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This detailed guide will cover the following:

»
*

Accessing Microsoft Teams |




How to access Microsoft Teams

There are three main ways to access Microsoft Teams.
This guide will focus on the Mobile App.

-

* RECOMMENDED *

LOGIN TO GLOW DOWNLOAD THE DOWNLOAD THE
FROM YOUR BROWSER DESKTOP APP MOBILE APP




Microsoft Teams

Download the Mobile App W) S

The Microsoft Teams Mobile App is available on both iOS
and Android devices.

1. Open your App Store and search for Microsoft Teams.
Microsoft Teams Ca

5 @

2. Follow the download and install instructions.

3. When prompted, enter your glow email address in the
format username@glow.sch.uk then click Sign in.

Welcome to Microsoft Teams!
A happier place for teams to

4. You will be redirected to the purple glow login page. work together.

Enter your glow password and Sign in.
—> sa20potterh@glow.sch.uk

5. Itis recommended to allow notifications, and access to

your microphone (for live lessons delivered in Teams). ‘ Co

=. Sign up for free ’

glcog)w

Sign In
sa20pottern@glow.sch.uk

v, Remember my username

Sign in

Only Glow users are allowed to access




Navigating your Class Teams — List View

1— Join a Team with a code
Click the name of the Team o EmR A

to view the list of channels, ——o @ S1MATHSFOUR.. @ -

>m Mrs Thomson's... o +—m

> n S1 Mrs Murdoch

Notification
count per Team

Rather than the tiled

grid view on the - @ 2019120, ! @ -
browser or Desktop >@ HDesignand T... € -
App, here your Class
. . S1ICT1E
Teams will be listed. 8
(9]
> & SlHomeEcono.. @ e—— A bold Team name also
> 1B Social Subjects € - tells you that there has
. ; been new activity in the
The following screenshots were taken from an B sqpsE , .
. : . % team since your last visit.
iI0S mobile device. The layouts shown here may —
vary slightly to those on an Android device. S w @ B 0

t ot

Switch between Activity Feed, your Teams and Assignments.




Navigating your Class Teams — Teams Setup

Switch on channel

I notifications.

_ o General
CI |Ck to view the = Q Teams O @ < $1MATHS FOeUr:{eCrLaASSES 2020 /g
channels in the Team. ——e 0 S1MATHS FOUR CLAS... - Posts Files More €—— \\/ithin each Team, and
=) each channel, you can
General @ Work for Week Beginning Monday :
27th April navigate between the
A bold channel Online Classroom tabs for Posts, Files and
name ShOWS that — ¥ S1MrWallace «Good morning everyone, we hope you ASSignmentS-
had a good weekend. %y
there haS been S1 Mrs Cameron « This work in this post is for
HWH Mr Wallace's class, H H
recent aCtIVIty' Weekend Challenges Mrs Cameron's class, Click More to view

Mrs Dick's Class and
Miss Payne's Class only.

Assignments and
Grades — only available

4 hidden channels

Every team haS Cha nHEIS . Click Here to open the sway
’ > n Mrs Thomson's... o - presentation for this week. th th G I

Teachers will typlca”y set « The sway presentation is a little witnin e genera

different to usual - it has links to all ha n nel
taSkS a nd aSSignmentS ’ S1 Mrs Murdoch e the resources rather than resources C .

in it - hopefully it will be easy to

for the week ahead in the @ anininna . - follow.

General channel. B (] e——— Posts from students will

Activity Teams Assignments Calendar Files

likely be disabled in the
General channel.




Navigating your Class Teams — Posts & Files

Within the
appropriate
channel, students
can contact their
teacher for help,
or attach a file or
image for review.

Click Reply to
continue the
conversation.

< Cooking Challenge n
S1 Home Economics <
Posts Files More
@? Lewis
1 May, 14:45

See more
£2

MM

Type @ then the
teacher’s name
to tag them in
your post. They
will be notified.

Mrs Morrison 1 May, 15:38

Great pizza Lewis - - did you eat
it at lunch or is it made for dinner? |
like the contrast in colour between

the tomatoes and cheese! &

p— < Reply

[4 New post I

Only start a new
post if you need to!

<

s

General Q
S11CT 1E S

Posts Files More

Class Materials @

Presentation 8.pptx
4.9 MB, Modified by Hollie

A brief introduction to Scotlan...
6.2 MB, Modified by Joshua

Presentation.pptx
2 MB, Modified by Blair

Presentation 3.pptx
7.4 MB, Modified by Gian

olivia buisness powerpoint.pptm
2.2 MB, Modified by Olivia

SAMPLE PRESENTATION HRI...
Zero KB, Madified by Mrs Wallacg on...

Within the Class
Materials folder, you
can open a read-only
file, or download your
own copy to edit then
submit. Students
cannot save into the
Class Materials folder.

Files listed here can be opened and
edited by anyone in the Team. A file
attached to a post will also appear here.




How to view your Assignments

— (Q_  Assignments — Q.  Assignments
Choose a class Mrs Thomson's ST English =~ 205 @—— QU|Ck|y filter to
another class.
Search classes “ Assigned (2)
Select the
Past due
CIaSS Team —— Mrs Thomson's 51 Eng... v/ Week three writing tasks
then click Due 24 April 2020 16:00
Next. S1 Home Economics .
Past due View assigned, late
Reading for enjoyment booklet
S11CT 1E Due 1 May 2020 23:59 and completed

assignments by class.
S1 Mrs Murdoch v Completed (1)

@ m v Weekly writing task @
L] L]
e a8 B 4 W a8 & g
O e ] e ]
Activity Teams Assignments  Calendar Files Activity Teams Assignments Calendar Files

Click on Assignments. — 4




How to open, edit and submit Assignments

4 Hand in

Weekly writing task

You can easily view Due 1 May 2020 23:59

the details for the =™® instructions

. - Please complete ONE writing task for this
ass Ign ment. week from the attached booklet and submit it

for marking. You should save your work as
week 1, add to it and rename it each week. I'm
looking for your best work here: varied word
choice, imagery and correct use of
punctuation and paragraphs.

Your teacher may have My work
included a worksheet ————e & Bct Writing Booklet.docx

or template for you to + Addwork ®

complete and return.

Points

No points

A © 68 H Jd

| I:jl ]j Activity Teams Assignments  Calendar Files

When you have completed the tasks, you
should click Hand in. Your teacher can then
review your work and return feedback to you.

By opening the worksheet, you may or may not be
able to edit the document from your mobile device.

If you have pre-installed Office 365 on your mobile
device, you should be able to edit and your work
should save automatically as you go.

You can also click Add work to upload your own copy,
then Hand in as normal if you’ve had problems saving.

Look for the Immersive Reader icon
4)) to read aloud and customise your
reading preferences.




Additional Information

All students in Scotland can i Say goodbye to your USB
download the latest version of flash drive. Students have

o
IJ Office

«3 33 x3 n) o8 p3 AN Microsoft Office for free, on any unlimited cloud storage on
device. their personal OneDrive.
Look for the orange tile on your This also provides an easy
Download Office Now School Launch Pad. Full install OneDrive way to share files and work
Microsalt ifice 26 instructions on the next page. Microsoft Office 365 collaboratively.

Students have access to

Glow Mail. This can be
used for contacting their
teacher privately. Email
addresses take the form

username@glow.sch.uk. |Mail Sway
Microsoft Office 365 Microsoft Office 365

When opening a Sway
or a Form using the
link provided by your
teacher, you may need
to sign-in with your
Glow email address.

M
| —
| —

Microsoft Forms




Download Microsoft Office 365

App Library

It is highly recommended that you download the latest
version of Microsoft Office 365 to your computer, for free.

Kyle Academy

1. Login to Glow and navigate to the School Launch Pad.

Microsoft Teams
Microsoft Office 365

2. Click on the orange Download Office Now tile.

My account

3. Click Install Office and follow the download and install & wscan 75 S

instructions. Available on Windows, iOS and Android. 8 peront i Office

Languags © Wersion

Microsoft Office 365

3  subscriptions [English (United States) v|  [64-it v

DEVICES ™

Q Security & privacy

Microsoft Office 365

EEREERFODG

Install Office <'|—

When prompted, enter your glow email address in the
format username@glow.sch.uk then click Sign in.

Note: You may need to uninstall an older version

5. You will be redirected to the purple glow login page.
Enter your glow password and Sign in.

on your computer. Afterwards, you will have full
access to Word, Excel, PowerPoint, OneNote,
Access, Publisher, Outlook, Skype and OneDrive.




