Using “Teams” on Smart Device

Using “Teams”
On

Smart Device

(A step-by-step guide)
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1. Download Applications

Students will need to download the following free apps:

Teams
Word
PowerPoint
OneDrive
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Shortcuts Measure

Beep Test o Teams Word PowerPoint

OneDrive Excel
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2. Selecting Classwork

Within “Teams”, select the classwork which needs completed by clicking on a

subject area

Choose ‘Files’ to browse documents.

Select Classwork file

In the example below,

have been used

“S3 English” and “Group Work and Presentation Evidence”

@) Teams

S3 French
General

S1A English 2020
General

1B PSHE

General

S3 English

9 . |0

General
S3 English

Posts Files More

Class Materials

Group work and presentation Evidence Tag.doc
55 KB, Mogfied by Ms Hastie on 16/03

Lord of tife Flies Keeping TRack.pptx
313 KB, M§jdified by Ms Hastie on 16/03
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3. Enable Editing for Students on Documents

3.

3.

To enable Students to “edit” documents, follow the set of instructions below

Select the “Share” icon (located in the top right-hand corner of the document)

‘ ‘

X Group work and presentation Evidence Tag D/ ﬁ

Name: Date:__March 2020 Z
Type: Group work and presentation

Task:_ Create a poster and a presentation to give the rest of the class ona ¢
Flies.
You will be assessed on participation in the group work as well ag#fOur presentation.

en aspect of Lord of the

a, 22a, 23a, 24a, 25a, 26a, 28a

xperiences and Qutcomes covered: Lit4-02a, 4-09a
ng 4-12a, 4-14a, 4-19a,

7
2
Select “Microsoft Word”
up work and presentation Evidence Tag D/ |’T_‘,

w Group work and presentation Evid...
Word Document - 55 KB

@ () D

Copy to Word Books Copy to

unior High School English |

ate:_ March 2020 °
U

on to give the rest of the classs

Documents
n the group work as well as
. 5
' Lit4-02a, 4-09a,
Print
Save to Files 5
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3.3

Once document has been opened in Microsoft Word, select “Save a copy”

roup work and presentation Evidence Tag

nsert Draw Layout Review View

U A | ® A=z =2 = = || & |
Save a copy

nges, make a copy of the file in the new format. Upgrade a copy

I English Depart

e:_ March 2020

TEACHER:

ntation

Al 1 L

ve the rest of the class on a chosen aspect of

3.4

Save Word document to “OneDrive”

Cancel

Save As

Name:

@ Recent Folders

Glow Scotland

. OneDrive - Glow Scotland

Sites - Glow Scotlalid

.sch.uk

Other Locations

[-] On My iPad

B Files App

Group work and presentation Evidence T...

General
SharePoint -..ments » General
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3.5

Name subject folder

Cancel Save As

[ Name: Group work and presentation Evidence T]

Recent Folders m_ | Document2
© o

awliZmansonmich..ch.uk | 12/02/2020

Glow Scotland @ Document3
=| awi2mansonmich | Yesterday, 15:38
Create a Folder
glow.sch.uk | 12:11
Sites - Glow Scotlan  English
gwl2mansonmichael@gic
Cancel Create
| Other Locations

T p— _ Notebooks

B Files App T PCFile
-+ AddaPlace

T Shared with Everyone

- Create a Folder

Students will now be able to edit the document

Save all work to the OneDrive.
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Times New Rome 12 B

Name: Joe Bloggs Date:__17" March 2020 | TEACHER:

Type: Group work and presentation
Task:_ Create a poster and a presentation to give the rest of the class on a chosen aspect of
Lord of the Flies.

You will be assessed on participation in the group work as well as your presentation.

Experiences and Qutcomes covered: Lit4-02a, 4-09a, 4-20a, 22a, 23a, 24a, 25a, 26a, 28a

Success Criteria &\l z

I can: ol a8
w2 | x
o | < | O

Contribute effectively to group discussion X

Present information clearly and in a logical order, using signposts as appropriate X

Select relevant information to answer the task X

Use notes to create either a poster or powerpoint to clearly convey the group’s ideas X|
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4. How students submit work using “Teams”

41

Pupils can submit their completed work to their teacher using “Teams”

When submitting in “Teams”, select “New Post”

Q Teams

S1A English 2020

General

1B PSHE
General
S3 English
General

S4 ART
General

S2 French
General
S2B Art/Design
General

S2 Spanish

~ 1

General
S2B Art/Design

Posts Files

% =o

-

No one has sent any messages yet

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

[4 New post

More|

Teams User Guide

oo+ General
O\ Teams <l @ S2B Art/Design

~ S1A English 2020 . Posts Files More;

General
v 1B PSHE

General
v S3 English eoe

General

No one has sent any messages yet
v S4 ART
Try @mentioning the people you want to participate in this channe|

General
v S2 French 1113

General
- S2B Art/Design

FYDe a newlnessage
General
B g @ A 9
.@Activity E Chat @5 Teams Calendar % Calls
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4.3

Select “OneDrive”

4.4

— so* General
= W 0 £ S28 Art/Design LZ
Browse A
¥ n S1A English 2020 Files More
Q_ Search
General
5 . 1B PSHE Locations
General & iCloud Drive
n $3 English D Documents
On My iPad
General D Y
@ OneDrive sent any messages yet
v . S4 ART
m Recently Deleted 3 you want to participate in this channel.
General
. $2 French Favourites
Genersl - Downloads
v . S2B Art/Design Tags
General ® Red
n S2 Spanish =< -
@ -
Recents Browse
General = -
—
QActivity E Chat Eiﬂ Teams Calendar & Calls
Select Files
= oot General
= Tears © $28 ArtiDesign prit
{ Locations OneDrive Cancel .
v a S1A English 2020 Files More
Q_ Search
General
General “ml m »
¥ u $3 English Files Libraries Shared
\\ :
General
sent any messages yet
@ . S4 ART
1 you want to participate in this channel.
General
¢ . S2 French
General

S2B Art/Design

Teams User Guide

e | 3items
T:
Sner X Read-Only
v S2 Spanish -—
L) -
Recents Browse
General
—
QAc(ivi(y E Chat 363 Teams Calendar &, Calls
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4.5

Select subject folder, “English”

Q Teams

S1A English 2020

oo* General
&t ° S2B Art/Design /LZ
£ OneDrive Files Cancel !
Files More
Q search

General

1B PSHE
General

S3 English
General

S4 ART
General

S2 French
General
S2B Art/Design
General

$2 Spanish

General

Q Activity

Document.doc Documentl.do Document2.do
X [+ 4 X
29/06/2018 12/02/2020 12/02/2020
11 KB 11 KB 11 KB

sent any messages yet

H 1 you want to participate in this channel.

Document3.do Documeni#@o English
X 1item
Yesterday 121
1 11 KB

Recents Browse

(a Chat s Teams Calendar Q calls

4.6

13:47 Tue 17 Mar

Q Teams

S1A English 2020
General

1B PSHE

General

S3 English
General

S4 ART

General

S2 French
General

S2B Art/Design

= + Not Chargingh__»
EE’ 3 General ;CA

S28 Art/Design
< Files Cancel

English

Files More

Q Search

Group work
and pr...y.docx
12:31
Shared by Me

sent any messag

2 you want to participate in this chan

Teams User Guide

General 1item
S2 Spanish -

@ ]

Recents Browse
General >

—
QActiviry [E] chat @8 Teams (] calendar Q, calis
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4.7

Classwork now embedded in post on “Teams”

Q Teams

S1A English 2020

General

1B PSHE
General

S3 English
General

S4 ART

General

S2 French
General

S2B Art/Design

General

Q Activity

@ General
S2B Art/Design

Posts Files More

®
\ﬂ

No one has sent any messages yet

Try @mentioning the people you want to participate in this

Type a hew message

& Group work and presentation nce Tag copy.docx

Uploading...

B W g @A 9

Calendar % Calls

.
s Teams

E] chat

4.8

Woo Hoo!! Work submitted!

13:48 Tue 17 Mar

v u S1A English 2020

Teams

General

1B PSHE
General

S3 English
General

S4 ART

General

S2 French
General

S2B Art/Design

General

- ... ..
Q Activity
S e 8

e Group work and presentation Evidel

% 4 Not Chargingl__'

General LZ

S28 Art/Design

Posts Files More

2

English work complete.

g copy.docx X

M2 @A 9 >

Calendar & Calls

E] chat

.
@S Teams

Hi Michael v
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