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Agenda:

Sign in to office 365 and install the app

Create a team (class) and explain how to use templates.
Add members by creating a code ,adding students
manually or through a link.

Explain the meaning of channels and create a
discussion channel

Explain the files tab

How to use assignment Tab

How to activate office Hours through Chat Tab

O



Sign in to office 365 and install the app

i 0 Microsoft Office Home X ‘ +

() M) & https://www.office.com/?auth=2

i3 Office 365 53 2

Good morning Install Office

Install software
| G - m - @ Iﬂ Q b Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint g g
Notebook
. Whiteboard Al PP

Recommended

You recently opened this You edited this You edited this You edited this
= Yesterday at 11:58 AM f Yesterday at 12:00 PM f Apr 16 / Yesterday at 11:32 AM £

L1}
g [

6_du,c_dwl Joc_dorws-SOLA J=l 48,9 names Presentation 14 Gr.

msftgulfschool.sharepoin... msftgulfschool.sharepoin... msftgulfschool-my.sharep... msftgulfschool-my.sharep...




Free and provides a consistent cross-device experience

Desktop Tablet Browsers

B Windows O Linux

Safari

r i
OS X 10.11 i i
« * Phone Android Download aka.ms/GetTeams



http://aka.ms/GetTeams

Create a class-type team

Step 1:

Good morning

N $ | O
) , . Class
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
Notebook




Create a class-type team

Step two.:

. 5
Microsoft Teams Search for or type a command MSFT Gulf School ~ e

C1

Outlook

a

Activity

Teams 28" Join or create team

Your teams

Chat

1
Assih gents 0 /

LV

@

i T-guly)l canndl -cluizdl 300056-1-cli>l




Create a class-type team
Step three.

. 5
Microsoft Teams 4 Search for or type a command MSFT Gulf School ~ e

< Back

Join or create a team Search teams

~ 85

Assignments Creat team Join a team with a code

- e @
o . . Enter code
Teams

oot Got a code to join a team? Enter it above.
eo Create team




Create a collaborative and interactive space

Microsoft Teams can support up to 5,000
team members.

Select a team type

1. Students can't leave.

2.Category Materials folder (for viewing only
by students)

= O

Considerations Class Professional Learning Staff Other
: Discussions, group projects, Communitv (PLC School administration and Clubs, stucy groups, after school
DUtles and CIaSS NOtEbOOk Support a assignments y( ) development activities

Educator working group

maximum of 200 students (will increase in
the future).

Cancel



How to benefit from 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 @ Class Notebook.

Name

Description (optional)

Create a team using an existing team as a template




How to benefit from Template

Which team do you want to use as a template?
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How to benefit from Template

You are using " Ji" as a template for a new team

Class name
TRRY] [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 people, including 1 guest)



Add students to class

Self-managed through :

By entering the name or email

Create team code

Link invitation

Add people to "code-subject -semeter year"

Students  Teachers

Search for students

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



Add students to class

Self-managed through :

By entering the name or email

Link invitation

Create a code for the team

Microsoft Teams 4 Search for or type a command

0
L‘ < All teams General Posts Files Class Notebook Assignments 1 more v

Outlook

Welcome to code-subject -semeter

code-subject -semeter ... Choose where you want to start

Manage team

Assignments

General
@

e
g
Teams

Add channel

Add member
Leave the team O

Edit team

i) €3

Get link to team Upload Class Materials

Q@ XN % (e

Manage tags § i
Find help & training

Delete the team

Gk

03 Solange Jarjour has changed team description.

Start a new conversation. Type @ to mention someone.

¢ @ WP > @ v & QB (

A




Add students to class

Self-managed through :

By entering the name or email V‘

Get a link to the team
Link invitation ‘

e0b-49c3-b13a-09580f1df4758&tenantld=8f98f036-f8b6-49e3-9d44-f19de9a1fbd

Create a code for the team ‘




Add students to the class - student interface

Self-managed through :

By entering the name or email V‘
o

code-subject -semeter year

1 member

Link invitation ‘

Create a code for the team ‘




Add students to class - teacher interface

Self-managed through :

By entering the name or email

Link invitation

Create a code for the team

Microsoft Teams 4 Search for or type a command

{  All teams

code-sl >ct -semeter year

Members  Pending Requests Apps 3 more v

codiubject -semeter year -

code-subject -semeter ... Search for members Q

General Name Title Location Requested by

—p TR




Add students to class - teacher interface

Self-managed through :

By entering the name or email

Link invitation

Create a code for the team

\

4 Search for or type a command

E] { All teams
Outlook
cs

Microsoft Teams

code-subject -semeter year -

code-subject -semeter year

Activity

Members  Pending Requests  Apps 3 more v

Search for members Q
Assi ts Manage team
Gy e General # @ g Title

@ Add channel

code-subject -semeter ... -

Location Requested by

(1T}

- & Add member
%& Leave the team
¢ Edit team
@ Get link to team
{? Manage tags

Delete the team



Add students to class - teacher interface

Self-managed through :

By entering the name or email

Link invitation

Create a code for the team

\

4 Search for or type a command

E] { All teams
Outlook
cs

Microsoft Teams

code-subject -semeter year -

code-subject -semeter year

Activity

Members  Pending Requests  Apps 3 more v

Search for members Q
Assi ts Manage team
Gy e General # @ g Title

@ Add channel

code-subject -semeter ... -

Location Requested by

(1T}

- & Add member
%& Leave the team
¢ Edit team
@ Get link to team
{? Manage tags

Delete the team



Add students to class - teacher interface
Microsoft Teams 4 MSFT Gulf School v

< All teams / 1_v .)LuL” ﬂ. :” © Tear

/£

1-Blul @wall

Self-managed through :

Members  Settings Apps 3 more v

By entering the name or email 1 - gualudll uall : Foaeciiarns e
General
» Member permissions Enable channel creation, adding apps and more
Link invitation
» Guest permissions Enable channel creation
C I‘eate a COd e fOI‘ the tea m » @mentions Choose who can use @team and @channel mentions
v Team m Share this code so people can join the team directly - you won't

get join requests

—> =

Note: Guests won't be able to join with a team code

» Parent/guardian emails Send email updates to parents/guardians



Add students to the class - student interface

Microsoft Teams Search for or type a command

[1

Outlook

Self-managed through : '\l Join or create a team

Activity

By entering the name or email V‘ 6
Assignments

@

g .
Link invitation V ‘ Teams Create a team Joina tea.&ith a code Emirates school
Public

@ 100
e Enter code
Create a code for the team
:

fl

Files

< Back

P

Emirates school




Send an ad and deal with channels

1.Send content to students in the form of an
ad

2.Explain the meaning of channels (specifying
powers)

3.Create a discussion channel




Send conversations through the public channel

< All teams General Posts Files Class Notebook Assignments 1 more~ —+

cS
- Welcome to code-subject -semeter year

code-subject -semeter ... Choose where you want to start

General

Upload Class Materials
Find help & training
Solange Jarjour has changed team description.

IStart a new conversation. Type @ to mention someone.

Ar ¢ @ W B o> @ @ v & QB O o

O



Explain the meaning of channels (specifying powers)

< All teams General Posts Files Class Notebook Assignments 1 more v ==

Find help & training

e5s Solange Jarjour has changed team description.

code-subject -semeter ... --° calinge darjour 01

SJ
©

General

JoVl sgixall

Soizall e gMbAI g2,

Gr4-Persuasive Letter Publishing Paper.docx

< Reply

IStart a new conversation. Type @ to mention someone.

Ar ¢ © @ B a@o > @@ v 9o QD O o -- B>

O




Create a discussion channel

< All teams General Posts Files Class Notebook Assignments 1 more v~  —+

Find help & training

Solange Jarjour has changed team description.

code-subject -semeter ... -§ calinge Jamour 10:19

General

JoVl sgixall

Soizall e gMbAI g2,

Gr4-Persuasive Letter Publishing Paper.docx

< Reply

Start a new conversation. Type @ to mention someone.

Ay ¢ © @ B o> @ @ v QB8 0O o --




Dealing with files

1. Add content in the Files Tab




Dealing with files

< All teams

code-subject -semeter ... ---

General

s Lol

General Posts Files Class Notebook Assignments 1 more v ==

Solange Jarjour has changed team description.

Solange Jarjour 10:19

JoVl sgizall

Sgizall de gMbVI 5=,

Gr4-Persuasive Letter Publishing Paper.docx

< Reply

% Solange Jarjour has created channel disliell. Hide channel

Start a new conversation. Type @ to mention someone.

Ay ¢ © @B B == @ @ v o QB8 O o ---



Preparing duties

1. Create an assessment of type “"Quiz" and
benefit from the artificial intelligence.

2. Create an assessment of type
"Assessment “and add the correction ladder.
3. Schedule the assessment.
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. 6
Microsoft Teams Search for or type a command MSFT Gulf School v SJ

< All teams General Posts Files Class Notebook Assignments Grades -+ O

Activity

Welcome to nments

code-subject -semeter ... °-*

Assignments
General

. @ s
;., a6 el

Teams

Create assignments and quizzes, manage timelines, add marking rubrics and more.

Get started




. 6
Microsoft Teams 4 Search for or type a command MSFT Gulf School v e

E] < All teams

Outlook

..1

Activity

General Posts Files Class Notebook Assignments Grades —+ O

Upcoming Y

code-subject -semeter... ‘-

Assignments
General [

. @ e a.
g s Lol |

Teams -

Assignment Don’t you just love a blank slate?

Quiz ate your first assignment here.

From existing




Add the quizzes you create in Microsoft Forms to your
assignment.

Search

Choose a form: + New form

du =l dslll

Yesterday

what do you think about this meeting?

Yesterday

Untitled quiz (5)
28 Apr 2020

did you like the sessions
26 Apr 2020




) Microsoft Office Home X | E# Teams|(300056-1-cL>l) dole (2) X | Ef Microsoft Forms x | 4+ -

< O @ &) https://forms.office.com/Pages/DesignPage.aspx DA ’

¢ Forms

____________________

My formsi Shared with me GrOUp forms A Search form title or owner name

o—

o

New Form

A+

New Quiz

0 Responses 2 Responses 0 Responses

Los U= -WR1 math asyelly 255l g



Untitled quiz (5) - Saved

oY  Preview Theme

Questions Responses

Untitled quiz (5)

A




Engineering - Saved

o)  Preview Theme

Questions Responses

Engineering (1 Point)

1. -~
perceived need, and results in a solution?
Data collection
Brainstorming
Design process v Correct answer
—+ Add option

Points: 1 o Multiple answers @ Required




Add the quizzes you create in Microsoft Forms to your
assignment.

Choose a form: + New form

Engineering

Today

du el aslll

Yesterday

what do you think about this meeting?

Yesterday

Untitled quiz (5)
28 Apr 2020




. 6
Microsoft Teams Search for or type a command MSFT Gulf School ~

oEgok < All teams General Posts Files Class Notebook Assignments Grades -+ O
‘1

New assignment Saved: 30 Apr, 10:27 Discard Save

code-subject -semeter ... - Title (required)

Assignments General Engineering
;i'@ ai e 0 Add category
- Instructions
E Enter instructions
Calendar
‘. ﬂ Engineering (code-subject -semeter year) ose
Calls
Points
e 1 point possible
Assign to
code-subject -semeter year G All students o
EE) Date due Time due
Apps
Fri, 1 May 2020 23:59 ®
HC? Assignment will be posted immediately with late hand-ins allowed. Edit
elp




& O W & https://teams.microsoft.com/_#/school/classroom/dslc?threadld=19:79c710bb729849f5b356fb1ee9c61024@thread.skyp... & % 3= ﬂz’

~ MSFT Gulf School |j.oT vy _gi Cisul Microsoft Teams

O + v ,isi8  ..rWe're Makin' Waves Gls)ys  Glizlgdl  Gghall Slbasle yiss  Olile  Oljguiie)l dele :f_{ &yl graz 2 ot
-l
blLij

i ot | o 1050l 25 andl ol 5
dindys
(Lslhe) olsic 1-gulyl ] -cluizll
ONoles-M7 iole Slezlgll
és aslo) & English @.i;
by & french Sl
X Loww! S| Sl Jsal duyell aalll 22"
Al 987

B dxolal du,i
Mz els] ALl s (T-galyl caadl -cbwizll) S¥sles-M7 B olsl, R

SlallSall
(Solange Jarjour (Q-Shield  JS bl pole
ilaizall bl oo 5 B sy Gopd
v Test 1 0

ol i
= s 1 ® T-gull canall -eluizll
. il
P 11:59 Tele ,J._J_J.J_| T¢ idses
w2 plie Cizlell Jlul zlowl go [gd wzlgll pisi i E?m



Essay homework (type of assignment)




Assignments

.s @
ugs
Teams

Calendar

S

Calls

Microsoft Teams 4 Search for or type a command

< All teams

code-subject -semeter ... ‘-

General

General Posts Files Class Notebook Assignments Grades -+

Upcoming Y/

> Drafts (1)

v Assigned (0)

Quiz

From existing

It looks like everything's been
marked.

6
MSFT Gulf School v

g



Microsoft Teams

Search for or type a command

6
MSFT Gulf School ~ e
®

[1

Outlook

Assignments

. @
uge
Teams

Calendar

< All teams

code-subject -semeter ... -

General

General Posts Files Class Notebook Assignments Grades -

New assignment Discard

Title (required)
Enter title

0 Add category

Instructions
Enter instructions

@ Add resources

Points
No points
@ Add rubric
Assign to
code-subject -semeter year G All students
Date due Time due
Fri, 1 May 2020 23:59

Assignment will be posted immediately with late hand-ins allowed. Edit

Save



Fointer

= 6
Microsoft Teams - MSFT Gulf School ~ sJ

< All teams

General Posts Files Class Notebook Assignments Grades ol S5 1more ~ O

Upcoming

s > Drafts
code-subject -semeter ... ---

v Assigned (0)

General

. @ .
"l s il

ACELH

R It looks like everything’'s been
marked.

> Marked



The solution of duty on the student's side

1. Solving the quiz assessment.
2. Solving the assessment.




Feed Vv Wl General Posts Files Class Notebook Assignments Grades Explorer: We're Makin'... 5 more [ New I

B 1-galy)l canall -cluwizll
M7-S\Vsles | Due Apr 24
< Back
£ 300056-1-cL>!
Assignment returned | M7-O\slse

. Points
B 300056-1-clis| M7-SMd s !

5 points possible
Assignment returned | M7-O\slsso Due tomorrow at 23:59

B 1-gulJl ol -cluisll 09:41 Instructions
Assignment returned | (Jlio g9 o wzlg None

285 Assignments mentioned 09:30 My work
300056-1-<L>l

300056-1-cl>l > General B M7-1-2LJ1 ol -cluizll) SYslso)
M7-S\Vsles | Due Apr 24

285 Assignments mentioned
1-gldl candl -clwizdl

1-galyJl caunll -clwizll > General
wlis g5 o uzlg | Due Apr 24

205 Assignments mentioned
300056-1-<L>l

300056-1-cl>| > General
wJlio £95 o zlg | Due Apr 24

(@ Solange mentioned
you

300056-1-:L>l > General

1 Test

=] solange mentioned
special need




Real Demo




Correct assignments and get an analysis of the
results

.1 Give feedback to an assesment.
2. Correct the essay assignment.
3. Get an analysis of the results.
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el ullb
https://www.youtube.com/watch?v=BHv2e6qewU0 1 |

gobull Gyl Sgizee
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300056-1-<L>l

o 9:27  Assignments
.. : dole
e g9 po i2lg

Due Apr 24

& coronVIRUS
& Media

View assignment & project 1
& special need

.J_gl” gg.pwm

oo 920 Assignments

OV lee-M7

Due Apr 24

View assighment

Lo pazd ol 8)Lol) @ uiS| .83ya> &dlre 1l




Correcting the assessmnet




oaduidll 25 1/3

esbudl 05 1/3

pabusill 3 1/3

pabsill 5 1/3

signments.onenote.com/classes

4+ v ,8i1 Insights names ils)s

bl o5 1/3

pabusill 55 1/3

.../b2f2T7ecd-eQed-4625-84f4-4537cf3ele547ret...
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