MSTeams Instructions

1) Go to www.office365.com (you may cut and paste it).

2) Click the Login icon in the upper right hand corner.
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3) When it prompts you for your email address, type in
<yourlunchnumber>@student.scsk12.org.

B® Microsoft

Sign in

yourlunchnumber@student.scsk12.org

No account? Create one!
Can't access your account?

Sign-in options

4) When it asks for your password, put in your eight-digit birthdate.

€ pittmankw@scsk12.0rg

Enter password

mmddyyyy

Forgot my password
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5) The first time that you enter your email account, you will see this screen. If you do not click
“Next” and verify your information, you will get kicked out!

@student.scsk12.0rg

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn mare

6) Set up one of the three access options listed below. Again, if you do not answer one of these
questions, you will get kicked out! When you are done, click “finish”.

@ Shalbw Cani SCHO0IS I@student.scsk12org | 2

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
7 I 4 I 4 ¥
secure. You'll need to set up at least 1 of the options below.

o Authentication Phone is not configured. Set it up now
oAut"enticaticn Email is not configured. Set it up now

o Security Questions are not configured. Set them up now

cancel
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5) When you get to the Welcome screen, click Teams.

Office 365 O Search f? i ?
Good evening, Install Office
Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Sway All apps
Recent  Pinned Shared with me Discover T Upload and open... =

mfn Jalia @ Shelby County Schools - SCS Mar 2 Ony v
_l Jalia § Smith (222364)'s OneDrive for Business » .. » ..uments o
Drag a file here to upload and open More in OneDrive —>
OneDrive SharePoint
Recent folders Frequent sites

6) It may ask you for your email address and password again. Please enter them.

7) Click on the team that has been assigned to you. Follow the welcome prompts. Click “Got it”
at the end.
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Geometry

A team is where you'll work together as
a class, study group, or club. Select this
team to continue.
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Every team has channels—places where
you'll work on different units or topics.

E General Posts Files Class Notebook Assignments  Grades

Each team has tabs for files,
assignments, or notebooks.

8) Click on the assignment that you wish to complete. Assignments can be viewed on the Posts
page, the Files Page, or the Assignments page.
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9) When you are done and wish to upload your assignment, click the paperclip below reply,
follow the prompts to upload your (already) saved assignment, and click the send button at the
far right.

L -
e Assignments 6:12 PM

Geometry Comprehensive District Packet

Due May 15

View assignment

FEPly

&@@@@@w&»a--- @

10) When you are done, click your initials in the top right corner for the drop down menu. Click
sign out at the bottom of the menu.
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Notes: 1) The district is still working on phone access, and right now it probably isn’t working.
For those of you who would like to use this on your cell phone, you can download it from

, GET IT ON
P> Google play
£ Available on the
¢ App Store
. But if you are unable to download the packets, remember that | said that

the district is still working on phone access, and that part probably isn’t working!

2) In order to use Teams you have to use the yourlunchnumber@student.scsk12.org account. If
you do not, the system will send it back as undeliverable.

3) Some of you will notice that there is a link for you to ask for a meeting. | will have office
hours from 2 pm to 4 pm Monday through Friday. Email or leave a message in Teams for an
appointment.

4) Please remember that this platform is licensed by the Shelby County Schools. This means that
if you choose to not follow the SCS Acceptable Use Policy or follow good netiquette, the system
is being monitored by the SCS IT Department and can be sent to administration or your parents.
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