A Teachers
Guide to
Microsoft
Teams




What is Microsoft Teams?

@ Software that can be accessed anywhere on any device
@ Can be used as an app or web based version
@ App Store, Google Play, Microsoft Store
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How can | access it?

0 Microsoft Office Home X & . .

¢ > o (o * Go to the Office 365 Website
Al * You can then log in with your email and
= S— password

|

« : e Select Teams

.

& I * You can download the app on your
= ny devices or stay on the web version
1

.- Ei“ icon

- .= o



Microsoft Teams Q_ Search

+ .
€:§:3 85 Join or create team

What will it look

. ? (4]
like? E
e There W|” be d g”d Class DCU KB Physical Science Algebra
with all teams that
- |
* A notification bar on

you are currently a
your left hemistry 22 KB JC 21 Science KB JC KB Science

member of on the left




IIChat securely with other staff

£ caraColeman ChcFles rgnision. Aciy + 00 « o You can type 3 messa ge
s o

* Attach a file @)
* Video & Audio Call

* Expand to include other people




To use Microsoft Teams with your class, you need first to create a
H oW d O | Create d team. Click on “Teams” (1) in the left menu. Then, on the top
team ? right, click on “Join or create team” (2).

Then click Create a team

Teams Y @I J “ Search or type a command _
2 { Back
Join or create a team Search teams Q,

o, . .‘ SD
& ol B

B20S Entrepreneurship
Course

LC Maths 2022 SE (WP) JC Maths 22 KB JC 21 Science KB JC 21 Maths KB

-

Create a team Join a team with a code

000 —

JC Science 22 KB Colaiste MS EDU STAFF Science Department




Select a team type

A D

Team Type

Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) School administration and Clubs, study groups, aftel
assignments Educator working group development activities

 If this is for your class please select the class team as this will have the
correct permissions

e PLC’s and staff teams are specifically designed for professional teams
such as Department team or whole staff teams




Naming Convention

* Itis important that you use

Create your team :

Y the agreed upon naming
Teachers are owners of class teams and students participate as members. Each class team allows you to H
create assignments and quizzes, record student feedback, and give your students a private space for conve nt|0 n fo r yo ur Tea m
notes in Class Notebook. Na me as th IS Can nOt be

Name altered later. This should
| prevent confusion in future
years

Description (optional)
* JC22 Sci A

Create a team using an existing team as a template
* Then select Next

Cancel



o

Adding Students

L

General

* You can manually add students to
your classes how ever using the
team code is a much more efficien
method

 With in the team select the 3 dots

1. Biological World
2. Chemical World
3. Physical World

4. Earth Space

5. CBA

Class planning &

Live Lessons

* Manage Teams
e Settings Tab
 Team Code > Generate

v Team code

e The code can be the shared with the
students and they can enroll
themselves

vj General (IC Science 22 KB) |[Mic. X+

g https://teams.microsoft.com

JC Science 22 KB

Q, Search

o1 General Posts Files Class Notebook Assigr
AssIGRTERE ™ |

Blood Cells

Due 13 Oct

n View assignment

E}} Manage team

B Add channel
& Add member s 12/1015:56
€% Leave the team jnment on Body Systems
7 . : .
Members  Pending Requests Channels [ Settings l§ Analytics Apps
@ —
a .
* Team theme Pick a theme
o}
»  Member permissions Enable channel creation, adding apps and more
» Guest permissions Enable channel creation
+ @mentions Choose who can use @team and @channel mentions

Share this code so people can join the team directly — you won't get join requests
Generate

NOte: Guests won L De able to join with a team code

Share this code so people can join the team directly — you won't get join requests

v Fullscreen @ Reset [ Remove [[Y Copy

Note: Guests won't be able to join with a team code



* You can select join or create team (top
For students to right-hand corner) and enter the join
Jjoin code your teacher provided you with

+ .
X 20 Join or create team




Getting your
Team/classroom organised

e With in the team select the 3 dots ...
e Add Channel

General (signpost)
Use Channels effectively to mirror your subject
Ask the Teacher

%} Live Lessons (important for remote/hybrid
learning)

(the rest is up to you)

JC Science 22 KB

General

1. Biological World
2. Chemical World
3. Physical World
4. Earth Space

5. CBA

Class planning &
Live Lessons

Schedule for Closure




¥y Files | Microsoft Teams

& https://teams.microsoft.com,

Microsoft Teams

OneDrive

L Bl © Type here to search

ams Chat Files

September 14

September 14

Karen Burke

Karen Burke

Karen Burke

Karen Burke

Karen Burke

InPrivate <

* Your OneDrive is integrated with Teams you can
access it on the notification bar on the left.

* Use the Sync button if it needs updating

You can also add other cloud storage

£ https//teams.microsoft.com,

Add cloud storage

Choose the cloud storage provider you'd like to use in Teams.



Class Files

S LR RN RLE]  -

* Files stored in Class Materials are read only for
the students

* Files stored outside of that can be edited or
used for collaboration by the students

* You can use the upload feature to add files
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s Painter
MichSOft Teams Q SearCh : _

Files (© Recent
F e [ ]
Views :
(O Recent Type Name Medified » Location @)
i Microsoft Teams o _Antibiotics.docx 22/10/2020 Communications / Student Work / Work... *** y

Cloud storage

m Communications Notebook 22/10/2020 Communications / SiteAssets 1
@& OneDrive -
% Dropbox m JC Science 22 KB Notebook 22/10/2020 JCScience22KB / SiteAssets i

m JC 23 Science KB Notebook 22/10/2020 JC23ScienceKB / SiteAssets
[ ]
o JC 21 Science KB Notebook 22/10/2020 JC215cienceKB / SiteAssets - O n e D r I V e
m 5th Class KTET KB Notebook 20/10/2020 5thClassKTETKB / SiteAssets ]
m LC Chemistry 22 KB Notebook 19/10/2020 LCChemistry22KB / SiteAssets
o CoordGeo Assignment short.docx 17/10/2020 JCMaths22KB / Student Work / Working... ==+
m Coliste MS EDU Notebook 14/10/2020 ColisteMSEDU / SiteAssets
[} heart rate project doughlas.docx 12/10/2020 JCScience22KB / Student Work / Workin...  ***
m JC KB Science Notebook 12/10/2020 JCKBScience / SiteAssets
m JC Maths 22 KB Notebook 12/10/2020 JCMaths22KB / SiteAssets
] Heart.docx 12/10/2020 JCScience22KB / Class Materials




Where to start — General Channel Posts

A\

Text write them a message so that @Add a link to a web resource you wish @ Share a picture of a visual diagram of EXd You might create a short video with
they understand, this is where all your the pupils to use; the tasks (as you might do in your your voice (so it’s familiar to your pupils)
announcements will be classroom) — just click on the paperclip and the camera pointing at a piece of
icon to upload a picture; paper on which you are writing, or a
book, picture or object such as classroom
toy.

btart a new conversation. Type @ to mention someone.

Ar ¢ © @ B = @ @ Q - B




Scheduling Synchronous Lessons

* Best to use a dedicated channel in your team
* Use the dropdown on Meet to Schedule a meeting

Cl:d Meet now

Schedule a meeting

< All teams o1 Live Lessons Posts Files Notes -+ @ Team S Meet v (D -

wr

eams

e , @
1. Biological World

2. Chemical World \ i

3. Physical World \

4. Earth Space \

5. CBA

Class planning &

Live Lessons

Schedule for Closure Welcome to the class!




O @ & https://teams.microsoft.com

Microsoft Teams

New meeting Details

Scheduling Assistant

Time zone : (UTC+00:00) Dublin, Edinburgh, Lisbon, London v

Science Classl

Add required attendees

29 Oct 2020

S|y

+ Optional

29 Oct 2020 v 30m @  Allday

Type details for this new meetin

Creating the Live Class

Add a title
Select date & time

You do not have to add
attendees as everyone who
is a member of the Live
Lessons Channel will be
invited

Click Send




Meeting Options

* Reopen the scheduled class

 You can then ensure
students remain in the lobby
before class starts

e Decide on who presents &
unmutes

i

Science Class
) 29 October 2020, 13:00 - 13:30

&, Karen Burke
Meeting options

Who can bypass the lobby?

Always let callers bypass the lobby

Announce when callers join or leave

Who can present?

Allow attendees to unmute

People in my organization

g =
] )

8 80



* PRAISE
* Hands up

Engagement * Games

* Acknowledge 15t interactions

Strategies ,

Make sure it’s easy for learners to find
their tasks

* Time to connect




Assignments




Creating a whole class assignment: Explore

* Navigate to the General channel in the desired
classroom, then select Assignments.

 Select Create>Assignment if you wish to
create task

* Select Create>Quiz to create a self correcting
Quiz using Microsoft Froms




Class Notebook

Link

New file

MakeCode

Teams

~ad from this device

OneDrive

i

Name

Biological World

CBA

Chemical World

Earth Space

Maths

Microsoft Teams Chat Files

Notebooks

Physical World

SPHE

Cancel

Modified

14 Sep 2020

14 Sep 2020

14 Sep 2020

14 Sep 2020

20 Oct 2020

30 Sep 2020

22 Oct 2020

14 Sep 2020

21 Oct 2020

Creating an
Assignment

You will need to add a Title & some instructions

Attach resources to the assignment by
selecting Add resources.

During this step, add a document from your
OneDrive or computer

Create a blank Word (.docx), Excel (.xlsx), or
PowerPoint (.pptx) document to hand out to your
students.

Add a link to a website, Class Notebook or
MakeCode



Correct Permissions in an Assignment

v * The default for the file will be Students
Co-ordinate Geometry Assignment can't edit, which means the document
is read-only. This is a great option for

{J Add category reference materials.

Instructions

Please complete the assignment on co-ordinate Geometry e Select More options > Students edit

their own copy if you'd like each
student to edit their own document
and turn it in for a grade.

o CoordGeo Assignment short.docx
' Students edit their own copy

@ JC Co-ord Geometry Video

@ Add resources @



Select due date and time

* For more assignment timeline options,
select Edit.

Here, you can customize when your
assignment will be posted to students and
when it will close for turn-ins. By default, no
close date will be selected, which allows
students to turn in assignments late.

Date due Time due

Mon, Aug 17, 2020 11:59 PM

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

&

Edit assignment timeline

Schedule to assign in the future

Post date

Fri, Sep 6, 2019

Due date
Due date Due time

Tue, Sep 10, 2019 &) 11:59 PM

Close date

Close date Close time

Tue, Sep 10, 2019 &) 11:59 PM

Assignment will post on Friday, September 6 at 9:00 AM and is due on Tuesday, September 10
at 11:59 PM. Late turn-ins not allowed.




Points,

ru

Zo-ordinate Geometry Rubric

Excellent 4 points

All correct formula used

Subbing in correctly

Excellent 4 points
Subbing was shown and
done correctly at all times

Workings

Excellent 4 points

All workings were shown
and the answers were
simplified where possible

Answers

Excellent 4 points

8-10 marks

Good 3 points

3 correct formula used

Good 3 points
Subbing in was shown and

done correctly most of the
time

Good 3 point:

Most workings were shown
and the answers were
simplified where possible

Good 3 points

6-7 marks

brics,

Fair 2 points

2 correct formula used

Fair 2 points
Subbing in was shown and

done correctly some of the
time

Fair 2 points
some of the workings were
shown

Fair 2 points

3-5 marks

and grading

Poor 1 point

1 correct formula used

Poor 1 point
Subbing in was shown and
done correctly at one point

Poor 1 point

Workings were missing
from most of the
assignment

Poor 1 point

1-2 marks

* Select the amount of points this
assignment is worth, if any.

* Add a rubric if you wish (makes it very
easy to mark an assignment as it
collates the overall mark for you)



Assigning the Work

* When you're ready, finish the process of
creating your new assignment.

» Select Assign. Your students will be
notified of the new assignment on the
day you specified and the
notification linking to this assignment will
post in the channel you selected.




Feedback

* Navigate to the General channel
in the desired classroom, then
select Assignments.

* Assignments with work left to
grade are automatically sorted
to the top of your list. Open
one to start grading.

e Assignments are sorted by To
return and Returned.

< Back Edit assignment Student view wee Return (1)

Shakespeare Sonnet

Annotation

{J) Homework
Due April 3, 2020 9:59 PM

To return (16)  Returned (1) Search students Q
Name Status Feedback /100
@ Atkins, Eleanor @ Not turned in #]

v CC  Cline, Christie




Graphing Task:

File Home Insert Draw View Help Open in Desktop App Q  Tell me what you want to do
O~ [lv |clbitight  v[20 v B I U £2v Av v Zv iZv e v B
“. VWrnai s Uﬁlfly curried In ine Loy inat s Uzl’lg useu UY Yuuf' censyr

5. Which molecule can muscle cells store as an energy store?

The Effect of Exercise on Heart Rate

80
60
40
20

0

Resting Heartrate Heartrate Heartrate Heartrate Heartrate Heart rate
Heart Rae after  after 2 minsafter 4 mins after 6 minsafter 8 mins  after 10
exercise of rest of rest of rest of rest minsof rest

1. The Heart Rate

2. The heart rate went up

3. Respiration

4. Oxygen, glucose

B Alicacs s bis adaaad fa aalis

Student work
Returned 21 September 20

View history
@] Graphing Task:

Feedback
this is very good wt
find that a line grag

better choice here ¢
numerical data

Points

10 /11 W

Giving Feedback to students

Select a box
under Feedback to add
comments for a student.

Add points if have designated
points for this assignment.

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

Select Return. The students
you selected will receive a
notification that their
assignment has been
returned. Their name will now
show up in

the Returned column.




Grading with a Rubric

* Click on the rubric to open it —
* Set the correct rubric level SR mEE R T e

use of correct formula

* Use < & >to toggle between
the rubric

Excellent 4 points
All correct formula used

Provide feedback in the box

* |t will collate the overall el DL
mark itself s




3 out of 8 not active 7 AM 8 AM 9 AM

@ Cothran, Douglas
@ Davenport, Marsha
@ Knotts, Omar
@ Kozak, Ashley
@ Marler, Henry
@ Patterson, Rosie

Lets you track student's
activity.

Great for increasing
engagement

10 AM 11 AM 12 PM

Insights

1PM

2 PM

3 PM

4 PM

5PM

6 PM

7PM

8 PM



& hitps//teams

Microsoft Teams

< All teams »1 General rPosts Files ClassNotebook Assignments Grades Insights ~ 2more @D ~ +

ol

L 4 l < Back to overview

JC Science 22 KB Digital activity

General R
A All students

All activities [ Today Tl sort by name
Biological World

CBA
Chemical World

7 out of 8 not active

SEM 690 7PM

Earth Space

Live Lessons @ Cothran, Douglas ~a

Physical World
yetcal Vol 945 AM

@ Davenport, Marsha
View assignment  Graphing Assignment

Turn in assignment:  Graphing Assignment

@ Knotts, Omar | Visit channel General O
View assignment  The Circulatory System
Turn in assignment:  The Cireulatery System
@ Kozak Ashley | View assignment  Investigation o the effect of exercise an heart rate
Turn in assignment:  Investigation on the effect of exercise on heart rate

Edit file: ~tmp23_heart rate project doughlas.docx
@ Marler, Henry | Post 1 message(s)

S see the activity
of the student



Search students

Cothran, Douglas

Davenport, Marsha

Knotts, Omar

Kozak, Ashley

Marler, Henry

Patterson, Rosie

Vance, Adele

0060060

Q

The Circulatory
System

Dec 19 - 8 points

Investigation on
the effect of

Dec 5 - 100 points

70

80

75

70

55

Gradebook

e Lets you track students
results at the click of a

button, no worrying about
loosing records or
misplacing a file




Recommended Courses

* Transform learning with Microsoft Teams (Microsoft
Educator Centre course)

e Crafting a collaborative learning environment with
class teams (Microsoft Educator Centre course)

» Getting started with remote learning in Office
365 (Microsoft Educator Centre course)

Microsoft Innovative
Educator

Start your journey by becoming a
Microsoft Innovative Educator. MIEs use
Microsoft tools in the classroom and have
learned the fundamentals of some of these
tools. This is the first step on a journey of
joining a professional learning network of
enthusiastic educators who come together
to learn, share, and grow.

Requirements:

®m Join the Microsoft Educator Center

m Complete 2 hours of training



https://preview.education.microsoft.com/course/9c9f5c11/overview
https://education.microsoft.com/en-us/course/b1e15cfc/overview
https://education.microsoft.com/en-us/resource/4c0c02c0

:ampus tours in
ft Teams make
. chool feel more

Microsoft Education
Blog

‘‘‘‘‘‘

Microsoft Education Blog

Microsoft Education Blog % :

https://educationblog.microsoft.com/en-us/

ation Insights
student
nent in hybrid

J

d universities had to make the unexpected
learning earlier this year, education leaders,
‘hers from all over the...

Keeps you up to date with all the new features
in Microsoft Edu

thts Hybrid Learning


https://educationblog.microsoft.com/en-us/

