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Get started

How to sign in
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Sign in to Teams

1. Go to Office.com and sign in with your school
email and password.

2. From your Office.com homepage, click on the
Teams app to open it right in your browser.

3. Select s Teams to see which class teams you're
in. If your teacher has already set up the class team
and added you, you’ll see one of more (depending
on how many classes you have) class team tiles.

Please do not hesitate to
reach out to your teacher

with questions related to
Microsoft Teams.

When you see your class tiles, click on one to start
connecting with your teacher and classmates!
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Get organized

Find and organize conversations, files, assignments, and notes in your class teams.
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Channels

Every class team has a main discussion area,

the General channel. Under General, your teacher
may create more channels to organize topics,
projects, and more.

« All channels include a Posts and a Files tab.

+ The Posts tab is where you, your classmates,
and your teacher can all start and reply to
conversations.

+ Look for shared documents in the Files tab.

« Along with Posts and Files tabs,
the General channel has Assignments, Class
Notebook, and Grades tabs.

* You will also have a Clever Login tab or
Channel for quick access to the Clever portal
inside of your class Teams.
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Find and Access Curriculum-Related Applications Used Throughout the District




How To Locate The Clever Login Page
* Your Teams may In Microsoft Teams

have a Clever Login
< All teams General Posts Files Class Notebook Assignments Grades +_ Tabs ®Team G Meet v () -

Channel.

* Click on the
Clever Login
channel, then
click on the

Choose where you want to start

TEST TEAM 33 ) I
Clever tab | —|
across the top R Cere ' - e
i ever Login Channels 6 Ajj\ .
of the page.

e Ifyoudo not see a
Clever Login
channel in your
team, your teacher
may have added the
Clever Login page
as a tab across the
top of the General
Channel. Check
there.

Upload Class Materials Find help & training
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Haywood Co School District

< All teams

Once you click
the Clever Login
tab at the top of

TEST TEAM 33 Not your district?

the Channe19 General L .

. Clever Login Login information Clever
enter your login i
information and [=] E
click Log in. [=1r™

Having trouble? Get help logging in!

Once you log B

Login

District admin log in

into the Clever
portal in each of
your Teams,
your username
and password
will be
automatically
saved on your
computer.

NOTE: Badges/QR Codes will not work inside Teams for Clever, you will have to access Clever through
Google Chrome to use the badges. If you want to access Clever through Teams, but do not have your
login information, please contact your teacher.



Once in Clever you will see all the
applications you have access to. This
includes access to Edmentum and Calvert
Learning for virtual curriculum and links
to other supplemental resources for
education.
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Communicate

Create and respond to messages in Teams.
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Notifications

Check the Activity feed to make sure you

don’t miss a new assignment or an @mention.

Activity

Assignments

Microsoft Teams 4

Feed Vv
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Physical Science
Physical Science > General
&) Assignment due date has been changed.
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% Missed call from Cara 3/15

Unknown number
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Chat with Cara
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88" Cara added you to 3/12
Communications
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Create and send a message © N comsion e oy Postin e cds
in a chat or channel B L U5 W A A e Lo s =R @
Peer review

Ella Taylor and Enrico Cattaneo, I'm going to share my draft of the free write in this channel.

Click the compose box to create a message. You can
type out a simple message or add on.

=]

Attach an image, gif, sticker, or file. \ f ‘{
s WN ' T
Select Format A¢ and use rich text to make your ‘;( 1
message stand out. =N
Format your message with bullets or make a (T/)

numbered list.

@mention your teacher or a classmate.

To switch from a conversation in a team channel to e " Fecent Contacts
a private chat group, select E Chat. E Pinned

R @ o
NOTE: The Chat feature has been B oo
disabled for students. You may use the .8 B

Conversation bOX in your Teams m ‘.9 ?orj:i{?c:scthciline.\‘l\ look in 10 mins. v
channels for group conversations and A& Eldon Roque »
. . g You: Can | call you? | need help with the f...
your email your teacher for private
. Cara Coleman 3/14
conversations.

Calendar

Adele Vance Sure. I'll be available starting...
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Meetnow Essay peer review m

Apet 2020 otk wesk Adele Vance
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Connect with video

Use meetings in Teams to virtually join your teacher
and classmates in online classes, study groups,
presentations, and whenever you need to learn
face-to-face.

Choose your audio and

Essay peer review

1. Select B3 Calendar to see any meetings your
teacher or classmates have added you to, or any
you've created yourself. Click Join when it's time to
meet.

2. Adjust your audio and video settings, then click
Join now.

®Team G Meet

Note: You can also see scheduled meetings in any
of your class team channels. s g e

ual homework group
ing to get  study group going but | thought itd be a ool idea to do a virtual study 100! Maybe during test
h other and offer help. It might be easier to do that than meet in person too. Let me know what you think!

March 24, 2020

Y Weekly homework hep check-in

Occurs every Tuesday 1130 AM
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Answer a call

When your teacher - calls you in

Teams, you'll get a notification where you can
decide how to answer. You can accept with video,
accept with audio, or decline.

Cara Coleman

is calling you

i
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How to use the toolbar during the meeting

Microsoft Teams “ Search or type a command

Leave the meeting. The meeting

Turn your video on and off. . . g
will continue even after you've left.

Mute and unmute your microphone. See who's in the meeting.

Share your screen or a document. Participate in the meeting chat.



Microsoft Teams for Education | Quick Start Guide for Students

Share and organize files

Share files in conversations and use the Files tab to keep track of them.
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Share a file in a channel or chat

1. In a new message or reply, click Attach a.
2. Choose a file you'd like to share.

3. Include a message if you want, then click
Send B> .

> 0 & O

Fatima Zapata 10/25/19 11:30 PM
=~ Thinking of doing a virtual homework group

| know Douglas Cothran is trying to get a study group goin
week so we can be there for each other and offer help. It mi

Collapse all
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?
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Find or create a file

See the files that you, your classmates, and
your teacher have shared in a chat or a channel by
selecting the Files tab.

While in Files, you can create a new Word, Excel,
or PowerPoint document for you and your
classmates to collaborate in.

Class Materials

In the Files tab of every class team's General
channel, your teacher might add read-only
resources to the Class Materials folder. Look here
for important documents that can help you with
assignments, projects, or just staying up to date
on class expectations.

@ General Pposts Files Class Notebook Assignments Grades

+ New v 71 Upload ~ & Sync @ Copylink ¥ Download
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Name
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Introduction to Algebra (1).pptx

Evaluate the expressions - Friday.docx

Modified |

October 25, 2019

October 25, 2019

October 25, 2019

-+ Add cloud storage

Modified By

System Administrat...
Cara Coleman
Cara Coleman

Cara Coleman
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Class Notebook in Teams

Use your class team's built-in Class Notebook for more class work, activities, and collaboration.
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Use Class Notebook in Teams

Need to take private notes or brainstorm with
classmates? The Class Notebook tab lives in your
class team’s General channel. If your teacher has
set up the notebook and directed the class to use
it, click the tab and explore.

1. Select > to expand the notebook and see all
your sections: a Collaboration Space for
developing ideas and projects with classmates,
a Content Library where your teacher can save
important resources, and a private notebook
section that’s just for your work.

2. Note the section at that bottom with your
name—that's your private notebook! Only you
and your teacher can see it.

E General Posts Files Class Notebook Assignments Grades

Algebra * Algebra Notebook

? Welcome to Class Notebook

Your OneNote Class Notebook is a digital nc
handwritten notes, attachments, links, voice,

Algebra * Algebra Notebook

= Algebra Notebook £
Welcome Welcome to Class Notebook

v _Collaboration Space x"2+3=7

l Using the Collabora... FAQ: Class Notebook in Mi...

Qbot Demo_Notes
Homework help_No...
Demo_Notes
' v _Content Library
' Using the Content Li...
Dates and Deadlines

. > Adele Vance
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More resources
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Get help on Office 365 and Teams

Explore the Student help center for inspiration
and help using Office 365 with your school work.




