How to Access/Create Microsoft Teams

1. Go to https://www.office.com Click Sign In.

Welcome to Office

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



https://www.office.com/

2. Enter your login credentials. Type in your email address. Click on NEXT.

™ Microsoft
Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options




3. Click on Work or School Account.

= Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Created by your IT department
mfulmer@bb-sd.com

ﬁ Work or school account

Personal account

R Created by you

mfulmer@bb-sd.com

Tired of seeing this? Rename your personal Microsoft
account.

Back



4. Type in your password. This is the same password used to login to your teacher computer at school.
o= Microsoft

< mfulmer@bb-sd.com

Enter password

Password

Forgot my password

5. You can choose Yes/No whether to stay log not. If it is your own device, | normally click YES.
a5 Microsoft

mfulmer@bb-sd.com
Stay sighed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

No




6. This is the Microsoft Office 365 landing page where all apps are available. Click on TEAMS.

Good afternoon Install Office

+ ® e @ ®H $ W D

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint

z -

Forms Admin All apps




7. To Create a new Team, select the Join or Create Team.

Teams Y General Posts Files PLC Notebook Edit | 1st Quiz of 2018

Your teams

Brentwood Microsoft 365

Office 365 Admin

General @
Software b—

[l Office 365 Training Team !
Training Day
General

Homework Help

ﬂ Demo Brentwood Class Team
Welcome to the team!
General
Try @mentioning the team name or teacher names to begin sharing ideas.
Chapter 1

Chapter 2

Tech team

Brentwood Borough School District C...

1:1 Committee

&l Video Conferencing

Start a new conversation. Type @ to mention someone.

Join or create a team @ A & @ =] C':“ S Q

Microsoft Teams “ o _



8. Click Create Team.

BM

OA

Microsoft Teams

Teams

Your teams

Brentwood Microsoft 365

Office 365 Admin

General

Software
Office 365 Training Team
Training Day

General

Homework Help

Demo Brentwood Class Team

General
Chapter 1
Chapter 2

Tech team

Brentwood Borough School District C...

1:1 Committee

Video Conferencing

Test

Join or create a team

R

Search or type a command

Join or create a team

P

Create a team

%" Create team

lets gooooooo
41 members | Public

lets gooooooo

Join a team with a code

Enter code

Got a code to join a team? Enter it above.

Lh

Lunch half day
4 members | Public

19

Lunch half day

Searc

EB

Elroy BEA Members
28 members | Public

62000

Elroy BEA Members



9. Select Class as the Team Type.
Select a team type

[ | .
= AL
ap
—J 1 ¢
Class Professional Learning

Discussions, group projects,
assignments

Community (PLC)

Educator working group

; ‘ll
> O

<
Staff Other
School administration and Clubs, study groups, after school
development activities
Cancel

10. Enter a name and optional description for your class team, then select Next.

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for

notes in Class Notebook.

Name

Description (optional)

Create a team using an existing team as a template

Cancel




11. Add Students to a Class Team, by clicking on Students Tab. Type in the search bar and then click ADD to include the student
in the Class Team. You Can also choose to SKIP adding students and add them later. If you have a student teacher or team
teach a course, you can also add them in this same area. Be sure to click on the TEACHERS Tab before beginning to add a
teacher.

Add people to "Online Learning Resources"

Students  Teachers

Search for students

Start typing a name to choose a group, distribution list, or person at your school.

Skip



12. Adding Students to a Class Team — ONLY if this wasn’t completed in the set-up portion of the Class Team. In order to add
students to your team later.....Navigate to the class team you’d like to add a student to, then select more options. Select Add
Member and follow the steps listed above.

a

Activity

Assignments

Teams Y oL

Your teams

i

BB

Brentwood Microsoft 365

Office 365 Admin

General

Software
Office 365 Training Team
Training Day

General

Homework Help

Demo Brentwood Class Team

General
Chapter 1
Chapter 2

Tech team

Brentwood Borough School District C...

1:1 Committee

Video Conferencing

Online Learning Resources

More options

Calendar

.

Microsoft Teams

Teams

Your teams

Brentwood Microsoft 365

Office 365 Admin

General

Software
Il Office 365 Training Team

Training Day

General

Homework Help

ﬂ Demo Brentwood Class Team

General
Chapter 1
Chapter 2

U Tech team
5l Brentwood Borough School District C...
1:1 Committee

7al Video Conferencing

oL  Online Learning Resources

Y OL General r

2 Hide

@ Manage team

ﬁ. Leave the team

¢ Edit team
@ Get link to team

{J Manage tags

il Delete the team

Ctart a n



Assign Student Work

1. Navigate to the General Channel in the desired Teams Classroom by clicking on the arrow next to the Class Team. Select
Assignments.

Microsoft Teams ©

Teams Y

Brentwood Microsoft 365
oL ’ i :
= m Brentwood Microsoft 365 . General Posts Files Class Notebogfl Assignments Nprades Wiki Wiki +
[’ Office 365 Admin ents
o [ Office 365 Admin Upcoming 7
g
General Teams General
Software Software > Drafts
Sl Office 365 Training Team . Office 365 Training Team */ Assigned (0)
Il Training Day
Training Day
General
General Homework Help 1
Homework Hel - & -
P BCl Demo Brentwood Class Team lick here to create a new
assignment, quiz, or repost of a
Demo Brentwood Class Team General lprevious assignment.
Chapter 1 N
General Chapter 2 N
Chapter 1
Techireary Looks like everything's been graded.
Chapter 2

Brentwood Borough School District C...

1:1 Committee

> Graded

Tech team
ﬂ Brentwood Borough School District C...  «=«

1:1 Committee

Video Conferencing

8 Online Learning Resources



2. Click on CREATE and then Click on ASSIGNMENT.

Search or type a command brentwoodpgh.k12.pa.us 3 'h'
General Posts Files Class Notebook Assignments Grades Wiki Wiki + O
Upcoming ¥
> Drafts

~ Assigned (0)

lick here to create a new
assignment, quiz, or repost of a
previous assignment.

Assignment . .
Looks like everything's been graded.

From existing




3. Enter Title for the assignment. Continue to fill in the assignment details including additional instructions, resources,
points, and edit the due date. The assignment can be for the entire class or for individual students. Click Edit for more
assighment options.

Edit assignment timeline
General posts Files Class Notebook Assignments Grades Wiki Wiki —+ & 9

Schedule to assign in the future

. . Post date Post time
New assignment Discard Save
Wed, Mar 25, 2020 9:00 AM ®
Title (required)
Enter title
Due date
& Add category Due date Due time
Instructions
Wed, Mar 25, 2020 11:59 PM ®
Enter instructions
@ Add resources
Close date
Points
Close date Close time
No points
Wed, Mar 25, 2020 11:59 PM ®
£ Add rubric
Assign to Assignment posts immediately and is due on Wednesday, March 25 at 11:59 PM. Late turn-ins
allowed.
Online Learning Resources 0 All students o
Date due Time due

Wed, Mar 25, 2020 11:59 PM ®
Cancel
Assignment will post immediately with late turn-ins allow



4. To attach resources to the assignment, click ADD Resources. This step will enable you to add a document from your
OneDrive or computer. To add a document from your compute click on Upload from this Device link and then browse
for the document. Click Attach once the file is selected or done if using a file from your computer.

IGEI‘IEI’al Posts Files Class Notebook Assignments Grades Wiki Wiki -+

New assignment

Title (required)

Microsoft Teams - How to Access and Create a Team

D Add category

Instructions

Please follow the steps to creating a Microsoft Team.

(7 Add resources
Poi

No points

@ Add rubric

Assign to

@

Online Learning Resources

Date due
Wed, Mar 25, 2020

Assignment will post immediately with late turn-ins allowed. Edit

Saved: Mar 24, 648 PM

All students

Time due

11:59 PM

e
"4
Save m
OneDrive

@l Class Notebook
@ Link

—+  New File

[}

MakeCode

no

33 Teams

il Upload from this device

OneDrive

v f

Name

1to1

2019-20 PIMs

2019-20 Usernames and Passwords

AlU Microsoft Event

Apple Field Trip

Attachments

Budget

Class Notebooks

Documents

Google Expeditions

In-Community Article

Inventory

Modified

Mar 12, 2019

Aug 23,2019

Aug 2, 2019

May 9, 2019

Jan 24,2019

Nov 10, 2017

Mar 12, 2019

Jan 24,2018

May 31, 2018

Apr 20, 2018

Oct 10, 2018

Jan 19, 2018

Cancel



Once the file is uploaded, choose whether the students can edit the document or not by clicking on the more options next to
the assignment.

General Posts Files Class Notebook Assignments Grades Wiki Wiki + L

New assignment Saved: Mar 24, 6:48 FM Discard Save

Title (required)

Microsoft Teams - How to Access and Create a Team

{J Add category

Instructions

Please follow the steps to creating a Microsoft Team.

HP Teacher Computer Inventory Sheet.xlsx
Students edit their own copy

@ Add resources Students edit their own copy

Points Students can't edit
No points
i Open in Teams
@ Add rubric
il Open in Excel
Assign to
il Open in Excel Online
Online Learning Resources 0 All students
4 Download
Date due Time due
Remove
Wed, Mar 25, 2020 11:59 PM

Assignment will post immediately with late turn-ins allowed. Edit



5. You may attach a rubric that you have created for the assignment or create your own within Teams. Click on ADD Rubric.
Rubrics are optional and not required to complete the assignment process.

General Posts Files Class Notebook Assignments Grades Wiki Wiki =+

New assignment Saved: Mar 24, 6:48 PM

Title (required)

Microsoft Teams - How to Access and Create a Team
D Add category

Instructions

Please follow the steps to creating a Microsoft Team.

HP Teacher Computer Inventory Sheet.xlsx
)
Students edit their own copy

& Add resources

Points
NPT
@ Add rubric
Online Learning Resources (=) All students
Date due Time due
Wed, Mar 25, 2020 11:59 PM

Assignment will post immediately with late turn-ins allowed. Edit

Discard

Save

Zhoose a rubric

X
Upload rubric + Ne@

e /

QI_

No rubrics available

Cancel



If choosing ADD New Rubric, an editor will open on the screen. Add a Title, Description, and turn on Points if point values will be
assigned to this assignment. The rubric may be customized based on your grading criteria if Excellent, Good, etc is not used in your
classes. To change the wording of the grading criteria, click inside of the text box where it states Excellent, Good, etc. Click Attach
when complete.

New rubric

Title ~ Points (@) No

Enter title (required)

Description

Enter description

Grading criteria

Excellent Good Fair Poor A

=]

Cancel



8. When the assignment is ready to be viewed by students, SELECT Assign. Students will be notified that a new assignment has
been posted for them to view. If you would like to save the assignment as a draft for only you to view, SELECT SAVE.

General Posts Files Class Notebook ~Assignments Grades Wiki Wiki

New assignment Saved: Mar 24, 6:48 PM Discard @

Title (required)

Microsoft Teams - How to Access and Create a Team

O Add category

Instructions

Please follow the steps to creating a Microsoft Team.

HP Teacher Computer Inventory Sheet.xlsx
Students edit their own copy

s

& Add resources
Points

No points
@ Add rubric
Assign to

All students o

@

Online Learning Resources

Date due Time due
Wed, Mar 25, 2020 11:59 PM O]

Assignment will post immediately with late turn-ins allowed. Edit



Grade Student Work

1. Each Class Team has a Grades Tab where you can view assignments at a glance or track how students are progressing in your
class. To open the Grades Tab, click on the General Channel of the Team and SELECT Grades.

Teams Y General Posts Files Class Notebook Assignmen ki wiki +

Brentwood Microsoft 365
Grades

Office 365 Admin

General

Software
Office 365 Training Team
Training Day

General '

P30

Homework Help

Create and grade assignments to

Demo Brentwood Class Team .
start tracking class progress

General
Chapter 1
Chapter 2

Tech team

E Brentwood Borough School District C...

Online Learning Resources
General >




2. To track student progress from the grades tab you can see the assignments appear in rows and students in columns.
Assignments are arranged by due date with the nearest date at the top. To view an assignment in the Grade Tab, click on the
Assignment Tile to open and view it.

%' General i T } Y .

D berlore Jan 1 B Lpot

Wakth Wiryri. s Eieiiry s et Sasler i i il bty Bargrs B0 Warves

it iy Sl & by Sl e T P guiihd Fod Wisds T

06000006 ODO®

Status of student work will appear in the cell associated with their name and the assignment. There are four categories:
Blank: No action has been taken

Viewed: Opened and viewed the assighnment

Turned In: Student has turned in the assignment

Returned/Points: If assignment does not have points associated with it, will display as returned. Points will display if there
are points associated with the assignment.



Review, Provide Feedback, Return from the Grades Tab

1. Click on the General Channel of your Class Team and Select Grades. Select more options (...) for that submission to open
student work and start grading.

Physical Science 9A

General
Astronomy Unit
Electromagnetic Waves Linit

Kimematics Unit

% General Posts Files Grades 2 more

Lesson 4: Quiz Lesson 3:
Due before Jan 21 [} about growth Presentation with
Dec 14, 2018 - 100 p... Dec 14, 2018 - 100 p...
¢ iz
Take Home Waves
Quiz

Q, s

@ Abner, Barney
@ Avila, Bernadine Return
< @ Carrozza Tara v

Open student work

2. Enter feedback for the assignment as necessary and points (optional) if using.

3. Click Return to release the feedback and grade to the students. e

Note:

Return also allows the teacher to return the assignment to the student for correction.

din  View History

Feedback

Enter feedback

Utilize the arrows beside the student name to quickly navigate to other students for this assignment.

Points

/100



Review, Provide Feedback, Return from the Assignments Tab

1. Navigate to the General channel of your desired class team and select Assignments.
2. Once Assignments have opened, select the drop-down arrow beside Assigned to open assignments that are yet to be
graded.

Assignments with work left to grade are automatically sorted to the top of your list.

3. Select an assignment from the list to review, enter points (optional), and provide feedback
v/ Assigned (3)

View more past due

Lesson 2:Word Association
Due December 14, 2018 11:59 PM

Lesson 3: Presentation with real-time collaboration
Due December 14, 2018 11:59 PM

Lesson 4: Quiz about growth mindset
Due December 14, 2018 11:59 PM



4. When the assignment opens, you can select the feedback box to enter Feedback or you can enter points (optional).

ﬁ Cattaneo, Enrico " Turned in ﬂ

Great job!

5. When review and feedback are complete, you can select the checkbox to the left of the student name and then select
Return. The students you selected will receive a notification within Teams that their assignment has been returned.

Note: Select the top checkbox and Return to return work to all students or select the checkboxes next to individual student
names.



Customizing and Navigating your Classroom — Introducing Channels

In Microsoft Teams, teams are groups of people brought together for work, projects, or common interests. Teams are organized in
channels. Channels are dedicated sections within a team to keep conversations organized by specific topics, projects, disciplines
whatever works for you and your class. Channels are places where conversations happen and where the work is done. Channels
can be open to all team members or, if you need a more select audience, they can be private. Standard channels are for
conversations that everyone in a team can participate in and private channels limit communication to a subset of people in a team.

1. Navigate to the class team you'd like to add a channel to, then select more options ( ... ) next to your class team name.
2. Select Add channel.

Microsoft Teams

< All teams @ General rPosts

Psychology Team

00 < Back Edit as

Teams

I mme e e "\.\Nc

Manage team 4 20

&

General

(i)

Growth Mindset Add channel

Planner Add member Gi
Leave the team
Edit team

Get link to team
ZZa,

Q@ N # e

Manage tags

. Lea
Delete the team

=

Wa® Currie ler



ovaw

Enter a Name and an optional Description for your channel.

Select the type of channel from Privacy- Standard or Private.

Check the box to automatically show this channel in everyone’s channel list.
Click Add.

Create a channel for "Psychology Team" team
Channel name

Letters, numbers, and spaces are allowed

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team v @

D Automatically show this channel in everyone’s channel list

Cancel



Create a Tab in One of your Class Team Channels

The tabs at the top of each channel link to your favorite files, apps, and services. Tabs can be added to your team to provide
a resource rich immersive environment. You can add a document or presentation that people can view or co-edit as a team,
a planner for tracking tasks and managing work items, or a secure website those members of the channel can reference
easily.

1. Navigate to the class team and channel you'd like to add a tab to, then select the plus (+).

‘ General Posts Files Class Notebook Assignments Grades Excel Teams Guide 2more v~

2. Select the type of tab you would like to add and follow the onscreen prompts to add a tab to the channel.
3. Select Save.

Add a tab b

Turn your favarita apps and filas into tabs at the top of the channel earch Q,
More apps

Talss for your team

oy ® | -‘ p
PDF

Document Excel Forms OneMNote
Library

q-1 [ [el=]-

Pawer B PewerPaint SharePaint Stream Website WAikei Were

YouTube

Planner Polly

Mare tabs

—
AR X

AgilePolly Altivlearn Ally AMION aulaPlaneta  Avochato BA Insight
Plus

PRl .o Pmies - .




