Induction day —
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Learning Intention

e to be able tojoin a Team

e to be confident in how to view posts and access documents

e to be able to upload work via Assignments
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How to join a Team

e You may find you have been added to a Team by your teacher

e |f not, when you open up Teams you can select JOIN TEAM and then
enter a code which your teacher will give you




Where to join a Team

e If you are not already on a Team you will see a box like this when
you first open up Teams. Type in your code. I

i

Join a team with a code

e |f you are on some Teams already, you can join a new Team by
clicking into this box at the top right of the screen [ IR

Y {'23 25" Join or create team



Where is the work?

Microsoft Teams

e Your teacher will tell you whether

< All teams

they will post work in the General
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channel of your Team or whether

B General
Week 1 - 11th May
they will have weekly channels like
y y week 3 Thursday 28th May
week 4 Thursday 4th June
° week 5 Thursday 11th June
the ones pictured here
week 7 Thursday 25th June

4 hidden channels




Where is the work?

e Your teacher may type up the instructions just as a normal post
but it will also likely appear as an Assignment because this is how
you will also be able to upload your work for us to see.

e An Assignment will appear on whichever channel your teacher
uses (either the general channel or the weekly channel). Click on
View Assignment to find all the details you need.

E! Assignments 15/06 11:00 GEB
. Lesson for Thursday 18th June

Due Jun 18

View assignment
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Where is the work

You will see along the top of a channel that there are various tabs.

r. General Posts Files Class Notebook Assignments Grades Insights —+

Posts are where you will find messages from your teacher.
Your teacher may put some resources under Files.

You can access the Assignments from this bar too.



Overview of Assignments

e Down the left hand side you will see a tab for
Assignments. This will give you a list of all your

subjects and will link you directly to any assignments.




Opening a document

e Some pupils had difficulty opening up some documents depending on
the device they were using.

e By clicking on the 3 dots next to the title of the document, you will
have the chance to download the document which then makes it much
easier to open on your device

Instructions

Solve the clues to unravel the mystery

Reference materials

The Mystery of the Missing Pirate Treasure.pdf
# Open in Teams
My wark ¥ Op
—+ Add work '] Open online

{4 Download




How to upload your work

e Once you have completed the task, you should click
on +Add work at the bottom left of the Assignment

page

My work
~+ Add work



How to upload your work

e You will then see a box like this. At the bottom there o
is an option to Upload from your device.
e By choosing this, you can upload a document from
your computer, a photo from your phone etc.
&
&
&
e Once this has uploaded, choose Done :
Upload from this device
e —

e Now click on Hand in at the top right



Success Criteria

e | canjoin a Team

e | know where to see posts from my teacher
e | know where to see Assignments

e | can open/download a document

e | am able to upload work for my teacher to see



