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Pupil and family guide to using Microsoft Teams for homework.

Step 1:

> Log into Glow as normal.

> On your ‘'launchpad’ check if you have the ‘Microsoft
Teams' tile. If you do, skip to step 3. If not, follow
Step 2 to add this to your Launchpad.

Step 2: Add tile to Launchpad

Note: Pupil launch pads will look slightly different to the
below example and will have different tiles on them.

> Scroll down the Launchpad and click the blue box which
says 'Add’

> A box will appear on your
screen giving you two
options. Click 'App from
Library'
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> The library will appear. In the top right hand side there is a search box. Type in Microsoft Teams then click ‘GO’

search bar s Thomson -
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> The Microsoft Teams tile will appear. Click on it then click 'Add to my Launch Pad'

soft Office 365

Launch Pad Management Console
Microsoft Teams
@Iick here to add to launch pad

All Apps My Establishment's Apps click here
Search
[~] Microsoft Teams
=
App Type

Add to my Launch Pad

@ Al

O Free App =

= Microsoft Teams
O PaidApp Microsoft Office 365

O Saved Password App

click here in top left corner to return to your launch pad
‘ and Microsoft Teams should now appear as a tile

Management Console

Launch Pad

All Apps My Establishment's Apps



Pupil and family quide to using Microsoft Teams for homework.

Microsoft Teams
tile looks like this

Step 3: Accessing Microsoft Teams

click here to display launch pad

> On your launCh pCld C“Ck fhe MiCFOSOf"' Teams flle ThIS Wl” App Library  Management Console

open Teams for you. ——
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> On the next screen you will be able to see the tfeam your child has been added to. This will be titled with their class
name (e.g. P4/5)

> Your child will now be a member of the Team allocated to their class.
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Step 4: Using Microsoft Teams

Note: Each class Team has a couple of ‘channels’ so that resources are gsgfafscree”

easi/y found. click on your Asa Microsoft Teams
Teamto

enter. The

team here

ugs

> You will now access your Team via Glow. Click the Teams tile on will be S - Yourteams

. . specific to
your Launchpad then click on your Team if prompted to do so ygur class so =Y

(sometimes you will be taken directly into the Team) make sure it
says the
class you §
currently in

Teams

eg. Primary EAC_19/20_FenwickPS_
6, Primary Primary?

3/4 and so

on.

< All teams

> Channels for each Team (class) will appear on the left hand side. -
> Resources will be posted under the corresponding channel.

- The weeks homework will be posted in the 'Homework’ channel LLL
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< All teams m Learning Grids Posts Files Notes @ Team
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B Miss Thomson changed channel name from Learning Grid to Learning Grids.
=\ Miss Thomson 2:49 PM

o
\‘) This weeks learning grid. Remember you will find resources in the channel for each subject.

Step 5: Locating resources

> Homework task lists will be posted in the
'‘Homework' channel. Click on this channel
to view the list.

EAC_19/20_FenwickPS_... **

General

Health and Wellbeing Resources
Learning Grids

Literacy Resouces

Numeracy Resources

Other Resources

Other Resources

click files
Supporting resources for homework will be in their allocated file. @
m Literacy Resouces Posts Files Notes

> Once you have clicked on the channel you wish to view resources for, you
will need to select 'files

a

m Literacy Resouces FPosts Files Notes

» Under 'Files' there will be a folder labelled with that weeks date which + New ~ 7 Uploa 3 3me @ copylink & Download
will contain the required resources. T
- A new folder will be added each week with homework resources.

Name Modified | Modified By ~

N
—_ T Literacy Resources WB 8.6.2020 6 minutes ago Miss Thomson
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Literacy Resouces Posts Files Notes

> Click on the folder relating to the week you are working on and the
resources will appear for you to open.

+ New v T Upload Vv link | Download

Literacy Resouces > Li

Click each resource

0 Name v Modified | v Modified By v
=

|~ Commonly Mispelled Words Grid 10.jpg 8 minutes ago Miss Thomson
=

|~ Spelling Menu Grid 10.jpg 8 minutes ago Miss Thomson

IMPORTANT NOTES
e Once Teamsl is accessed, could eac}? pu!oll post a ‘'reaction’ to m Learig Grids Pess e ok E:::n;v:;;,m::g,g;ir::rtm\heumbs
the teacher’'s most recent post. This will allow each teacher to

up emoji.

—
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ensure Tha‘l‘ ever'y pupll can see It (See Image). & Miss Thomson changed channel name from Learning Grid to Learning Grids. VEO0B & w
) . . \ @ Miss Thomson More options
o Pr'lmar'y 4-7 homework should be uploaded to their e—por‘rfollo . This weeks learning grid. Remember you will find resources in the channel for each subject.

(either by attaching as documents or uploading a photo of
written work)

e Pupils should NOT upload anything to Microsoft Teams - this
will ensure that all pupils can easily locate the files that
teaching staff have uploaded for them.

e Chat is not permitted in Microsoft Teams at the moment as this can not be monitored at all times by teaching staff.



