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Useful Apps for Learning
Microsoft Teams

L
Teams 1s an all in one Virtual

classroom that ncorporates chat,
Video, Files, meetings, assignments,
oand apps i ove central place. You are

Microsoft Office

This app combines Word,
PowerPoint, Excel and wmore into
one app. You can use this i
Glow to create and edit files
also within Teams or dowuload
the individual apps at home
onto their device.

best to download this app onto your
device.

aa

OneDrive

Microsoft OneDrive

This app allows you to access files
saved to clond storage on any device. A
great way to be able to access work
both in school and at howme.

Microsoft Notebook m

Class Notebook is like an electronic
jotter for you to take notes and
complete tasks and keep all your work
in ovie place. Downloadivg this app
makes i+ easier for ou to access i+ on
a mobile device,

These apps will reduire vou to login using vour Glow email
(uservameDdaglow.sch.uk)

Microsoft Lens W‘
\ 4

This app allows you +o scan
written work, turn an image
wto a document and much wmorel
Mou can use Tmmersive Reader
on printed text by takivg a
picture of i+ and uploading +o

F\A@ APP.

]
Microsoft Outlook O

Access vyour school (Glow) ewmails
gquickly and conveniently on the




Glow

Glow is Scotland’s digital learning network. Every pupil in Scotland has a
unigue username to enable them to log into Glow. Your Glow username is the
same one you had at primary school. They all follow the same format: -

Year you joined Glow

/

wl2username

gw is short for Glow

Unique Username

Your Glow Username Emailand Password

Your teacher will give you a copy of your Glow username, email address and password.

You should take a note of your username.

Logging into Glow

At the computer open a web browser and
search for Glow Login.

Locate the correct website and open it.

Enter the username and password that your
teacher gave you earlier.

You will be asked to change your password
the first fime you log in.

You can watch the video: -

Logging into Glow

Username or Email Address

Password

B Remember my username

Sign in

Only Glow users are allowed to access this service. If you do not have a Glow username and
password then you may be committing an offence by trying to gain access to this service.
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Launchpads

When you log into Glow you see a pupil Launchpad. The first time this will be the school
launchpad.

You have your own launch pad which you can customise with the apps you use the most.
Once you have done this you will automatically start with your launchpad in future.

App Library
Falkirk High School My Files v Search Launch Pads Q -
i i 0
VR
S

i ’

Download Office Now Office 365 Home Microsoft Teams Mail SCHOLAR
]- Microsoft Office 365 Microsoft Office 365 Microsoft Office 365 Microsoft Office 365 Heriot-Watt University

0, My
£ H e Worldor
& )
&% work |
Show My Homework OneDrive My World of Work BorrowBox SharePoint
TeacherCentric Ltd Microsoft Office 365 Bolinda Digital Microsoft Office 365

Launchpads

NYour

Launeh Pad

(1)
=

=



Your Launchpad

Add the following Apps to your Launch Pad D i‘

. Teams
. Mail
« Show M\/ Homework Microsoft Teams
. Microsoft Office 365
« OneDrive

To add an app to your Launch Pad click the “I" icon in the corner of the app tile

Next click on Add to my Launch Pad

Microsoft Teams

Fro IS OMCE S0
[IEWTE N Add to my Launch Pad

You can watch the video: - Adding an App Tile to your Launch Pad ﬁ

Teams

Microsoft Teams, also referred to as simply Teams, is a communication and

collaboration application that combines chat, video meetings, file storage, and other
apps. It is a virtual classroom.

Normally your teacher will add you to a Team, but they may give you a join code.
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Teams Overview

In Glow locate the Teams app tile on your launch pad

Click it to open the app

Microsoft Teams Q Search o

our teams

:

Test Team Computing Team

This shows you all the teams that you are currently a member of. Click on your Team to
open it

You can watch the video: - ﬁ
Microsoft Teams Overview

Post a new comment

In your Team post a new comment, add in an emoji, GIF or sticker if your teacher has
enabled them.

P

Start a new conversation. Type @ to mention someone.

A @ O @B G > 9 - N

You can watch the video: -
Posting Comments ﬁ
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Files within Teams

In the Teams General channel go to the Files Tab at the top

You can upload files here

Any comments you post with a file attached - the file will go here

Microsoft Teams Q Sea

General Posts Files Class Notebook Assignments Grades IDEA AWARD
+ New z

New Upload v G Sync Copylink & Download Add cloud storage = All Documents

cT

General

Computing Team

General

Ask the Teacher

Classwork

You can watch the video: -
Teams Files Tab

Assignments

In the Teams General channel go to the Assignment Tab at the top

Here you will find any assignments set for you and any you have already completed.

Open an assignment that has been set for you and read through what you have to do.

CT comin:

Computing Team

Assignment to complete an attached word document

Assignment Using OneNote Notebook

You can watch the videos: -
Assignments Overview

Assignment Feedback from Teacher

At home you can download the Teams app onto your own
device

It is available for Mac and PC computers, tablets and mobile
phones
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Notebook
OneNote Notebook is like an electronic ring binder. It has various sections within it: -

* Collaboration Space
+ Content Library
* Personal Space

Your Teams may have a class notebook added to them.

Locating Class Notebook

In your Team locate your Class Notebook

To do this go to the General Channel in the Team. At the top of that channel click
on Class Notebook.

Bl General ro ris ClmNotsbosk Amigarerts Grades DA AWARE J0@
(&)
? >
Computing Team J Welcome to Class Notebook
Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more

Collaboration Space- Class Notebook

Add your name and something about yourself in the collaboration space of the
Class Notebook in your Team.

Home Insert Draw view  Help Class Notebook @ Q L Bshae S oo
1] | | century cothic | 115 B I U 2 A < Mk v|i= 1= 52 v | @ v/ Heading1 v| @ oicate  ~
I\ ® Computing Team Notebook I
| About our class
o N weicome Getting started with the Collaborat..
@  -Colsborstion Space About our class. -
- ' s o T s Add your name and something about yourself to this page.

{ crasswork Notes

L

S conanibiin About our class
[ using the content Library Getting started with the Collaborat... 04 July 2020 16:47
1| Envepreneur
About our class
Il citizen Badges . .
. Add your name and something about yourself to this page.
Gamer
Il s21dea award
1 Here is my example: - | am Miss Mutter, 1 have a dog and 2 cats.
aker

Il other Tasks

| worker




Content Library- Class Notebook

In the Content Library

Locate the page you wish to copy in the Content Library, right click and select
copy. Move to your section of the OneNote and right click and select paste to put
it info your section of the class notebook.

B
! CLASS
All About Our Class Notebook NOTEBOOK
Geting stated with the Cortent L
A “esearch edto
o . Imanoy
ary Py o

1 siogth conten oy F - i )
= All About Our Class Notebook
[ citizen Badges Getting Started with the Content Li... 04 July 2020 17-28

1 camer
All About Our Class Notebook

digital note-taking app that provides a single p

BT [ Delete Page
[ e research, plans, and information — everything
{ overns EIU Rename Page 3 manage in your life at home, at work, or at st
1 vorer
&b Cut otebooks never run out of paper. Notes are ec
0@ copy d you can search and find important informati
: 3re you've originally captured it. Best of all, you
[fy Ppaste o you can easily get to them on any of your m

Personal Space
Locate your personal section within the Class Notebook.

You can add new Sections or new Pages here by selecting

OneNote for Windows 10
Home Inset  Draw  View  Hep  ClssNotebook S Q 0O Bshre /S o
B calibiilight | 20 BE Sl U AT e i s v | [ v Heading1 v|| @ picate v
| IN B computing Team Notebook v ihtroito Gaming
o) ' welcome Untitled page 6June 2020 13:07
@ > -laborstionspace Intro to Gaming
=3 3 . Contentiibniy Gamer Badge — Intro to Gaming

5 Driacher ooly Complete the Intro to Gamin badge on the Idea Award website and answer the 5 quick questions below

S INTRO 10 GAMING

1an Livingstone s one of th

5 Quick Qud

————

You can watch the videos: -

Notebook Overview

Notebook Deskiop App

Downloading Notebook on a mobile device
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0365
Office 365 is Microsoft Office for the cloud.

You can download a free copy of Office 365 onto your device
at home. To do this log into Glow and click the tile below from :
the school Launch Pad. Then follow the on-screen - :
I instructions to install. [x] : E—E

You can watch the video: - ﬁ
| Office 365

Locating O365 in Glow
From your launch pad click on the O365 app file.

Here you will see all the apps included in O365.

To create a new document, click on the app icon and select New +

Documents you create in O365 save automatically as you work

You can watch the video: -
Creating documents in 0365

11
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OneDrive

OneDirive is your cloud storage within Glow. Here you can store all of your work and files.
You can share work from it with your teacher or other pupils.

Using OneDrive ‘j\j

Locate and open the OneDrive app from your launch pad ‘
Any 0365 documents you create will be saved here, you can also
upload documents from your home device. Uploads from Office Lens
are saved in a folder here.

OneDrive

B glow OneDrive O Search Q& 2
Heather Paterson + New v T Upload v (3 Sync #3 Automate 1= sort v =
B1 My files
8 ’
D Recent Files
A Shared
© Discover O Name Modified By File size Sharing
§ Recycle bin Shared with Everyone ems 4
Shared libraries > .
@  Computing Research Projectdocx June 18
@ "Documentdocx
B Geography - Heather Dot March 30 420M8 Private

Create shared library

You can watch the video: -

OneDrive

Outlook Email
Outlook is your email within Glow. Here you can send and receive emails.

12
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Setting up your Email ,
Locate and open the Mail app on our launch pad #

The first time you use Outlook you need to set up the time zone

—-set it fo (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Sending an Email

Click the New Message icon to compose a hew emaiil

! dov B
= © Mark all s read

v Favourites ¢ Lfoused =0ther @

8 Inbox bl Other: New conversations
Microsoft Teams; noreply@bolindadigital.com

° Microsoft Planner
Drafts You have late tasks!

B Send [ Attach ] Discard - o
In the To box - Enter your teachers’ glow
email address and one other person in -

/ Cc
your class

In the Add a Subject box - Enter a Title="
for your email

Next add in your message in the sec’rion—/

underneath o 4

Z
(=~}
~
c
i
Il
]
I
i
I
Il
x

= E E On E =E =

Finally, click send

You can watch the video: -
Outlook Email teep!
L\f\wwm\,v\mﬂ-\g

Microsoft Lens

Microsoft Lens is an app that you can use on your mobile device. It allows you to
scan your written work, or an image and turn these into documents. You can also
use Immersive Reader on printed text by taking a picture of it and uploading it to the
app.

After installing you should grant access to your files and camera to take photos and
videos.
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Using Microsoft Lens App N,
Watch the video on how the Microsoft lens app works "
\

You can watch the video: -
Microsoft Lens

Download the Microsoft Lens app at home onto your phone and /
or tablet
Search for it in the app store and install

Microsoft Support Page for Lens
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