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A Student Guide to Using Microsoft
Teams

There are 3 sections to this document

Section 1

How to use Teams on a Desktop or a Laptop

e How to log on
e How to upload an assignment
e How to access and respond to feedback given to you by your teacher

Section 2

How to use Teams on a tablet or mobile phone

e How to log on
e How to upload a picture of work you have completed as an assignment

Section 3
Log in details and queries
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SECTION 1 - USING TEAMS ON A DESKTOP OR A LAPTOP
Teams - How to Login

On any web B Microsoft | Office moducs «  nesourcss o Templstss Suppon by sccount
browser, e.g. |
Google Chrome,
Internet

Explorer, Safari

etc, go to
www.office.com Getofice

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

Click sign in and sign in with your full school He”O, Welcome back.

email address which is your computer

username followed by @cvea.co.uk
Example: Jessica Jamieson’s email address —
would be:

j.jamieson@cvea.co.uk Your password is
the same one that you use when you are in
school.

Once you sign in, you will get the page below

Click on the Teams icon

/ Install Office
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You should now see all of the Teams (classes) that you have been added to. You will
also see “Department Teams”. These will contain all the resources you need to
either complete a lesson from home or to revise from in preparation for an exam.

@o Teams = @ 98 Join or create team
Activity - ="

o

Chat
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R Directors of Subjects CVEA PE-PA Department Whole Staff CPD Middle Leaders Tumeejt; r
Calendar

&

Calls wee ..
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YM YM MT
Year 10 GCSE PE Mr 8YPE/1 Year 9XPE1 Mr Tumelty VI1PE/1 Mr Tumelty Core 7XPE1 Mr Tumelty
Tumelty PE

z 5 < B %
o
8XPE Mr Tumelty Year 7 VLE Training TEAM Physical Education VLE History VLE Performing Arts VLE
23]
Apps
©)
Help
H O Type here to search - c 2 @ 19°C Mostiycloudy s & 2 tH zn:xﬁ‘;!zw

Teams- Accessing files and resources

Click on a “TEAM” to see the welcome page. Then click files.

0

‘?’i ¢ Allteams B) General Posty Files JCioggpierroor Assignments  Grades -+ Team 30 Meet -~ (@ -
~0 .

(¢]

‘ [

- Year 7 VLE Training TEAM
. <] Welcome to Year 7 VLE Training TEAM

) e Choose where you want to start
&
. | &
D Fe) “if 7
Upload Class Materials Set up Class Notebook

=

ﬁ £ Type here to search
Then click on “Class materials”.
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— a — Tume“y' i

;%‘ < All teams General Posts Files Class Notebook Assignments Grades -t A G D:l Meet e
Pl 7 % _ )

= o* + New T Upload ~ %@ Copy link 4 Download {- Add cloud storage & Open in SharePoint = All Documents
Cha a

"i,@ Documents General

Year 7 VLE Training TEAM
& O Namew Modified Modified By

Assignments
General Mr R Myers

H P Type here to search i 2 B 19°C Mostlycloudy s @ 2

Then click on your year group folder. To help you find the work you need
click on the instructions sheet that is pinned to the top. Once you have
done this click the folders you need to access the resources you need.

oo e s

0
E{‘ < All teams E General Posts Files Class Notebook Assignments Grades -+ V' G D Meet -
-9

i

> -
a + New T Upload ™ @ Copy link { Download & Open in SharePoint = All Documents

Documents General > Class Materials > PE > Year7

Year 7 VLE Training TEAM

=
1
{

General

Instructions for Studen,

& June 20
0
- [ MNemew Madified Modified By
Half Term 1 June 20 Mr L Tumelty
Half Term 2 June 20 Mr L Tumelty
Half Term 3 June 20 Mr L Tumety
Half Term 4 June 20 Mr L Tumelty
B Instructions for Students.docx June 20 Mr L Tumelty
B
Apps
)
@
H O Type here to search 4 = 7°C Mostycloudy *s @ %
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Teams - Uploading an assignment

Your teacher may set assignments for you to complete. You will see a new
notification every time your teacher sets a new assignment for you, which is
circled in blue. By click on this notification, you will be brought to the
assignments page. You can also click the assignments button in the left-hand menu
to see all the different assighments set by your teacher, or you can click into your
class and click on the assignments button circled in yellow.

Microsoft Teams Search for or type a command
1
‘ "‘ ’ < All teams
Activity

?ﬂ; General Posts Files Class Notebook Assignments J/Grades

Upcoming

‘ Assignments ’ -~ Assigned (1)

Example Class

Example Tasks
General (1] D

ue tomorrow at 23:59

> Completed

Click on the assignment to access the task.

To add some work, we first need to create a new document, then complete our
work in it. If the assignment is on a Word document it may be possible to edit
it but your teacher will direct you.

il General Posts Files Class Notebook Assignments Grades T

Points

Example Ta;ks No points

ue tomorrow at 23:59

Instructions
Describe the character of Eve Smith in An Inspector Calls. Three
paragraphs
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Using a new file

B85 Teams

v ] Neme Click on new file and
Attachments decide what format you
o Notebooks will be submitting your
B Mgzt work, e.g. Word,
& Ocignppr PowerPoint or Excel
&  (OneDrive
Choose a file type
@ Link

m: Word document

)
a- PowerPoint presentation

IJI_=E Excel spreadshest

Gwe Yo assigament & name
ol then click abtach
£ Upload from this device Cancel m

You have now created your document that
you can start writing your work into. To
start your work, click on the document
name.

Eve Smith Character Profile

Write a character profile about the character of Eve Smith in An

nspector Calls

No points

@] Eve Smith character.docx

+ Add work

Click here wd I
will opern Miorosoft Word
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Harme ot » . Feterencet Reaw

AA B T s g

/r‘ape \aowr work t hore

oad wlm, aou, e -Fi\t'ékldl

It saves automationlly once
bou, click close

m General rosts Fies Class Notebook A signmen

< . m
%

2. Click ta
hoad tn button

Example Tasks

bosubm(kbw

v Seith docx L. owsr
_ bk

. Make sure \()ouf werk
(s athachay

< Back [E)) Hande:
- ol Points
Eve Smith Character Profile Moo

Due today at 23:59

Instructions

Write a character profile about the character of Eve Smith in An
Inspector Calls

My work

@5 Eve Smith characterdocx

If you have successfully handed in
your work, you will see a cute
animation!

Make sure that you have
your work attached and
that it is not blank.
Click the hand in
button. Your teacher
can now look at your
work and give you
feedback if required.
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Teams - Getting feedback and responding to feedback

You will get a notification in your
activity feed when a teacher has set
you a new assignment or sent you
feedback on your work.

Click on the Activity button and it
brings you to your feed. Any message
in bold you have not read

Feed v e
B BG5S Assignments mentioned 03:36
Example Team This is a notification to say that

E:f‘gf'ﬁfﬂ:ﬁgjﬂerﬂ' there is a new assignment in
o e the Example Class that you
@ i Assignments _ need to complete

mentioned Example Team

Example Team > General

Eve Smith Character Profile | Due Mag

=]
[
L

s 255 Assignments mentioned 19/03
Example Team

Example Team = General
Percentages revision | Due Mar 20

This piece of work has been [ ceneral ros siee e noisont assignments Graces N
looked at by this student’s

teacher and been given some <= B ranesrn o < [
feedback circled in red. You

Feedback
great work - please see the highlighted parts that need to be rewritten

Example Tasks

can click on the file to open
it and act on the feedback
given to you by your teacher, .

before handing it in again. 8 e smithoos

mddd work
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SECTION 2 - USING TEAMS ON A TABLET OR PHONE

eams - Downloading the Teams A

The Microsoft Teams app is available for free on the " °* ‘.

App Store (iPad and iPhone) or Google Play store
(Android tablets and phones). Search for Teams and
look for the purple Teams icon circled in red and

Q teams ® Cancel

|crosoft Teams
@
**i*ﬂ

download. Once it is downloaded, open the app and

log in.

Microsoft Teams

.8

Welcome to Microsoft Teams!
A happier place for teams to
work together.

‘ Sign up for free ‘

Sk

Sign in with your school email address. Example: Jessica Jamieson’s email address
is j.jamieson@cvea.co.uk

Your username is your computer log in you would normally use at school and the
password is the one you set and use at school.

“Teams" Would Like to Send
You Notifications

Notifications may include alerts,
sounds and icon badges. These can be
configured in Settings.

Don't Allow

Next

“Teams" Would Like to

Access the Microphone
Microsoft Teams needs to use your
microphone so others can hear you on
acall.

Don't Allow

Next

Turn on notifications for Teams so that
you get an instant notification when
your teacher has set you a new piece of
work, posted an important message or
sent you some feedback on work you
submit
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Teams - Uploading an Assighment

If you are uploading a document, follow the guide that is in section 1 as uploading
a document from a phone or tablet is the same process. However, if you have
piece of written work that you need to upload, you can use your tablet or phone
to take a picture of your work. You can find the assignment you have been set in

video

&3 Teams

f  Upload from this device

<Take Photo or Video >

Photo Library

Browse

Cancel

1 @

4c Percentages (1).pdf

My work

N imaie.'pg

Points

"""} ake the photo and
mp attach it, making sure
it is attached to your
work and press hand in

I}

090
cg3

=
Activity Teams Assignments Camera

17:48 75% @R | 17:48 75% @m )
1)9:; 3 = - 2 Q Assignments 3 Hand in
= Q Assignments e ..
+ EGS - 11/Ma1 &3 Percentages revision
g4 Retined Due tomorrow at 23:59
Load previous .
»/ Assigned (1) Instructions
U5 Computing Cam Nats ICT 20-21 A7 Complete the attached questions into your book
Jan 21 3. Spreadsheet revision tasks < Percentages revision showing all the working out required
Due tomorrow at 23:59
LS Computing - Cam Nats iMedia v FsANCematang s
Workbook for Unit R082 LO1 > Completed 4c Percentages (1).pdf
US Computing Cam Nats ICT 20-21 v y work
Jan 21 4, Access rights and permissions Tap on an |
US Computing Cam Nats ICT 20-21 v aSS]gnment to Points
Jan 21 6. Devices required to create a Wi-Fi > No points
s s open it
U5 Computing Cam Nats ICT 20-21 v [E)
Jan 21 7. The use of software and hardware to to add a p]ctu re
create presentations &
U5 Computing Cam Nats ICT 20-21 V.
Jan 21 5. Implications of Wi-Fi access for hotel ®
i
guests/conference
e i —
o) Q &3 Q &3 8
Chat Activity Teams Asslaniient Ciriara Activity Teams Assignments Camera
e =
— ] 5 17:49 749 @8 ) | 789 i mm)
4 Press on EGS - 11/Mal 6 EGS-11/Mal  Undo hand-in
. u load from Percentages revision Handed in on Thu 19 Mar 2020 at 17:49 \/
@ OneDrive p g
th.is dev.ice Due tomorrow at 23:59
Percentages revision
Instructions - _—
A ue tomorrow at 23
+ New File and then Complete the attached questions into your book )
take hoto or showing all the working out required Instructions ey
p Complete the attached questions into y«
@ Link Reference materials

showing all the working out required

\1

Reference materials

4c Percentages (1).pdf

My work

B9 imagejpg

. Make sure you see
the animation that
confirms you have
handed your work in

%
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Teams- Accessing files and resources

In the app on your screen you will have a range of options to click on
at the bottom of your screen. Click Teams then click onto the Team

tile you would like to access and click “general”. Then at the top of

the screen click “files”, then click the folder “Class materials”.

KL OEWE - @R R19 n13:22 oz- Ukl I DEYE - @RIBRI9%T
. General Q
& Teams : e

Q POSTS MORE
S——————eevvTT———
& Class Materi
n TXPE1 Mr Tumelty § ® Modified by Mr R Myers
General

n 8XPE Mr Tumelty

General

Year 7 VLE Training TEAM

v

General

4 P Iilca Education VLE
'[__ I15tory VLE

General

m Performing Arts VLE

General
® Ow 8 -
Activity  Chat eams JJAssignm.. Calendar  More

N v 4

g

In class materials you will see a document called “Instructions for
students”. Click on this then enter the folders you need to access the
resources to support your learning or revision.

02-kiBOBEY B - @ RNIBR18% I 113:23
& General &
Year 7 VLE Training TEAM
POSTS FILES MORE
Half Term 1

Modified by Mr L Tumelty

Half Term 2
Modified by Mr L Tumelty

Half Term 3
Modified by Mr L Tumelty

Half Term 4
Modified by Mr L Tumelty

mg Instructions for Students.docx
= Modified by Mr L Tumelty
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SECTION 3

Usernames

Office 365

For Office 365 and Teams, you will log in with your school email address. This is
usually initial.surname®@cvea.co.uk. (Some students have a number in the email
address but they should be aware of this).

For example: Jessica Jamieson’s school email address is
j.jamieson@cvea.co.uk, and her computer username is j.jamieson

As stated earlier, your password is the same as what you use in school. Any
problems with logging in, you can email enquiries@cvea.co.uk
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