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MICROSOFT 365 PORTAL ’

Find the Microsoft 365 portal icon on your desktop and double click to open. If you have
not previously signed in and set up an authentication method, you will be asked to do so.

If you do not have the icon, open a web browser and type “ Office 365 login” in the search bar.

i Microsoft Edge is the preferred web browser

for Microsoft Office 365.

Shortcut can be copied to home screen: click on browser link and drag to desktop. (Option
to pin to task bar can be found under the ellipses (three dots in upper righthand corner.)
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APPS LAUNCHER

© office365- X | E Edugoodic X | G office365 X (I Microsoft . X =+ B =
* Apps launcher: click on the series of nine € > C 8 offcacomrauth-2 ©ax B %0 :
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APPS LAUNCHER

O office 365 X ‘ LI Edugoodic X

* Most commonly used apps will show up as
an icon, but you can click on the all apps
arrow shown near the bottom of the page

to get to all available applications.

All Apps

* Click on the Office 365 arrow to get back

to the home page.
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OUTLOOK

Microsoft

Outlook

Office 365’s email and

appointment calendar.

Log in using student id # for

username and assigned password.

Example:
999999 @student.scskl2.org

Password|



mailto:999999@student.scsk12.org

ONE DRIVE

* Cloud-based storage that enables users

to access their files from any device once
(. logged in to their Office 365 Account.
OneDri

i
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MOST USED APPLICATIONS

® * Word:Word processing software
Offl C e enabling the creation of documents that

need to be typed.

* Excel:Allows for the creation of

spreadsheets to present data and
@ E @ calculations.

* PowerPoint: Presentation software that

allows users to create, display and share
information using multimedia formats.




ONE NOTE

* One Note provides online access to
information input into the One Note

App or Class Notebook in Teams.

OneNote




TEAMS

* Teams is a chat-based workspace that
enables users to connect with people,
content and tools (apps) all in one
location. Teams is accessible online and
as a desktop application. Be sure to
download the desktop app for access to
class meetings. (see future slide)




TEAMS SETTINGS

To check or update settings in the Teams App, do the following:
* Open Teams Desktop application;
* Click on the photo or initials on the upper right;

* Click on Settings;

* Under the General tab, make sure the box is checked next to the following:

« \Turn on new meeting experience (New meetings and calls will open in separate windows. Requires
restarting Teams.) This will enable you to use other options by clicking on the ellipses (three dots)
during team meetings such as Gallery, Focus, Spotlight and Apply Background Effects during Teams
meetings.




TROUBLESHOOT CAMERA,
SPEAKERS AND MICROPHONE

If having trouble with the camera or microphone working in Teams, try the following:
* Open Teams Desktop application;

* Click on the photo or initials on the upper right;

* Click on Settings;

* Click on Devices;

* Camera preview will automatically show;

* Click on “Make a Test Call” to test microphone and speakers.

If any of these are not working properly, follow the instructions on the next slide for downloading the
desktop app again. This will update and replace the existing desktop app and shown fix any problems with it.




DOWNLOAD TEAMS APP

The desktop app is recommended for use when
attending online meetings or classes.

This will update the existing Teams App and fix any
problems you may be having (hopefully).

You can tell whether you are using the online app
by the appearance of the “waffle” in the upper left-
hand corner.

Once download is complete, close online and
desktop app. Restart computer. Desktop app
should be updated

Download Instructions:

* Click initials or profile pic in upper right-hand
corner of online Teams page

* Click on download desktop app (NOT mobile
app)

* Click “Save” , then “Run” (appears at bottom of
screen)




STUDENT PASSWORD RESET INSTRUCTIONS

Click on the following link for instructions to reset student password for Office 365
Account:

* https://scskl2-
my.sharepoint.com/:b:/g/personal/sohnscr_scskl12 org/EfQuxTduPpVAhWOklgvSzlcBzYn

keH-yFeX6iYpFtHgElg?e=vVoswn

SCS requires passwords to be changed quarterly.



https://scsk12-my.sharepoint.com/:b:/g/personal/sohnscr_scsk12_org/EfQuxTduPpVAhW0klgvSzIcBzYnkeH-yFeX6iYpFtHgEIg?e=vVoswn

MICROSOFT OFFICE 365
SUPPORT

Carla Sohns, GMS Librarian
GMS Microsoft Ambassador

sohnscr@scskl2.org

901-416-4476

Bookings Appointment Calendar



mailto:sohnscr@scsk12.org
https://outlook.office365.com/owa/calendar/MrsSohnsMicrosoftAmbassador@scsk12.org/bookings/

=% Microsoft

Germantown Middle K&
Presents....Getting Started
with Microsoft Teams

Michelle Augustus

GMS 6t grade Science Teacher
augustusm@scsk12.org
Microsoft Ambassador



Access your online classroom from Office 365 and Microsoft Teams.

What can | use to sign in? Grab your district device or any other device- phone, tablet, or computer

How do I sign in? Sign in with your child’s Microsoft credentials.
username: 6 Digit PowerSchool Number with @student.scsk12.org
example: 123456 @student.scsk12.org

password: Original password was your child’s 8 digit birthday
example: Jan. 1, 2017 ........ 01012017

ALL students should have a new password they created in homeroom.
Should include at least 8 characters, at least 1 capital letter, at least 1 number

What is TEAMS? Microsoft Teams is our online classroom, where students can complete
assignments, meet with the teacher, view announcements and respond to them, work in small groups,
and much more. Through Teams, you can even connect with your child’s teacher to have a virtual

parent conference, check your child’'s grades on assignments, check posts/announcements from
teachers, and check on the status of complete and incomplete work.

Let's get started learning about our Virtual classroom in TEAMS!



mailto:123456@student.scsk12.org

Set up your learning
environment

.

Get started with your online class and join a Team



Sign into Office 365

0 Go to https://www.office.com

° Enter your login credentials.

e Select Teams from the O365 landing page.

i Office 365

Good afternoon

Start new Qutlook Point

OneDrive Word Excel PowerPoin

& » -

Farms Stream All apps

B® Microsoft
Sign in
IEma‘l. phone, or Skype

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

Sign-in options



https://www.office.com/

Sign into TEAMS

BE Microsoft
Sign in
0 Click on TEAMS icon on your desktop fmail, phone, or Skype

4 ed 3T
No account? Create one!

a Enter your login credentials if needed. Can't access your account?

Sign-in options

Q_ Search
a Windows Quiet Hours is enabled, so you won't get notifications for calls and messages in Teams.
7 Teams Y 3 &" Join or create team
Chat 4’: ] ot
..@ Your teams
g
Teams “ee “ee e
a e’ o
= -
Augustus 6th Science Augustus 6th Science Augustus 6th Science Augustus 6th 3rd period
‘- Homeroom Period 1 Period 2 STEM - =



Sign into Office 365 Portal using the Office 365 app

™ Microsoft

Sign in
c Click on the Office 365 Portal App on your desktop.

kma'l, phone, or Skype

No account? Create one!

6 Enter your login credentials.

Can't access your account?

Sign-in options

Select Teams from the 0365 landing page or any other app you
need access to

H o Office 365

Good afternoon

+tiammd-m@r6:}_j&3

Start new Qutlook OneDrve Wore Excel PowierPoint OneNote SharePoint [eams

& » -

Farms Stream All apps

L -l‘l.|1ll
Notebook SHay




Access a class team once you are already a member

**Your teacher may enroll you or provide you with a join code.

Select Teams from the app bar to

. Click on the class tile to start
view your teams. Select your class team

connecting with your teacher and
classmates

Microsoft Teams

Search or type a command

Teams

Activity

= v Your teams
Chat

+ .
Y 3 86" Join or create team

Teams

Assignments l @ -E.

Calendar

7th Grade Science 7th Gtrade Math 8th Grade Language Arts Python Coding with Minecraft
%

Education Edition
Calls

i

Files



Download the Teams app

For full functionality and ease of access download the teams app to other devices.

0 Open Teams °CIick to open your profile ° Download the desktop app

Microsoft Teams Search or type a command
a A
Activity Teams _ Kelly Williams
= .
Change picture
Chat Veourr i2eins Available >
s M Set status message
s
Teams m Saved
e’ o ]
a - = < \ ) £33 Settings
a Keyboard shortcuts
e 7th Grade Science 7th Gtrade Math 8th Grade Language Arts Python About >
S Download the desktop app
Calls
—pownioad e mopneapp.
[
Files

Sign out



Take your Teams with you

Add the Teams app to your mobile device.
The Teams mobile app helps you connect and
collaborate wherever you are. The app is
available on i0S and Android. Access all your
teams, channels, files, and more.

Download the Teams app from your mobile
store.

Connect with Calls & Meetings

Audio/Video Calls

Meetings Calendar

Joina Meeting

View shared screen



E,fi _

Navigate your Class Team




Moving around in Teams

Stay in the loop. See all A
your notifications. @ %

Activity

Use these buttons to switch between

Activity Feed, Chat, your Teams, Meetings
Quick access to the —9 a

& Files. Chat window.
Click to see all your Y wr
teams in the Teams list.
Access to your Team —9 Assignments
Assignments.

Access class meetings . J Calendar
by viewing the

A Calendar. %

‘ %

\ -
5 : Pl Access to all your @ i
n @ ; =% ~y \ Team Files. ‘
o



Collaborate with classmates and your teachers in the Post tab

-l Chapter 5 Mammals@, Posts Files Notes -+

Teams Posts are similar to social media—
teachers make posts, students can reply to
posts, and @mention people’s names to get  KEdGSas i Cios
t h e | r a tte N t| on. Post your questions or answer to a question!

Responding to a Question: riease use the "reply".

Kelly Williams Yesterday 11:02 AM @

Asking a hew Question: Please start a “new conversation"

Assignments will also show up in posts.

1 Kelly Williams Yesterday 11:06 AM
“. | What's your favorite MAMMAL? @

7th Grade Science Mammals are found to exist all over the world in all different climates. Mammals such as chimpanzees and elephants dwell in

tropical regions. Arctic foxes, polar bears and many other mammals make their home near the North Pole. Camels and coyotes live in deserts. Some

mammals even live in the sea such as dolphins, seals and whales.

it ~bbacbhad and Al carie dlasmma b an ehad s faviaviba manmnmnal in am A b

@ What's your favorite mammal.docx
7th Grade Science > Chapter 5 Mammals@R

Reply
A ¢ © @B EF E B> Q - B



Accessing files in TEAMS

. Chapter 5 Mammals@) rosts |Files |Notes -+

e

Your teacher will upload important —
docu ments and f||e to V|eW a‘t any + New v 7T Upload % Copylink Jgdownload + Add cloud storage B Open in SharePoint

tl m e, Chapter 5 Mammals
Name v/ Modified | v Modified By
M ay h ave m u |t| p | e fo | d e rS a nd W] _\IMammaI Worksheet.docx A few seconds ago Kelly Williams

students can collaborate within
come folders and work on the
same document.

N
@] ~What's your favorite mammal.docx Yesterday at 8:05 AM  Kelly Williams



Class Materials Folder

You may have a special folder in your
General channel called Class Materials.

If your teacher has documents that are
just for reference like class expectations
or a syllabus you may find them here.
Any file that is in Class Materials can

not be edited by students. It is for your
reference only.

Files found outside the Class Materials
folder are collaborative.

a

Activity

Assignments

Calendar

S

Calls

< All teams

-
Science

General

Chapter 2 Plants
Chapter 3 Your Wonderful Body
Chapter 4 Creation and Life

Chapter 5 Mammals

'H General Posts| Files Clgss Notebook Assig

+ New v 1 Upload > Copy link

General

h

Name v

®

Class Materials

N
“Nature Journal (Collaborative).docx

N
“Who Am l.pptx

v Down
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Join a class meeting



Join Teams Meetings

Your teacher adds it to the Team
calendar

® Click Calendar on the left rail to open
your calendar.

® Next, click on the scheduled meeting to
open it.

® To Join the meeting click Join.

a

Activity

Assignments

Calendar

.

dl

Calendar

() Today < > May2020 v

04 05

06

07

Monday Tuesday Wednesday Thursda
8 AM
9 AM
10 AM{ N (3rd hr) Nature Journal Shareout
Microsoft Teams Meeting Kelly Willi:
11 AM (4th hr) Nature Journal Shareout<®
Microsoft Teams Meeting Kelly Willi:
(3rd hr) Nature Journal Shareout<® Chat Files Details Scheduling Assistant “
X Cancel meeting Time zone: (UTC-05:00) Eastern Time (US & Canada) v Meeting options Tracking
VZa (3rd hr) Nature Journal Shareout(@‘ Kelly Williams
Organizer
& Add required attendees + Optional
May 4, 2020 10:00 AM v May 4, 2020 10:30AM v 30m @  Allday
@) Does not repeat v
@ @ Microsoft Teams Meeting X
= B 7 U S % A » Paragraph v I, = = = = "N @ =

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options




Join Teams Meetings

Meeting in a Channel is a quick way to meet with your teacher
and ask questions.

“Meet Now" with your teacher in a
Channel

In the Post area of the team you will
see the option to Join when your
teacher starts the meeting.

Click Join to join your teacher in the
meeting.

"' < All teams
Activity
a B
4 l

g

Science
a

Assignments Gonar

o Chapter 2 Plants

Calendar

Chapter 3 Your Wonderful Body
L Chapter 4 Creation and Life

Chapter 5 Mammals

dl

Class Meet Up

@« Class Meet Up started




What to do before the i
class meeting A




Etiquette and tips for the best online class

Your child’s teacher will likely have class guidelines for entering a meeting.
Here are a few common rules that will help your online class proceed smoothly.
® MUTE. When you join the meeting, microphone off unless your instructor has instructed you otherwise.

® CAMERA. Camera should be turned on. Students can blur out their background or add an image for the
background.

® INTERACT. Use the meeting chat to ask questions. Use the raise your hand feature to ask a question then
wait for the instructor to call on you.

Vs




What is the function for each icon on the meeting menu bar?

You can...

£53 Show device settings
® Control your mic and video

[E Show meeting notes

® Blur the background *only
available in the Teams App &L Enter full screen

® Participate in Chat Waiting i Keypad

Leave the meeting. The
(4 Turn off incoming video meeting will continue
even after you leave.

Turn your video feed
on and off.

E) _ See participants in the
meeting.

Mute and unmute
yourself.

Share your screen and Notify your teacher you have Send chat messages, share links, add a file, and
sounds from your a question or something to more. Resources you share will be available after
computer. say using hand raise. the meetings.
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Complete Assigned Work
e




View assignments

When a new assignment is posted it will show up
in the channel post. That will allow you quick
0 The general channel houses features such as access.
Class Notebook, Assignments and Grades.

Click View assignment
to open.

< All teams | General Posts Files Class Notebook Assignments Grades -+ ® Team 3¢ Meet

= Kelly Williams changed channel name from Chapter 4 Creation and Life to Chapter 4 Creation and Life@§.
'E Kelly Williams changed channel name from Chapter 5 Mammals to Chapter 5 Mammals@Q.

‘| General Posts Files Class Notebook ~Assignments Grades -

Kelly Williams  Sunday 5:55 PM @
=
Welcome to the Team ' < Bk
Chapter 2 Plants
Chapter 3 Your Wonderful Body@ i Points
. . 7th Grade Science o . Nature Journal & Journaling b "
Chapter 4 Creation and Life§§ The General Channel can serve several purposes but one idea is to keep it as a place for the teacher to post Class Messages or ) points possible
Announcements. Change the Channel Moderation Preferences so that only owners can post. Due April 20, 2020 5:00 PM
Chapter 5 Mammals@n
< Reply

Instructions

Let's get started with our Nature Journal... Journaling is an exercise in

no
do
To

scientific data collection. Consider including where and when to look for
particular wildflowers or birds.

e Assignments Sunday 6

Nature Journal
Due Apr 20 1. Use the attached document to start and continue with your writing.
2. Record your observations observations and feelings to get to know
View assignment your natural surroundings and the geography of your home
environment.

& By Student work

@ Nature Journal (Template).docx eoe

B Assignments Sunday 6:36 PM

Science Project Research Paper

o
do
To

Due Apr 20

View assignment



Complete assignments

’ Navigate to the General channel in your

Team classroom and select Assignments.

General |Posts Files Class Notebook Assignments Grades

TIP: Your assignments will show in order of when they are due.

° Select any assignment card to open it and
view the a55|gnment etails.

From this screen, you can see:
Assignment Title
Assignment Due Date and Time it is Due
Total points possible

« Directions and Instructions

Upcoming
~/ Assigned

All About Me

i v/ Assigned (2)
Due September 4, 2020 11:59 PN

Science Project Research Paper <J Chapter2

Generation Genius: Competition Due April 28, 2020 6:00 PM
Due November 4, 2020 9:10 AM I

Symbiotic Relationship Practice Plant and Animal Cell Comparision {D Chapter2
Due November 10, 2020 11:59 P Due April 29, 2020 6:00 PM

v Returned

Scientific Method Video Quiz



How to open an assignment

Symbiotic Relationship Practice

-In assignments tab' click on the Due November 10, 2020 11:59 PM

assignment
Instructions

-Click the ellipses (3 dots) None
-Always choose “OPEN IN TEAMS”

Student work

B° Unit 2 Lesson 4 Symbiotic Relationships.pptx eoe

Student work
@‘ unit 1 lesson 3 thermal energy study guide.docx eoe
— @ Open in Teams
@l Open in Word
@l Open in Word Online

{ Download



How to Edit (complete) Assignments  swaentwor

@ unit1lesson 3 thermal energy study guide.docx oo

-Once you click “OPEN IN TEAMS/"

the assignment will open, but it is not — @ Open in Teams

editable
@l Open in Word

-In order to edit, click EDIT

DOCUMENT, and choose @ Open in Word Online
{ Download

unit 1 lesson 3 thermal energy study guide El?‘ Immersive Reader # Edit Document ~

7/ EditDocument~ | & Print P Find

Edit
Make quick changes right here using

Word.

m Open in Desktop App
Use the full functionality of Microsoft

Word.



Locate reference materials and My
work

If your teacher provides Reference materials or specified a document for you to turn in, you will

see these when you open the assignment.

< Back

Points

Who Am | individual ¢ powerpoint 10 points possible
Due April 21, 2020 10:00 PM

Instructions

Please create a slide deck that tells me all about you

Reference materials

@ Instructions for Project Completion.docx

My work

B All about me.pptx

<+ Add work




Attach work to your assignment

If you need to provide a document(s) as a part of the Q Choose the location of your file and
assignment, select + Add work. Attach it.
-+ New File
< Back % @ Link
WhO Am I indiViduaI {J Powerpoint :gir:;ints possible 283 Teams

Due April 21, 2020 10:00 PM

Instructions

Please create a slide deck that tells me all about you
Reference materials

@ Instructions for Project Completion.docx

My work

@) All about me.pptx

- Add work

Upload from this device




Turn in an assighment

When your assignment is complete, click Turn
in. This will send your completed assignment
to your teacher.

The Turn in button will change depending on
the status:

® Turn in again if you're editing an assignment you've
already turned in and need to submit work again.

® Turn in late if you're turning in your assignment after the
due date, but your teacher has allowed late turn-ins or
asked for a revision.

® Not turned in if the assignment is past due and your
teacher is no longer accepting turn-ins. You cannot turn
in work.

® Undo turn in if you decide you want to edit your
assignment before the due date. You'll need to turn it in
again after you make your edits.

< Back

Who Am | individual ¢ rowerpoint

Due April 21, 2020 10:00 PM

Instructions

Please create a slide deck that tells me all about you
Reference materials

@ Instructions for Project Completion.docx

My work
@] All about me.pptx

~+ Add work

Points
10 points possible
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Review Graded Work




View the Grades tab

Each of your class teams has a Grades tab where you can view assignments at-a-glance, as well as
track how you are progressing.

Assignmen’'s

Calendar

S

l

General

~ U

Science

General

Chapter 2 Plants
Chapter 3 Your Wonderful Body
Chapter 4 Creation and Life

Chapter 5 Mammals

Posts

Files Class Notebook Assignments |Grades

To open the Grades tab, navigate to the General channel of
your desired class team and select Grades.



Track your progress in the Grades tab

You'll see all your assignments listed with the
nearest due date at the top.

View your status on each assignment as well as
points you've received on graded work.

Assignments without points will show as Returned
after your teacher has reviewed them.

Assighments can be sorted using the arrows next to
the Due date and Assignments headings.

Due date a

May 5

May 5

May 4

May 4

Tomorrow

Tomorrow

Assignment

Science Project Research Paper

Science Project Research Paper

Plant Worksheet

Plant Worksheet

Nature Journal

Nature Journal

Status

@ Not turned in

@ Not turned in

9

Viewed

9

Viewed

v Turned in

v Turned in

Points

/50

/50

/20

/20

/25

/25



Review feedback

After you have submitted an
assignment and your teacher reviews
it, they will return it to you.

Open the assignment and review
your grade and any feedback that
your teacher gives.

General Posts Files Class Notebook Assignments Grades

< Back

Nature Journal < ouma

Due April 27, 2020 10:00 AM

Instructions

Let's get started with our Nature Journal... Journaling is an exercise in
scientific data collection. Consider including where and when to look
for particular wildflowers or birds.

1. Use the attached document to start and continue with your
writing.

2. Record your observations observations and feelings to get to
know your natural surroundings and the geography of your home
environment.

My work
@- My Nature Journal.docx eoe

+ Add work

Wiki

Feedback

(%

54 AM € Turn in again

Great start on your Nature Journal. | loved your drawings and reading about

all the wonderful things you saw!

Points

23/25




=% Microsoft

GMS: Getting
Started with
Microsoft Teams: Thanks for joining usI

Questions???

Michelle Augustus
GMS 6t grade Science Teacher
augustusm@scski2.org

Microsoft Ambassador



