How to use Microsoft Teams

Getting startedé

You can get the Teams app on a tablet or smartphone.

Go to the app store and download the

Teams app

Then open the app and enter your a

GLOW email address which will end

@glow.sch.uk.
Enter your work, school or
Microsoft account.

You will then be taken to the Glow log
in page where you enter your Glow

passworddc | i ck O6sign |

If you have forgotten your password please  contact the
school.



You can also access Teams via Glow.

Glow - Sign In (rmunify.com)

1. Enter your username.

Sign in Something like:

P — gwl4surnameforename@glow
S R Please ask your teacher to
reset your password if you

() Remember me sesds oo cannot remember it.

2. Click on the TEAMS tile on

your launch pad
31 f you dondt have Tealns ci&ntieralwro | au
OApp f r odfseéimage)ar y

Add

Personal Tile

App from Library

4. Type Teams into the search bar . Selectthe Teams App and
press Add (see image).
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https://sts.platform.rmunify.com/Account/SignIn/glow

You can also get Teams on your Xbox or PlayStation!

Xbox
1. Turn on Xbox and launch Edge.
2. Enter the URL https://glow.rmunify.com
3. Enter your username @glow.sch.uk
4. Enter your password.
5. Clink this link for a tutorial

https://youtu.be/rWTwAfLKbkU

*If your console does not have Edge browser, it can be
downloaded in your store.

PlayStation

1. Turnon PS4 and launch Internet Browser (select
library, then applications).

Enter the URL https://glow.rmunify.com

Enter your username @glow.sch.uk

Enter your password.
Click this link for a useful tutorial.
https://youtu.be/mHTHaXhccDE
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PlayStation



https://glow.rmunify.com/
https://youtu.be/rWTwAfLKbkU
https://glow.rmunify.com/
https://youtu.be/mHTHaXhccDE

Communicating in Teams o Where will you find your
learning?

Conversations in channels

EAC_20/21_Onthankps_P7M ~ Within each of your class teams, you will
Genera /see channels. You should find a channel
Class Chats

with your daily plan of work here.
Helpful Websites

Pictures from HOME LEARNING
Pupil Shout Quts
Transition Tasks and Events

4 hidden channels

Teams conversations are kind of like social media i you make posts,

reply to other posts, and @mention pec
attention. Whatods different i1s that vyc
easily discuss projects and ideas while reaching everyone in your

class.

How to start a conversation in a channel.

|ICk
Start a new conversation. Type @ to mention someone.
F.‘v ¢ © E-B & = 8 e =
Format \ Attach a Emoji
text document
Example co nversation
' Fatima Zapata
% Hey Christie Cline and Ennco Cattaneo, let's meet up this weekend to get ready our presentation next week!

¢ Christie Cline  4/16 3:16 PM
© Cool, either day w '\.orks but Sunday might be better.

@ Enrico Cattaneo
Will the school be open? Or do you want to come to my house?

Fatima Zapata
s Sure. your house works for me, How about Sunday. but not too earty! (==

Enrico Cattaneo
| already got started and wrote up an outline. Here it is:

m Shakespeare Presentation Outline.doox

Christie Cline 4163
f Let's say noon. I'll bring snacks!
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General

Class Chats

Helpful Websites

Pictures from HOME LEARNING .

Pupil Shout Quts FI I eS tab
Transition Tasks and Events

4 hidden channels

Every time a file is shared ina conversation, it automatically gets

@T

added to the Files tab of that channel. So, even if a channel piles up
with different conversations, youodll

again. Everyone in your class can see, open, and edit these files, so
| t O seatavay ¢p work togetherin ~ Word, PowerPoint, or Excel.

Remember!

Please remember that teams must be treated as an online class
jotter. You should not post or comment anything that you
woul dnoét write in your school

j

otters.



OneNote Class Notebook

Depending on how your teacher runs their class team, you may be
given access to a OneNote Class Notebook. You will need to download
the OneNote App for this.

Head to the General channel and check it out.
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EAC _20/21_Onthankps_P7M

General
Class Chats
Helpful Websites

_ You will find your class
Pictures from HOME LEARNING
Pupil Shout Quts note b00k hel’e

Transition Tasks and Events

ou

4 hidden channels

Your OneNote Class Notebook will have different sections:

A Content Library: Like a textbook with pages you can read for
class.

A Collaboration Space: Pages that you can work on with other
students.

A Your own workspace: This workspace is private to you (it will
be called your name) and your teacher, and includes sections
like Homework or Class Notes. Use this space to add pages,
notes, and thoughts, or work on assignments that your teacher
distributes directly to you.



This is what Notebook looks like when you open it.

M

Welcome to Class Notebook

yel

Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Click to open navigation
and to find your

digital work space.

OneNote CIl ass
pages. Each one can go as long or as wide as you need, and you can
draw or write on the m with a touch screen device, add multimedia,

and move things around just by selecting and dragging

Each notebook is organized into three parts:

Not ebook
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Each day yoshould
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WNotebook It
isan online
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click\Add pagetior
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Welcome to Class Notebook

pages
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1. Student Notebooks — A private space shared between the teacher and each individual student. Teachers can
access every student notebook, while students can only see their own.

2. Content Library — A read-only space where teachers can share handouts with students.

3. Collaboration Space — A space where everyone in your class can share, organize, and collaborate.

donot

Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts

1. Student Notebooks — A private space shared between the teacher and each individual student. Teachers can
access every student notebook, while students can only see their own.

2. Content Library — A read-only space where teachers can share handouts with students.

3. Collaboration Space — A space where everyone in your class can share, organize, and collaborate.

How to make the most of Class Notebook in your Class Team

Start adding materials or collaborating in your Class Notebook today. Use the menu to the left to open or add new

pages.

You can upload photos of work you have written in jotters, drawings

etc heretoo -ju s
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Assignments

Yourteachermay assign you work through the
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Choose how you wish
to present your

learning.

Name your file

and click attach.

Click on the file you

have just created and
complete assignment.
Only you and your

teacher can see your

learning .
When completed click O6closed. Your wor
do not need to complete work in one sitting. You can return at

any time to finish it.

*Click O6Hand ind when you are compl et e




What if | have recorded my learning in another way?

You do not need to record your learning straight into assignments.
You can choose to record and save your learning elsewhere on your
computer, in a jotter, as a picture or model.

Once you have completed your learning, you will need to take a
photograph of it and upload it.

How to upload learning:

Il n Assignments Click 0+ aadsignmemtr KO unde
your wish to complete.
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After you have handed in

your learning, your
teacher will be able to
look at it and give you
feedback.

Click O6Assign

the learning you wish to

look at to see if you have any feedback.

Feedback can be found

here.

Following feedback you can revisit your learning and hand it in again.
There Iis a O0Hand i n ag¥Yourrteachdy wiltlgdolo n y ou
at your changes and may provide you with more feed back.



