Pupil Name:

Class:

Email:

Password:

Pupil and Parent
Guidance - Microsoft
Teams @ SSSC

Em Microsoft 365




Contents

R I =410V = T o PP 3
ool 1] T V= TV T =T TN 1T Yo o S 4
I Yol ol T T Y= (T Y o T I T 1 1Y/ o [T USSR 5
B oY g Y o1 = AT aY == T I Y= a0 41T ) PRSP 6
LT 2L Yo o=l =1 1 T SRR 7

6. Getting help fromM YOUN TEACKHEN ..o e e e e e e e e e e e e s bt be e e e e e e e e ssnstreeeeeeeeeessnnrreeeees 8




1. Logging in
Access the following link on your laptop or mobile device.

https://www.office.com/

Enter the email address and password on the front cover to access your account.

Once you have logged in the home screen below will greet you. Click on the “Teams’ icon on the
left hand panel as highlighted below.

Office 365 B Search

A |

Good afternoon

Recent  Pinned Shared with me Discover

- o
¢ Y -
-, @ I
i No recent online Office documents
Share and collaborate with others. To get started, create a new document or drag it

@ here to upload and open.

Select ‘Continue on this browser’. Please note if you would prefer to download the ‘web app
instead’ then this is option is also available to you at this point.

Microsoft Teams

e A

BN - Maths 10AW - Life Skills OS - English

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead

You will then see your different class teams for the various subjects you may access online —
Maths, English and Life Skills. Within the Life Skills folder, your form tutor will place different
subject tasks for you to complete each day.




2. Accessing a video lesson

Use meetings in Teams to virtually join your teacher and classmates in online classes, study
groups, presentations, and whenever you need to learn face to face.

On your activity feed, you will see details of any video lessons you have on that day. Click on the
lesson and select ‘Join’ when it is time to meet. Alternatively, you can also see any video lessons
within your individual subject Team channels.

Feed ~ T 1] General Posts Files Class Notebook  Assignments Grades PDF @ Team
a £33 Assignments mentioned 171 dhie e sage o heen deleted
BN - Maths = —
3 rep m Ben

BN - Maths > General
Maths Main Task | Due Jan 2

| a £33 Assignments mentioned 12/17/20
BN - Maths This message has been deleted.
EN - Maths > General
171 - Maths Activities | Due Dec 18 B Morman 12/17/20 3.06 PM
BN B .
The meeting "Maths lesson” is cancelled
i a A3 Assignments mentioned 12/17/20 Iy

BN - Maths
BN General
Maths Activity /12/20 | Due Dec 18

B Norman Yesterday 11:41 AM
BN %" B added you to BN -
Maths

Scheduled a meeting

Demo Maths Lesson - 1.1.2020

Friday, lanuary 1, 2021 @ 1:00 PM
25" B added you to OS - 12717720

English

Click to see details of this meeting

* BN

Demo Maths Lesson - 1.1.2020

Jan 1, 2021 1:00 PM - 1:30 PM

Your teacher will then accept you into your lesson when they are ready to begin. During the video
lesson, the toolbar options are as shown in the screenshot below:

Leave the meeting. The meeting

Turn your video on and off. 3 :
Y will continue even after you've left.

Mute and unmute your micraphone. See wha's in the meeting.

Share your screen or a document. Participate in the meeting chat.




3. Accessing lesson activities

You have been provided with exercise books to complete your work whilst you are working

remotely.

In order to access the activities you need to complete each day click on the “Teams’ icon. You will
then see your different class teams for the various subjects you may access online — Maths,

English and Life Skills.

Microsoft Teams

Teams

Your teams

BN - Maths

Q, Search -

i <

OS - English 10CM - Life Skills

Having clicked on the relevant subject you will see headings, which are individually dated.

Microsoft Teams

< All teams

BN - Maths

General
Meonday 4.1.2021 - Lesson 1 - Multi... -

Q. Search

General Posts Files Class Notebook Assignments Grade:

@ This message has been deleted.

3 replies from Ben

@ This message has been deleted.

N B Norman 12/17/20 3:06 PM
»  The meeting "Maths lesson” is cancelled

Monday 4.1.2027 - Lesson 1 - Multiplication |Repl‘,-

Click on the correct date and you will then see the lesson activities your teacher has set for you to
complete for that particular day. You can complete these activities within your exercise books.

< Allteams

BN - Maths

General

Monday 4.1,2021 - Lesson 1 - Multiplication

Monday 4.1.2021 - Lesson 1 - M... Posts Files Notes

........... —

1) 18=3
2) Ssquared

3) 8x9

4) V144

5) Biggest prime number under &0,

&) Expand 5(1+3x)

7) Solve 3x-5=4

8) Name three types of quadiilaterals.
9) Increase £60 by 15%.

10) Round 3.568 to 2 decimal place.

Main Task:
Click on the document below "Multiplication Word Problems' and answer the questions.

Plenary:
https://ttrockstars.com/ - spend 10 minutes on studio mode

See less

Multiplication Word Problems.pdf

You can click on any documents your teacher has uploaded for you and they will open on your

device.




4. Completing an assignment

As part of Microsoft 365 once logged in you also get access to the online versions of various
Office Software such as Word, PowerPoint and Excel. These pieces of software may be used
during certain lessons to complete work set by your teacher.

In order to complete, a task using Word or PowerPoint your teacher will set an assignment, which

you will see when you access your lesson. To open the assignment click on the ‘View assignment’
button.

Microsoft Teams Q, Search

< All teams }'1 4.1.2020 - Lesson 1 - English Posts Files Notes
a - =

it

BN - English

General

Welcome to
4.1.2020 - Lesson 1 - English

Try @mentioning the class name or stun

e Assignments Yesterday 2:57 PM
Demo English Assignment

Due J3

& Reply

i

You will then be provided with some instructions for the activity and the document you are going to
be working on. To open the document simply click on it.

. . Points
Demo English Assignment i pie
Due today at 11:59 PM

Instructions

Complete the comprehension activity

My work

E_' Comprehension - Demo Task.docx

The document will then open in the online version of the relevant software. You can simply start

working on the document and it will continue to save automatically. When you are finished click on
the close button at the top.

Q o -

Comprehension - Demo Task.docx

Filz Home Insert Layout Referances Review View Help £ Editing v [J Comments

v Flv < ||calibriody) (11 v| A A7 B I U &~ Av A - | I=v i=v & 32 =v frv v
From ‘Vanishing Trick Poems’ by Ros Asquith

My M

In my head’s a journey that enly I can take,

there is no one else can ever read my mind.




You will then return to the main page for the assignment you have been working on. If you have
completed the activity you can click ‘“Turn in’ and it will send your work to your teacher for them to

view and provide you with feedback.

j“i General Posts Files  Class Notebook Assignments Grades

H H Points
Demo English Assignment i

Due today at 11:59 PM

Instructions

Complete the comprehension activity
M\" work

q Comprehension - Demo Task.docx “e

5. Reading Help

Microsoft provide a tool called Immersive Reader, which will read aloud any text on the page for
you.

Within Teams if you highlight the text you would like to be readout you can then click on *...” and
select the ‘Immersive Reader’ option.

Tf‘_u’ @'me:‘.t:uﬂmg the class name or student names to start a conversation. . = o o

e n—.—_-un-l_!l" m [1 Save this message
Demo English Assignment &8 Mark as unread
Duc lan 2] p—
iew assignme [&} immersive Reader
4 Reply
s Ll Turn on notifications

You can also look for this icon:

(%

Microsoft Word also provides you with the option for text to be read aloud to you. To access this
feature go to ‘View’ and then select ‘Immersive Reader’.

Comprehension - Demo Task.docx

File Home Insert Layout References Review Help
|:]:| Reading Vie sy Immersive Reader g Zoom | 100% , 100% il




6. Getting help from your teacher

Should you require any guidance/help from your teacher you can leave comments on the lesson
activities you have been set and your teacher will then respond to them. To do this simply click on

the ‘reply’ button and write your message.

Microsoft Teams Q, Search
4 < All teams Monday 4.1.2021 - Lesson 1 - M... Posts Files Notes
.se 3) Bxy
- 4) V144
Teams g 2
5) Biggest prime number under 60,
E 6) Expand 5(1+3x)
A nts 7) Solve 3x-5=4
BN - Maths oo 8) Name three types of quadrilaterals.
i 9) Increase £60 by 15%.
Files _ 10) Round 3.568 to 2 decimal place.
General
Monday 4.1.2021 - Lesson 1 - Multiplication Main Task:

Click on the document below "Multiplication Word Problems' and answer the questions.

Plenary:
https://ttrockstars.com/ - spend 10 minutes on studio mode

e less

Multiplication Word Problems.pdf
: >

You may also start a conversation in order to receive guidance/help. To do this click on the ‘New
conversation’ button, before typing and submitting your message.

7) Solve 3x-5=4
8) MName three types of quadrilaterals.

BN - Maths
9) Increase £60 by 15%.
- 10) Round 3.568 to 2 decimal place.
General
Monday 4.1.2021 - Lesson 1 - Multiplication Main Task:

Click on the document below ‘Multiplication Word Problems’ and answer the questions.

Plenary:
https://ttrockstars.com/ - spend 10 minutes on studio mode

Multiplication Word Problems.pdf

¢ Reply
(7 New conversation

Please note that these discussion tools are for communication with your teacher only
about the activities set and are not to be used for general conversation.




