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Section 1
How to use Teams on a Desktop or a Laptop

How to log on

How to access remote education files

How to upload an assignment

How to access and respond to feedback given to

you by your teacher

Section 2

How to use Teams on a tablet or mobile phone
. How to log on
. How to access remote education files

. How to upload a picture of work you have completed as
an assignment
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SECTION 1 - USING TEAMS ON A DESKTOP OR A LAPTOP

Teams - How to Login

On any web browser, for example:
e Google Chrome,
. Internet Explorer
e Safari

Go to www.taverhamhigh.org > Click ‘Office 365’

. Taverham O ¥ 4 .
ﬁ High School ~ 3

An 11-18 Acadesny

NOWS AND EVINTS ST FORM

Tweets

& Tavertam logh Schost

Welcome to Office

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

e

Click sign in and sign in with your full school email address and
password.

.
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Once you sign in, you will get the page below;

Click on the Teams icon /
Apps Instalt Office

R e rﬂ @ & Q @ & a
Class
Quticok OneDrive ord Excel PowerPoint OneNote SharePoint ~ e Sway Forms
NOLRDOOK
RO‘ @i

- Statt -
Peophe Notebook Calendet

Explore all your apps >

You should now see all the Teams that we have set up for you at
school.

Telephone: 01603 860505

(= | , Sixth Form: 01603 861758

. Email: office@taverhamhigh.org

twlhher IT Support: itsupport@taverhamhigh.org
@TaverhamHigh
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Teams - How to access Remote Education Files

Your teachers will be uploading lesson resources to our Remote
Education Team for each lesson. Teachers will be streaming live or
pre-recorded sessions or uploading resources for you to complete.
Teachers will provide instructions for what you have to do, this will
include a link for a live lesson if you have one.

What’s important is that you follow your school timetable and access
the work or live lesson, at the time of your lesson.

Each teacher will be uploading work to the Remote Education Team
within their subject channel.

Simply click on your
YRx Remote
Education Team. ’

YR.” - Remote Education

< c 0O @ teams.microsoft.com/_#/school/conversations/General?threadld =19:b0ee0e62d264a84b5483f5d97666178@thread.tacv28ictx=

Choose your subject ;. ...
from the left hand

side. - You may need
to click - ‘Hidden
Channels’ to view all
subjects.

& PhD-Geogle Drive @ Quantitative Metho.. & Ofsted Deep Dive:

General Posts Files Class Notebook Assignments  Grades =+

Upload Class Materials Setu)

YR8 - Remote Education

Computing
oT

French sur subject

L
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Important - The folder can be found in the Files tab at the top of the
page.

& Cc 0 @ teams.microsoft.com/_#/school/files/Geography?threadld=19:b7d8b974dc0e498d95620921b3f6 153 1@thread.tacv28ictx=channel Y
a Microsoft Office Ho... ¢ PhD - Google Drive @ Quantitative Metho... & Ofsted Deep Dive:...
Microsoft Teams Q Search &
Y -
< All teams Geography r¢ Y + ¢ D Gt Meet -
r -+ New T Uploa¥ # Copy link L Download {- Add cloud storage & Openin SharePoint = All Documents
/. S
YR8 - Remote Education
[N Namew Modified Modified By
General 8GeolC Monday at 340 AM G Barrett
Art
Classics 8GeolG Monday at 3:49 AM R Clarkson
Exzgsy 8Geoll - December Work and Tasks December 7, 2020 Miss R Gaylor
Music
PE 8Geoll - November Lessons and Tasks November 9, 2020 Miss R Gaylor
12 hidden channels
8Geoll - October Lessons and Tasks October 8, 2020 Miss R Gaylor
8Geoll - September Lessons and Tasks September 30, 2020 Miss R Gaylor
8GeolM Wednesday at 2:15.. G Barrett
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Teams - Uploading an assignment

Your teacher can set assignments for you to complete. All assighments
are set within your Class Team, not the Remote Education Team.

You will see a new notification every time your teacher sets a new
assignment for you, which is circled in blue. By clicking on this
notification, you will be brought to the assignments page.

You can also click the assignments button in the left-hand menu to see
all the different assignments set by your teacher.

Alternatively, you can click into your Class Team and click on the
assignments button circled in yellow.

Microsoft Teams Search for or type a command .
ks Posts  Fides  Class Noteboo ades

Examiple Tasks
General %

Completed

Click on the assignment to access the task and complete it.

.
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To add some work, you can upload a document from your files.

Submitting a Document:

1. If your teacher asked you to submit a document or you have
other files to attach to this assignment, select +Add work

Note: You can add up to 10 additional resources to an
assignment. 500mb is the maximum file size for a resource.

E General Poss Fdes  Class Notebook  Assignments  Gr

Example Tasks

Describe the character of Eve Smith in An Inspecior Calls, Thres

paragraphs

2. Now you can click ‘Upload from this device’ to upload your
file(s).

+ New File

@ Link

B35 Teams

*] Upload from this device

..,
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3. Select your document(s) and press ‘Attach’ 00

4. Ensure you click ‘Hand in’ to submit your work into your teacher.

Make sure that you have
< .
7 your work attached and
Eample Thrks e v 2. Click +he that it is not blank.

. Click the hand in
e hant i button button. Your teacher

e to Subnik Vi can now look at your
ey ,Y wock. 4o e work and give you

Yeacher feedback if required.
I Meke sure Your work

(s attacheq
< Back [—E:;
Eve Smith Character Profile Points

No points

Due today at 23:59

Instructions
Write a character profile about the character of Eve Smith in An
Inspector Calls

My work A
@) Eve Smith characterdocx /

If you have successfully handed :

in your work, you will see an

animation - there are loads of
different types!

Teachers may ask you to edit a document or complete a quiz. There’s
lots of different options, so ensure you upload your work/answers/task
and press ‘Hand In’ once done!

Telephone: 01603 860505

(= | , Sixth Form: 01603 861758
. Email: office@taverhamhigh.org
twlhher IT Support: itsupport@taverhamhigh.org
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Teams - Getting feedback and responding to feedback

You will get a notification in your

activity feed when a teacher has set Teams T4
you a new assignment or sent you

feedback on your work. Your teams

Click on the Activity button and it E: EGS - 11/Pg1

brings you to your feed. Any message General

in bold you have not read

. EGS - 11/Cs1

Feed v N
B 205 Assignments mentioned 03:36
Example Team This is a notification to say that

Eore e e there is a new assignment in
sdfsdf | Due Mar 21
the Example Class that you

¢G5 Assignments need to complete

mentioned Example Team
Example Team » General
Eve Smith Character Profile | Due M

B 233 Assignments mentioned 19/03
Example Team
Example Team = Genaral
centages revision | Due M

This is a message to say that work has

= been returned in this student’s maths
Team - to see the feedback, click on
the notification

H EGS - 11/Ma1 19/03

Assignment returned | Percentages revision

This piece of work has been [ ceneral e i austiotons asmens Gies o
looked at by this student’s

teacher and been given some < s
feedback circled in red. You
can click on the file to open
it and act on the feedback
given to you by your teacher, ..
before handing it in again. & Gosmindecr

work - please see the highlighted parts that n

Example Tasks

Gh 4
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E General Peas Fies  Clad Motsbeok  Asigrmments  Grad

i

Example Tasks

This piece of work has been looked at by this student’s teacher and
been given some feedback circled in red. You can click on the file to

open it and act on the feedback given to you by your teacher, before
handing it in again.

.
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SECTION 2 - USING TEAMS ON A TABLET OR PHONE

M Taverham
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Teams - Downloading the Teams App

The Microsoft Teams app is available for free on the

App Store (iPad and iPhone) or Google Play store

(Android tablets and phones). Search for Teams and

look for the purple Teams icon circled in red and . e v

download. Once it is downloaded, open the app and 1 toams o
log in.

Microsoft Teams g é

Qwer t yuit op

asdfghj k||
jf:"é_',"‘:zxcvbnm?'@

B e @

Sign in with your school email address and password.

. Telephone: 01603 860505
153 , Sixth Form: 01603 861758

. Email: office@taverhamhigh.org
twlhher IT Support: itsupport@taverhamhigh.org
@TaverhamHigh

11


mailto:office@taverhamhigh.org
mailto:itsupport@taverhamhigh.org

S

Taverham
\ High School
An 11-18 Academy

X

“Teams* Would Like to Send
You Notifications
Noalcatont may rciude serts

2ounds and ion bixdpes. These can be m-uw-a m m~.y:-uo«
configured in Settngs

=g e

Turn on notifications for Teams so that you get an instant notification
when your teacher has set you a new piece of work, posted an
important message or sent you some feedback on work you submitted.

If you are joining a live webinar you need to click allow, but during the
live webinar, you will be turning the microphone off.

Gh 4

@TaverhamHigh
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Teams - How to access Remote Education Files

\7@(/ Taverham
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This process is the same as Section 1, however, it looks slightly
different on a mobile device.

Open the Teams App and navigate to YRx Remote Education Team.

You may need to click ‘Hidden Channels’ if your subject doesn’t appear in the list
Choose your subject then click the Files Tab.

13:06 ol 13:07 7 Jpp—
- Search < Search
S F h =
= Q Teams 4+ = < GHi - R ‘rﬁ?ch. s =3
=D
Posts More
YR11 - Remote Education e .
L/ 8
. Monday 11 to Friday 15th January
YR8 - R te Ed ti
3 emote Education
General 4th January - 8th January
Art
Classics
Music
PE
13 hidden channels
_ AN A_CS e
o ) =
'.' 0o
Activity Chat Teams Assignments More

Activity will show your new notifications.
Chat allows you to communicate with your group and teachers - This is for Educational
Chat Only.
Teams will show you the list of all your Class Teams.
Assignments allows you to view all your new assignments and feedback.

L
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Teams - Uploading an Assignment

If you are uploading a document, follow the guide that is in section 1 as
uploading a document from a phone or tablet is the same
process. However, if you have piece of written work on paper that you
need to upload, you can use your tablet or phone to take a picture of
your work.

Tl TN 1748 e [T Fan
1K Foed i 2 o) Assignmants 3 ! Hand i
t Assignments mentloned G5 1747 EGS - 1131 Percentages revision
= B - 11/Mal h g
EGS - 1Mal = General s Nomdraw ot 23:58
Percentages revision | Due kiar 20 < Agshgvd (1) e
Complete the sttached questions into your book

a B Assignmants sand &
MHSSAGE
Chat with Assignmaents

Assignmant 1 CS5 | Dug Mar 19

Percentiages revisicn ahwiraving ol the working out nequingd

Radprenc e materuds

(£ dc Percantages (1) pdf

158 Assignments menoned Yesierdary
B cosvear 1 201912020
EGS - Year 1 2018/2020 » General Tap on the |

Test | Due Mar 19 .
assignment to
Y Saima Axmed rescted Lo Yesterday . Mo ponis
SA  your message open it
EGS = 11/502 » Physics
Ashiul Amod Sir can you pleass chang

m Presson add work
to add a picture

Salma Axmed + 1 reacted 10 Yesverdar

YOUT MEssage
EGS - 117522 = Biology
The mark schemedoesn't seem to matc
(; ) 8 3 fa ) 5] i) Q & 5} i
h 1745 Filrts 1749 Ta% -
4 Press on 5 EGS - T1/Man @ & EGS-1Mal  Unde hand-in
e oneoe  UPload from Percentages revision aanc DECPECTAN |
this device e Percentages revision
St and then Complete ihe attached questions imo your book o e i
heening Sl this werking Sub feguind AP BT —
. take photo or R Completn the wtachad questions ino N
wd EG showang all the working out reguired .
ﬂ A Perceritages | 1) pdf Riference malivish ..
B Teams > F
by veork [ e Percentages (1)pdf J

image jpg - Wy sl
B8 imageina

e

p Take the photo and Make SUre yousee

I : [ attach it, making sure 5 the animation that

: it is attached to your confirms you have

s work and press hand in handed your work in
Cancel 0 15 A =) Il o B Fa
| Telephone: 01603 860505
(= Sixth Form: 01603 861758
. Email: office@taverhambhigh.org
tu-"hher IT Support: itsupport@taverhamhigh.org

@TaverhamHigh
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If you need any further support with remote learning please contact: ‘-I

Mr D Hyett: d_hyett@taverhamhigh.org

Or for specific issues with IT please contact:

IT Support Team: itsupport@taverhamhigh.org

.
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