and Parents: Join Teams

MICROSOFT TEAMS DESKTOP

Mecrosoft Teams Your child may have more than one
Team. Each Team will all appear as
squares on the Teams list.

Algebra LANguage Arts World Mistory Intro to [colegy

Available Teams will display with
an icon and Teams name. Click
on the name to open a Team

Team Tiles: Each
square = a Class
Team

On the left menu bar,
click Teams to access the
Teams list.
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For Students and Parents: Communicating in Teams

CHANNEL MENU BAR

(Located above the canvas inside a Team)

Every class has a main discussion area, the General channel. Your teacher will create
more channels to organize projects, topics, and more.

| Collaboration and
1 .

. notetaking space

1 (teacher uses

I depending on class
'\ need) ;

L

. ST
View and turnin
assignments
((teacher uses

need) !
N e e o o - 7
oo T \
1 Getyour Grades
! (teacher uses
' dependi
. ependingon
1 class need) !
\ |

- e - - - - - - -

@ General Posts Files Meeting Schedule —+
o \ _————a —_——R____
|l Start and reply to all i Shared ‘I II Class calendar \I
1 conversations. : : documents and 1 1 (teacher !
:Everyone in the Team, 1 filesfor projects I 1 enables based !
\____Ssees 1 N - ! '\ on class need) ,

o0 "
: :

Q, Search
All teams I General Posts Files Meeting Schedule -t I
—

SBO - Bernier - Demo Class

Welcome to SBO - Bernier - Demo Class

Choose where you want to start

oLf |

Set up Class Notebook

==t

Channels

General

Upload Class Materials

Assignments 0105 11

Journal Entry #1

Due Jan 6

View assignment

Channels List
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For Students and Parents: Navigating in Teams

TEAMS MENU BAR

(Located on the left side of the Teams desktop)

_____________________

(

! Click the ACTIVITY icon to see 1
1 your FEED \
1 1

The ACTIVITY Feed will show you your:
1. @mentions in Chat
2. Team Notifications

3. Assignment status (if applicable)

- - ——

Click to switch between
channel and CHAT with
specific people. ! NOTE:
Chats cannot be deleted and
are archived. Remember this is
your classroom, speak
. respectfully to others! !

~

Activity

bt

- ———— === —

——— e

s
| Click to see all your TEAMS 1

———

'
1 View ASSIGNMENTS (not all
| classes will use this function),

iew your CALENDAR for
ue dates and class events |

Q<

———

' View your recent
i and OneDrive FILES

4

Feed Vv

¢33 Assignments mentioned
Physical Science

Physical Science > General

@ Assignment due date has been changed

Chemistry 301

%@ Missed call from Cara

o)
1‘;’l Unkn

(@ Cara mentioned you

own number

Chat with Cara

Adele Vance Sure. I'll be available starting

40of7
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For Students and Parents: Creating and Sharing Files in Teams

WORKING WITH FILES

To share a File in a
Channel POST or CHAT

To Attach a File:

1. Click ¢.

2. Choose the File you'd
like to share.

3. Include a message if
you want, then click &

@ Fatima Zapata 11

*~  Thinking of doing a virtual homework group
| know Douglas Cothran is trying to get a study group going
week so we can be there for each other and offer help. It mig

Collapse all

478 Marsha Davenport

P
© Recent
ﬁ Browse Teams and Channels
@& OneDrive

eam

Upload from my computer

Find or create Files

See all files that you, your
teacher, and your

classmates have shared in
the channel. Your teacher
my add read-only material

to supplement assignments.

-

In Files, you can create new
1

[
1
1
1
1
1
| .
N\

+ New

~——— -

by clicking

o

T Upload v &3 Sync @ Copylink & Download { Add cloud storage

Name Medified | Medified By

Class Materials 4 System Administrat..

Stickers_SillySupplies_Crayon.png October 25, 2019 Cara Coleman

Q Introduction to Algebra (1).pptx October 25, 2019 Cara Coleman

o Evaluate the expressions - Friday.docx October 25, 2019 Cara Coleman
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For Students and Parents: Assignments in Class Teams

HAND IN COMPLETED ASSIGNMENTS

1. Select the Assignments tab. \

Search
®
‘ SBO - Bfnier - Demo Class

8 Welcome to SBO - Bernier - Demo Class
’ . Choose where you want to start
(] "
R gh
\‘ T '
& Channels A i 1 1
‘ aP /

General

M Upload Class Materials Set up Class Notebook

a Assignments 01-05 11:33 am @
Shakespeare Sonnet Annotation & romewor
View assignment

8] é:

—

\
2. Select View Assignment to view details. J

4. Click Turn in. ]

Shakespeare Sonnet Annotation

Read Sonnet 116 and annotate it, using the PowerPoint for guidance.

[ 3. Attach any required documents. ]

How to Read a Sonnet.pptx

Points

100 points possible
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For Students and Parents: Assignments in Class Teams
JOIN A CALENDAR MEETING
0 coenir e
' 19 20 21 22 23 2 25

Calendar

[ 1. Click Calendar. ]

. x | (3. Click Allow |
teams.microsoft.com wants to

&, Use your microphone

4. Make adjustments to audio before
® Use your camera joining. The teacher may have muted your
o mic and turned off video before you enter

Block Q\Ilow\ the room.
A

L—‘” Computer audio

sb AirPods

® —

Room audio

Don't use audio

[ 5. Tap Join Now to enter the meeting. ]
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