Student Guide to Using Microsoft Teams H O LY TR I N I TY

A Student Guide to Using Email & Microsoft Teams for Remote &
Blended Online Learning

Section 1

e How to log on to your school email at school or at home
e How to use your emalil
e How to reply to an email
e How to add an attachment to an email
e IT and Microsoft Teams Acceptable Usage Policy
Section 2

How to use Teams on a Desktop or a Laptop
* How to log on
* How to upload an assignment

» How to access and respond to feedback given to you by your
teacher

Section 3
How to use Teams on a tablet or mobile phone
* How to log on

» How to upload a picture of work you have completed as an
assignment

Section 4
» Usernames and passwords for online platforms
Section 5
Commonly asked question
Section 6

Dos and Don’ts of remote learning
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Why are we developing our on line learning platform?

Here at Holy Trinity, we are all committed to giving you the best
learning experience possible, whether you are in school, self-
isolating, off school because for some other reason and
working from home, if you just want to double check your notes
from lesson or finally because we will be encouraging you to
use the online learning material for revision.

We appreciate this is new, and that for many students and
parents, online learning and using Microsoft Teams is new and
maybe challenging. This booklet should help you find your way
around Teams through a list of answers to the common
guestions that both students and parents.

We are also going to do some training in form time.

If you have any questions please just ask your teacher or
contact Mrs. Dolan by email (tdolan@holytrinitybransey.orq)

It is however a platform which needs to used correctly and not
abused. Your interactions with teachers will be monitored by
them, however inappropriate use of Microsoft Teams, as a
social networking platform, either in school or outside will be
monitored.

Please take careful note of the IT & Microsoft Teams
acceptable usage policy (section 1)
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Section 1

How to log on to your school email at school or at home

On any web browser, e.g. Google
Chrome, Internet Explorer, Safari
etc, go to www.office.com e

Weleome to Office

Click sign in and sign in with your full Hello, Welcome back.
school email address which is your P e
computer username followed by
@holytrinitybarnsley.org Example: Joanna
Bloggs is in year 7, so her email address is
joannabloggs@holytrinitybarnsley.org You
will then be directed to the login page for the
school — this is like if you are logging into a
computer in school, so your username is your computer log in you
would normally use at school and the password is the one you set at
school. G Frd - e 715
& 2 A ko o

—l - s 1

S

e W

Look for the ‘waffle’ in the left-hand corner,
click on it. When the drop down menu appears ~ “F*

click on ‘outlook’. /sﬁ oucor ol D
This is your school email account T o o e

m Pareoa Foi=L [' Oimwldeis
a EhamPaim m Tzares

Your username is your full name e e
*‘ Sawarn

Your email address is the same followed by
@holytrinitybarnsley,org (no spaces)

all appa

Docurments
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How to use vour email

If you have a new, unread email this will appear
in your ‘inbox’— it will be highlighted in BOLD and
if a different colour. — =

Inbox n

B Sent ltems

You can also see how many unread new emails = ==
il Deleted ltems 45
you have

Add favorite

~  Folders

Inbox n

& Drafts

How to reply to an email

Once you have opened your email you - X
may want to reply to the sender. You can
do this by clicking on the backwards single
arrow in the top left hand of the email

E Flu jab

in 28 min

The other arrows allow you to reply to - O _
everyone who was sent the email or forward it to someone
else

= Flu jab

in 28 min
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How create your own email

[

. Click on new message

. You will get a blank email

3. You cathen add the email address e —
of the person you want to contactin—»
the ‘To’ box =

4. Type your message — don’t forget to

give your message a title and then Ly

press send

N

How to add an attachment to an email

Write you email as above and then you can add the
document you want to send as a ‘Attachment’

Above to ‘To’ box is an ‘attach’ box

SLTdjMzEtNGFmNi1iODhkLWIixMjVIZTIkMWIy

JnQufrYxFpeQXiXhmgbQ%3D

Click on this and a drop down menu will

appear. I .
———

You can then locate where you have

stored your document / S

s
(e M e

Press open and the document will attach to your email
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IT and Mobile Phone Acceptable Usage Policy

Common question raised by students are:
What exactly is an ‘ICT & Mobile Phone Acceptable Use Policy’?

Why do we need to have one?

Who does it protect?

Developing a blended learning platform or extending our
remote learning so that if students are required to work from
home, for any reason, or want to use school resources to
extend their learning in their own time, we need to change the
way we work. Not all learning has to take place in the
classroom, but there can also be distractions at home — not
getting up, watching TV, social media, gaming platforms. If you
are required to work from home you need to develop good
habits (see section 6)

Remote and blended learning requires teachers and students
to adapt some normal classroom routines to the online world,
but the normal high expectations of behaviour will remain.

We have a policy in place to make sure everyone uses the IT
systems and mobile phones correctly and to make sure
everyone is safe and protected from any possible harm,

Therefore:

The recording of still images, filmed images or audio of staff or
other pupils without permission, and the distribution of such
images, is strictly forbidden.

Making inappropriate, offensive or unkind comments, including
through emojis and/or images, will not be tolerated. Any profile
names used be school usernames.

Any visual or audio file shared with others must be appropriate
to the learning task.
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Students must not interfere with another student’s work,
whether it is work submitted on a platform or shared work in a
collaboration space (such as in OneNote).

You will be asked to sign the Holy Trinity IT and Mobile Phone
Acceptable Usage Policy — which shows you understand the
policy and he sanctions in place if you do not follow the clear
rules.

When working remotely.....

There is an expectation that students will engage in online
collaborative work when requested by their teacher, work in a
respectful and helpful manner, following instructions carefully.

When submitting academic work, students must adhere to the
usual standards of academic honesty and be careful not to
plagiarise work, avoiding copying off the internet and submitting
as their own assignment work.

Students are expected to take reasonable steps to complete
learning tasks in the timescales set by teachers so as to
maintain progress in their studies.

Remote and blended learning requires greater self-
management of task completion by students, given the
absence of physical face-to-face teacher pupil contact. Timely
communication of expected/experienced delays to work
submission, and an openness of both parties to listen and
adapt to the dynamic challenges collectively faced, are key to
maintaining strong teacher-student learning relationships and
academic progress.
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SECTION 2 — USING TEAMS ON A DESKTOP OR A LAPTOP

Teams — How to Loqin

On any web browser, e.g. Google
Chrome, Internet Explorer, Safari
etc, go to www.office.com panf sy

Weleome to Office

Click sign in and sign in with your full school Hello, Welcome back.
email address which is your computer e
username followed by
@holytrinitybarnsley.org Example: Joanna
Bloggs is in year 7, so her email address is
joannabloggs@holytrinitybarnsley.org You will
then be directed to the login page for the Trust —

this is like if you are logging into a computer in

school, so your username is your computer log in you would normally
use at school and the password is the one you set at school. Once you
sign in, you will get the page below

S

Click on the Teams icon

You should now see all the Teams that we have set up for you at school.
You can also install the desktop version of Teams for free.
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Teams — Uploading an assignment

Your teacher can set assignment for you to complete. You will see a
new notification every time your teacher sets a new assignment for you,
which is circled in blue. By clicking this notification, you will be brought to
the assignments page. You can also click the assignments button in the
left-hand menu to see all the different assignments set by your teacher,
or you can click into your class and click on the assignments button
circled in yellow.

Example Class

Cenersl 0

Convplerted

Click on the assignment to access the task. To add some work, we first
need to create a new document, then complete our work in it.

[T Gereral

Example Tasks

O
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Using a new file

Click on new file and decide what format you will be submitting your

work, Word, Powerpoint or Excel

and thea click abtach
v

Y

Cwe Yo assigament & name

6 Ueioaa o s sevics e [

N

You have now created your
document that you can start
writing your work into. To
start your work, click on the
document name.

Eve Smith Character Profile

Clck hece. ad L
wll oper Microsofb Word
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P e post  Bafeences  Bevew  Vew Mol U et me what you want 1o do

’r‘api Your wock @ hore
ond wb\. abw are _F}u'akzdl chick close,

|t saves au{'vmoiioal!j once
(tf;u. click close

B ol o e ot i -- Make sure that you have your
— work attached and that it is not
;.| ) .
oot - 2 ek e blank. Click the hand in button.
bt . bl Your teacher can now look at

b0 subnik our your work and give you
n wneh. 4o your feedback if required.

). Make sure aow' work

(s attacheq
¢ Back r'?"'
Eve Smith Character Profile e beis

NS ructions
Wiite a character profile about the character of Eve Smith in An
Inspector Calls

My work A
B Ewve Smith characterdocx s

If you have successfully handed /

in your work, you will see an

animation - there are loads of
different types!
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Teams — Getting feedback and responding to feedback

You will get a notification in your activity

feed when a teacher has set you a new Teams
assignment or sent you feedback on your o

work. Click on the Activity button and it B ecs- 111

brings you to your feed. Any message in General

BOLD you have not read. W e

This is a notification to say that
there is a new assignment in
the Example Class that you
need to complete

Assignments
mentioned Example Team

This is a message to say that work has

= been returned in this student’s maths
Team - to see the feedback, click on
the notification

. B 5 EGS - 11/Mal

This piece of work has been .

looked at by this student’s —

teacher and been given some ——=
feedback circled in red. You by -
can click on the file to open it

and act on the feedback given L E

to you by your teacher, before

handing it in again.
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SECTION 3 = USING TEAMS ON A TABLET OR PHONE

Teams — Downloading the Teams App

The Microsoft Teams app is available for free on the App Store (iPad
and iPhone) or Google Play store (Android tablets and phones). Search
for Teams and look for the purple Teams icon circled in red and
download. Once it is downloaded, open the app and log in.

w 3 40 17:32 + e

v

Micrren Tasrme -
Y 2ams . -4
X
a CER ©m -
AL o ey
.
ore

wert L 0¥ Postuard
s a1t g h | K
S
S I x ¢ vbnm &8
wee @

Sign in with your school email address. Example: Joanna Blogs is in
year 7, so her email address is jbloggs2@holytrinitybarnsley.org You will
then be directed to the login page for the school — this is like if you are
logging into a computer in school, so your username is your computer
log in you would normally use at school and the password is the one you
set at school.

. . Turn on notifications for Teams so that you get
ﬁ “ an instant notification when your teacher has
=) =&\ setyou a new piece of work, posted an
A “ES5E important message or sent you some feedback
2 <> on work you submitted.
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Teams — Uploading an Assignment

If you are uploading a document, follow the guide that is in section 1 as
uploading a document from a phone or tablet is the same process.
However if you have piece of written work that you need to upload, you
can use your tablet or phone to take a picture of your work.

The series below show you how to do this.

l 748 - GET) . 1748 o
| 1 b, Feed - Y 2 A Assigrnments 3 Hand in

a SARIRTS SROR TN B0 . £GS - 1At Percentages revision
10Mat
Assigned (1
-l
ASSIGNTErS 5o < Pertentages revrenn " 4
B rewsoe
o I Completed # B 4 Percentagem '

Tap on the O

assignment to
open it

: Press on add work
to add a picture

‘ ‘ - 8 ®w 8 @ 8 ® 8
—— ——— 745 o - 2T N
4 Press on 5 £0S - 1/Ma) 6 EOS-1Ma1  Undo hand-in
& Onelrive

uPload from Percentages revision 2 |

this device
& New File and then ST At Bah
take photo or homeng a8 the working Out ecured —

Complete the sttached queston wao y

Uk v‘deo » thowng all the werking out regured
&l 4 Pencentages (1) gt : ‘
’ L e

M Teams
My wvh @] 4c Porcentages (1) pat
B8 gee o0 vee rewd
© B8 wregeing

e - Take the photo and » Make sure you see
o Mo O 0 . .
attach it, making sure the animation that

Percentages revision

Phiote Rty it is attached to your - confirms you have
Bvowse work and press hand in handed your work in
Cancel o i 0 ) " o )
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SECTION 4

Usernames
Office 365 For Office 365 and Teams,

You will log in with your school email address. This is your first initial
and full surname, without spaces (some people have a number after
their surname). The first part of the email address is exactly the same as
the username you log into the school computers with. For example:
Joanna Bloggs, her school email address is
JoannaBloggs@holytrinitybarnsley.org, and her computer username is
JoannaBloggs
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Section 5

Commonly asked questions

| can't access the school online learning platform?
First of all check you are connected to a Wi-Fi network

Google Holy Trinity Barnsley and go to our Home Page on the Website
and access your email ......

HoLy @) TRINITY

4
Home Study
Resources

L e SN A

How will teachers contact me about my work?
See page 4

The way that teachers will set work for you is by using
'‘Assignments’. This method allows teachers to send you files and
documents, with instructions on what to do. It will also tell you when the
work should be completed by. ‘Assignments' can be found in the Teams
App when you go into your individual class on 'Teams'. How do | submit
an assignment that has been set on Assignments by my teacher?

See pages 5 & 6 and follow the instructions
Where do | save my work?

Through your Microsoft Teams account. Your teacher will set your work
on Teams, or upload notes and resources from school lessons. Once
you summit the work (see pages 5 & 6) your work is automatically saved

What do | do if | cannot access a video my teacher has created for
me?

This may happen for two reasons;

September 2020 Holy Trinity



Student Guide to Using Microsoft Teams

1. You are not logged into your Holy Trinity account and this will then
prevent you from viewing the content.

2. If you can see it in the Team folder but still cannot access it — email
your teacher

What do | do if | have a question about the work set?

If you have any questions about the work that is set, you should always
ask the teacher that set it. They will tell you what format to do it, when it
should be handed in and so on. Remember to contact your teacher in
school hours and wait patiently for a reply.

What do | do if | cannot make the assignment deadline?

We appreciate that online learning is new and can be a challenge and
there could be several reasons why you are not be able to meet a
deadline. For example, you are sharing a laptop with siblings or your
home computer has stopped working. Contact your teacher and explain
the reason, they can then offer you support and/or an extension.
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Section 6

Dos and Don’ts of remove learning

S S
g& “’5>POSITIVE THINGS TO DO

n mEEEER
.. « Aim to follow your school timetable - this will give you

A Guide to Successful Home Learning

-/

THINGS TO TRY AND AVOID

Establish a routine — get up and go to bed at a similar time each day
Make your bed, have a shower, get dressed and eat breakfast every day
Have a plan for the day — write a list of things you want to —_—
achieve each day — make sure there is a BALANCE > (5
between schoolwork and doing other things that you

enjoy

Remember you are learning in a new, different and independent
way — it may take you some time to get used to it — but the key is to
keep going — consistent little bits of work will help you
"most

| some structure — then aim to do between 20 minutes

(Y7-9) and 30 minutes (Y10-11| of your subjects at a
time — your teachers are working hard to support this and make it
possible for you
Try and get a balance of school activities - so
some that require you
being at a computer alongside things that may
be more creative/off screen activities
Talk to your teachers — they are available
through Microsoft Teams or an email each day

and are there to help

{

Do not spend all day in bed, or in your bedroom
in the dark

Avoid spending all day in your pyjamas

Avoid setting overly optimistic plans — you will
never manage 10 hours of school work in a day Walke cv
- no one could!!

. Avoid too much screen time — whilst there is
nothing wrong with using the computer for school

work, phoning/FaceTiming friends, going on social
~media sites, playing on the Xbox, watching some
tv -limit the time you spend doing these things. They
can all have a negative impact on your sleep. You
need your sleep to help you feel refreshed and motivated each
day

REMEMBER — not everything that is on social media is always a
true reflection of what is real — and always remember how to
keep safe online — DO NOT have conversations with people who
are not known to you

Avoid just doing work for the subjects you enjoy/find most
interesting. Avoid falling behind in those subjects

you find most challenging

7\
Avoid getting overly stressed out by school ‘
work — talk to your teachers they are there to help .

Holy Trinity
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B

A Guide to Successful Home Learning

7 N

225 POSITIVE THINGS TO DO

/.

THINGS TO TRY AND AVOID

You can use the ‘on line’ learning material not just
if you are self-isolating. Use it to check something
from a lesson you have had - ask you teacher
questions to help increase your progress either in
lesson or by email

Ensure you are finding a balance across your sub-
jects and giving some time to all the subjects you
study

Take regular breaks during the day - use this time
to talk to people — either the people you live with
or some friends from school - this is where mobile phones and social
media can help

Get some fresh air and exercise each day — why not plan to go for a walk
every day with someone you live

with? To get your heart rate going

E 4

faster go for a run or a bike ride

doing or maybe try and learn how to

¢ Find other things that you enjoy ’
do something you haven’t done be-

fore - try find things that help focus

Remember you must ask for help and support if you need it

|

Avoid giving up - if you do not understand ‘

Don't
Give Up

something or a day doesn’t go as you
would have liked start again the next day
— keep talking to your teachers — they will

help

. Avoid spending all
your time inside and avoid
doing the same kinds of things — this will drain you
mentally very quickly — we need fresh air and we
need variety in our days

. Avoid eating too much processed food
especially sugar- this

may cause  an|
immediate peak in
your energy levels but it isn’t long T ’

lasting and it will leave you feeling 3
like you have no energy and tired

Holy Trinity
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