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Microsoft Teams for Education

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics.

Start a new chat Use the command box Manage profile settings
Launch a private one-on-one or small Search for specific items or people, take Change app settings, change your pic, or
group conversation. quick actions, and launch apps. download the mobile app.

Microsoft Teams 4 Search or type a command

Navigate Microsoft Teams
Use these buttons to switch between

Join or create a team

Activity Feed, Chat, your Teams, — - Teams Y & 5" Join or create team @—————  Find the team you're looking for, join with
Assignments, Calendar, and Files. a code, or make one of your own.
Your teams
. @—
. Manage your team
. . .
View and organize teams - B Add or remove members, create a new
Click to see your teams. Drag team tiles D i . . channel, or get a link to the team.
around to reorder them.
Physical Science Health Research Pineview School Staff Plnewev_vr SCILOOI Science @
eachers .

View your team
Find personal apps Click to open your class or staff team.
Click to find and manage your personal
apps.

What is a team?

You can create or join a team to

collaborate with a certain group of people.
Have conversations, share files and use
shared tools with the group — all in one
Add apps place. That group could consist of a class
of students and educators, a group of staff

Algebra

Launch Apps to browse or search appsyou — @

can add to Teams. and educators collaborating on a topic, or

even a group for a student club or other
extracurriculars.
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Learn more about Teams

Class teams

Class teams provide special capabilities tailored for teaching and learning

Add channels and manage your team
You can change team settings, add members to the
class team and add channels .

Microsoft Teams

Open Class Notebook

Notebook is a digital binder you
can use in your class to take notes and
collaborate.

Class

Open Assignments and Grades

or type a command

< All teams

Every team has channels
Click one to see the files and
conversations about that

topic, class unit, or week in the
course. You can even have private
channels for group projects!

Physical Science

General
Project Team 1
Project Team 2
Every team comes with a General
channel. Open channel settings to add
new channels, manage notifications and
other settings.

Subjects
Units

Format your message

Add a subject, format text, convert the
message to an announcement, post across
multiple teams or control who can reply
and more.

£.

General Posts Files Class Notebook Assignments Grades Oceans Project (Word) 2 more @ v 1+ @ Teamm

-
See more

3 replies from you, William, and Marsha

< Reply

Cara Coleman 1/316:01 AM
Go Fly a kite!

Check out the new group lab assignment. Work in your teams to design, build, and fly a kite!

@ Introduction to Kites.docx v @

2 replies from Al and Delbert &

¢ Reply

Cara Coleman 1/316:01 AM

Why does a plane fly?

You've all read Fundamentals of Lift by now. So, why does a plane fly?

4 replies from you, Terrie, and William

¢ Reply

Arden Asher 1/216:01 AM
Volunteer Opportunity

The local chapter of the Society of Science is looking for student volunteers to set up for the event, greet members, serve

rafrachmantc and hraal dawn aftar tha avant 9@

Start a new conversation. Type @ to mention someone. [

0 ¢ © W B &> Q @

¥

Assignments allows educators to create and distribute assignments. Students can complete and
turn in their assignments without leaving the app. Educators can use the Grades tab to provide
feedback on assignments and track student progress. Students can see their progress, too.

Add tabs

Explore and pin applications, tools,
documents and more to enrich your class.
We're constantly adding more education
specific tabs. Check back often.

Share files
Let class members view a file or
work on it together.

Start a discussion with the class
Type and format you message or
announcements here. Add a file, emoji,
GIF, or sticker to liven it up!

Add more messaging options
Click here to add new messaging
capabilities like polls, Praise, and more to
enrich classroom discussion.
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Learn more about Teams

Schedule a meeting with your team or class

Hold classes, staff collaboration meetings, or trainings over online meetings

Start a meeting right away Add new meeting Invite individuals to a meeting Invite a channel to a meeting

Add participants directly to a meeting Schedule a new meeting for live Invite one or more individuals to your meeting. Invite your whole class or working group to a meeting

that starts right away. discussion with up to 250 people or Meeting recordings and resources shared during by selecting a channel to host the meeting. Meeting
schedule a live event for a broadcasted the meeting will be organized within the recordings and resources shared during meetings will be
event with a wider audience. meeting history item in you Chat view. organized within the selected channel.

Microsoft Teams “ Search or type a command Microsoft Teams “4 Search or type a command
Calendar Q¢ Meet now + New meeting New meeting Details [Scheduling Assistant Close

() Today < > March2020 ] Work week Time zone: (UTC-08:00) Pacific Tim¢ (US & Canada)

09 10 1 12 13

#  Physical Science Lab
Monday Tuesday Wednesday Thursday Friday

& Add required attendees @

+ Optional
12PM Mar 10, 2020 400PM v Mar 10, 2020 430PM v~ 30m @ All day

o Does not repeat
1PM

& [E) Physical Science > General [ ]
e ©  Add location

S B 7 US W A M puagmhy T, = = = E 3 o =
3PM

We are holding our weekly lab virtually. Please join at the scheduled time and come prepared with questions.
4PM Physical Science Lab
Cara Coleman B8

5PM
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Schedule a meeting with your team or class

Hold classes, staff collaboration meetings, or trainings over online meetings

5 replies from Enrico, Pradeep, Megan, and Adele Microsoft Teams 4 Search or type a command m
=, . < All teams E General Posts Files Class Notebook ~Assignments Grades —+ ® Team
¢  Meeting ended: 19m 29s
/ 7 Marsha Davenport 2/21 9:54 PM 2
(.J Reply ® Hey @Algebra, I've been using this site for awhile now and it's really useful for learning new concepts.
https://www.wolframalpha.com/examples/mathematics/algebra/

.oe
s
Teams

Assignments

Wolfram|Alpha Examples: Algebra
Algebra ee Interactive algebra calculators for solving equations, polynomials, rational functions, simplification, vectors, matrices,
9 OO linear algebra, quaternions, finite groups, finite fields, domain & range.

General www.wolframalpha.com

Start a new conversation. Type @ to mention somec

A ¢ © @ B ot e

Extra credit corner 3 replies from you, Rosie, and Samuel

Homework help < Reply
Subjects

Units ~ I Cara Calaman 2/21 9:55 PM

Click Meet now under the message box to start a live meeting in a
channel. If you click Reply to a message, then the meeting will be
attached to that conversation. If you wish to start an independent
meeting that is not tied to a channel, then follow the instructions on the
previous page by selecting Calendar > New Meeting.

Want to add a subject?

You can invite people to the meeting or ask them to join it directly from
the channel.

Meet now

B Schedule a meeting

Select Meet now to start the meeting right away or Schedule a meeting to schedule the meeting for the future. Members of the
channel will see an invitation for the meeting in their calendar if you decide to schedule it for later.
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Learn more about Teams

Join a meeting

Hold classes, staff collaboration meetings, or trainings over online meetings

Scheduled a meeting

n Cara Coleman 12:32 PM Physical Science Lab Chat Details Scheduling Assistant ~ Meeting notes ~ Whiteboard “ Close
&

X Cancel meeting Time zone: (UTC-08:00) Pacific Time (US & Canada) Meeting options Tracking
Physical Science Lab
Wednesday, March 4, 2020 @ 1:00 PM Vi Physical Science Lab ' Cara Coleman
Organizer
<« Reply
g Add required attendees + Optional
Mar 4, 2020 1:00PM v Mar 4, 2020 1:30PM ~ 30m @ All day
SO .. |
%) Does not repeat v
(5] Today < > March2020 v & Work week Vv
02 03 04 05 06
| Monday Tuesday Wednesday Thursday Friday ® Add location
= B 7 U S|% A M pragephv I, = = = = @ =
12PM
1PM

Physical Science Lab
Cara Coleman (=]

Join Microsoft Teams Meeting

2PM +1469-297-6880 United States, Dallas (Toll)

Conference ID: 325 583 673#

3PM

Find the meeting invitation in the channel of your team or on your Teams calendar. Open the meeting and click Join to join the meeting.
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Learn more about Teams

Join a meeting

Hold classes, staff collaboration meetings, or trainings over online meetings

Cara Coleman 12:32 PM
Scheduled a meeting

m Physical Science Lab

Wednesday, March 4, 2020 @ 1:00 PM

Meeting with Cara Coleman
<« Reply

Choose your audio and video settings for

Calendar

G4 Meet now + New meeting

[{] Today < > March2020 v

() Work week Vv 4 'g
f
02 03 04 05 06 (1)
Monday Tuesda Wednesday Thursday Friday
1TAM
Join now
12PM
b ® 53 Devices
1PM Physical Science Lab
Cara Coleman 8
2PM Other join options
3PM

& Audio off

& Phone audio

Find the meeting invitation in the channel of your team or on your Teams calendar. Click to open
the meeting item and select Join.

Double-check your audio and video input, turn on the camera, and unmute your microphone to
be heard. Select Join now to enter the meeting.
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Participate in a meeting

Share video, voice, or your screen during the online call.

Microsoft Teams ¥  Q Search

Send chat messages

Send chat messages, share links, add a file,
and more. Resources you share will be
available after the meeting.

Leave the meeting
Turn your video feed on and off. o122 & The meeting will continue even after you
have left.

Mute and unmute yourself. Add participants to the meeting.

Share your screen and sounds Access additional call controls

from your computer. Start a recording of the meeting, change
your device settings, and more.
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Assignments

Create learning activities for students with integrated Office applications.

o Microsoft Teams “ Search, launch, and command
=Q Assignments < All teams AP English  Conversations Files  Class Notebook ~ Assignments -+
Upcoming
iR Advanced English 22/24 turned in New assignment Discard J l Save J m
i i Finish the first draft of your essay outline and list
View upcoming ft of y y AP English e Add resources
N t 3 reference materials you used (D Essay s ey o t
assignments Due October 4th at 11:30am General Enter title (required) USEeITIEAS W2 EESlEImEn
i i with content from OneDrivi
View both upcoming and Further Study O Add category content Iro OneDrive,
turned in assignments by 0 # engiish 20/20 turned in Essay Writing Help Py R your device, links, and more.
class, or view them across all Finish the first draft of your essay outline ———
your classes. Selecting an Due October 5th at 3:00pm
. . @ Addresources @
assignment will allow you to
turn it in or view feedback English 10 18/19 turned in Points
and scores. Finish the first draft of your essay outline and No points
list 3 reference materials you used & Add rubric Assign to classes or
Due October 7th at 9:00am . d. .d |
pesign o individuals
' : Assignments can be
Language Arts 98 20/20 turned in (P eI () SirElas) ® = . g .
] distributed to multiple classes
Write the first page of your essay and share e dat. bue ti .
with another student to review D Essay ue e venme or personallzed to the
Due yesterday at 9:30am Fri Oct 19, 2018 11:59pm O] individual student.
Starts on assign and will remain open for subi Edi)
jM Advanced English 12/24 turned in Settings
Anne Frank: Read chapters 1-2 (pages 3-53)
< Reading [\ PowerSchool () Yes
Suie todar et 104250 Grades for this assignment wil sync to PowerSchool. Edit
a Turnltin
s Ye
Activity Assignments @ Documents turned in will be checked with Turnitin © v
Learn more
Add a grading rubric Edit due dates, close date,
Use the rubrics tool to create and schedule to assign
customizable, reusable rubrics for Customize all the dates and times
students to reference and for you that are important to the

to evaluate their work. assignment.
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Grades

Leave feedback for students, grade, and track student progress in the Grades tab.

Microsoft Teams

< All teams.

AP English
General
Further Study

Essay Writing Help

Search, launch, and command

n General Conversations Files  Class Notebook ~ Assignments ~ Grades

O tssay QEssay
Finish the first draft  Write the first page Anne Frank: Read Find 5 referencesto  Anne Frank Read Complete
of your essay outl... of your essay and... chapters 10-17 share with the class chapters 3-9 (page.. bibliograp
Q Search stud Mar 20 - 50 points Mar 17 - 20 points Mar 15 - 20 points Mar 11 - 100 points Mar’5 - 100 points Feb23 - 10
£ Alanis, Juan 45 18 17 81 81 ¢
Banis, Darius. 46 13 n 73 73
@ Buxton, Aaron 40 12 9 61 78 €
@ Cline, Christie 43 19 6 % % ¢
Davis, Beth 4 11 14 88 88
Guibourd, Bernadette 44 8 15 79 79
e Konceny, Jan 45 10 10 97 97 €
a Lando, Guy 42 15 13 90 88 H
3 Nestor, Wilke 42 10 10 97 97 <
a. Neva, Cardenas 43 15 13 80 89
Schneider, Henry 39 3 13 70 78 <
Shamas, Babek 47 18 18 69 82 ¢
Simon, Adah 48 19 11 80 80 ¢
a Rodriguez, Elbert 42 19 15 70 91 4
@ Walters, Dallas 42 18 18 69 89 <

Microsoft Teams 4 Search, launch, and command
WorldVoicesEsssay.docx
Fle  Home Insert  layout References  Review  View  Help OpeninWord @ Search Comments

v |jv < Calibri (Body)

vit v A A B I U 2v Av .

Christie Cline
Ms. Arden
AP English

World Voices Essay Unit 2

The Role of the Messenger in The lliad and Today’s Hero Stories

We know that there are a lot of heroes in Homer’s epic poem, The lliad.
However, alongside larger-than-life warriors like Achilles and Hector and their
quest for “kleos” (a Greek word for glory in battle), characters like Thetis and
Cassandra have foresight into how events are fated to unfold and try to warn the
other players in the story. Although no one heeds their warnings, both women have
important insight into the fatal weaknesses of other characters and into how the
Trojan War has a much wider impact on the world than the war itself. Similarly,
many comic stories of the present day recreate the dynamic of larger-than-life
heroes who disregard the advice of the messengers who try to warn them about the
consequences of their decisions. Looking at these examples side by side, the reader
can see that a wide range of today’s hero stories recreate the ancient storytelling

patterns of Homer’s //iad and related myths.

Even though Cassandra’s name is now legendarily associated wigh prophecy,
Homer does not mention this side of her character in his poem. In tNPAeschylus

play Agamemnon, the reader learns a lot about who she is and her stdry before The

By Pv| B~

See grades across all assignments and students
Each of your class teams has a Grades tab where you can view
assignments at a glance, as well as track how individual
students in your class are progressing.

Return and review assignments using the
feedback loop

Leave comments, make edits, grade with criteria/standards,
check for similarity, and more in the grading view.

Close

< @) Cline, Christe >

Student work
Turned in Sept 18th, 2018 at 9:51

@ WorldVoiceEssay.docx

@ 100% similarity View Tu

@@ Sources.docx e
@ 15% similarity View Turnitin report
Rubric

Argumentative Essay Rubric R
Feedback

Enter feedback for this assignment
(max. 1000 characters)
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n more about Teams

OneNote Class and Staff Notebooks

A digital binder to use in your class or with your staff to take notes and collaborate

Microsoft Teams 4

Class Notebook

“v [P]v  calibritight  v20 v

l Using the Colla...

' Project 2_Notes

l Project 1_Notes
l v _Content Library

l Using the Cont...
l v Jimmie Petty

( o

Labs

Journal

Class Notes

Homework

l Handouts
>

Jo Ochoa

i > Lizzie Stokes
o

=+ Section =+ Page

Search or type a command

File Home Insert Draw View

-] Literacy Class Notebook
‘Welcome Welcome to Class Not...
v _Collaboration Sp... FAQ: Class Notebook i...

Class Notebook Open in browser v <

U 2v Av ¥ A

v A sylesv B Tagsv v B

Welcome to Class Notebook

Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Each OneNote Class Notebook is organized into three parts:

1. Student Notebooks -- a private space shared between the teacher and each individual student. Teachers can access ever
student notebook, while students can only see their own.

. Content Library -- a read-only space where teachers can share handouts with students.

. Collaboration Space -- a space where everyone in your class can share, organize, and collaborate.

W

How to make the most of Class Notebook in your class team:

Start addina ials or collab in vour Class

k todav. Use the menu to the left to ooen or add new pages. '~
>

Personal notes, class notes, and collaboration

OneNote Class Notebooks have a personal workspace for every student, a Content Library for handouts,

and a Collaboration Space for lessons and creative activities.

Microsoft Teams

m Staff Notebook

v _Collaboration Space
Shared Resources

Using the Collab...

Staff Meeting No...

Initiatives

l v _Content Library

l Using the Conte...
' Dates and Deadli...
|| oiicies ang proc..
> _Leader only

> Amanda Graham

> Cheryl Gamer

> Mr. Barden

> Rosie Patterson

e o U U U |

=+ Section

Search or type a command

file  Home Insert Draw View  Help

D~ []v | calibri v11 v B I

= Pineview Staff Notebook Notebook 0
Welcome Staff Meetings

All school Open House
Aug Retreat Groups
Retreat

10/15/19 - In-service ...
Create a Staff Meeting...
School Board Minutes
Rubrics

Assessments - State R...
Homeschool Hackath...
One Note Training
Learing Tools Skype ...
Staff Notebooks and P...
Staff Notebook and PL..

Weekly LT Feature Cre...

+Page

Staff Notebook Open in browser v <

U Z2v Av ¥ A = | iEv i=v

livl
(1]

A sylesv | B Tagsv | v B v

Aug Retreat Groups

Thursday, June 21,2007 11:50 AM

Subject | Aug Retreat Groups

From Sara

To Chris, Joe, Sally, Jill, Jennifer, Joe, Pauline, Joyce, Lydia
Sent  Thursday, June 14, 2020 9:45 AM

Here are the proposed groups for the retreat.
sara

Sent: Thursday, June 14, 2020 9:03 AM
To: Chris, Joe, Sally, Jill, Jennifer, Joe, Pauline, Joyce, Lydia
Subject: Minutes of 6/14/014Retreat planning meeting

Tentative plan for the Faculty and Staff Welcome Back Retreat August 27, 2020

Schedule

8:00-8:30 Main Hall A and B Coffee and muffins?

8:30-8:45 Welcome, Introductions —

9:00-9:45 Dividing into small groups — Ice-breaker activity — Sara
9:45-11:00 Main~ Presentation — Sr. Cooke?

11:00-11:15  Main — Quiet reflection

11:15-12:00 High school rooms — small group discussion
12:00-1:00 Commons - Lunch — Husky Deli - Linda

1:00-2:00 Art Rooms — creative response — Mike and Tom
2:00-2:15 Break

2 Commissioning ceremony

Great for staff meeting notes, brainstorming, and classroom observations

OneNote Staff Notebooks have a personal workspace for every staff member or teacher, a Content
Library for shared information, and a Collaboration Space for everyone to work together, all within one
powerful notebook.
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Sign in Start a conversation
In Windows, click Start > Microsoft Teams. With the whole team... Click Teams, pick a team and channel, write your message, and click
On Mac, go to the Applications folder and click Microsoft Teams. On mobile, tap the Send.

Teams icon. Then, sign in with your school email and password.
With a person or group... Click New chat, type the name of the person or group in the To

field, write your message, and click Send.

Start a new conversation, use @ to mention someone
B® Microsoft

A ¢ © @ B Q-

Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?
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Learn more about Teams

Enrich your channel posts

Create classroom announcements and posts. Edit your post to get your students' attention, control who replies, and post across multiple channels.

Change your message type Control who can reply Post in any channel or team Change the importance of your message
Select if you want to start a new Allow everyone to reply to Post your message in any of your teams Mark your message as important if you want to
conversation topic or post an your post or limit replies to and channels all at once. Great for draw more attention to the post.
announcement. moderators only. broadcasting an important announcement!

I__,f New conversation v Everyone can reply v '-_-||'_'| Post in multiple channels @

Format your text
Change text color, format, and style.

®*B 7/ U S % A WA Paragraph v I, <= =

i
10
@
I
H

——=o@ Add a subject
Add a subject

Keep the topic of your new post clear by Start a new conversation. Type @ to mention someone.
adding a subject.

Add a subject
Click here to enter a rich format mode for
your message.

—o A O WMB R IZOBNOE®E - B
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Make video and audio calls

Click Video call or Audio call to call someone from a chat. To dial a number, click
Calls on the left and enter a phone number. View your call history and voicemail in

the same area.

Reply to a conversation

Channel conversations are organized by date and then threaded. Find the thread
you want to reply to, then click Reply. Add your thoughts and click Send.

Microsoft

Learn more about Teams

@mention someone

To get someone’s attention, type @, then their name (or pick them from the list
that appears). Type @team to message everyone in a team or @channel to notify
everyone who favorited that channel.

iﬂ Noah McCormick

noah@northwindtraders.com lient had some changes to our design for the J

make those edits before our Wednesday clien

Dwight Nesmith
dwight@northwindtraders.com

‘Josh NeS‘O( 2 include a section about the buy one get one
iosh@northwindtraders.com »d for August but she mentioned she got the t

& Add a bot

@n|
¢ @B & -

Add an emoji, meme, or GIF

Click Sticker under the box where you type your message, then pick a meme or
sticker from one of the categories. There are also buttons for adding an emoji or GIF.

Search for MicrosoftEDU in the GIF search box for extra fun!

mp hem T WORKS ON
’ . I[AN fli H

gal
ﬂ Teamsquat

,,,,,, Reszsgon l i (HeATIVe
= S
Y Catsin 5‘ s q': h {Lﬁ@@
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Stay on top of things Share a file

Click Activity on the left. The Feed shows you all your notifications and everything Click Attach under the box where you type messages, select the file location and then the
that's happened lately in the channels you follow. This is also where you'll see file you want. Depending on the location of the file, you'll get options for uploading a copy,
notifications about your assignments. sharing a link, or other ways to share.

© Recent

Feed Vv & Browse Teams and Channels

e Megan Bowen 7727 &88' @ OneDrive
Added you to the team Contoso HR

Upload from my computer | @ to mention someone

Ay @k© @ ® -

Add a tab in a channel Work with files

Click + by the tabs at the top of the channel, click the app you want, and then Click Files on the left to see all files shared across all of your teams. Click Files at the top of
follow the prompts. Use Search if you don't see the app you want. a channel to see all files shared in that channel. Click More options ... next to a file to see
what you can do with it. In a channel, you can instantly turn a file into a tab at the top!
Add a tab X

Tun y ur favorite apps and files into tabs at the top of the channel Kearch Q : @ Openin SharePoint
Ps ‘
2 Move

Tabs for your teat
] ™ copy
m L Download
.“ = i [ Delet
"""""" Power Bl & F =h Rename
@

et linl
7 Make this a tab
Q- Mark 8 Pilot Program.pptx
ark 8 Performance chartisx

nt  Stream
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Search for stuff Add apps

Type a phrase in the command box at the top of the app and press Enter. Then Click Apps on the left. Here, you can select apps you want to use in Teams, choose
select the Messages, People, or Files tab. Select an item or click Filter to refine the appropriate settings, and Add.
your search results.

m
Messages  People  Files Y
] Sales Results Overview.xIsx 2/25
Retail / Shared Documents
. oot .
i Campaign Sales Data.xlsx 1/25 cO JO| n or Create a team
Mark 8 Project Team / Shared Documents
CE Annual Report.docx 11/13/18
Retail / Shared Documents
> X1050 GTM Plan.pptx 10/18/18

Mark 8 Project Team / Shared Documents

Next steps with Microsoft Teams

F| nd yOU I pe 'sO na| a p ps Get how-to guidance for teaching and learning with Teams. You can also click the
: _ Help icon in Teams to access help topics and training.
Click More added apps to see your personal apps. You can open or uninstall them

here. Add more apps under Apps. These apps provide an aggregate and global Articles with how-to guidance for teaching in Teams.

view of that content type.
1-hour online courses in the Microsoft Educator Center:

u * How teachers use Teams in their professional lives- Transform Learning with
Microsoft Teams.

Hel OneN Pl Shift . R o o . o o
° retete e ” + Teaching in Class Teams-Crafting a Collaborative Learning Environment with

Class Teams.
. E

Sromwho Wi Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.
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https://go.microsoft.com/fwlink/%3Flinkid=2008317

