e Please make sure your login and password are working
e Check your calendars! Make sure the correct classes during the
correct periods match up to your regular class schedule (applies
to specific grade levels)
e |If you have questions, please contact the office. Good afternoon, Ella
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Sign in to Teams .,

1. Go to Office.com and sign in with your school
email and password.

2. From your Office.com homepage, click on the
Teams app to open it right in your browser.

3. Select ag# Teams to see which class teams you're
in. If your teacher has already set up the class team
and added you, you'll see one of more (depending
on how many classes you have) class team tiles.

Note: Don't see any class team tiles? Your teacher
may have invited you to join your class team with:

+ Ajoin code (from the Teams page, select Join
or create team and enter the code)

«  Alink (check your email!)

When you see your class tiles, click on one to start
connecting with your teacher and classmates!
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Channels

Every class team has a main discussion area,

the General channel. Under General, your teacher
may create more channels to organize topics,
projects, and more.

+  All channels include a Posts and a Files tab.

+ The Posts tab is where you, your classmates,
and your teacher can all start and reply to
conversations.

+ Look for shared documents in the Files tab.

+ Along with Posts and Files tabs,
the General channel has Assignments, Class
Notebook, and Grades tabs.

< Al teams

5 |

Advanced English 11 A

General

Elements of Poetry Group
Power of Persuasion Group
Readings Unit

World Voices Group

!i!_ General Posts Files Class Notebook  Ass gnments

Assignments Ipdated
Reading Reflection #8

| Dhue Sep 05

View assignment

) Assignment due date has been changed.

B Assignments

& Rephy

Grades

+
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Notifications ,
Microsoft Teams 4
Check the A Activity feed to make sure you
don’t miss a new assignment or an @mention. Feed Vv Y
Activity
e 205 Assignments mentioned 3/18
@  Physical Science
Physical Science > General

& Assignment due date has been changed

&' Cara added you to 3/16
@ Chemistry 301

15
Unknown number
(@ Cara mentioned you 3/14

9 %@ Missed call from Cara

Chat with Cara

Adele Vance Sure. I'll be available starting ...

—h

N

0 88" Cara added you to
© Communications
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Use meetings in Teams to virtually join your teacher
and classmates in online classes, study groups,
presentations, and whenever you need to learn
face-to-face.

Essay peer review

teacher or classmates have added you to, or any
you've created yourself. Click Join when it's time to
meet.

|
1. Select B Calendar to see any meetings your == ‘ - ‘

2. Adjust your audio and video settings, then click
Join now.

A T Ly p—— Rr—

Note: You can also see scheduled meetings in any _
of your class team channels. i o e T byt g g e
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Answer a call

When your teacher or a classmate calls you in
Teams, you'll get a notification where you can
decide how to answer. You can accept with video,
accept with audio, or decline.

Cara Coleman

is calling you
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How to use the toolbar during the meeting

Microsoft Teams

Leave the meeting. The meeting

Turn your video on and off. . . "
will continue even after you've left.

Mute and unmute your microphone. ! See who's in the meeting.

Share your screen or a document. Participate in the meeting chat.



