Accessing Teams on 9 l Ow
O

Many teachers and departments use Teams to share classroom activities and
materials. You need to be added to a Team by your teacher.

It is important that you remember that your teacher is the Administrator of your
Team and so can see and regulate all that is carried out. This is especially important

in any discussions or chats that go on.

Just follow these straightforward steps!

Microsoft Teams
Microsoft Office 365

B® Microsoft

Pick an account

@ ‘@glow.sch.uk

-|— Use another account
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Accessing Teams on your Phone
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e Download the app from your app store— i teams ©® Cancel

here’s what it looks like —=—

Microsoft Teams

®
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e Once you’'ve logged in, click on Teams at
the bottom so see the list of Teams you

are part of, then General to enter that Tamcaspe | oo
team. wa :
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e You can communicate with your teachers and each other using the @
symbol

11:33 all T
< o o Q
MM o nore, 0
Thanks!
' Reply

L acFhail

= Teaching Staff

krs Macdonald
7y Teaching Staff

You

MA 11:33

Hello Mrs MacPhail did you get my assignment
ok? Hope | did ok! &
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All received and you did very well!l 'S
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e Once you are in a team, click ‘Files’ for
documents that have been uploaded to
the team " Sheet Music

" . Class Materials

Backing Tracks

e Pupils can upload work here too, but
unfortunately not from a phone, only
the desktop version of teams.
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Make sure your notifications are on!

¢ To make sure you get notifications, you will need to turn them on for the
whole app AND each team you are a part of.

e App notifications:
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e Set receive notifications to ‘always.” Quiet
hours off is also recommended.
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e Team notifications:
e By default, each Team will have this little bell scored out

e Touch the bell and change to ‘All 11:19 .

new messages in this channel’ < General
Music Dept. Events & Annocuncements

<’ Reply

You
MA 11:19

Hi everyone here is your music homework!
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) The bell will now be clear! You’re set
for notifications!
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e YOU WILL NEED TO CLEAR MA  You
THE BELL FOR EACH TEAM
YOU ARE IN!

Hi everyone here is your music homewaork!




