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Microsoft
Teams is now
being used at
your school!

Microsoft Teams is a
technology platform that is
used by schools across the
world as a ‘digital classroom’
environment. You are going
to be using it more at your
school this year. This quick
introductory guide has

been created to help you
understand how the platform
works so you can start
connecting with your teacher
and collaborating with your
classmates. Your teacher will
be supporting you to learn
how to use this platform.

What can you do in Teams?

Join video and audio meetings with your class.

Share your files and work on
them in Microsoft 365.

Receive announcements from your teachers.

Participate in whole class and group discussions.

Collaborate with your classmates
on projects in the Channels.

Submit your work and receive
feedback through Assignments.

Il

- v
e v
- v



Features you will use in Teams.

You can join audio or video
Meetings hosted by your
teacher, allowing you to
connect with your teachers

and classes, even if you are

not in the same place.

You can use the Chat
feature during a meeting
to share your ideas
and collaborate with
your classmates. It's
".'important to know that
Chat is permanently
recorded in the Channel

and can't be deleted.

You can even collaborate on WORD,

POWERPOINT, ONE NOTE, and

EXCEL documents together in real

time, and save them in Teams.



Features you will use in Teams.

All of your Teams are listed
on this panel here. If you

are a secondary student, You can use Emojis and

you will probably see the Reply button to

your classes by subject. If respond to what your

Mcrematiifcans il ket

you're a primary student,

.. teacher has posted.

. < Allteams n General Posts Files Class Motebook  Assignments  Grades @ Team
you will probably see B . . o ,
Callapse of
your year level class. o
i INGUARSOM, Daniel (dzing®) 5/15 12570t 1
@  Like a plysical thing?
YearSh ay TAIT Asren (axtai2) - ™ &
= Yes please Daniel, and thanks for using the reply button!
General
& Reply
Group 1
May 18, 2020
TAIT, Aaron (axalz) Feonds 100 i () a

AT

Free Dress Day Fundraiser!

Free Dress Friday!
Don't forget to wear Free Dress this Friday! Bring a gold coin donation, All funds raised will go to bushfire relief!

=3 Meeting ended: 34s ar

Here you'll see all of

the apps in your App

Start a new conversation. Type @ to mention someone.

Bar including access to b2 OB B 8 - >

the Teams you're in.

This is your Canvas where your teacher will post announcements
and hold discussions with your class. You can also view

documents and websites linked to your Team here.



If you are joining a class
meeting, try to use
headphones so you are
not distracting other

people around you.

If you see any cyber-
bullying or inappropriate
behaviour in Teams, you
should let a teacher know

immediately.

" How can you be a great
Teams member in your
digital classroom?

Just like in a regular class, ...

respect your teacher.
They are working hard
to support you, so don't
interrupt them or get
distracted.

Close other tabs and files you

have open that don't relate to
the digital class you are in. This

keeps you focused.

Be respectful of all of your
classmates in channels,
chats, meetings, and

in documents you are

_“collaborating in. Your

teacher can see all
communication you are
having everywhere in

Teams. Behave responsibly!

In a meeting, keep yourself
on mute. Just as you would
in a classroom, use the
raise hand feature and wait
for your teacher to ask for
your question. This makes it
easier for everyone else to
hear the person speaking.
You can also type in a
meeting chat if you have

something to say.



Have Is Teams only useful when | Do | need really fast

. am learning from home? internet for Teams?
q U EStIOnS Whilst Teams is very useful as a platform No. Much of your learning in Teams is
when you are learning from home, it done at school and, in the cases where
d bOUt is also great when you are at school work is being done at home, classes
. in regular classes. So you can expect do not always have to be run with live
M |CrOSOft to be using it a lot more in 2020. video or with lots of streaming.
Teams?
Will all of my classes be | have more questions,
Your teacher taught in Teams now? who can | talk to?
Not necessarily. Teams is a platform that Your teacher will be the best person
1 helps you communicate and collaborate to support you as you learn how
Wi I I be C ble with your class and teacher, and it will be to use Teams at school.

to hel p you’ used in different ways moving forward.

but the
answer mlg ht Can | use Teams on an

iPad or other device?

Yes. Teams works on laptops, tablets
and even smart-phones. Regardless
of the device you are using at school,
you will be able to use Teams.
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