Microsoft Teams for Educators

Overview

Microsoft Teams is an all-in-one digital hub for class communication, collaboration, file sharing, and
assignment management. Teams integrates seamlessly with the Office 365 apps you may already use
such as Word, Excel, and PowerPoint while enabling student discussion and collaboration. Keep in mind
that as with most Microsoft products, the Teams desktop client has more functionality and readability
than the Office 365 Web App.
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Microsoft Teams for Educators
Accessing Microsoft Teams

1. Launch Teams from the Windows Start Menu E or open Office 365 in a browser.
a. From Internet Explorer or Chrome, enter: www.office.com

b. Enter your complete email address — username@olatheschools.org
c. Enter your network password. Click Sign In.

- =] X
] Office 365 Login | Microsoft Offi- X 4

&« > C @ office.com * B B o

== Microsoft | Office Products v  Resources ~ Templates Support My account Buy Office 365 All Microsoft v ( R,

&'to Office

Your place to create, communicate, collaborate, and get great work done.

B2 Signin to your account X +

& (& # login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9a63-4910-a426-35363201d5038&

B Microsoft
Sign in
F phone, or Skype

No account? Create one!

ss your account?

Terms of use  Privacy & cookies

2|Page



http://www.office.com/

Microsoft Teams for Educators

2. From the App Launcher, click Teams.

I'] Microsoft Office Home * -+

&« C @ office.com/7auth=2

¢ :
Office 365 £ Ssearch @ B ? 0

Good afternoon Install Office

+ & o m ®H $ @ D

Start new - Outlook OneDrive Word Excel PowerPoint OneMote SharePoint
s 8 =
Class
Notebook Sway Forms All apps

M Feedback .

3. From here, you will see all of the teams populated by Synergy as well as any other teams
you are a member/owner of.

Search or type a command

Teams Y 28" Join or create team

Your teams

iy YYVYYYY
T2 X
CST Social Studies 8 - CST Social Studies 8 - CST Social Studies 8 -

e e w2 Hour 3 Tech Training 233
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Customizing and Managing your Team

To customize and manage your team, select More options °°° > Manage Team.

‘ Conversations  Files
——

CST Social Studies 8 - Hour 3 @

Manage team
General

Add channel

i

Add member

w g

Leave the team

Edit team

% N

Get link to team

Delete the team

Eh

Add/Remove Members

From the Members tab you can add/remove members, mute students from conversations, and change
their role. Synergy is synced with Teams and updates adds/drops twice per day, so teams are
automatically created and updated for you. Should you need to add a student, teacher, or para, begin
typing their name and the field should populate. Select the individual’s name and specify their
membership.

TYYYYYY

CST Social Studies 8 - Hour 3 - Private

— CST Social Studies 8 - Hour 3

Members Channels Apps Analytics

Search for members Q

Owners (1)

Name Title Location Role

@ Tech Training TSC Owner
Members and guests (3)

Name Title Location Role

@ Jennifer Kennedy Sut TECHNOLOGY SUPPORT CE... Member
TT_ Trtechsec TsC Member
¢ Tr teches TsC Member
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Create a Channel

Channels allow owners to organize their team the way they see fit. By default, every team gets a
General channel, which is a good channel to use for announcements and information the whole team
needs. Channels in Class Teams can be organized by topic, disciplines, grading period, and unit of study,
for example. To add more channels:

PwNPRE

5.

Go to the team name and select More options °*° > Add Channel.

Enter a name and description for your channel.

Set your channel Privacy Settings

Select Automatically show this channel in everyone’s channel list if you want this channel to be
automatically visible in everyone’s channel list.

Select Add.

Channel examples are displayed below:

= Search or type a command TEEH — O

< All teams ‘= CST Social Studies 8 - Hour 3 > General - Private

YYVYYYY
¥ 1w

CST Social Studies 8 - H..O

Conversations  Files Class Notebook  Assignments  PowerPoint (& Chapter 9 CEZD +

General Welcome to CST Social Studies 8 - Hour 3

01 - The Colonies
Choose where you want to start
02 - Independence

03 - Constitution

04 - Regionalism and Expansion
05 - March to Wars

06 - Civil War and Recanstruction 3
07 - The Rise of America d

Mational History Day
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Change Team Settings

Go to the team name and select More options °*° > Manage team. From there, you can access your

team Settings tab, which lets you:

e Change the team picture, theme, and course name.

e Set member permissions (like allowing them to create, update, or delete channels and tabs)
e Enable @mentions in a channel.

e Set permissions for guests.

e Enable team members to send GIFs, emojis, and stickers.

Search or type a command

LAAAAAAAL

«+« CST Social Studies 8 - Hour 3

- CST Social Studies § - Hour 3

Members  Pending Requests  Channels ~ Settings  Apps

* Team theme Pick a theme

» Member permissions Enable channel creation, adding apps, and more

» Guest permissions Enable channel creation

» @mentions Choose who can use @team and @channel mentions

+ Team code Share this code so people can join the team directly - you won't get join requests
» Fun stuff Allow emeji. memes, GIFs, or stickers

» OneNote Class Notebook Manage notebook sections and preferences

Update Hour 3: Social Studies 8 class details

Class name

\_’ = CST Social Studies 8 (Hour 3) @

When choosing a name,

consider adding your Choose a class avtar
building abbreviation Grode evel Subject
Secondary v Other v

should your team need to

be located. E \V__
O

Cancel m
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Manage and add Apps

The Apps tab allows you to pin additional apps that are frequently used in your course to the ribbon in
the General channel. You can also add apps to specific channels by clicking the “ + “ button within that
channel.

1. Go to the team name and select More options °*° > Manage team.
2. Inthe Apps tab, you can manage the apps your team uses.
3. Select More Apps to find and install a new app.

"I €ST Social Studies 8 - Hour 3 - s

— CST Social Studies 8 - Hour 3

Members  Pending Requests  Channels  Settings  Analytics
Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or add a tab in a team channel. S SR IRTRE.

Name Description

m Forms Easily create surveys, quizzes, and polls i
- OneNote Use OneMote notebooks to collaborate on digital content and share it with your team. W
Planner Planner makes it easy for your team to stay organized, assign tasks, and keep track of your progress. Create a new ﬁ
n Praise Send praise to peaple ]
a Quizlet Quizlet makes simple learning tools that let you study anything. Start learning today with flashcards, games and le i
- SharePoint Add a SharePoint page or list. Lists can be edited. Pages are read only in Teams ]

Connect Google Classroom to a Team

By using the App feature, you can link Google Classroom to your Class Team. NOTE: This works best in
the desktop application, not the web app.

1. Signinto Google Classroom and access the class you would like to link. From there, copy the
URL from the address bar.
2. Returnto Teams. From the General Channel, click the “ +” button at the top of the ribbon.

s

- (ST Social Studies 8 - Hour 3 > General - @zn

Conversations ~ Files  Class Notebook ~ Assignments  PowerPoint Chapter@
e TR

View assignment

¢« Reply
October 23, 2019

e Assignments

Age of Jackson DBQ
Due Oct 31

View assignment
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3. Choose Website.

Add a tab X
Turn your favorite apps and files into tabs at the top of the channel Search Q,
More apps

Tabs for your team

EJ oo

Planner Power BI

- -
PDF

Document Excel Forms OneNote
Library

&2

Website

PowerPoint Quizlet SharePoint

Stream

Word

More tabs

e EasylQ )
aP _—
AMION aulaPlaneta Avochato BA Insight Beedle EasylQ Event
Management

- mMERGE

L]}

= zoll 9N IR (O

-_—
Listy Ment.ic Merge EDU myTask2do NE Orchestly Slido Q&A

£23 Manage apps

4. Enter a tab name and paste the URL to the class you would like to link > Click Save.

About X
Website

Tab name

Google Classroom ©
URL*

https://classroom.goog\e.com/c/xxxx:d @]

*Make sure you're only linking to sites that start with "https://" and contain trustworthy web content.
That way, you and your team can stay secure.

Post to the channel about this tab Back “
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5. You may be prompted to sign in to your Google account. Once you are signed in, you will have
access to everything in the linked Google Class.

= CST Social Studies 8 - Hour 3 > General -- @
Conversations  Files  Class Notebook ~ Assignments Google Classroom ~  2more v+ g ., 0O & -
X

If your site isn't loading correctly, click here

Google

One account. All of Google.

Sign in with your Google Account

Email or phone

Find my account

Create account

One Google Account for everything Google
GMmBRO L > @

Archive or Delete a Team

1. From your teams list, select More options **° > Manage Teams.
2. Select More options °** on the far right of the team name.
3. Select Archive Team or Delete the Team.

Search or type a command

:g_:_ Teams Y @ 5" Join or create team
HH
Teams
_ YYYYYYY
LN N T -
2 E CST Social Studies 8 - CST Social Studies 8 - CST Social Studies 8 - .
ks Tech Training 233
Hour 1 Hour 2 Hour 3
L

Note: Archiving your team enables you to copy the template for future use, deleting the team will
remove all contents of the deleted team.
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Class Teams Setup

Create a Team

Synergy is synced with Teams and updates adds/drops twice per day, so teams are automatically
created and updated for you. From time to time, you may need to create a Team that manages
students across multiple class periods or for extracurricular activities.

1. From the Teams landing page, select Teams > Join or Create Team
2. Choose Create a team > select a team type, then assign a team name and description.

When choosing a name,
consider adding your
building abbreviation

should your team need

to be located.

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.

MName

CST Social Studies 8 - Hour 1 ©

Description (optional)

American History & Government

3. Add members by selecting the students and/or teachers you would like to add and their
membership type.
4. When you’re done adding members, select Add and then Close.

Add people to "test”

Students  Teachers
—

Search for students

Start typing a name to choose a group, distribution list, or person at your school.

T Tr techsec Member %
TRTECHSEC
QOwner
Member
Close
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Create a Team from an Existing Template

1. After selecting the team type, click Create a team using an existing team as a template.

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.

Name

Description (optional)

[ Create a team using an existing team as a template ]

Cancel

2. Select the team you would like to use as a template, then Choose Team.
3. Edit the course name and select the content you would like to copy. Click Create.

You are using "CST Social Studies 8 - Hour 3" as a template for a new team

Class name

CST Social Studies 8 - Hour 3 [copy]‘ ©]

Choose what you'd like to include from the original team

Messages, files and content won't be copied. You'll need to set up tabs and connectors again.

Tabs

Team settings
Apps
[ Members (4 pecple)

Ca n cel m
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Canvas — The “We” Space

The Canvas, or “WE” Space is the space that holds everything that everyone in the team can view. From
the General Channel, users can view conversations, read-only class files, class notebook, assignments,
and apps that you add for the course.

Conversations

1. The Conversations tab is the news feed and discussion space for your course. All activity,

updates, assignments, course changes, and announcements posted in the channel can be
viewed here.

& Tech Training has added Tr teches and Tr techsec to the team.

Tech Training 9/5 12:22 PM
Tab conversation has begun.
n PowerPoint
@ Tech Training 9/5 12:23 PM
See today's lecture on the Era of Good Feelings
+ Reply
Tr techsec
T
) 5
@) Era of Good Feelings.pptx
Tr techsec

I have a question about this...

< Reply

2. Conversation Features:
a. @mentions to tag individuals or groups

b. Text

c. Attachments

d. Emoji

e. GIFs

f. Stickers

g. Video and voice conferencing (web cam, screen capture, or both!)

3. To delete comments, hover over the comment, click on More options *** > Delete.
Note: Be sure to hover over the comment, rather than the original post.

Assignments

Political Cartoon Analysis
() Due Sep 04

View assignment

veses(

Tr techsec 8:58 AM

T . . ave this a0
Assignments This assignment seems pointless [] Save this message
& Reply [ il Delete ]
September 5, 2019 &8 Mark as unread
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Files & Uploading Class Materials

In each channel, you will find the Files tab. In the General channel, files contained within the Class
Materials folder default to read-only and only team owners can edit. From here you can also create and
upload new folders and documents.

#1 Hour 1: Social Studies 8 > General - Prive
Conversations  Files Class Notebook Assignments 7

& General » Class Materials

il New (3 Upload & Get link
Folder

il Word document

ﬂ Excel spreadsheet

@ PowerPoint presentation

Read-only class files go here

Students can read these files, but only teachers can edit.
Ideas: syllabus, reference sheets.

Note: If you are working from additional channels that you have created, files within these channels will
be shared with editing rights. You will need to access your folders in OneDrive to manage the sharing

settings (see Appendix A).
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Setting up a Class Notebook

A Class Notebook is accessible from the General channel and is essentially a digital version of a spiral
notebook, journal, or math binder that a student may use throughout the school year. OneNote Class
Notebooks have a personal workspace for every student, a content library for handouts, and a
collaboration space for lessons and creative activities. With the desktop Notebook application and
OneDrive integration, students are able to access and edit their Notebook offline, while their changes
will be saved when they reconnect to a network.

1. From the Class Notebook tab, you can create or import a Class Notebook created in OneNote
2. Click Set up a OneNote Class Notebook > Blank Notebook > Next

cs  CST Social Studies 8 - Hour 1 > General -- P
Conversations  Files Class Notebook  Assignments aF SO @

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

Set up a OneNote Class Notebook

Blank Notebook

From existing nctebock content

Note: With the Class Notebook add-in for OneNote you can create your Class Notebooks from
OneNote first, then import them into Teams, choosing to upload From existing notebook content. Both
techniques will create a copy of your desired Class Notebook for your class or multiple course sections.
Edits to your original file in OneNote will sync across all classes in which the template was used.
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3. Next, edit and add your sections. When finished, click Create

CST Social Studies 8 - Hour 1 > General -

(a5

Conversations  Files  Class Notebook ~ Assignments —+
——

Set up the sections in each student’s private space.

he following suggestions or create your own.

B ST Social Studies & - Hour 1 Notebook
W Student name

n Handouts|

n Class Notes

n Homewaork

n Quizzes

~+ Add section

Discard Back

Private
O @
X
X
X
X

Tip: Click the Expansion icon <" to view in full screen mode.

1. Click
work, and add sections and pages.

to open the Navigation Panel. From here you can view notebook content, student

s CST Social Studies 8 - Hour 1 > General - private
Conversations  Files  Class Notebook ~ Assignments —+ @ & ’
ma OneNote CST Sodial Studies 8 - Hour 1 Notebook - Saved al
File Home Insert Draw View Help Class Notebook Open in browser v
v [~ |Segoeul ~v18 v B T U &£v Av ¥ A S v A B v O
& »
»

B Welcome to Class Notebook

Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:

1. 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

2. Content Library — A read-only space where teachers can share handouts with students.

3. Collaboration Space — A space where everyone in your class can share, organize, and collaborate.

Jel

Welcome to Class Notebook

CST Social Studies 8 - Hour 3 Notebaok

Welcome

FAQ: Class Notebook in Mi...

> _Collaboration Space

l + Page ]

[ + Section
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Creating Assignments

Assignments can be created from two locations in Teams: the left-hand panel and the ribbon at the top
of the canvas.

1. To create a new assignment, navigate to _ o
h G I ch lin th d . d | th Reading Reflection #8
the General channel in the desired classroom, then Due February 22, 2019 9:59 PM

select Assignments. p—
2. Enter atitle for this assignment (required) and provide t_ B
ition 3 Homework

more information for the assignment. Quiz PM

From existing

3. The following steps are optional:

e Choose multiple classes or individual New assignment Discard Save m
students in one class to assign to.

e Add additional instructions Saved: Jul 22 3:07 PM

e Attach resources to the assignment by Tite
selecting Add resources. Ladybug Unit Viocabulary Review
(3 Add category
During this step, add a document from Instructions Students edit their own copy \/
your personal OneDrive, computer, or Enter instructions rdente et et
create a blank Word, Excel, or @ Add resources
PowerPoint document to hand out to Points ] Remove
your students. Leave the default No points
as Students edit their own copy to 8 Add rubric
distribute an identical document to each | ssisn«e
student to edit and turn in. This Advanced English 11 A 3 All students o

document will be shared between you

Date due Time due
and the student. Choose Students can't
L , i Tue, Jul 23, 2019 ) 11:59 PM
edit if you'd like to attach a document . . . , _
Assignment will post immediately with late turn-ins allowed. Edit

for reference only, such as a PDF or link.

Note: If you're assigning a Class Notebook page, check to see what version of OneNote your students
are using to ensure that their assignment pages will lock after the assignment due date passes.
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4. Select Assign. Your students will be notified of the new assignment on the day you specified.
5. Select Discard to discontinue work on this assignment or Save to return to the assignment and edit it
later.

C.
d.

Microsoft Teams for Educators

Select a due date and time.

For more assignment timeline options, select Edit. Here, you can customize when your
assignment will be posted to students and when it will close for turn-ins. By default, no
close date will be selected, which allows students to turn in assignments late.

Edit assignment timeline

Schedule to assign in the future

Post date Post time
Fri, 5ep 6, 2019 ] 9:00 AM

Due date

Due date Dhue tirme
Tue, Sep 10, 2019 [ 11:59 PM

Close date

Close date Close time

Tue, Sep 10, 2019 E 11:59 PM

at 11:59 PM. Late turn-ins not allowed.

®

®

Assignment will post on Friday, September & at 9:00 AM and is due on Tuesday. September 10

Select the amount of points this assignment is worth, if any. You can use points on any
number-based scale including whole numbers of 100 and set your own
denominator. Examples: 88/100 or decimals 3.7/4.0.

Select Add rubric to add a grading rubric.
Add a category.
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Creating a Quiz

1. Inthe General channel, select the Assignments tab. Select the arrow for the Create dropdown

menu, then New quiz.

2. Select an existing quiz or create a new one.
Use the search bar if you don't see the quiz

you're looking for right away.

Note: If you select + New Form, a new web
browser window will open on your device at
http://forms.microsoft.com. Create your quiz

in Forms, then return to Teams. Your new

quiz will now be available to select and

distribute.

Forms #
@ Add the quizzes you create in Microsoft Forms to your
assignment.
Q
C m + New Form

Parts of speech quiz

Telling Time

Students goal-setting survey

3. Once you select your desired quiz, it will appear in your assignment under Resources. Enter the
rest of your desired assignment settings, then select Assign.

New assignment

Title

Jefferson Era Quiz
{3 Add category

Instructions

Enter instructions

@ Jefferson Era Quiz (CST Social Studies 8 - Hour 3)

Points

6 points possible
Assign to

CST Social Studies 8 - Hour 3

Date due

Fri, Sep 13, 2019

Assignment will post immediately with late turn-ins allowed. Edit

o

Saved: Sep 11, 17:24 AM Discard Save

All students 2t
Time due
3:30 PM ©

Students will be able to complete the quiz, and you can grade it, right from Teams.
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Create from an existing assignment

1. To create from an existing assignment, navigate to the General channel in the desired
classroom, then select Assignments > From existing.

Assignment

Quiz

Create

age of
59 PM

ACKSON

2. Choose a class to reuse from > Next > Find an assignment to reuse.

Choose a class to reuse from.
Search classes
@ csTsocial Studies 8 - Hour 1

n CST Social Studies 8 - Hour 2

D CST Social Studies 8 - Hour 3

®

Q

3. Complete the assignment details and select Assign.
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Review and Return Assignments

1. Navigate to the General channel in the desired classroom, then select Assignments.
2. Assignments with work left to grade are automatically sorted to the top of your list. Open one to
start grading or select View grades to flip through your grading work.

J|l General Posts Assignments 3 more + 2

=

Upcoming

Drafts (20+)

- Assigned (10)

Reading Journal #1 1/19 turned in

0 reviewed

Shakespeare Sonnet Annotation 0/17 turned in

3. View details on student progress:

0 Mame & Student work Feadback S 100

Atkins, Eleanor @ Mot turmed in

@;‘ Cattaneo, Enrico &« Returned =] 94 o

s

4, Select a box under Feedback to add comments for a student.

*3‘% Cattaneo, Enrico " Turned in q 94

Great job!

5. Add points if you have designated points for this assignment. For example: 3.7/4.0 or 88/100.
6. Select the top checkbox to return work to all students or select the checkboxes next to
individual student names.

7. Select Return. The selected students will be notified that their assignment has been returned.
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Update feedback and return again

When you've requested that students submit a revised assignment after you've returned it, revisit the
assignment by opening it. You'll see an updated time and date stamp in the student's row. Repeat the
steps above to update your feedback and return the assignment again.

Update how long you'll accept turn-ins at any time by selecting the assignment, then selecting Edit
assignment. Select Edit and make your adjustments in the assignment timeline.

Edit assignment timeline

Schedule to assign in the future

Post date Post time
Fri, 5ep 6, 2019 E 9:00 AM (O]
Due date
Due date Due time
Tue. Sep 10, 2019 & 11:59 PM ®
Close date
Close date Close time
Tue, Sep 10, 2019 5 11:59 PM O]

MAssignment will post on Friday, September & at 9:00 AM and is due on Tuesday, September 10
at 11:59 PM. Late turn-ins not allowed.
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Appendix A

Teams & OneDrive

Each time a Team is created, a shared library is created in OneDrive that becomes accessible to each
owner and member.

1. Signinto www.office.com and open OneDrive from the app launcher.

2. On the left-hand panel, you will find each of your Teams & Sites, including teams you own,
belong to, and any SharePoint sites you follow.

3. Class Teams will contain folders to backup class files and assignments you have uploaded,
documents, and completed student work.

i OneDrive

Tech Training T New 'T Upload i/; Sync o® Flow
B3 Files
© Recent Files
&£ Shared -
] nName Modified Modified By File Size Sharing
(& Discover
01 - The Colonies September 4 Tech Training 0 items Private
] Recycle bin
02 - Independence September 4 Tech Training ter ate
Shared libraries
: Attachments August 27 Tech Training 1 item Private
@ CST Social Studies 8- H_,
@ CST Social Studies 8 - H, | €57 Social Studies & - Hour 3

4. To manage editing rights in Teams channels other than General, first select the Team library you
would like to edit.

5. Navigate to the Documents folder to locate your Channels folders.

Tech Training

£ Fies B ST Social Studies 8 - Hour 3

9

Recent
Shared
Discover

] Recycle bin

@ ® %

Document Libraries

Shared libraries
@ CST Social Studies 8 - H...
@ CST Social Studies 8 - H...

n AIM for Excellence

® Treining Demo )
Class Files Class Materials Documents Student Work
Arbor Creek Staff

Create new
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6. Right-click on one of your folders, then select Details.

CST Social Studie Documents
(V] 01 - The Colonies
03 - Constitution
04 ion
05 - March to War
06 - Civil War and Reconstruction
7 - The Rise of America
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8. Click the arrow to change editing rights
9. This will need to be done for each Channel

folder you have created.
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