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Accessing Microsoft Teams
1. Log into glow by entering your login details. Using Google Chrome is recommended.




2. Once logged in you will be in the space called the ‘launch pad’. From here find the ‘Teams’ tile and click on it. You may need to scroll down to find the tile depending on what your launch looks like (and how many tiles there are). 

3. Once you have clicked the ‘Microsoft Teams’ tile it will open a new tab and take you into teams. You will see a page that will display the teams that you are a member of. You should see your class team with your class teacher’s name on it or any other teams you are accessing. Click the team you want to access. 


4. If your screen does not look like the image in the previous step and looks like the image in this step, don’t worry. Microsoft Teams has taken you straight into one of the teams. 

5. If you have been taken into the wrong team, click on ‘all teams’ or ‘Teams’ on the sidebar to go back to the grid of all teams you are a member of. 









[image: C:\Users\StaffUser\AppData\Local\Microsoft\Windows\INetCache\Content.Word\teams and unsuported broswer.png]6. Depending on the browser you are using, you may get a message saying that the browser is not supported by Teams and asks you to download the app. You can either download or access by using the Google Chrome broswer. There is a section detailing the benefit of using the app over accessing through the Glow site on page 8. 
 Inside Teams
1. [image: C:\Users\StaffUser\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Inside team pupil view.png]Once inside the team you will see different sections along the top. The class teacher will post suggested activities in the ‘Posts’ section. Children will also be able to reply to teacher questions, quizzes or comment on posts in this section. The teacher may post links to other websites or attach resources which can be downloaded or opened online.  

2. In this image you will see an example of a teacher posting information for the day. In order to expand the post so that all information can be viewed, click on ‘see more’.



Accessing Files in Teams
1. The files section of the team may also contain documents or resources that can be downloaded to be used at home. This section can be accessed by clicking ‘files’ from the options at the top of the team.






2. Click on the ‘HOME LEARNING’ and ‘class materials’ folder to access the daily planned learning and resources that the teacher has uploaded here or to view previous learning activities.  You will see a list of resources if any have been uploaded. To access and download files, hover the mouse to the right of the file until three dots appear. Click the three dots and then select download from the menu. The file will be downloaded to the device. To just view the file online only, double click the file name and it will open. 

Responding to Posts
1. The class teacher may post questions to reply to in the ‘Posts’ area of Teams. To respond to the teacher post click reply, type the message and click the paper plane to post the message back. 
Click here to reply
Post reply


2. Pupils may want to share some of your work with the teacher. Pupils can upload documents and attach them to their reply. To do this, click on the paperclip and select upload from device. 
3 .Post reply
1. This menu will appear. Select upload from my computer and search for the file you want to upload
2. Click the paper clip




***All pupil comments are monitored by the senior management team. Pupils should be sensible at all times when using this function within Teams. 



Participating in Teams Video Meeting
A member of staff may host a video conference call with the members of the team. Only the member of staff will be visible and only their audio will be heard. North Lanarkshire Council has turned off the function for pupils to turn camera’s on in line with safeguarding procedures. 
A member of staff may use this function to read to pupils, present an assembly or to share information.  However, it is most likely that all communication will be through the posts section. 
[image: C:\Users\StaffUser\AppData\Local\Microsoft\Windows\INetCache\Content.Word\being invited to a team meet.png]If a video meeting is taken place, a purple join button will appear on the ‘posts’ section of the team that the meeting is being held in. To join the meeting, you should click ‘join now’. 

Once the ‘join’ button has been selected, a box will appear with the meeting title. Turn the audio slider to off and click ‘join now’. You  will now be in the meeting.









Downloading Microsoft Team App
The Microsoft Teams App can be downloaded as an app to computers, tablets and mobile phones. Due to the global pandemic, schools and businesses across the globe are using Microsoft Teams. Therefore, accessing Teams through an app and not through a web browser can be more reliable. 
Using the Teams App also only requires you to log in once and therefore, you are not required to log in via Glow each time. Below are the steps for downloading the app and logging in for the first time. 

Downloading on a computer
1. The Teams desktop app can be downloaded from https://www.microsoft.com/en-ww/microsoft-teams/download-app  

2. Once the app has downloaded you will be required to sign in using the Glow email address as a one off step. This is the pupil username with @glow.sch.uk added to the end. Click on the Teams desktop icon to launch the app and add the email address. Click sign in. 




3. You will then be taken to the Glow sign in page. The password for the Glow account should be entered and sign in clicked. Teams will then be logged in on the desktop app. You are not required to sign in each time the app is opened unless you sign out. 





Download on tablets or mobile phones
The Microsoft Teams app can be downloaded from Apple App Store and Google Play Store for free. The sign is procedure is the same for both the desktop computer app and mobile app. Follow the steps above to log into a mobile device.

Accessing Home Learning
1. [image: Graphical user interface, text, application, Teams

Description automatically generated]From the Team channel list select ‘General’, click on ‘Files’ and then ‘HOME LEARNING’ folder to access learning overview grid or ‘Class Materials’ to access the required for the learning task as outlined on the learning overview grid. 









2. [image: Graphical user interface, application, Word

Description automatically generated]Within the ‘HOME LEARNING’ folder you will set the daily learning grid which will detail the learning for that day along with times to be online for live lessons. These will be uploaded each morning into this folder. 








3. [image: Graphical user interface, application

Description automatically generated]Resources for each planned learning will be uploaded into the ‘Class Materials’ folder and will be clearly dated for ease of access. 







4. [image: A picture containing table

Description automatically generated]Learning grids will explain what tasks pupils should complete. Pupils will know which group they are in.





10

image3.png
Sign In

Username or Email A

B Remember my username

Sign in




image4.png
C @ teams.microsoft.com/_#/school//?ctx=teamsGrid

Microsoft Teams Search for or type a command

Primary 4 Demo Class




image5.png
App Library

Glow Connect SCHOLAR People Have your say Education
Scottish Government Heriot-Watt University Microsoft Office 365 Scottish Government Education

imarks

O Click here

}KSQA

Calendar SQA GTC Scotland ‘Topmarks Job Profils
Nicrosor ofice 365 Scoren Qualicstons Autnor.. | | General Tesching Councifor . | | Topmarks Onine La s Deve
: _—
North % *
Lanarkshire = q L
Council
National Digital Learning W. North Lanarkshire Council Be Internet Awesome - Int. Microsoft Teams
Educaton scotnd NLCSies Google saucsion Microsor ofice 365





image6.png
\pp Library

My Launch Pad

B ¢
* Add
-
au
Microsoft Teams
Microsoft Office 365





image7.png
~=>earch for or type a commanad

< Allteams - General Posts Files Class Notebook  Assignments  Grades.

Primary 4 Demo Class
Welcome to Primary 4 Demo Class

General .
Try @mentioning the class name or student names to start a conversation.

4 J

£

Start a new conversation. Type @ to mention someone.

£





image8.png
< Allteams

PM

Primary 4 with Miss Mc

General





image9.png
Use the app or a supported browser

To start a meeting in a channel, download the desktop app or use a supported
browser such as Google Chrome or Microsoft Edge. Learn more





image10.png
~=>earch for or type a commanad

< Allteams - General Posts Files Class Notebook  Assignments  Grades.

Primary 4 Demo Class
Welcome to Primary 4 Demo Class

General .
Try @mentioning the class name or student names to start a conversation.

4 J

£

Start a new conversation. Type @ to mention someone.

£





image11.png
< Allteams

Primary 4 Demo Class

General

- General Posts Files Class Notebook Assignments Grades

&

© Team

- 4$O9EQO® -

Mr McKenna 02/04 17:07

Thursday 2nd April 2020
Good morning boys and girls! Did you play any April Fool's tricks yesterday? Or did you fall for any tricks? | hope

that you all had a lovely day yesterday and you are ready for Thursday’s home leaming! Remember you can post
pictures of your home learning to our school Twitter @

See more

N httos:/blogs glowscotland.org.uk/nl/public/holycrossblog/uploads/sites/26312/2020/04/01205426/

blogs.glowscotland.org.uk

& Reply




image12.png
- General Posts Files Class Notebook Assignments Grades

Welcome to Primary 4 with Mis





image13.png
© [ Nemew Modifed Modified By

Copy link
Download

Delete

Pin to top.

Rename

Open in SharePoint
Move

Copy

More >




image14.png
Mr McKenna 02/04 2136
How is everyone getting on with their home leaming?

Reply

Y ¢ OB B B Q-




image15.png
Mr McKenna 02/04 2136
How is everyone getting on with their home leaming?

= 0 &0

Reply

Y ¢ OB B B Q-

Recent

Task

Browse Teams and Channels

OneDrive
Type @ to mention someone.
Upload from my computer

IR -




image16.png
Last read

Numeracy Work

Numeracy Work started

& Reply

cone.





image17.png
Choose your audio and video settings for
Numeracy Work

Join now

Other join options

o Audio off ] Add a room




image18.png
Microsoft Teams

.4
r‘

Enter your work, school or
Microsoft account.

gw20blogsjoe@glow.sch.uq





image19.png
M Remember my usemame

Signin

L il

Only Glow users are allowed to access this service. If you do not
have a Glow usemame and password then you may be





image20.png
< All teams

(=17

Example Team

Home page
Class Notebook
Assignments
Grades

Insights

Channels

General

Wl General Posts Files~

 Upost v 2 S

Documents > General
D Nmew
B0 Class Materials
O E2 “HOME LEARNING

T “HOMEWORK

@ Copylink 3 Sync

Modified

Yesterday at 10:59 ...

Yesterday at 11:07 ...

L Download

Modified By

Mr McKenna

Mr McKenna

Mr McKenna

51 Addss




image21.png
Example Team

Home page
Class Notebook
Assignments

Grades

Grades

Insights

Channels

General

Documents > General > HOME LEARNING
0 Nemew
@ )"\.TUESDAY 6TH SEPTEMBER.docx
@ )‘Z.WEDNESDAV 7TH SEPTEMBER.docx

B3 ~3.THURSDAY 8TH SEPTEMBER docx

Modified

Yesterday at 11

Yesterday at 11

Yesterday at 11:04 ...

Modified By

Mr McKen

Mr McKen

Mr McKen




image22.png
Example Team

Home page
Class Notebook
Assignments
Grades

Insights

Channels

General

Documents > General > Class Materi

D Nmew
D “1.TUESDAY RESOURCES
T “2WEDNESDAY RESOURCES

T “3THURSDAY RESOURCES

Modified

Yesterday at

Yesterday at

Yesterday at




image23.png
Tuesday 9th March 2021

Good morning everyone its World Book Week! @

Enjoy your learning tasks today

Please remember to record your work in your homework jotter.

anniversary dictionary
library neceszary
revelutionary stationary imaginary
complimentary

Task 1- check spelling menu

Task 2
Complete Comprehension assignment
on Reading Eggspress.

Task3
Continue with the book you picked
from the Reading Eggspress library,
Read a chapter. If you have finished,
select a new book.

knife kneel write
wrinkle know honest
knockclimb

Task 1 -check spelling menu

Task 2
Complete Comprehension
assignment on Reading Eggspress

Task3
Continue with the book you picked
from the Reading Eggspress library,
Read a chapter. If you have
finished, select a new book.

sevenseventeenclothes
gardenyesterday swimming

Task 1- check spelling menu

Task 2
Complete Comprehension
assignment on Reading Eggspres

Task3
Continue with the book you picked
from the Reading Eggspress library,
Read a chapter. If you have
finished, select a new book.

Lin: 1 can use inverse operations to
problems.

Task1
PPM 35
(weekly resource folder)

L T can multiply dec
numbers by 10, 100 or 1000.

Task1
PPM 103
(weekly resource folder)





image1.jpeg




image2.jpeg




