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SECTION 1 - USING TEAMS ON A DESKTOP OR A LAPTOP

Teams - How to Login

On any web PEWicosoft | Office poss s v S Wyt | uyon]
browser, e.g. e
Google Chrome,
Internet
Explorer, Safari
etc, go to
www.office.com

Welcome to Office

B® Microsoft

Click sign in and sign in with your full school Signin

email address which is your computer e e

username followed by A B
@hinchbk.cambs.sch.uk I IR

Sign-in options

Enter password

Example: Hannah Baker is in year 7, so her
email address is
20pbakerh@hinchbk.cambs.sch.uk

You Will then be direCted to the login page Use of school computer systems are subject to the
for the Trust - this is like if you are logging e e el T el e vl

into a computer in school, so your username

is your computer log in you would normally use at school
and the password is the one you set at school. H Office 365
Once you sign in, you will get the page below

You should now see all the Teams that we have set up

for you at school. If for any reason you are in a wrong Team,

put a message in the helpdesk and we will get you moved to

the correct one. You can also install the desktop version of Teams for free.

vV E & 9 8 V& ¢ B B © 2

LBT Page 3|10


http://www.office.com/

Teams - Uploading an assighment

Your teacher can set assignment for you to complete. You will see a new
notification every time your teacher sets a new assignment for you, which is
circled in blue. By click 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 assighments set by your teacher, or you can click into your
class and click on the assignments button circled in yellow.

Microsoft Teams Search for or type a command
1
‘ ; ' < All teams

Eﬂﬁ General Posts Files Class Notebook Assignments | Grades

Upcoming

. Assigned (1)
Example Class :

Example Tasks
General (1]

Due tomorrow at 23:59

> Completed

Click on the assignment to access the task.

To add some work, we first need to create a new document, then complete our
work in it.

EEﬁ_ General Posts Files Class Notebook Assignments Grades )
Points
Example Tasks el

Due tomorrow at 23:59
Instructions

Describe the character of Eve Smith in An Inspector Calls, Three
paragraphs
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Using a new file

85 Teams

El Upload from this device

OneDrive

v f

&)
a)
a)
a)
a)

3]

Name

Attachments

Notebooks

Co rs.pptx

Design.pptx
Edex_Comp_Sci_GCSE_7210 (1).p
MNetwork protocals.pptx
Presentation.ppix

Template.docx

Cancel

&  Onelive

+ New File

a6 Teams

] Upload from this device

Choose a diffarent type

Cwa 'H'U. asst nmeﬂ't & Aame

and  then click abuch
\

Cancel

You have now created your document that

you can start writing your work into. To

start your work, click on the document

name.

LBT

X
Click on new file and
decide what format you
will be submitting your
8 Jun 2018 Work, Word, POWGFpOlnt
or Excel
& OneDrive
Choose a file type
@ Link El_h Word document
85 Teams @ PowerPoint presentation
ﬂ_—B Excel spreadshest
< B
Eve Smith Character Profile i

today at 23:

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

B Eve Smith character.docx

Click hece and b
wll oper Miorosofb Word:
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Fila Higsrrep it Iyt Refpraniel Rira s Wi Higdp y Tl e wi you Wit 1D 89 ot Coarrrmanity sas Closw

A A B I U #vAvh = ISviSvid 3T Bv -~ gy

/ﬁapa nuw‘ wor tq hﬁp&,
and wha auu. are _Fhfam ‘ chick chose.

It saves n»’mmaﬂcalgj once
(L)ou.. click close

E General Noteb Asshgnem
== Make sure that you have
) = your work attached and
Example Tasks e S 2 ClECL- '&‘-ﬂ_ t'él'l]atk]trls rllot Zlank.
. ick the hand in
o hond ia P“Hm button. Your teacher
t0 Submik bou.r can now look at your

4 wock. o e work and give you
‘ | deacher feedback if required.
. Make sure taour werk

(5 attachen

< Back 0] Handed in on Fri 20 Mar 2020 at 03:28

Eve Smith Character Profile ;"c‘)”;sws

Due today at 23:59

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

My work

E Eve Smith characterdocx eee

If you have successfully handed
in your work, you will see an
animation - there are loads of
different types!
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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 7
you a new assignment or sent you

feedback on your work. Your teams

Click on the Activity button and it E] Eas- 1 Ahat

brings you to your feed. Any message General

in bold you have not read

B s

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

S b s el there is a new assignment in
T the Example Class that you
e 255 Assignments _ need to complete

mentioned Example Team

Example Team > General

Eve Smith Character Profile | Due Mz

s 285 Assignments mentioned 19/03
Example Team

Example Tea

This is a message to say that work has

—p Deen returned in this student’s maths
Team - to see the feedback, click on
the notification

) HY EGS - 11/Ma1 19/03

Assignment returned | Percentages revision

This piece of work has been PT] General Fosts Fies Class Notebook Assignments Grades 2T
looked at by this student’s

teacher and been given some <= T s in 610 1230 €
feedback circled in red. You — C 5
can click on the file to open

it and act on the feedback Smithin An nspectorCall Teee.

given to you by your teacher, e

before handing it in again. B b Smithdoos

addd work
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SECTION 2 - USING TEAMS ON A TABLET OR PHONE

Teams - Downloading the Teams A

The Microsoft Teams app is available for free on the  *** ‘N
App Store (iPad and iPhone) or Google Play store e _ S
(Android tablets and phones). Search for Teams and MicrosoftTeams

look for the purple Teams icon circled in red and
download. Once it is downloaded, open the app and

log in.

Microsoft Teams & ‘&
it

5.8

Sign in using your work, school, or
Microsoft account.

| ‘Your Email’ | < username@hinchbk.cambs.sch.uk
” “ B S
Welcome to Microsoft Teams! Get help with signing in e
A happier place for teams to o
wark together.
gwer t yuiop

= Use of school computer systems are subject to the
a s d f g h J k I Responsible Use Policy. Full details are available
upon request.

Sign up for free

Sign in with your school email address. Example: Hannah Baker is in year 7, so her
email address is 20pbakerh@hinchbk.cambs.sch.uk

You will then be directed to the login page for the Trust - this is like if you are
logging into a computer in school, so your username is your computer log in you
would normally use at school and the password is the one you set at school.

Turn on notifications for Teams so that
you get an instant notification when
your teacher has set you a new piece of

“esinat ool 16875 G “Teams" Wl Like o work, posted an important message or
You Notifications Access the Microphone

il il kool o 8 sent you some feedback on work you
configured in Settings. acall.

e — submitted. If you are joining a virtual

classroom you need to click allow, but
during the virtual classroom, you will
be turning the microphone off.

Next Next
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Teams - Uploading an Assighment

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 that you need to upload, you can use your tablet or phone to take
a picture of your work. You can find the assignment you have been set in two places -
the activity feed and assignments - picture 1.

17:48 75% @) 17:48 75% @) 17:48 75% @m )
1 o} Feed v Y 2 Q Assignments 3 Hand in

N B et l-)ssignments mentioned EGS 1747 £GS - 11/Mal &8 Percentages revision
- 11/Ma1 i
EGS - 11/Ma1 > General Due tomorrow at 23:59

Percentages revision | Due Mar 20 “ Assigned (1) Instructions
Complete the attached questions into your book

H Assignments senta Yesterday < Percentages revision showing all the working out required
B message Due tomorrow at 23:59
Chat with Assignments Reference materials

Assignment 1CS | Due Mar 19 4’) ot ted —q 6] 4c Percentages (1) pd

285 Assignments mentioned Yesterday
E EGS - Year 11 2019/2020 y work
EGS - Year 11 2019/2020 > General Tap on the | + Add work
Test | Due Mar 19 o
assignment to

Points
¢y Salma Axmed reacted to Yesterday Q No points
oJ
SA your message Open ]t
EGS - 11/Sc2 > Physics
Ashruf Amed Sir can you please chang Q‘)s Press on add WO rk

) to add a picture
&) Salma Axmed + 1reacted to  Yesterday
SA your message
EGS - 11/Sc2 > Biology
The mark schemedoesn't seem to matc...

a al 23 E il &8s A
Activity Camera Activity Teani Kesaninaits Carigia Activity Team Assig t Camera
- 17:49 74% @8 | || 17:49 74% (w- )
4 Press on 5 EGS - 11/Ma1 6 EGS - 11/Mal Undo hand-in
@ OneDrive upload from Percentages revision Handed in on Thu 19 Mar 20205t 17:49 ~/ ||
th]S deV]ce Due tomorrow at 23:59 ..
Percentages revision
+ New File and then Instructions Due tomorrow at 23:59
Complete the attached questions into your book
ta ke photo or showing all the working out required Instructions - —
@ Lifk . Complete the attached questions into y:
Vi deo Reference materials showing all the working out required
4c Percentages (1).pdf Reference materials ‘ ,
3 Teams 72
_ My work 4¢ Percentages (1).pdf '
(] Upload from this device P image.jpg a2 My work
- - B image,jpg
Points Po
No poi
i D W *"fake the photo and v Make sure you see
ake Photo or Video . . . .
 attach it, making sure o, the animation that
Photo Library C it is attached to your * confirms you have
Browse s work and press hand in handed your work in
Cancel Q e a Q 853 A
- Activity Teams Assignments Camara Activity Teams Assignments Camera
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SECTION 3

Usernames

Office 365

For Office 365 and Teams, you will log in with your school email address. This is
usual a two digit number (the year you joined Hinchingbrooke school) followed by
your house initial, full surname and first initial, without spaces. The first part of
the email address is exactly the same as the username you log into the school
computers with.

For example: Hannah Baker joined Hinchingbrooke School in 2020, her school
email address is 20pbakerh@hinchbk.cambs.sch.uk, and her computer username
is 20pbakerh

Doddle and Subject Apps

The username and password will have been distributed to you in

school.

Helpdesk

Every year group has a helpdesk where students can post questions if they have
issues with

e Logging onto any of our digital platform, except Office 365
e Unsure of how to do anything, for example uploading work
e Have a question about their work
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