A Guide to

Teams - using a
Laptop/Computer




Accessing and

Sharing your
learning in Teams




Your class Team - using web browser or
Laptop App
Login to Teams,
*Click twice to B~

opeh up your

Class Team




Your class page

Your page will look like this -

@ Team  +**

Underneath your class name
you will see the channels
WhiCh your TeaCher' has Se.l- . Welcome to Gylemuir 2020 P5/6

Try @mentioning the class name or student names to start a conversation.

up for your class.

Depending on your year group/stage, your channels may look a
little different




Your class page

Here are some examples of the channels you might see.

» The General Channel - A place for your teacher to post messages
for the whole class - you will find the daily or weekly timetable
here. Some learning activities may also be posted here.

Check In - each day your teacher will post a welcome message
which we would like you to respond to - a bit like an on-line

register!

Ask the Teacher - if you have any questions about your work or
anything else you can post your questions in this channel and your
teacher will be able to help.

The Playground - you can post messages to your classmates in
this channel. Just remember - everyone can read these
messages, so make sure your messages are friendly and kind!




nding your

tasks




Finding your tasks

There are two places to find your
work

* Tn Files

*In Assignments




For P1 - P4 pupils, some of your tasks will be in the Files section of
the General channel.

. J.‘ General Posts Files Class Notebook Assignments Grades

+ New T Upload = Syne @ Copylink +{ Download

General

Mame

Class Matenals

Enable Table September 23

Learning Activities September 23

There will be a folder for Learning Activities. Within this folder
you will be able to find instructions and resources for your daily
tasks.




For PS5 - P7 pupils, some of your tasks will be in the Files section

of the Literacy, Numeracy or Other Areas channels.

—

_\'Friday Sth Oct
_\I

Monday 5th Oct
_‘Thursday 8th Oct
_.I

Tuesday 6th Oct

_"u"u'ednesc.'ay 7th Oct

There will be folders within the channels where you wi
find instructions and resources for your daily tasks.

| be able to




If your teacher asks you to do your work on the worksheet you will
need to download it - click on the small circle next to the file you
want to download and then click 'Download' ,and open on your
desktop.

Gyl ir 2020 P5/6

Ask the Teacher

i Check-in




Assignments

Find
assignments
in the
Assighment

tab.

Click on the
assignment to
view it.
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Sharing your
learning -




Sharing your learning

There are three ways to share your work

*Upload a document or photo to Files

*Upload a document or photo to a Post

*Hand in work in Assignments




Upload work to 'Files’

Find the Channel and then the folder where your teacher has
asked you to upload your work to eg Add your Victorian Diary
writing to the Literacy channel

Click the upload
button.




Upload work to ‘Files’

Find the document or

photo you want to
add.

Click Open

71 Cpen
o - P

Cirganise - Mew folder
mFL 2]
new

Oct - to print
Cisiris

P4

P5

P5-6 2019

P5 - & Reports

P&

Pta

Pta Reports 201§

Pta Reports prin

o,
Rk

< Resources »* Language »* Writing »

s

Marme

@ Peer assessment - diany entry

EEI Cueen Elizabeth |l biography waboll

EE] Cueen Elizabeth || biography
T2-E-189-Using-Higher-Level-Vocabulary...
E-EI Tirme connectives for autobiographies

@ Time connectives for bicgraphies

I@ T-L-1103-Bicgraphy-and-Autobiography...
@ Victorian schoeol account

I!El Victorian School Diany writing

E-EI Victorian school diarny
@‘uﬁctorianschnurvﬂcah

EEI WAGOLL autobiography description

Search Writing

Drate modified

4/0352009 0817

07/02/2019 12:43

File name: |‘ufir:tcrriar1 School Diary writing

! | All Files (*)

I Open
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Picrosoft We
Mhicrosoft Wi
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Adobe Acrok
Microsoft Wi
Ficrozoft Wi
Microsoft Po
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Microsoft Wi
Microsoft We
Microsoft W
Microsoft We o
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Add to a Post

[ ]
1 W r I * e a p O S * E Glow - Launch Pad % K Literacy (Gylemuir 2020 P5/6) | X
[ ) [ )

Microsoft Teams

2. Click the
paperclip symbol.

in @0 @

Gylemuir 2020 P5/6

General

Literacy

rom m
y Other areas
The Playground

computer’ |

I
Browse Teams and Channels Welcome to the class!

Try @mentioning the class name or student names to start a conversation,

OneDrive to be automatically shown in the channels list,

Upload from my computer
rom Thursday.

A OBBD G Q
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Add to a Post

& File Upload

&«

Organise =

v P » USB Drive (F:) » Reading worksheets » AnEagle inthe Snow

P5-6 2019 2
P3 - & Reports
PG

PGa

Pta Reports 2014
PGa Reports prin
Péb

pa-7

Photos

Reading worksh:
RME

SanDiskSecured:
]

! ST

Mew folder

MName

An Eagle in the Snow Part 1 Chapter 1
An Eagle in the Snow Part 1 Chapter 2
An Eagle in the Snow Part 1 Chapter 3
An Eagle in the Snow Part 2 Chapter 1
An Eagle in the Snow Part 2 Chapter 2
An Eagle in the Snow Part 2 Chapter 3
An Eagle in the Snow Part 3 Chapter 1
An Eagle in the Snow Part 3 Chapter 2
An Eagle in the Snow Part 3 Chapter 3
An Eagle in the Snow Part 4 Chapter 1
An Eagle in the Snow Part 4 Chapter 2
An Eagle in the Snow Part 4 Chapter 3
[£] An Eagle in the Snow Part 4 Chapter 4

Date modified

25/03/2016 21:06
25/03/2016 21:06
25/03/2016 21:06
25/03/2016 21:06
25/03/2016 21:06

0372016 21:06

/0372016 21:08
25/03/2016 21:06
25/03/2016 21:06
25/03/2016 21:06
25/03/2016 21:06
25/03/2016 21:06

25/03/2016 21:06

Type

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

v O

X

Search An Eagle in the Snow 2

=~ [ @

File name: |An Eagle in the Snow Part 1 Chapter 1

v| All Files

L

4. Find your file or photo on your computer.
b. Click Open
6. If asked choose a folder to save your work in.




Completing work in Assignments

If your teacher has asked you to write on the worksheet, this is
the easiest way to do this

|_1B ‘BIQ‘BW‘WKWT j i (6) Assignments | Micro X g

1. Open the assignment.

2. Choose 'Edit Document’

This is the vear

' . . ' ; 1864, and I'm
3. Choose Ed'T ln Br'OWSer' : 7 e ) wr?ting this at
TRl home after my day
at school.

4. Click 'Close’ when
finished.




Uploading Documents/Photos to Assignments

If your teacher has asked you to add a document or photo to an
assignment

. Click + Add Work
. Click the 'Upload from

this device' box

. Find your file - click
Open

. Click 'Done’

. When finished click
'Hand In'




Sharing your
learning with

your teacher -
Feedback




Where to find feedback on your
Assighments. SE—

*Log in to Teams
*If you have new

assignments or
feedback there
will be a red circle
on the Assignment
icon




B a fe“g‘-ﬁ'Glcwaaun&iPad. jﬁ (3) Assignments | Micre l—|— e

&~ = O o ‘ 4 | hitpsy//teams.microsoft.com/ #/apps/66aeeed3-507d-479a-a3ef-6f404af4394

Microsoft Teams Search for or type a command

LE1e8 Gylemuir 2020 P5/6

Prisms Decimals Work Thurs 23rd Apr
D 11:30

Prisms Decimals Work Wed 22nd Apr
rro

Spelling - Beta

Due tomorrow at 11:30

Load more

~/ Completed (3+)

Multiples PowerPoint
Prisms - Multiples Worksheet

Reading Comprehension - Neverland

Load more

*Open up your Assignments.

*Click on the arrow beside '‘Completed’
to see the assignments you have
completed.




B & = Glow- Launch Pad

&

Assignments

‘% (3) Assignments | Micro < I+ £

G

ions/classroom

Search for or type a command

Prisms - Multiples Worksheet

ow at 11:30

Instructions

Please read through the PowerPoint first before completing the follow-up worksheet on
Multiples. When you have compieted the worksheet, remember to send it back to your

4} Retumes

Feedback

Well done You understand multiples and lowest common multiples.
Can you have a look at the pink answers and see if you can fix them.
Thank you Miss Carruthers

Points
No points

i teacher for feedback.
- My work

fa‘L’ Prisms - Multiples Worksheet.doox

T Add work

lick on each assi?nmen’r to see the feedback
our teacher has left for you.

*Open up the file to make any changes.

* Then click 'Hand in again’ to return it to your
eacher.




Having a Meeting in
Teams




Finding the Meeting
(Using a laptop)

* Look at the menu bar J ="
on the left hand side EX -
of the screen.

* Click on Calendar -
you should see this
view which shows yo
any meetings you
have arranged.

* Click on the meeting




Joining the Meeting
(Using a laptop)

* When the meeting is J
ready to begin a
small video camera

icon will appear
here.

* Click on this.




Joining the Meeting
(Using a laptop)

* Click on the Join
Button

* During the Meeting
- if you move your

mouse over the
screen you will see
the controls - check
the microphone is
muted until you are
ready to speak.




