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We recommend that you access Microsoft Teams via the laptop/desktop
computer app, if possible, for the best user experience. The screenshots and
instructions in this guide relate specifically to Windows devices but will be
similar, if not the same, for Mac users.

Children could access the Teams app on their own mobile devices by
downloading it from the app store and logging in as shown in this guide. Teams
does look slightly different on mobile devices but follows the same principles in
this guide.



Downloading/Updating Microsoft Teams

To download the app, open your web browser and go to www.office.com. Click on
“Sign in” and enter the e-mail address and password provided for your school
account. If this is the first time you have done this, you will be prompted to enter a
password of your own choice. Please make a record of the new password, it will not
be known to us at UMPS. The password should be something the children can
remember easily so they can access their account in school. You will then be asked
to set up arecovery email address or phone number (or both), so you can reset your
password if you forget it.
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The “Finish” option will only be available once you have set up one of the
authentication options.




Once finished, you will see the Office homepage, click on the small “X” to cancel
Microsoft’s prompt and click on “Teams”.
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The first time Teams opens, you should see this screen. Click on “Get the Windows app”
(or Mac equivalent).
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If you do not get this screen, the web version of Teams will open, but you can still
download the app by clicking on your initials in the top right corner, then clicking
“Download the desktop app”.
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If neither of these options appear, you can still download the desktop app by going
to https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-
app in your web browser and click “Download for desktop”.

If you already have the Microsoft Teams app, please ensure you have updated to
the latest version:

* Open the Microsoft Teams app
e Click on your initials in the top right corner
e Click on “Check for Updates”
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https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app
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Logging In

e Open the Microsoft Teams App
e Enter you Upton Meadows email address and click “Sign In”
e Enter your password and click “Sign In".
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If this dialogue box appears, you should untick the “Allow organisation to manage
my device” box and then click “Sign in to this app only”.
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Virtual Learning

Virtual Homework will we set into the Teams area for your class. Double click on your
class team. If you can’t already see your class, click on the Teams icon on the left
hand side. Then click on your class.
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When you enter your class Team area you will see the “General” tab. This is where
you can send messages to your teachers and answer any questions.

On the left hand side under the “General” channel is the “Help Desk” channel, this is
where you can post any issues you might be having with the virtual learning.
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Class Notebook

At the top, next to the “General” tab you will also see the “Class Notebook™ tab. Click
on this and then the arrow as shown below.

>
< Q Search & o
= < Al -+ ) <]
MMIY < teams General Posts Files fff Class Notebodl  Assignments Grades 1 more v/ S O ® ¢ Meet

- |
File Home  Insert ~ Draw  View  Help v Openinbrowser v Q Tell me what you want to do ()

S Fv B I U 2v Av - EviSv e Mo By v g
4PW
Welcome to 4PW Class Notebook

General

Help Desk

Your OneNote Class Notebook is a digital notebook for the whole class to store text, im
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
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.
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The following will appear as well as a folder with your name on (not shown here).
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Within the “Content Library” is where your teacher will load work for you to view (this
is read only for reference) before it is distributed to your folders so you can work on it
and do you work (it is editable).
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Your Work Area

In order to do your work, you will need to click on the arrow near your name.
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The learning areas will be under your name. The “Homework Weekly” area is where
you will find your weekly virtual homework task.
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You can type directly into this area using your key board or draw functions in the tool
bar.
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Handing in your Homework

When you have finished completing your homework and you are ready to hand it in
to your teacher. Please click on the "Assignments” tab at the top of the page. You
will have a button which says “Hand in” (not shown here as this is the teacher view).
Please click this and it will inform your teacher the work is ready to be looked at.
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