Teams - How to Login

On any Web BS Microsoft | Office Products © Resources v Templates  Support My account
browser, e.g. |
Google Chrome,

Internet :
Explorer, Safari Welcome to Office

Your place to create, communicate, collaborate and get great work done.
etc, go to
www office com -

o Hello, Welcome back.
Click sign in and sign in with your full school
email address.

You will then be directed to the login page
for the Trust - this is the start of your email
address and the password you normally use to
access your laptop.

Sign in

fs.tetrust.org

Type your user name and password.

vsername: [ ]
Pt [ ]

Sign In
Click on the Teams icon
Apps Install Office
X o @& &3 S @ D = &
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint dkes Sway Forms

MNotebook

A

Staft
People Notebook Calendar

Explore all your apps —>

You should now see all the Teams (Classes) that your teachers have already set up
for you.
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This screen shows all of your classes you are
registered to.

If you click on one of these it will bring you to a  |[NENEGEGEGZA
. page dedicated to just that group. Y © | & onorasesen

e » '] e,

( &P (2

(/=) i 858 WM
7 4 2!

You can navigate WSC-2019-10C/Dt1 WSC-2019-10D/Dt1 WSC-2019-09A/Tf1 WSC-2019-09D/Tf1 WSC-2019-09X3/Ma

directly to sections of
teams using the tabs
here

7 e B

WSC-2019-10X3/Ma WSC-2019-10Y3/Ma Year 10 DT 2020-21 Year 11 NEA 2020-21 10RAW

9.
ﬁ ¢ b
1 =y

Maths Dept WSC-2019-10B/Py1 WSC-2019-09Y3/Ma WSC-2019-09C/Hy1 WSC-2019-098/Hy1

Wspz pebs M2C-5013-10B\bAJ M2C-5013-09A3\N9 M2C-5012-03C\HM M2C-5013-03B\HM |

If you see something missing you need to tell
your form tutor immediately.

Teams - Uploading an assighment

Your teacher can set an assighment for you to complete. You can access this is
two different ways. You can click the assignments button in the left-hand 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

-?r il General Posis Files Class Notebook Assignments | Grades
. @
ugr )
Team: Upcoming
‘ e ’ Assigned (1)
Example Class -
Example Tasks
General (1] Due tomorrow at 23:59

Completed

Click on the assignment to access the task.
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To add your work, click on ‘Add work’, circled in red below. You can add a
document that you have already been working on, or create a new one. Your
teacher will have given you instructions on how to submit your work.

G- General FPosts Files Class Notebook Assignments Grades

< Back

Points

Example Tasks No points

Due tomorrow at 23:59

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

work
~+ Add work

Name
@ Llink

Attachments
Use thi buXton
& T h 5\'6,—{ G, Notebooks

W ;‘\l h (Dn-e\lh’ a Computers.pptx

Q. Design.pptx

-
i ass\r)mu\k.
o Edex_Comp_Sci_GCSE_7210 (1).pptx

a. Network protocols.pptx

\)\‘.ﬂ- {}‘lS \3“.““\ “0 W\Oﬂd (1 8 <F“L :‘ j-'?sématxon %p“
et ‘6“ howe sowed o (aﬂur i p :
3/ w“\Q \Am pyton.py

@ Uplcad from thes device
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m General

Make sure that you have

_ o your work attached.
Example Tasks S 2 CIICL 'H’LQ gl]tctk theYhan(E in )
. utton. Your teacher
hand. ia Bd‘l‘m can now look at your
$o submik Your work and give you
o ,Y Wocle 4o aow- feedback if required.
. Meke sure aour work
(5 attachen
General Posts Files Class Notebook Assignments Grades P

This piece of work has been
looked at by this student’s ¢ o [ fetorevon v 1230
teacher and been given

some feed back Circled in !Etxaﬂr:;:le anlsgI:s @se see the highlighted parts that need @
: No points

red . You Ca n CliCk On the ‘D‘.‘:.:r(\iji:the character of Eve Smith in An Inspector Calls. Three

paragraphs

file to open it and act on
the feedback given to you 8 EumSmithdoc
by your teacher, before -
handing it in again.

If you have any questions about your work, you can pose a question to the Team in
the ‘Posts’ section.

Teams - Joining a Virtual Classroom - Student

If a year group is sent home, teachers may use some live lessons. Instructions for
joining are below.

< All teams “ General Posts Files Class Notebook Assignments  Grades
If your teacher has started a
& o virtual classroom, you will see a
o8- o/Ma3 L e e blue notification in your Team.
Your teacher will have told you
what time your lesson starts,
o= and you can join at any time by

clicking the join button circled
in red.

@ Meeting started

Only Owners can send messages to this channel.
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Choose your audio and video settings for The red circle is the camera
function. Make sure that it is off.
Your teacher may have told you to
keep your microphone on or off - in
this meeting, the teacher has asked
all students to keep their
microphone off unless they are
asking a question. You can ask a
question of your teacher using the
chat function. All questions are
kept in the Team after the lesson is
over.

Join now

Summary of all control features

Time Elapsed Share Meeting Chat Hang up

i S N

00:20 /m /\z @ eee a

bt

Camera Mute/ More Actions Participants
unmute

Using the Calendar on Teams

When you use Microsoft Teams your calendar in Office 365 is linked to Microsoft Team. This means
all meeting invitations are also shown in the Team calendar view.
L

Good evening I

[ ows  ERTHNNNS—— |
When you select Calendar, you =
will see your full calendar details e
and all meeting schedule. s B P

You can select on the meeting to find
more details of the meeting. You can
then select ‘Join Teams meeting
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