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Get started

How to sign in, create a class, and add students to your class
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Sign in to Teams

Apps
1. Go to Microsoft365.com on your web
browser and sign in with your school
email and password.

2. Select the Teams app.

Note: Teams for Education is part of Microsoft 365
Education. Students and educators at eligible
institutions can sign up for Microsoft 365 Education
for free.

Teams

Word

Excel

Q-

PowerPoint
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Create a class team

You may already have classes set up for you by your IT administrator. If so, get more help here. If not, follow the directions
below to create one.

(1 1]
LI )
1. Navigate to Teams ... inthe 2. Choose Join or create team. 3. Select the option for Class.
app bar. Then select Create team.
LR B Rd b g i
A Al te: -
S AR Seens &8 Join or create team a
® Clasia P | ) i € sl
S wg Create team N
el (-
e co Join team
Language Arts
| "
@ Home page . . o

Class Notebook

Assignments

Calendar



https://support.microsoft.com/en-us/topic/create-a-class-team-in-microsoft-teams-fae422eb-58b7-4431-9ff2-a4b9b6ae7c5b
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Create a class team (continued) Some quick details about your team

4. Fill out a Team name. This
will normally be the name of Description
your class. ty

Adding a description is optional.

Choose the Create button
when complete.

¢ Back
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Add students (optional)

1. Enter student names and select Add.
If your school has already created class
groups, ask your IT Admin for the name of
your class group.

2. Select Close when you are finished.

Add members to Chemistry

Start typing a name, distribution list, or security group to add to your team. You can also

add people outside your organization as guests by typing their email addresses. People
outside your org will get an email letting them know they've been added. We

Note: To add co-teachers to this class team,
choose the Teachers tab and enter names.

You can add students later if you prefer to
skip this step for now and set your class up
first.

Learn more about adding students and teachers
to a class team.

recommend making teachers into owners and students into members. Learm about
al W
@™ Al Fredrickson
€ (ALF) Student

ﬂ AH#I’ ._'_]':', Ou

Alfonso Camara
ALFONSOC) Principa

Alex Wilber

, — o
ALEXW) Student

Skip



https://support.microsoft.com/en-us/topic/add-a-student-to-a-class-team-b88263bb-ace1-4702-8a48-f8a2cf4af954
https://support.microsoft.com/en-us/topic/add-a-student-to-a-class-team-b88263bb-ace1-4702-8a48-f8a2cf4af954
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Sy

Primary K-3 Language Arts LA Period 2

Add students (continued)

In order to add students to your team later, "R Hide
navigate to the team you'd like to add a
student to, then select More options next to
your class team.

o} Manage team

a0 Add member CB

{79 Add channel

AP CSP B Block AP Csf &2 Getlink to team Comprehension Bug

1. Select Add member and follow the steps. b

. . [@ Leave team
2. Select Manage team to view Settings and

. I t
a full list of class members. </ Manage tags
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Get organized

Find and organize conversations, files, assignments, and notes in your class teams
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Channels

Choose the tile for your class team to see your

Physical Science
channels.

Every class team comes with a General channel.

Channels organize all the files, conversations, and &

apps for a topic in one place. Channels can be created + ) . I

for group work, topics, units, and more. - ==
Every channel has tabs. The General channel has E
these tabs. P View assignment
* The Post tab for all the messages in this channel = ”.35; P

* The Files tab to store all the files shared in this B | sssicnmens '

channel. Qe Q) sssanmens

Understanding Velocity

View assignment

Tip: Add a tab to any channel by selecting Add a B
tab +. e
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Add channels

To add a channel, select More
options next to your class team's
name, then Add channel.

Enter a Name and an optional
Description for your channel.

Choose whether you'd like your
channel to be Standard or Privat.
Standard channels will be available
to everyone. Private channels will
only be available to students you

choose.

Check the box to automatically
show this channel in everyone's

channel list.
Select Create.

fol Manage team

. AdA mambar

-

& Add channel

Create a channel

Unit 3= Ganahcs

Choose a channel type *

Standard — EBvenyone on the team has access

o ,:Eﬁ ::-':JI dard

o Prrvate
‘—l L oecrf i

Cancel
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Check notifications

See what's happening in class by selecting Activity in
your app bar.

Chat

B3

Teams

A

ssignments

OneDrive

B

Insights

Apps

Activity

Unread @Mentions

Cara Coleman added an
assignment

Due Apr 20

4th Grade | Shinto

Cara Coleman added
an assignment
Due Apr 20

4th Grade | Demo Quiz

Cara Coleman added
an assignment

Due Apr 20

4th Grade | Midterm Physical Science (C.,

Cara Coleman added
an assignment

Due Apr 16

4th Grade | Reading
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Communicate

Send messages in Teams and meet virtually with your students
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Message your class

To create a message for your whole class,
select Teams, then pick a class team and
channel.

Select Start a post button.
Type your message and select Post.

Use @ and the name of your class to notify
your class. Example: @Physical Science.

Chat e = [ To: F name, email, group ort

ntroduction to Genetics

Start a conversation with one
student or a group of students

At the top of the app, choose New chat.

2. Inthe To field, type the name of the student(s)
you'd like to message.

3. Type your message in the compose box and select
Send.
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Reply to a conversation

Posts in channels are threaded like social media posts. Reply under the original post to keep all the messages in a conversation
organized together.

1. Find the conversation thread you want to reply to.
2. Choose Reply, add your message, and choose Send >

e Assignments 10/27/2023 10:35 AM

Understanding Plants

View assignment

& ko  © ® +
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Schedule a virtual meeting for
your class

Use meetings in Teams to schedule virtual presentations
and discussions for your whole class.

1.
2.
3.

Select Calendar
Select New meeting.

Give your meeting a title and choose a date and
time. You can also decide if you'd like your meeting
to reoccur on a daily or weekly basis. Add any
additional details.

Select Add channel to see a list of your class teams
and their channels, then choose a channel to meet
in.

Tip: When you choose a channel in your class team to
host a meeting, any recordings and resources shared
during that meeting will be saved in that channel. All
students will be able to join this meeting.

RY]

Y

' I New meoting O

@
'@
o

03
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Schedule a virtual meeting
for your class (continued)

5. Now take a moment to review your meeting
when you're done, select Send. This adds the
meeting to your calendar, as well as your
students' calendars.

Note: Learn more about best practices for
running class meetings and maintaining safety
during meetings with students.

M meeting



https://support.microsoft.com/en-us/topic/creating-attending-and-running-meetings-while-using-teams-for-distance-learning-788d730f-2c7e-4761-a059-c9b3fe87adf7?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/topic/creating-attending-and-running-meetings-while-using-teams-for-distance-learning-788d730f-2c7e-4761-a059-c9b3fe87adf7?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/topic/keeping-students-safe-while-using-teams-for-distance-learning-f00fa399-0473-4d31-ab72-644c137e11c8?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/topic/keeping-students-safe-while-using-teams-for-distance-learning-f00fa399-0473-4d31-ab72-644c137e11c8?ui=en-us&rs=en-us&ad=us
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Meet with your students using video or audio calls

Use video or audio chatting in Teams to meet with your students in groups or one-on-one.
1. Select New Chat.

2. IntheTo box, enterone or more students' names.
3. Navigate to Meet Now.
4

Select Video call to meet using video or Audio call if you prefer to use audio only.

‘0 test_test_Cont... &ﬂ

% Adele, - Ashley /7 chat Files [# I Meet now 283 -

Bt Video call

You can also meet live with students in an existing chat.
1. Select Chat from the app bar, then choose the chat you'd like to meet from.
2. Navigate to Meet Now. Select Video call or Audio call to start a meeting with that student or group of students.

Tip: To schedule a meeting in advance, select Calendar > New meeting.
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Join and manage a
meeting

Join a meeting you have scheduled,

or someone else has invited you to.

1. Select Calendar and navigate to
the meeting you want to join.

2. Open the meeting and select
Join.

3. Double-check your audio and
video input, turn on the camera
and unmute your microphone to
be heard. Select Join now to
enter the meeting.

(]

Weekly Teacher Standup meeting

Waiting for others to join...
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How to use the toolbar during the meeting

Note: Learn more about
managing meeting roles,
student participation, and
maintaining safety during
meetings with students.

Mute and unmute your microphone

Send chat messages, share
links, add a file and more.

Turn your video on and off.

Weekly Teacher Standup meeting

Resources you share will be @ L% @‘ @ E

available after the meeting.

Chat Jeﬁp e Raise React View

o)

Rooms

.

More

test_test_Contosd Schools 9 —

Rl - o
Camera Mic Share

Add participants to the
meeting.

Access additional call controls.
Start a recording of the
meeting, change your device
settings, and more

Leave the meeting. The
meeting will continue
even after you've left.

X

Share your screen
or a document.
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Share and organize files

Share files in conversations and use the Files tab to keep track of them.
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Share a file T

Any file you share in a channel or chat can be opened by
all the students in that channel or chat.

- tream
u Prai
Tip: Teams works particularly well with Microsoft Office Approvals
documents. B \ia Learning
Updates
1. Inyour channel conversation, choose the plus sign @ YouTube
icon. Then select Attach file. @ workiows
2. Select from these options: go Velocity of Different Objectin Free
i Recent et mans é Chemical Reactions xlsx
«  Browse ©® F -
* OHEDrive ] o |I Promi
. Upload from my computer : e ,

3. Select a file > Share a link.

If you're uploading a file from your computer, select a
file, choose Open, and then Send.

The file you shared can be found in the Files tab.

& Attach cloud files
s EBrowse Teams and Channels
Upload from this device

® @
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Add Class Materials & :

. . [:l S Mitesms ;.. General Posts Files v Videos Insights Home Page S
Do you have important files you o
, 1
don't want students to edit, like a S b X Uoload v @ Editinoridview @ Shere &
syllabus or class rules? The Class
Materials folder is a great place to o Documents >
upload them. —_ Physical Science Folder
1. Navigate to the General channel & Home page 3 N emplate Modified
In your class team. R Class Notebook a1 Class Materials
2. Select the Files tab, then the T —
Class Materials folder. B Grodes @  Aircraft climb performance.xls October
3. Select Uplo§d to add flles from ‘%IJ reights 65 Amazon Rainforest.doc —
your OneDrive or device. Parents
S @ Fundamentals of Airplane Lift.pptx October
o * Main Channels
_ : B Newton - laws of motion.docx October
Eg LEneral
..... eeans Unit ID &

B Oceans_Field Trip_Signup_Form.xlsx October
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Assignments and grades

Create assignments, grade, and track student progress—all from Teams.
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w % Chemistry Knowledge Check

Create an assignment iT
A
1. Navigate to the Assignments scsanments in the app bar. @ New 3 ssignment

2. Choose Create, then select the option
for New Assignment.

3. Select a class where you'd like to create an ‘
assignment.

e New quiz

0b Learning Accelerators >
d Pre¢

@ From existing
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Add details to your assignment

The only thing your assignment requires is a title. All

other fields are optional.

* Title (required)

* Choose multiple classes or individual students in one
class to assign to.

* Add additional instructions.

e Add resources.

e Select a due date and time.

e Points available.

* Add a grading rubric.

* Add a category.

Tip: Read more step-by-step instructions for reusing
assignments, assigning quizzes, and more.

When you are finished, select Assign. To save this
assignment as a draft, select Save.

Generative Al instructions enable you to easily add
more details. Learn more about Al Instructions.

L]

Reading Journal Assignment

Intreduction

Purpose

Instructions

Sarerary (it .

Overs! Thoughts: vt

Submission

Conclusson


https://support.microsoft.com/en-us/topic/using-generative-ai-to-create-assignment-instructions-in-microsoft-teams-454a5340-1ae5-45dc-94d4-11e595d00e9f
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More on adding resources

Select Attach to choose an existing file or create a blank Microsoft 365 document to assign to each student.

. The default for the file will be Students can't edit, which means the
document is read-only. This is a great option for reference materials.

. Select More options > Students edit their own copy to distribute an
identical document to each student to edit and turn in.

This assignment is designed to help you develop your cntical thinking skills and to encourage you to engage with the text on a deeper level. By reflecting o~

your reading expenence, you wall be able to identify key themes, analyze characters and plot, and make connections to your own life expenences. Have fun

happy reading

a BingAnswers-20231002-141002 xlsx
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Choose assignment timeline

1. To adjust when an assignment is sent out or whether
you'll accept late assignments, select Edit
underneath the due date field.

2. Make your selections and choose Done.

Note: By default, no close date will be selected, which
allows students to turn in assignments late.

Edit assignment timeline
Multi-class assignment options

:‘ ) Set due date per class

Schedule date © ‘:) On
Fri, May 3, 2024 : L) 11:59 PM

Due date (U

-

LA
LTs ]
p= )

Mon, May 6, 202 : &) I )

Close date (1) (} On

[32°] Wed, May 8, 2024 : L) 11:55 PM
Assignment will post on Friday, May 3 at 11:59 PM and is due on Monday, May 6 at
11:55 PM. Late turn-ins allowed until Wednesday, May 8 at 11:55 PM
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View grades

Track student progress and access grades in the Grades tab.

1.
2.

Navigate to General channel of your class team.
Select the Grades tab.

Assignments appear in columns and your students in rows.
Assignments are ordered by due date, with the nearest date
at the beginning. Scroll down or across to continue viewing
assignments.

Your students' work will have different statuses

Viewed — The student has opened and viewed the
assignment.

Turned in — The student has turned in the assignment
and work is ready to grade.

Returned or points — When you've graded student work,
the points assigned will show. You'll see Returned if

the assignment doesn't have points.

Blank - No action has been taken on the assignment yet.

I

wa
m

€ Al teams

Physical Sclence

[orodes

Due befare Oct 29, 2021

Understanding Plants
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Start grading

You can choose any cell in the Grades tab to edit

it.
1.
2.

To begin grading, select Turned in.

This will open your student's assignment
with a Feedback and Points field you can fill
in.

To write comments on the document itself,
select Edit Document, and then either
choose to edit in the desktop app or your
web browser.

Choose the arrows next to the student's
name to move between student
assignments.

Select Return when you're done grading
and want to return an assignment to a
student. This means they will be notified
and can see your feedback.

Molecular Model Building Project

Ter return (9)

Mame *

e Cattan

m
|
| hes



Microsoft Teams for Education | Quick Start Guide for Educators

Return multiple e |-
Molecular Model Building Project
grades at once

1. To return more than one student Yo retum (%)
grade at the same time, choose the B Al ket e, Mt O v T
Assignments tab.

2. Select an assignment. el e

3. You can enter feedback and points 8 @ cneo fico o
here without opening student @ o e D °
work.

4. Use the check-boxes to select 9 B o :
which student work to return, or if 8 @ oot vanhs Rinedin =
you'd like to Select All. @ 0osson seny O Nk 0

5. Choose Return.

V] .35 Fredrickson, Al Turned B
WY Kozak Ashley Yamed °

Tip: Learn more about Grades and reviewing student
work.



https://support.microsoft.com/en-us/topic/track-student-progress-in-the-grades-tab-bc76ffde-bbf7-4db6-b443-735a07e32de0?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/topic/grade-return-and-reassign-assignments-63e5efdd-be09-47f0-87ea-e8e4bcb45aa4?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/topic/grade-return-and-reassign-assignments-63e5efdd-be09-47f0-87ea-e8e4bcb45aa4?ui=en-us&rs=en-us&ad=us
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Class Notebook in Teams

Use your class team's built-in Class Notebook for more class work, activities, and collaboration.
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Set up Class Notebook

Class Notebook provides every student with a place to take
notes and collaborate with the class.

1. To set one up inyour new class team, navigate to the
General channel.

2. Choose the Class Notebook tab and select Set up a
OneNote Class Notebook.
3. Follow the set-up steps.

Learn more: Using Class Notebook in Teams.

~(
o

< Al teams

Physical Science

B(Ia ss Notebook

Home

Alibri Light w20 « B T U Z+v A
i Welcome to Class Notebook
po;
Your OnaNote Class Nots k Is a digital notebook for the whole

class to store text, images, handwritten notes, attachments, links

voice, video, and more

1. Student Notebooks — A prvate space shared between the teachr and each

Incincual student. Teachers can Access everny student notedook while students can

only see ther own
Content Library — A read-cnly space where teachers can share handouts with
tudents

Collaboration Space — A space whare everyone in your dass can share, organize
vl callaborate



https://support.microsoft.com/en-us/topic/use-onenote-class-notebook-in-teams-bd77f11f-27cd-4d41-bfbd-2b11799f1440
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More resources
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Microsoft Teams Resources

Need Teams help right away?
Select Help to find answers without leaving the app.
Microsoft Educator Center

Dive deeper into our tools with self-paced PD.
education.microsoft.com

Education Help Center

Find quick answers by product.
support.office.com/education
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