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@z Outlook

To access MS Office online (Word, Excel, Outlook, Teams, ...) you need

to go to the website:
https://login.microsoftonline.com/

and log in with your username and password ( the same one that
you use at school)




Q: can I check my school emails at home?

Answer:
1. Visit the website:
https://login.microsoftonline.com/

2. Use the same username and password as you
use at school

B3 Microsoft
Sign in

Email address, phone number or Skype

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

Sign-in options

Back Next

3. Now you should see this window:

@ < [Em] @ office.com
i Office 365 O Search Q
Good afternoon
+ & o @& $ @ D @&
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams

Sway Forms All apps

4. Please press on the OQutlook icon and you should
see your mailbox.

Any problems please report using this email address:
Helpdesk@woolwichpoly.co.uk

Install Offi

Notebook



Microsoft Teams

m Microsoft

Quick Start Guide

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

Every team has channels
Click one to see the files and
conversations about that
topic, department, or project.

Start a new chat
Launch a one-on-one
or small group
conversation.

Move around Teams

Use the command box
Search for specific items or
people, take quick actions,
and launch apps.

Search or type a command

Add tabs
Highlight apps, services, and
files at the top of a channel.

Use these buttons to switch

between Activity, Chat, your —o Teams v
teams, Calendar & Files. Your teams
. Mark 8 Profpct Team 0
View and organize teams —9 General
Design

Click to see your teams. In
the teams list, drag a team
name to reorder it.

Digital Assets Web
Go to Market Plar gN:NQm <°=—. .nmma
Add or remove members,

create a new channel, or

Research and Dev

. Sales and Marketi

See your calendar

g General get a link to the team.
Click to see your schedule Monthly Reports
and join meetings. .m
. Retail -
General
NC460 Sales

Join or create a team
Find the team you're
looking for, join with a code,

or make one of your own.
Access your apps

Find apps added for your
teams or your personal use.

8’ Join or create a team 3

Research and Development posts

Nestor Wilke 4 M
Weekly Sync

Mark 8 Project Sync

Occurs every Monday @11:30 AM

< Reply

Patti Fernandez
Hi team! This site is the be
discussions, and any team

Add files

4 replies f ti, Lee, Lynne

« Reply

Lidia Holloway M *

Here are the design proposals for the Mark 8 copter.
B Mark 8 Pilot Program.pptx

Collapse all

g Megan Bowen 3/26 4:33 AM
o Have we made a decision on the chassis colors?

0 Nestor Wilke A
5 Current plan of record is silver and matte

different model releases.

Reply
Your message is attached

Files Wiki Mark 8 Project Plan vozm;_.|—

is team site for doc repository, meeting

Let people view a file or
work on it together.

Lee Gu 4
llﬂ.» Looks good. | made some changes to the propeller housing based on discussions in our meeting yesterday.

© eply (rm— 10 a specific conversation.

Lidia Holloway 433 AM

|'am having so much fun with the prototype. Check out this overhead view of my house.

Start a new conversation. Type @ to mention someone.

by ¢ O BB X

liven it up!

Manage profile settings
Change app settings,
change your pic, or
download the mobile app.

Megan Bowen
Change picture

© Available >
4 Set status message
[ saved

£33 Settings
Zoom - @5%) + B

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Sign out

' schemas as options for the three

Compose a message
Type and format it here. Add a
file, emoji, GIF, or sticker to




Microsoft Teams

In Windows, click Start . > Microsoft Teams.
On Mac, go to the Applications folder and click Microsoft Teams.
On mobile, tap the Teams icon. Then sign in with your Microsoft 365 username

and password. (If you're using Teams free, sign in with that username and
password.)

B® Microsoft

Sign in

[Email, phone, or Skype

No account? Create one!

Can't access your account?

Start a conversation

090

With the whole team... Select Teams £33, pick a team and channel, write your
message, and click Send .

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 B.

Start a new conversation, use @ to mention someone

A OB B G

Pick a team and channel

A team is a collection of people, conversations, files, and tools—all in one place.
A channel is a discussion in a team, dedicated to a department, project, or topic.
Select Teams 235 and choose a team. Pick a channel to explore Posts, Files, and
other tabs.

Teams Y. . Research and Development posts Files Wiki Mark 8 Project Plan
Your teams Nestor Wilke

pe Weekly Sync
. Mark 8 Project Team

Mark 8 Project Sync

General Occurs every Monday @11:30 AM

Design « Reply
Digital Assets Web

Patti Fernandez M
Hi team! This site is the best place to collaborate on a
discussions, and any team meetings. Welcome everyc

Go to Market Plan

R )

Research and Development

. Sales and Marketing

General

4 replies from Patti, Lee, Lynne, and Nestor

« Reply

Start an impromptu meeting

Click Meet now DHA under the area where you type a message to start a meeting
in a channel. (If you click Reply, then Meet now 04, the meeting is based on
that conversation.) Enter a name for the meeting, then start inviting people.

om Enrico, Pradeep,

Meeting ended: 19m 29s

Start a new conversation. Type @ to mention somec




Microsoft Teams

Make video and audio calls

Click Video call 8¢ 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.

e

Reply to a post

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

@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.

ﬂd Noah McCormick

noah@northwindtraders.com
Dwight Nesmith
dwight@northwindtraders.com

Josh Nestor
josh@northwindtraders.com

& Addabot

en|
Ao OB B o

Add an emoyjj,

lient had some changes to our design for the J
make those edits before our Wednesday clien

o include a section about the buy one get one
»d for August but she mentioned she got the k

meme, or GIF

Click Sticker [%J 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. S
£P office brama Popular stickers and memes
[EF Meme ~_~“<<N~_o>mnx“_mmz
0\ Designers l“f
‘\ Devs . e
& Legal
€ sroccoli
o RegEiacy (ATIve
D Teamsquatch ”\. ’ U@\r..k@m

@ Bummer Bert

© —.® _~-.©

A Ow R -



Microsoft Teams

Stay on top of things

Click Activity .D. on the left. The Feed shows you all your notifications and
everything that's happened lately in the channels you follow. To set up
notifications for a channel, choose ... next to the channel name, then Channel
notifications.

Feed Vv

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

Add a tab in a channel

Click + by the tabs at the top of the channel, click the app you want, and then
follow the prompts. Use Search if you don't see the app you want.

Add a tab X

Turn your favorite apps and files into tabs at the top of the channel. Search Q
Tabs for your team

< I E E

Document...  Excel Forms OneNote

1 |>le]e

PowerPoint SharePoint Stream Website Wiki

10

(il

Planner Power BI

Share a file

Click Attach Z under the box where you type messages, select the file location
and then the file you want. Depending on the location of the file, you'll get
options for uploading a copy, sharing a link, or other ways to share.

Recent

| NG

Browse Teams and Channels

OneDrive

Upload from my computer ' @ to mention someone

A %l@ @ & Q.-

Work with files

Click Files [] on the left to see all files shared across all of your teams.
Click Files at the top of 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!

6 Open in SharePoint
3 Move

@ copy

L Download
@ Delete

& Getlink

& P =b Rename
Q

[ Make this a tab
|€I
v 3 Mark 8 Pilot Program.pptx

X ] Mark 8 Performance chart.xlsx



Microsoft Teams

Search for stuff Add apps

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

Messages  People  Files
—

From v Type v More filters v

_‘ _ Isaiah Langer 3/26
.. volunteer to help with the International

Marketing Campaign. | lived abroad for a
few years and wanted to ...

i e Next ste U S Wit j
@ Miriam Graham 3/26
Great job team! The latest campaign was a .
great success - you all did an awesome job. z _ m —\O m Oﬁnﬁ l_lm m 3 m
Sales and Marketing / General
See what'’s new in Office

m m.ﬁ j m _ U _ j |_|m m 3 m Explore the new and improved features in Microsoft Teams and the other Office

apps. Visit https://go.microsoft.com/fwlink/?linkid=871117 for more
information.

20 Join or create a team Mm.w

Click Help on the left, then choose Topics, Training, or What's new. In help,

browse the tabs or search for a topic you're interested in. Get free training, tutorials, and videos for Microsoft Teams

Ready to dig deeper into the capabilities that Microsoft Teams has to offer?
Visit https://go.microsoft.com/fwlink/?linkid=2008318 to explore our free
E _-_m_v Topics Training What's new About ﬂ.mmj_jm O_uﬂOJm.

Send us your feedback
< M Search help Q Love Microsoft Teams? Got an idea for improvement to share with us? On the
left side of the app, click Help @ > Give feedback. Thank you!

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.




How can | check my homework and
assignments on MS Teams?

View and navigate your
assignments (student)

Microsoft Teams for Education

View both upcoming and turned in assignments by class, or view them across all your
classes. Selecting an assignment will allow you to turn it in or view feedback and
scores. You can also view your current grades by class.

View and sort assignments within one class

Navigate to the General channel in your class, then select Assignments.



Search or type a command 8

.'. AN teams ﬂ General rPosts  Assignments 3 more
- " ~ Assigned (4)
Advanced English 11 A - —
Q Reading Reflection #§
Genenal o
Q Power of Persuasion Group
SIEHSRR MM Chapters 14-18 Review (> Feve
My Sonnet
World Voices Essay #1 Outline

Tip: Use your search bar to search for an assignment by keyword.

Upcoming assignments

By default, your upcoming assignments will display by order of due date under the
Assigned arrow. Scroll up or down to browse the list. Assignments you haven't opened
yet will have a bold title. Late assignments will include a Past due warning.

Select an upcoming assignment to attach any work and turn it in.

Shakespeare Sonnet Annotation © Homework

Due September 13, 2019 9:59 PM

Instructions

Read Sonnet 116 and annotate it, using the PowerPoint for guidance.
My work
@ How to Read a Sonnet.pptx

-+ Add work

Points

100 points possible




Upcoming assignment status

= Assignment title and due date —Before the due date. You haven’t turned in work
yet.

= Past due—You haven’t turned your assignment in yet and it’s past the due date. This
will only appear if your teacher is accepting late turn-ins.

View turned in and returned assignments

Select the dropdown arrow to view your Completed assignments.

Jil General Posts Assignments 3 more -1- e O
Upcoming

> Assigned (4)

v Completed (4)
Story Arc Mapping Project v

Shakespeare Sonnet Annotation (& Homework
Narratives of Scale v

Reading Journal #1 v

Assignments you've turned in will have a checkmark. Open one to view feedback and
scores after your teacher has returned it. You can also select an attached rubric to
review more details on your score.



PM &
Narratives of Scale
Due November 29, 2018 11:59 PM

Instructions

My work
@ Sample Brief.docx

Add work

Points

100/ 100

Rubric

gl Narrative Essay

Completed assignment status

Open a completed assignment to view more details on its status.

Not
turned in

Turned

Returned

Turn in
again

The due date for this assignment has passed and you can no longer
turn it in.

You'll see a time and date stamp of your most recent turn-in.

You'll see a time and date stamp of when your teacher returned the
assignment to you.

You'll see this option when your teacher has returned an assignment to
you but is still accepting submissions. This means you can submit any
revisions your teacher has requested.



Undo Your teacher hasn't returned your work yet and submissions are still
turn in open. Use this option if you forgot to include something or want to
update your work before turning it in again.

View grades in one class

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

¢ All teams \_\ General Posts Files Grades 2 more

[

ﬁ Garcia, Emma
Physical Science 9A v < parent lians receive weel

Here, 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.

View assignments across classes

To view assignments across all your classes, select Assignments from your app bar.
Then, choose a class and select Next.

Was this information helpful? Yes No



Advanced English

AP English

English 10

English 11

Language Arts 98

EBO6 O

To open an assignment, select it. To return to the list of your classes, select the title of
your class again and choose another.



n AP English

Assigned (7)

Finish the first draft of your essay outline and list 3 reference materials you used

we Octobe Oper

Write the first page of your essay and share with another student to review <’ ]

e yest

Anne Frank: Read chapters 3-9 (pages 54-132) 7 Reading

Make edits 1o the first page of the essay based on peer feedback and swap papers again

Hand in your final paper, along with peer edits and the works dited page < Es

Completed




a" Microsoft

Microsoft 365

How can | submit my homework
and assignments on Ms Teams?

Turn in an assignmentin .
Microsoft Teams

Microsoft Teams for Education

To turn in an assignment, select its assignment card. Depending on the
status of your assignment, you may be turning your work in on time,
late, or submitting revised work.

1. Navigate to the General channel in the desired classroom, then
select Assignments. You can also use your search bar to search for
an assignment by keyword.

2. Your upcoming assignments will show in order of when they're due.
Select any assignment card to open it and view the assignment’s
details.



Upcoming

Reading Reflection #8

Shakespeare Sonnet Annotation (& Homework ﬂ
Chapters 14-18 Review () Revie

My Sonnet

World Voices Essay #1 Outline

Tip: Select the Expansion icon (diagonal, double sided arrow) to work
in full-screen mode.

3. If your teacher specified a document for you to turn in or you have
other files to attach to this assignment, select +Add work and
upload your file. Note: You can attach a file up to 50 mb in size.

Tip: Work on Office files associated with this assignment right from
here—no need to leave the app. Older files with .doc, .xls, and .ppt
file extensions can only be edited in the desktop versions of those
apps. You can copy content into a new file created in Teams to make
them editable again.



{ Back

Shakespeare Sonnet Annotation & Homen

ue September 13, 2019 9:59 PM

VU = 2

Instructions

Read Sonnet 116 and annotate it, using the PowerPoint for guidance.
My work
@3 How to Read a Sonnet.pptx

-+ Add work

Points
100 points possible

4. Select the Turn in button to turn in an assignment before its

deadline. The 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.

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.




a" Microsoft
Microsoft 365

How can | access Class
Notebook on Ms Teams?

Use OneNote Class B
Notebook in Teams

Microsoft Teams for Education

Every class team comes with its own linked OneNote Class Notebook.
Your Class Notebook is a digital notebook for the whole class to store
text, images, handwritten notes, attachments, links, voice, video, and

more.

Teams delivers these essential components of the OneNote Class

Notebook experience:

=  Student Notebooks -- a private space shared between the teacher
and each individual student. Teachers can access every 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.

Find Class Notebook in Teams

The Class Notebook in the General channel is the central location for
viewina and interactina with the Content Librarv. Collaboration Space.



1. Navigate to the General channel under the desired classroom, then

select the Class Notebook tab.

o, . :
-3 General Posts Files Class Notebook Assignments Grades

s

2. Add or edit pages using the expandable menu at the left side of your

notebook.

Set up your Class Notebook

If you haven’t set up your Class Notebook yet, you’ll be guided through
the right steps the first time you visit the Class Notebook tab. You can
either create a blank notebook from scratch or copy content from an

existing Class Notebook.

Give your students a private space for notes
and a canvas for collaboration.

Set up a OneNote Class Notebook

Blank Notebook

From existing notebook conten'th




