How to use Microsoft Teams to access and
complete assignments (Students)

Welcome to Microsoft Teams: your new online learning environment.

Microsoft Teams is where you will access your digital classrooms — you will have access to a digital classroom for
each of the subject that you study. Within each digital classroom you will be able to communicate with your
teacher and peers, complete assignments, access teaching and learning resources and much more.

Download the free Microsoft Teams app for your smart device

Download the Microsoft https://apps.apple.com/gb/app/microsoft-teams/id1113153706
Teams app iOS for free

(oe)

Download the Microsoft https://play.google.com/store/apps/details ?id=com.microsoft.teams&hl=en G
Teams app Android for
free

How to access Microsoft Teams web app from home - instructions
1. Opena web browser

2. Browse to https://login.microsoftonline.com

3. Enter your Office365 username into login window (Please note that your username is in the format of

xyz01@tsatstudent.org.uk)

4. After entering your username and click ‘Next’. The login window will change to include the Trust logo
and images of TSAT Pupils.

Enter your password and click ‘Sign in’

From the App Dashboard - Open Forms by clicking on the icon

A Microsoft Teams tab will open — click ‘Open the web app instead’
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You are now logged into Microsoft Teams.



https://apps.apple.com/gb/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_GB
https://login.microsoftonline.com/
mailto:xyz01@tsatstudent.org.uk
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Inside your digital classroom — what does it all mean?
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Teams are made up of channels, which are the conversations
you have with your teacher and peers. Each channel is
dedicated to a specific topic or purpose.

Every digital classroom team includes a General channel - this
is where you will be able to access your assignments, grades
and key stage subject resources
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Viewing your digital classrooms in Microsoft Teams

1. Click the Teams icon on the left hand side in the purple navigation bar

2. The page will show all of the Teams (digital classrooms) that you are a member of

MicrOSOﬂ Tea * q — _

Teams e &' Join or create team
Your teams.
-
. TP TV TF
TVA-2020-11H-Gg11 11x-En1 TVA-2020-11x-Py1 TVA-2020-11x-Vc1 TVA-2020-11A-Fr1
TVA-2020-11C-Cm1 TVA-2020-11x-Bi1 TVA-2020-11x-Ma1 TVA-2020-11x-Ch1

3. To enter a Team / digital classroom just click the relevant subject icon



Accessing your assignments in Microsoft Teams

Assignments
1. Click the Assignments icon on the left hand side in the purple navigation bar

2. Select a Team / digital classroom and press next

Microsoft Teams

Q Search

Choose a class

Search classes

n 11x-En1
TVA-2020-11A-Fr1
TVA-2020-11B-Gp1
TVA-2020-11C-Cm1
T TVA-2020-11H-Gg1 v
TVA-2020-11x-Bi1
TVA-2020-11x-Ch1

o

TVA-2020-11H-Gg1

v Assigned

GCSE River erosion landforms - recall
Due September 22, 2020 11:59 PM

> Completed

4. Click on the assignment to view more details about it. In this example, we can see the assignment is a
Microsoft Forms quiz.

Microsoft Teams Q, Search

< Back

GCSE River erosion landforms - recall

Points
16 points possible
5 Due September 22, 2020 11:59 PM
Assignments
Instructions
Test quiz
My work

ﬂ GCSE River erosion landforms - recall (TVA-2020-11H-Gg1)




5. Click on the Microsoft Forms quiz. The quiz will then open within the Microsoft Teams environment. You
can then complete the questions.

Microsoft Teams S _

'GCSE River erosion landforms - recall (TVA-2020-11H-Gg1)

@ v/ GCSE River erosion landforms -

b recall (TVA-2020-11H-Gg1)
—
@
This is a recall quiz focusing on river erosion landforms - features and formations
a Hi Jake, when you submit this form, the owner will be able to see your name and email address.
* Required
1.When a river plunges over a waterfall it forms a deep and turbulent plunge pool. Select the
correct processes of erosion that take place. *
(2 Points)
Hydraulic action
Saltation
B .

Suspension

6. Once complete you will receive a message stating that your quiz has been submitted. You can then
check the grades tab to see how you performed.

7. You may have been set a written task such as an exam question and need to complete your work within
a Word document or PowerPoint document.

Microsoft Teams Q, Search

TVA-2020-11H-Gg1

- Assigned

a Exam question - Climate change
) - Due September 24, 2020 11:5%9 PM
signments

Completed



8. You can now view the details about the assignment that has been set for you. In this example you can

see:
a. The title of the assignment
b. The due date of the assignment
c. The instructions that outline what you need to do
d. The reference material i.e. the support material
e. ‘My Work’ —in this example the teacher has created a word document for you to respond in

called ‘Exam question — Climate Change’

You can watch the video link and read the support document.

Microsoft Teams Q, Search
< Back
Exam question - Climate change Points

No points
Due September 24, 2020 11:59 PM

Instructions

Answer the exam question in the word document provided. Use the support Word document if needed.

Reference materials

@ Watch this support video ees

& L1 - Evidence of global warming support.docx con
My work

B Exam question - Climate change.docx oee
& Add work

9. When you are ready to answer the exam question you need to click on the document called ‘Exam
question — Climate Change’ under the ‘My work’ title. This will open up the Word document inside
Microsoft Word within the Microsoft Teams environment.

— L

Exam question - Climate change.docx Close
File Home Insert Layout References Review View Help Open in Desktop App Q  Tell me what you want to d & Editing 2 Comme
Dv v & Al vt v AN A B I U 2Z2v Av A - EviSv E E Ev A sthesv O findv  § Dictatev 2 Editor

Explain two pieces of evidence, other than the change in global temperature, that show climate
change has taken place. (6 marks)

10. You can edit this document — type in text, add images, tables etc. You are now using Microsoft Word
within the Microsoft Teams environment. There is no need to switch between programs.



11. Type out your answer and then press the ‘Close’ button when you are finished — there is no save
button! The document will always save automatically for you.

’ Exam question - Climate change.docx Close

F File Home Insert Layout References Review View Help Open in Desktop App Q Tellw nt to do & Editing v J Comm
Dv Flv ¥ |Adal vt v A A B I U Zv Av A = =v i=v E A styles~ O Findv @ Ditate v /2 Editor

rgrment:

a

Explain two pieces of evidence, other than the change in global temperature, that show climate
change has taken place. (6 marks)

Over the past 50 to 100 years, photographic evidence has shown that the world's glaciers have
been melting, which has caused them to retreat. The increase in global temperatures is causing
glaciers to disappear and is increasing the melting of sea ice in the Arctic.

Scientists often use ice cores to detect changes in temperatures. When snow falls it traps air
into the ice. When scientists take a sample of ice it reveals the atmospheric gas concentrations
at the time the snow fell. This is used to calculate temperature at that time. The ice can reveal
the temperature of each year for the past 400,000 years. Scientists that study the ice cores say
there is clear evidence that there has been a rapid increase in temperature in the past decades.

12. You now need to ‘Turn in’ your assignment to your teacher so that it can be marked. When you ‘Turn in’
an assignment it is sent to your teacher who can read your work and provide feedback — all with
Microsoft Teams. Press the purple ‘Turn in’ button located in the top right corner. If you make a mistake
you can undo this and re-submit the work (if the teacher has allowed this setting) Remember — if you do
not press ‘Turn in” the work will not be sent to your teacher for feedback.

Microscft feams — —
.‘

Points

No points

Exam question - Climate change

wstructions

Answer the exam question in the word document provided. Use the support Word document if needed,
Reference materials

@ Watch this support video

&) L1 - Evidence of global warming support.docx
My waork

& Exam question - Climate change.docx

& Addwork

13. Once your teacher has read your work and provided you with feedback you will receive a notification
within Microsoft Teams. Click on the notification to read your feedback.

Mic'DSOﬁ Tems Q — _
m

Exam question - Climate change

24, 2020 11:59 PM

WWW: You have accurately used two pieces of evidence.

WWW: You have stated a point and then explained it well, linking it back to the question,

Instructions
Answer the exam question in the word document provided. Use the support Word document if needed EBI: Support your answer with data i.e. the rate of glacier retreat
Reference materials Points
No points
@ Watch this support video aes

&9 L1 - Evidence of global warming support doex

My work

8 Exam question - Climate change.docx

&

(7 hdd work




