Introduction to - _)
Microsoft Teams

What you need to know




\What i1s Microsoft Teams?

° Microsoft Teams iIs used to have online lessons which can
iInclude audio, video, and screen sharing.

° Teams allows you to communicate with your teachers.

° In Teams you can access to any files your teacher may
ask you to upload or complete. You can also send your
completed work by  attaching your documents.



How to log-into -Teams -

°© Goto www.office.com

° Log in with your school emall address:
username@wootton.beds.sch.uk  AND the SAME
password you use to log onto the school computers

Welcome to Office

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

Sign up for the free version of Office >


http://www.office.com/
mailto:username@wootton.beds.sch.uk

The Office365 homepage

Outlook (all your school emails here)

One Drive (online storage space for your
work)
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Once logged on, you will see all of the 0
Microsoft icons down the left -hand side. -
This gives you access to the following: P
Word -
Excel -
PowerPoint -

N
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Teams

331 Office 365
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Need a copy of Microsoft Office at home?. .

° If you do not have Microsoft Office at home, or wish to be keen
and install the apps on your phone/tablet then you can
download a copy.

° Cli ck on the o6l nstall Of fi ced button

° You can download this on up to 5 devices _
d providing you sign in with your school email address.
° If you have an IOS device then you will need to download the apps

from the AppStore

° This will stay active until you leave Wootton/Kimberley at the end of
Year 11 or 13.



Starting Teams

Microsoft Teams

Click on the Teams icon

b

You can download the  Teams app e
(this is recommended) Or If not then use the °“‘;’;§2ta§, setizpﬁcsonise;?;,app
Web App Instead.

Get the Windows app

Use the web app instead

If you are in school, the app is on your desktop
7

Microsoft
Teams



o

Activity d if your teacher has set some work, added a post, sent you a
message etc then it will appear here (in chronological order)

Chat 9 here you can chat with other individuals (remember can be
monitored if needed)

Teams 0 this is where you get back to view your class groups

Assignments 0 tasks set by your teachers may appear here

Calendar 6i f you have any Olived | essons
shown on a timeline here

Now, make sure you have clicked on the Teams icon



The Teams home screen

Assignments 10A Computer Science 11B Computer Science 2020-10ABC-Gu Year 10 Drama

This shows the Teams that have been set up for each of your
classes.

The names might appear in two different ways.

Year 10 History

A name your teacher gave the Team.
Or, the way the class is shown on your timetable.

To open up to the class, you simply click on it.



Once in the class this is what you'll see. Each class will open up to “General
Posts.” This is where you'll see new assignments and announcements from
your teacher.

Microsoft Teams Search or type a command

AN General posts  Files

s Your teacher may open
@ e the abillity for you to post
Grapes here.

10A Computer Science

General View assignment Reply TO O SpeCiﬁC fOSk Or

announcement.

3 Pauls, John L. STOrT O new ConverSOTion
Added a new tab at the top of this channel. Here's a link (fhiS IS O greOf WOy TO OSk
DCPs a question.)
Important: always use

academic/appropriate
language for posts.







