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Uploading Work to Class Notebook through Teams

A Pupil’s Guide
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Your teacher is the only person who can see your work and comment on it.

To access these through a computer/laptop, you can do this through Glow.

1. Google Glow and enter username and password.

-] @JMG\DW’S@?’HD X l+ v
<« - 0 @ & | htp

<://sts.platform.rmunify.com/account/signin/gi

Sign In @GlowScot Tweets

Education Scotland @EducationScot - 24 Mar, 05:26 pm
We have collated a broad range of online resources for
all practitioners who are planning remote learning
opportuni... https:// 'aJJxFUOCyB

Expand

[Username or Email Address ‘ @glow

Password
Il Remember my username

Signin

©® 2019 RM Education Ltd  Terms & conditions RM Unify cookies Glow privacy policy Powered by ll‘MUnifu ~

2. Select the TEAMS app

& @ v Glow- Launch Pad x - X
< - 0O o £ | httpsy//glow.rmunify.com/ % = 7 ®

App Library

My Launch Pad My Files Search Launch Pads Q-

Microsoft Teams
l- Microsoft Office 365
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H O Type here to search J
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3. Depending on the web browser you are using, you may be asked to sign in again. If you do
not appear on the list, use your full username e.g joebloggs@aglow.sch.uk in the add
another user.

B a | @27 Glow - Launch Pad ‘ B2 sign in to your account X l,—l— v = g X
lowscotland sharepoint.com92fsites3%2fGl sk%:

=wsignin1.08wp=MBI_KEY&uwreply=httpsd

O @ £ https://login.microsoftonline.com/lo:

B® Microsoft

Pick an account

O Type here to search

4. Your TEAM should then appear.

& = l 93+ Glow - Launch Pad @ Microsoft Teams X l+ v - X
< - O @ &) | https://teams.microsoft.com/_#/school//7ctx=teamsGrid ¥ = Lo’ -
Microsoft Teams Rl i m
o & Join or create team

Primary 1a

Stay in the know. Tum on
T desktop notifications.

Turn on Dismiss
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5. Click on your team and you should see this.

el

< All teams ﬁ General Posts Files Class Notebook Assignments Grades @ Team
& Reply
Primary 1a
General
®
& Reply

Start a new conversation. Type @ to mention someone,

A C @B B - B

Search for or type a command m —
< All teams ﬁ General Posts Filefff Class Notebook Msignments  Grades @ Team
& Reply
Primary 1a
General
®
& Reply

Start a new conversation. Type @ to mention someone.

A C QBB - B

0 Type here to search
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7. Once your Class Notebook it opened, it should look like this:

Search for or type a command

< Al teams ﬁ General Posts Files Class Notebook Assignments Grades S 0 @
@ This site uses cookies for analytics, personalized content and ads. By continuing to browse this site, you agree to this use. Learn more
Primary 1a Primary 12 * Primary 1a Notsbaok # Openinappr @ Help @ Temsofuse  aee
>
General 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.

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.
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.

O Type here to search

8. Click on the > as shown by the red circle.
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Search for or type a command

< All teams ﬁ General Posts Files Class Notebook Assignments Grades PO I

@ This site uses cookies for analytics, personalized content and ads. By continuing to browse this site, you agree to this use. Learn mare
Primary 1a ary 12 ¥ Primary 1a Notebook # Cpeninapp- @ rep @ Termsofuse e
General 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.

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.

O Type here to search

9. You should then see this:

Search for or type a command

< All teams ﬁ General Posts Files Class Notebook Assignments Grades O &

Primary 1a * Primary 1a Notebook [[q immersive Reader ~ # Openinapp~ @ Help @ TermsofUse  een
. =1 Primary 1a Notebook =
Primary 1a Welcome to Class Notebook
Welcome Welcome to Class Notebook
Sz > _Collaboration Space FAQ: Class Notebook in Mi...
l > _Content Library Your OneNote Class Notebook is a digital notebook fc
l » I handwritten notes, attachments, links, voice, video, an

Each notebook is organized into three parts:

1. Student Notebooks — A private space shared between the teac

access every student notebook, while students can only see thi
2. Content Library — A read-only space where teachers can share
3. Collaboration Space — A space where everyone in your dlass ¢

0 Type here to search
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10.Click on your name, then the folders your teacher has created for you should appear.

Search for or type a command

< All teams m General Posts Files Class Notebook Assignments  Grades PO O -
Primary 1a ¥ Primary 1a Notebook [ immersive Reader ~ # Openinapp~ @ Help @ Temsofuse e
=1 Primary 1a Notebook =
Primary 1a Welcome to Class Notebook
Welcome Welcome to Class Notebook
Ezranl > _Collaboration Space FAQ: Class Notebook in Mi...

Your OneNote Class Notebook is a digital notebook fc
handwritten notes, attachments, links, voice, video, an|

l Home Learning Each notebook is organized into three parts:

1. Student Notebooks — A private space shared between the tea

access every student notebook, while students can only see thi
2. Content Library — A read-only space where teachers can share
3. Collaboration Space — A space where everyone in your class ¢

| o8

O Type here to search

11.To add work, click add page.
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Search for or type a command

< All teams w General Posts Files Class Notebook Assignments  Grades SO @

File Home Insert Draw View Help Open in browser ~

B[ i B I U SvAvS A o |EviEvE E S 4

Primary 1a

=] Primary 1a Notebook 0
SemEl Welcome Addition to 10 Worksheet

14 April 2020 10:28
> _Collaboration Space Untitled Page

> _Content Library

l Home Learning

Search for or type a command

< Allteams ﬁ General Posts Files Class Notebook ~Assignments Grades A O -

File Home Insert Draw View Help Open in browser v
9 Bl B I U2 A B - |iE E =.| b
Primary 1a
B Primary 1a Notebook ) .
Ganeral - Dictation
Welcome Addition to 10 Worksheet

14 April 2020 10:28

> _Collaboration Space Dictation

> _Content Library

l Home Learning

O Type here to search
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13.From here, you have a few options. You can either type on the blank page (you can use
this like an ordinary word document, change the font, size etc)

Search for or type a command @ —
< Allteams ﬁ General Posts Files Class Notebook ~Assignments Grades SO @
w File Home Insert Draw View Help Open in browser v
B Table v [ Filev [ Picture v @ Link [& Audie () Symbolv i Maths () Emojiv EH TP
Primary 1a
=] Primary 13 Notebook 0 i .
ceneral Dictation
enera Welcome Addition to 10 Worksheet
14 April 2020 10:28
> _Collaboration Space Dictation
l > _Content Library H
1 : | went to the park and it
o was fun.
l Home Learning
i - e . S e
O Type here to search i z BEa e L% 7 49 14/0472020 51

Use insert to add a file or picture.

Search for or type a command

< All teams w General Posts Files Class Notebook Assignments Grades P SR
% File ) View Help Open in browser v

E b 0 Flev B Picture V)@ Link [y Audio () Symbol v 3z Maths © Emoiiv | BB | TF
Primary 1a

=] Primary 1a Notebag ] ]
P Dictation

enera Welcome Addition to 10 Worksheet
14 April 2020 10:28
> _Collaboration Space Dictation

l > _Content Library

' Home Learning

| went to the park and it
was fun.

0 Type here to search

You can upload a file you have created, a picture of the work you have done on a piece of
paper/in your jotter etc.
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Other useful functions of the Notebook

Search for or type a command

ﬁ General Posts Files Class Notebook Assignments Grades e O &

Filz Home Insert Draw View Help, & browser +

Symbol v 3 Maths (@) Emaji v H, 5

EH Table v [ Filev [ Picture v @ Li
Primary 1a
>

General
14 April 2020 10:44

You can add a piece of
audio, this might be
you reading a book, or
even just to leave a
message.

Search for or type a command

ﬁ General FPosts Files Class Notebook Assignments  Grades P R
File Home Ins| @ Help Open in browser v
¥ 19 > ® O Dy = i M

Primary 1a

General
14 April 2020 10:44

You can use the DRAW
button to draw or
create.

O Type here to search




