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Logging in

Via Safari
Teams is not compatible with Safari - you will need to use another Internet
browser or download the app.

Via Google Chrome/Microsoft Edge/Internet Explorer
You can access Microsoft Teams via an Internet browser e.g. Google Chrome
through Glow
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Username or Email Address (required)

gw00surnameusername@glow.sch.uk
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Once logged in to Glow you should click on the Microsoft Teams tile on your
launch pad as indicated by the red arrow.
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If you are unable to see the Microsoft Teams tile, you can search for this in the
‘Search Launch Pad' function as indicated by the blue arrow above.

Via the App

You can also login via the Microsoft Teams app oh a mobile, tablet, laptop or
computer. Remember your username should be in the following format:
gwOOsurnamefirstname@glow.sch.uk

gwO00surnamefirstname@glow.sch.uk

Signin




Accessing your Teams

By clicking on the Teams icon at the left hand side of the screen (as indicated
by the red circle), you will see all the Teams of which you are currently a

99 Glow - Launch Pad X g Microsoft Teams X +
< C @ teamsmicrosoft.com/_#/school//?ctx=teamsGrid

Microsoft Teams Q_ Search

Team 1 Team 2

Team 5 Team 6

Team 3 Team 4

Team 7 Team 8

If your teacher has given you a code to join a feam, click on the 'Join or create
team' button outlined in blue above. Simply follow the prompt to enter your
code and from them on you should see the tile for that feam in the ‘Teams’

section.



Accessing Files

You can access class resources through the Files tab on Microsoft Teams:

MicrOSOft Teams Q — m

< All teams ¢ General Pos(sC\ass Notebook Assignments 1more~ ©Team 3 Meet v (D o

CL

Welcome to Class

Class
Choose where you want to start
General
v,
S
\ b
Upload Class Materials Find help & training

[@ New conversation

Alternatively, your teacher may have created channels for class resources:

MicrOSOft Teams O\ — m

cL  General Posts Files Class Notebook Assignments 1more v -+ ® Team Gt Meet v (D) eee

Welcome to Class

Choose where you want to start

aL g o

Upload Class Materials Find help & training

Class

General

Class Work

233  Miss Wright has changed team description.

=] Miss Wright has created channel Class Work. Hide channel

(& New conversation



Class Notebook

Class Notebook is a virtual jotter that your teacher may use to store class
notes, handouts and/or homework

Accessing via the Mobile App

If you are using the Microsoft Teams app you need to download the OneNote
app from your apple/play store in order to access Class Notebook.

To access Class Notebook you should go to the MORE tab on Microsoft Teams
then select Class Notebook shown below:

é General

Class

e General
Class
POSTS POSTS

= Class Notebook

E Grades

@ Assignments

Start a new conversation

Try @mentioning the people you want
to participate in this channel.

This will open the One Note app and display that specific Class Notebook shown
below:
< Class Notebook =+
. Welcome
_Collaboration Space
' Using the Collaboration Space
_Content Library

Using the Content Library

Your Name

Class Notes
Handouts

' Homework

' Quizzes 7



Using Class Notebook via the Mobile App

< Class Notebook o
SECTIONS
' Welcome
~ _Collaboration Space
' Using the Collaboration Space
~ _Content Library

' Using the Content Library

All of the pages below your name are your

_ personal online folders.

Your teacher may add resources in this section
that will be useful to you and may ask you to
complete homework here.

Handouts

Homework

Quizzes

n Q (P

Notebooks Search Sticky Notes

)
When you select one of the pages you are able

to edit, attach , record audio

and attach other files.




Accessing Class Notebook via Google Chrome/Microsoft Edge/Internet
Explorer/Desktop App

When in your team you should click on the Class Notebook tab as indicated by
the red circle

Microso“ feams —_— m
< All teams General FPosts Fild fignments  Grades OO ® S Meet v
Class » Class Notebook [ immersive Reader /' Openinapp~ @ Help  (©) Give Feedback to Microsoft  ee

>
Class Welcome to Class Notebook
General
Class Work

This is your virtual jotter where your teacher can store class notes and handouts for you
1o access.

It can also be used to complete homework tasks and work collaboratively as a class.

Using Class Notebook via Google Chrome/Microsoft Edge/Internet
Explorer/Desktop App

Click on the arrow shown below to open your personal Class Notebook.

e —— @

< All'teams ¢ neral Posts Files Class Notebook Assignments Grades VO @ S Meet
S22 ) Class Notebook [ immersive Reader  / Openinapp~ @ Help (O Give Feedback to Microsoft  see
Class O Welcome to Class Notebook
General |
Class Work

This is your virtual jotter where your teacher can store class notes and handouts for you

10 access.

Tt can also be used to complete homework tasks and work collaboratively as a class.

You will see that there are different folders within your own Class Notebook



Collaboration Space: This is open to everyone in the class and all members can
read or write anything in this part of the notebook. A teacher may use this to
do an exercise like mind mapping, for example, where he/she is looking for a
group of students or everyone to contribute.

Other folders may include Class Notes, Homework, Handouts and Quizzes;
however these can be changed by your teacher so they may have different
names. This is where your teacher may ask you to complete homework or
he/she may upload resources here that will be useful to you.

Working in Class Notebook in Teams can be somewhat limiting and so we would
advise you to use the '‘Open in browser’ or ‘Open in App' function to complete any
work.

2 Glow - Launch Pad X @ General (Higher Spanish 20/21) X + - X
& Cc & teams.microsoft.com/_#/school/ClassNotebook/General?threadld=19:7dcf7e7d 1bc34e209d5664f48747f651@thread.ta channel Y e :

Microsoft Teams Q Search

A L | 2 5
< All teams [} General Posts Files Class Notebook Assignments Grades ts  + W O @ S Meet v
T 1 File Home Insert Draw View Help Tell me what you want to do [
vEv B I U &Ov Av - Evisv e | Ay By %y B
>
Welcome to Class Notebook
General

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

The Immersive Reader is available to assist with reading text in the Class
Notebook.

R m

General Posts Files Class Notebook Assignments  Grades PO ORN-:- St Meet -
Class * Class Notebook / Openinapp~ @ Help  (©) Give Feedback to Microsoft
= Class Notebook 0
Welcome to Cia otebook
Welcome Welcome to Class Notebook
> _Collaboration Space
l > _Content Library This is your virtual jotter where your teacher can store class notes and
. handouts for you to access.
>

Your Name It can also be used to complete homework tasks and work collaboratively as

a class.
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< Allteams General Posts Files Class Notebook Assignments ~Grades VO @ S Meet -
File Home Insert Draw  View  Help Openinbrowser v Q@ Tell me what you want to do (Y
=V = =.

Vo [oEme m ] B 1 U OvAvS A o EviEs

Class

General

Class Work

You can edit your Class
Notebook like you would edit a
Word Document.

11



Assignments

Your teachers can assign homework via the Assignments section on Microsoft
Teams.

Microsoft Teams Q — ”

< All teams General Posts Files Class Notebook Assignments 1 more v © Team Gt Meet v (D e+

Try @mentioning the class name or student names to start a conversation.
Class g % J
o

' The Assignment
should show in the
General channel
on all methods of
Microsoft Teams.

\ee nas removed Miss Wright from tne team.

(s
2
2
:
§

slgMiss Wright to the

Assignment

View assignment

— — Q]

< Al teams General Posts Files Class Notebook ~Assignments Grades G D St Meet -
%
. < Back L)
When you view the
Class

Assignment it should
look like the image to
the right.

A . Points
No points
Class Work .

Assignment instructions will be displayed here.
v

B _Sole Trader Information Sheet.docx,

You can see the
, file
attachment, add your
own work, due date and
turn in option.
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9'2v Glow - Launch Pad

&

X & General (4 Spanish 20/21) |[Mic x  I§J] Higher Spanish 2021 Notebook X | + =
C @ teamsmicrosoft.com/_#/school/classroom/General?threadld=19:27a831af4a5b4caaBcd5422506fb09a8@thread.tacv28ctx=channel
Micros‘)ﬂ Teams Q e _
< Allteams . General Posts Files Class Notebook Assignments Grades Meeting Notes 1more~ + W O
Team 1 < Back
Points
No points
General
El Medio Ambiente Rubric
B Imperative with medio ambiente
Reference materials

& Imperative with Medio Ambiente.pptx
) S3 Spanish Imperative Exercise.docx

Student work

Your teacher
may give you a
Rubric, which
tells you exactly
what a good
piece of work
looks like. This
is a very useful
tool to self-
evaluate your
own work and
ensure you
achieve the best
possible mark.
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