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Chapter 1

Get started with Teams

1. Sign into Teams online




Translate Vv User Options v

HOME DISTRICT REGISTRATION FOR PARENTS STAFF BOARD OF EDUC

CALENDARS COVID-19/REOPENING INFO Microsoft Office 365 (Email,
TEAMS, etc)

Online Learning & Resources:
FAKINGSTON

CITY SCHOOL DISTRICT

We Inspire. We Educate. We Graduate
All Stadents, All of the Time

Clever

Student Portal

/ l Student Password Change .

TEAMS Quick Guide & Video

Go to kingstoncityschools.org and click Students. Tutorial Event Colendar

Tech Support & Log-In Pages

MASK UP, KCSD! KCSD Vision, Mission &

. . Core Values
Don't forget that masks are required in all of our school
buildings. Thank you for your continued cooperation!

https://fs.kingstoncityschools.org/adfs/Is/auth/integrated/?wa=wsignin1.0&wtrealm=urn:fed...




Sign in with your school username
address and password:

Username: ID#@kingstoncityschools.org

Password: The password you use to log in
to a school computer.

Kingston City Schools

Sign in with your organizational account

IShaw@kingstoncityschools.org

Password




KINGSTON ¢ [
X DSTNGE: 4

ishaw@kingstoncityschools.org

Stay signed in?

Do this to reduce the number of times you are asked
to signin.

(] Don't show this again

o

You may be asked to stay signed in.
Click Yes to stay signed in to your

Office 365 account.




Office 365 L Search

Good morning
Recommended

MICHAEL CIRC

Tue at 2:59 PM

Family & Guardian Guide

to Microsoft Teams
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Family and Guardian Guide to Micr... TOC Worksheet Assembling studet

ke Shaw's Files ke Shaw's Files MICHAEL CIRCE's File

All. Myrecent Shared  Favorites

¢ o

D Name Modified

Select the Teams application
to start using Teams online.

i

_ .t Yesterday at 2:59 PM M Feedback

https://aka.ms/mstfw?login_hint_safe=IShaw@ kingsio ncityrsréﬁools.org




Teams @ :,Q?a Join or create team

* Your teams

Shaw, | - Global 9 Period 5
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How to help your student use Teams

Join a class team

View and turn in assignments
Attend a virtual class

Find grades

Chat with teachers and classmates
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Teams @ :,Q?a Join or create team

* Your teams

Al
Actit
(=
t
iy
Assignm
G
Caley Shaw, | - Global 9 Period 5

=

Calls

When Teams opens, click on your L B

student’s class tile.
Shaw, | - Global 9 Period 5 Social Studies 7th (Student) Algebra 2

Upper grades may see more

than one class. Click on one class
to get started.



ey < All teams n General posts files + (N Meet v
Chat
(1173
‘ g
Teams . Assignments  2:14 PM
Shaw, | - Global 9 Period 5 e @
Current Events Assignment #1
Assignments
g Class Notebook
Due Dec 17
Assignments
Grades View assignment

Insights
</ Reply

Channels
Files Isaac Shaw 2:15 PM @

General

You're in the right place.
Reply to this post if you have any questions.

After selecting your student’s class,
you'll see channels that the teacher

has created. These might be subjects,
units, or other labels.

«’ Reply
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Join a class team
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can be viewed and completed
many ways on Teams. Here are some common options.



< All teams B Assignments
Assigned  Completed

. Load previous
Student View

Group Test Assignment 5
Class Notebook Due September 1, 2021 11:59 PM

Assignments

— Grouf} Test
Due September 17, 20
Insights

Current Events - November
Channels Due November 11, 2021 11:59 PM

General
Current Events Assignment #1
Due December 23, 2021 11:59 PM

To view an Assignment in your
Team, click the Assignments link
under the Team Name, then click
the Assignment.

Needs revision

Needs revision

10 points
Past due

100 points




< All teams B Assignments 2 G

¢ Back

Sl Current Events Assignment

Due December 24, 2021 11:59 PM

Instructions

1 Answer the following questions about a current event
Rea d th S I nStrUCtlons (Articles that report events that are happening today locally, in a state of the
for the assignment.

U.S. or in the world)
1. Article Title:
2. Choose One:  Local State National International

Channels

Files - | 3. Who was involved? (Identify the people, places, groups, or organizations)
enera

4. Where did this event happen? (Be specific)

5. When did this event happen? (Date, month, time frame, or year)

6. What happened? (Include sequence of events in complete sentences)
In the My Work section you can 7. Why i ths event rlevant? (Why did the author write the article now?)
complete your work by: Fflection for l rdit. o st nchde vidncefromthe il
attaching a file you have My wore
creating a new document or a: Current Events Template (Word) 1docx
clicking on a document your 2 ach
teacher has attached.

New




Microsoft Teams

Ot < All teams

If you have already created a file
for this assignment, like a Word
document or a picture of your
work, you can attach it.

To attach work, click {j Attach
and choose the place where your
file is saved.

Select the file and click Open or
Attach to add it to the
assignment.

I
(]
L

B Assignments v

¢ Back

Current Events Assighment

Due December 24, 2021 11:59 PM

Instructions

Answer the following questions about a current event

(Articles that report events that are happening today locally, in a state of the
U.S. or in the world)

1. Article Title:
2.Choose One:  Local State  National International

3. Who was involved? (Identify the people, places, groups, or organizations)
4. Where did this event happen? (Be specific)

5. When did this event happen? (Date, month, time frame, or year)

6. What happened? (Include sequence of events in complete sentences)

7. Why is this event relevant? (Why did the author write the article now?)

Reflection (for full credit, you must include evidence from the article to support
your reflection )

My work |
@ OneDrive

# Attach New

Link

Teams

T Upload from this device




Calendar

&

Calls

O

Files

Microsoft Teams

< All teams

SO

Student View

Class Notebook
Assignments
Grades

Insights

Channels

General

Word document

Excel spreadsheet
PowerPoint presentation
Class Notebook page
Video recording

Whiteboard

B Assignments S G

¢ Back

Current Events Assighment

Due December 24, 2021 11:59 PM

Instructions
Answer the following questions about a current event

(Articles that report events that are happening today locally, in a state of the
U.S. or in the world)

1. Article Title:

2.Choose One:  Local State  National International

3. Who was involved? (Identify the people, places, groups, or organizations)
4. Where did this event happen? (Be specific)

5. When did this event happen? (Date, month, time frame, or year)

6. What happened? (Include sequence of events in complete sentences)

7. Why is this event relevant? (Why did the authorofss 2 2 =te maum

Reflection (for full credit, you must include e
your reflection )

To create new work, select + New and
choose what kind of document you
want to create.

4

My work
# Attach New ’




Assignments

Calendar

&

Calls

O

Files

oo
oo

Apps

Microsoft Teams

< All teams

SO

Student View

Class Notebook
Assignments
Grades

Insights

Channels

General

Name this document

File name (required)

My Homework Assignment

A Assianments

state of the

ihizations)

)
ences)
B now?)

gle to support

Type a name for the

document and click Done.




Calendar

&

Calls

O

Files

Your new blank document is now
attached to the assignment. Click the

Microsoft Teams

< All teams

SO

Student View

Class Notebook
Assignments
Grades

Insights

Channels

General

icon to open the document.

B Assignments

¢ Back

Current Events Assighment

Due December 24, 2021 11:59 PM

Instructions

Answer the following questions about a current event

(Articles that report events that are happening today locally, in a state of the

U.S. or in the world)

1. Article Title:

2. Choose One:

3. Who was involved? (Identify the people, places, groups, or organizations)
4. Where did this event happen? (Be specific)

5. When did this event happen? (Date, month, time frame, or year)

6. What happened? (Include sequence of events in complete sentences)

7. Why is this event relevant? (Why did the author write the article now?)

Reflection (for full credit, you must include evidence from the article to support

your reflection )

My work

Local

State

National

m= My Homework Assignment.docx

# Attach

New

International




E‘o @ My Homework Assignment 8% - Saved v

[J Comments | Catch up

File Home Insert Layout References Review View Help Q
Chat - v ags
- v (v ¥ ‘Calibri{Body} V‘ 14 V‘ A A B I U ¢~ ﬁ O~ @ @;V /& Editor #+ Designer
l-.
Teams
&
Assignmenits
Your work goes here!

When you're done working, click Close.

Files

oo
oo

— 100% -+ [JFit Give Feedback to Microsoft

Page1of 1 4words English (US.) Text Predictions: On




Activity
Chat
b

Teams

)

Assignments

Calendar

%

Calls

D

Files

oo
oo

Apps

< All teams

S0

Student View

Class Notebook
Assignments
Grades

Insights

Channels

General

B Assignments & C

{ Back

Current Events Assighment

Due December 24, 2021 11:59 PM

Instructions

Answer the following questions about a current event
(Articles that report events that are happening today locally, in a state of the
U.S. or in the world)

1. Article Title:

. . .
| B Click Turn in to submit

2. Choose One:  Local State National Internationa

3. Who was involved? (Identify the people, places, groups, assl g nme nt-

4. Where did this event happen? (Be specific)
5. When did this event happen? (Date, month, time frame, or year)

6. What happened? (Include sequence of events in complete sentences)

7. Why is this event relevant? (Why did the author write the article now?)

Reflection (for full credit, you must include evidence from the article to supps
your reflection )

My work

# Attach New




H?.t ol B Assignments
)
Chat :__‘-—-)
2 { Back
fic
student View " Current Events Assignment

Due December 24, 2021 11:59 PM
Assignments

Class Notebook

Instructions
Assignments Answer the following questions about a current event
Calendar Grad (Articles that report events that are happening today locally, in a state of the
races U.S. or in the world)
QL Insight
éﬁs nsigh's 1. Article Title:
B ch | 2.Choose One:  local State National International
annels
Files ‘ | 3. Who was involved? (Identify the people, places, groups, or organizations)
enera
4. Where did this event happen? (Be specific)
5. When did this event happen? (Date, month, time frame, or yee . . . | | h h
6. What happened? (Include sequence of events in complete sen An anlmatlon WI Snow t at
7. Why is this event relevant? (Why did the author write the artic| th e assl g nme ﬂt ha ) bee N
Reflection (for full credit, you must include evidence from the art Su b m |tted
your reflection ) :
Apps

My work
@ # Attach New




Moot Teams @

9

S Assigned  Returned  Drafts All classes v
ga)_ . Reconstruction
Sl SB _ _ _ - —
STEGNER Blended « Due July 27, 2021 11:59 PM Past due
o
feams _ Group Test Assignment 5
A > Student View - Due September 1, 2021 11:59 PM Needs revision
(™
Assignments
. Group Test
> Student View * Due September 17, 2021 11:59 PM Needs revision
Calendar
0 N . —
~nts - November 10 points
+ Due November 11, 2021 11:59 PM Past due

To view all your assignments

i Assighnment 100 points
for every Team: Select il9 33’ic-c: 5+ Due December 17, 2021 11:59 PM Past due
ASSIgnmentS In the |eft pa nel' i Assignment #1 100 points

4al 9 Period 5 » Due December 17, 2021 11:59 PM Past due

Current Events Assignment #1 100 points

Student View * Due December

[\]
[9%]

5, 2021 11:59 PM

Current Events Assignment 100 points

Student View = Due December




Part 1
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Join a class team

View and turn in assignments
Attend a virtual class

Find grades

Chat with teachers and classmates
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Microsoft Teams Q_ Search

Activity Calendar

B Today < > December 2021

B Click on Calendar in the menu bar. 22

Wednesday

My calendar
Assignments ) YT
Class Meeting!

a9 Dec 20, 2021 10:00 AM - 10:30 AM
Calendar J

10 AM ¥ Class Meeting!

N
3 Isaac Shaw . N o
Osoft.com/l/meetup-join...

Shaw, | - Global 9+ » General

) Chat with participants

Isaac Shaw
Crganizer

Click Join.




Turn video camera and
microphone on/off as
appropriate. Click Join now.

Q, Search

Choose your audio and video settings for

Poetry Unit Introduction: Elements of Poetry

n

@ PC Mic and Speakers

Other join options

o) Audio off [ Add a room

Note: Before joining the
meeting, you might enter a
virtual lobby where you will
wait until the teacher starts
the meeting.




Q, Search

Mic on/off Settings Chat Leave

I R

206 N & @ = ™ O & e

Lol

Camera on/off Share screen Raise Hand Participants
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Microsoft Teams Q, Search

< All teams B Grades

SI
o teach1

Shaw, | - Global 9 Period 5

I
w
I

Class Notebook Due date = Assignment ¥ Status ¥

Assignments

Grades Dec 17th Current Events Assignment #1 a Viewed

4
Insights
Dec 17th Current Events Assignment @ Not turned in

Channels

General

Select the Grades link
under the Team name
to view status and
grades for assignments.
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Join a class team

View and turn in assignments
Attend a virtual class

Find grades
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If your school implements , your
student can chat 1-on-1 or collaborate
with a small group.

Chat availability varies by school district.
Not all schools make it available.

Please check with your student’s teacher if
you have questions.



0 Isaac Shaw Chat Files Organization Activity +

=]

-]

Ppsaac Shaw 10:38 AM 0 Isaac Shaw  2/20/20 6:23 PM
You: Hi!

Hello

=
]
o o
2
I

ments 9/16
gnment returned for revision | Group Test

b
el
[t=]
=

Start a chat by clicking on Chat in
the left panel.

el
o
m
]
=1
]

o

Type a new message

o 12 © B F G &




ISHAW

Click the message icon and start typing
name(s) in the To: field.

Type a new message

y © © 6 & ¢



rie Chat - = (@ 0 Isaac Shaw Chat Files Organization Activity —+ & &
9 \ecent
Chat
. Isaac Shaw 10:38 AM 0 Isaac Shaw  2/20/20 6:23 PM
000 W
)] =1 You: Hi! Hello
Teams
e Assignments 9/16
Assignment returned for revision | Group Test
Sesg i Test Meeting 9/9
E User added 10:38 AM

: (2]
z

el
o
o
=1
5]
®

o

Files

Write your message in the white

box and click the send icon.

oo
oo

Apps

®

Type a new message

Ay 0 2 @ @B B B> Q9 & & & B




FAQ & Troubleshooting

My student’s login isn't working.

My student missed a class—what now?
What if | have more than one student using
Teams on one device?

—

12

e

Audio troubleshooting

Download Teams on desktop
Download Teams on mobile device
Additional resources

o N U A

What do | do if we have low internet bandwidth? l';—




x BB

Sign in to your account

O B https://login.microsoftonline.com/common/oauth2/authorize?response_type=id_token&client_id=5e3ce6c0-2b

1. My login isn’t working. 21 Microsoft
Sign in

We couldn't find an account with that username. Try

The login information may
not be accurate or there
might be some other issues
with the accounts in your
student's school. Contact your

teacher or school district with

guestions.

another, or get a new Microsoft account

Terms of use  Privacy & cookies  «+«.




2. | missed a class—what now? .

Q, Search r: = O X

< All teams J!_ General Posts Files Class Notebook Assignments 2 more v ® Team St Meet

vue Set

Activity
n
Lo J 1 View assignment

<« Reply

Ms. T's 5th Grade Class

Calendar a Assignments

General
Language Arts Poetry Unit 1, Quiz #1

Math Due Sep 25
Science View assighment
¢ Reply

Today

Tara Teacher
Scheduled a meeting

u Poetry Unit Introduction: Elements of Poetry

Thursday, October 1, 2020 @ 1:00 PM

Read any new posts in the
class team channel. L
Check for a recording of the Il
class meeting in the team

channel and watch the

meeting.

Check in with the teacher for

o Poetry Unit Introduction: Elements of Poetry ended: 59m 49s

additional information.




Q, Search

Choose your audio and video settings for

Poetry Unit Introduction: Elements of Poetry

3. We are experiencing low internet

bandwidth. What can we do? (‘\

You can still use Teams when internet o
bandwidth is low. Teams will work to
reduce the amount of video streams

Join now

. = @ D @»@ €32 PC Mic and Speakers
automatically.
You can try limiting video usage o
. . . Other join options
during live class sessions. Have your
o) Audio off [#] Add a room

student turn on the camera at the
beginning of the session to say hello,
or have your student only use the
camera when they are speaking.




Poetry Unit Introduction: Elements of Poetry

£33 Show device settings

() Show meeting notes

You can also turn off incoming video ® Show meeting details
when bandwidth is low. {3 Enter ful screen

B Gallery v

Click on the “...” (More Options) and

f Large Gallery (Preview)

select Turn off incoming video.

% Together Mode (Preview)
i Keypad
© Start recording

(X Turn off incoming video

Waiting for ;
o011 B N o ™ TS




4. Audio troubleshooting: The -

teacher can’t hear my student, or my
student can’t hear the teacher.

If people in a class meeting can't hear
your student, they might be muted or
the microphone setting might be
incorrect.

Click the microphone icon to turn the
mute button on/off.

206 WM & @ e Mm 5 & e




Poetry Unit Introduction: Elements of Poetry

To change your speaker or

microphone settings in a
meeting, select the .. .”
(More Options) button
from the toolbar. Click
Show device settings.

Waitin

£33 Show device settings
[} Show meeting notes
(@ Show meeting details

O Enter full screen

B Gallery v
f Large Gallery (Preview)

&% Together Mode (Preview)

i Keypad
© Start recording

X Turn off incoming video

.o %




Q Search

Activity
e

Teams

Assignments

Calendar

i

Files

Device settings

Audio devices

Select the speakers
and microphone you
wish to use.

s Microphone

Microphone Array (

Camera

Integrated Webcam (0

Meeting settings

Waiting for others to join... private viewing o @
06:33 m\ & see E'} g %% L o) A ici om through shared

Apps
Help
= = = = = = —= = T =
= —— —— = - - - ==




U Microsoft Office Home X  E# Microsoft Teams x IS

O 8 https://teams.microsoft.com/_#/school//?ctx=teamsGrid

Microsoft Teams

5 Teams
Activity
et
g

v Your teams
Teams

]

Ms. T's 5th Grade Class

Rather work on your desktop? Click
this icon to download Teams. Jump to
instructions for Windows or Mac.

&

+ .
25" Join team




Manage Downloads

Home Share View Application Tools

& Extra large icons &=/ Large icons == Medium icon: Group by ™
l A Extra large icons &= Large icons £ Medium icons p by
EEX Small icons - List Details dd columns File name extensions
Navigation J petails pane &=

Tiles %= content B ) ) Hide selected  Options
pane ™ . s Size all columns to Hidden items e =

Item check boxes

Panes Layout Current view Showy/hide

v 4 ¥ » ThisPC » Downloads

- Today (1)
@ OneDrive - Microsoft .

» Quick access

= This PC

# 3D Objects
I Desktop

= Documents Teams_windows_x64

¥ Downloads
J‘ Music

Earlier this year (12)

A long time ago (96)

— Windows: Find Teams file in

3 Videos

45 05Disk €1 Downloads folder. Double-click

& Network

to launch.




&) Searching “Downloads”
= ] Q, Teams_osx.pkg
Favorites Search: This Mac
@AirDrop
@ Recents

A\ Applications v

[ Desktop Teams_osx.pkg

@Documents Mac: Find Teams file in

o Downloads

Downloads folder. Double-click

(@ Network

to launch.

Tags
@ Red
Orange
Yellow
@ Green
® Blue
@ Purple
@ Gray
All Tags...




<« Searchull ¥

{ Search

Download Teams on mobile
device via the Apple App

Store or Google Play.

Enter your student’s school
or work account.

10:11 AM

Microsoft Teams

)ance improvements

Version History

100% &4

Conne

Search

< App Store ull T 10:11 AM 100% (&

<

Sign in using your work, school, or
Microsoft account.

Email, phone, or username

Get help with Sig\

<«Teams ull T 10:12 AM 100% (&%

Cancel Get Codes

B® Microsoft

sarah@eduengagement.onmicrosoft.com
Enter password

Password

Forgot my password

Sign in with another account

Sign in



https://apps.apple.com/us/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_US

The app will ask you to allow
notifications. Click Allow.

Notifications will send an alert to your
mobile device when something
Important is going on in your
student’s class, like a class meeting,
new assignments, or important
announcement.

You can adjust this in Settings.

“"Teams” Would Like to Send
You Notifications

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Don't Allow

Allow \




The app will also ask you to allow
microphone access. Click OK.

Microphone access may enable your

student to participate in class
discussions with the mobile device.

You can adjust this in Settings.

o )

)
“"Teams"” Would Like to

Access the Microphone

This will let you make calls and record
voice messages.

Don’t Allow




Speak up. Share out.

Stay on top of the Get homework Soar on.

important stuff. done anywhere.

Review welcome screens
and click Got it.




<4 Search.! 9 2:33PM 100%

o

<« Authenticator o /| & 2:27 PM 100% %

Feed v Y = Q Teams

(@ Elysa mentioned you 2:27 PM | !|. Ms. T's 5th Grade Class

Ms. T's 5th Grade Class > Language Arts
Hi Sarah, you can find all Language Art... General

£05 Assignments mentioned 2:22 PM Language Arts
Ms. T's 5th Grade Class

Ms. T's 5th Grade Class > General Math

Poetry Unit 1, Quiz #1 | Due Sep 25

s F : Science

03 Assignments mentioned 2:21PM
Ms. T's 5th Grade Class

Ms. T's 5th Grade Class > General
Elements of Poetry: Worksheet | Due O...

Social Studies

See all teams

Click on Teams to see your classes.

Now you can view the
channels within your class.

ssignments




Additional resources

Help your student successfully navigate
online learning through time management,
communication, study habits, and
motivation best practices:

Tips for successful online learning

Find support articles and troubleshooting
assistance:

Microsoft Teams support center


https://support.office.com/en-us/article/remote-learning-with-office-365-for-students-eea3ee92-ba42-4217-90d4-155f9a5477e4#ID0EABAAA=Tips_for_successful_online_learning
https://support.microsoft.com/en-us/teams

