How To Guide Microsoft Teams

We will be using Microsoft Teams for Office Hours, tutoring, team meetings, and
most importantly, live lessons!

Click the blue link for instructions you need:
Microsoft Teams Office Hours

Here is how you get to Microsoft Teams...
1. Go to office.com which is linked here and sign in with your school
username and password.

2. It will come up with this screen...
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*Click on Teames.

3. Make sure you are looking at all of the Teams you are on by clicking on
‘Teams’ on the left hand side.

@® © @ ) wmicrosoft Office Home X @ Microsoft Teams X+

&« C [ & teams.microsoft.com/_#/schoolf/?ctx=teamsGrid

) B 2@ @60

H1 Apps " HRMS = swfflinks & B [@ ¢ A 0 Officesss [ staff TPT @ Pandora Incidents € Dyknow {_} CCSRemote Lear.. [ Teach from Home

Microsoft Teams Search or type a command _
—
&" Join or crc

7th Grade Science PLC 7th Math PLC Zth Pse"l":'i’efma' 1st Per. Social Studies Ms. Messier's Cl:


https://www.office.com/?auth=2

4. Click on the Team you would like to interact with. | am going to click on
Ms. Messier’s 1st Period Science
Class. This is the GENERAL Channel.
All students are in this channel from
our class. It is where all meetings will
start! Teachers can turn on and off the

chat.
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guestions, comments or concerns.

*A note about office hours: it is for HELP, CHECK-INS, and QUESTIONS. Please do not come into office hours as a distraction and follow
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Happy Friday, everyone!
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Start a new conversation. Type @ to mention someone.
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5. There are two ways to get into a Video Chat.
First Way: Click on the “Calendar” on the left hand side. You can see all
meetings that are scheduled! Click on the meeting you would like to join.
Once you are in the meeting details, you click the Join button in the top right
hand corner!
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Second Way: When | start a Video Chat, a box will pop up with the option to
click “JOIN". Click this join button! Video chat with me and other students who
might have questions for me.

This is just an example picture | found... but it will look the same. See the ‘Join’ button?e
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Here is how Office Hours work...

No need to sign up for a time!l Simply JOIN when you have questions/concerns!
Mrs. Cook and | will post our Office Hours as soon as we have them set. Check
for this information on our websites and in Canvas on the homepage!

Reminders:
e Stay ON TASK during office hours and respect the time. Do not
distract others. Follow Live Meeting Expectations.
e If you need one on one time, please schedule outside of our
office hours. Send us an email with your available timel!



https://docs.google.com/document/d/1gQnTfPEwcnKHGkLaXVlJRj6Y6DuIVn6PABAlvRo6_ig/edit?usp=sharing

