Working in Teams
These screenshots are of a test account that I set up to see how everything looks for the pupils.
When a pupil logs in to Teams they will see all the classes they are a member of – this only has 1 class.

When you come into a class the POSTS area is displayed showing all the recent conversations, meetings,
assignments etc. The tabs along the top are where to navigate.

CLASS NOTEBOOK
If a teacher has assigned work in the Class Notebook then this is what the screen will look like.
The folders for the pupil might have different names and there might be more of them than this example.
The pupil finds the work in the correct folder, clicks on it and it opens in the right-hand pane.
They can type directly onto the page and it saves automatically as they are going on.
The pupil can only see their own folder – they cannot see other pupils work.
The teacher can see in real time what they are typing.

ASSIGNMENTS
Clicking on the Assignments tab will show any assigned work for that subject. Click on it to open.

This assignment has 2 documents assigned to it – a class notebook and a Word document.
Clicking on the class notebook page will take the pupil directly to the right place in the class notebook area
(so they don’t need to try and find it as shown in prior steps).
To edit the word document just click on it to open it.

It opens the file but in browse mode
Click on EDIT DOCUMENT and choose EDIT IN BROWSER

Any editing can now be done on this page.
When finished click on CLOSE top right
This will return you to the assignment.

If everything has been completed click on HAND IN at the right-hand side.
They don’t have to complete everything in one go. They can come out of the document and not hand in
yet. Once they do their final updates they should hand in at that point. This way you can always tell if work
has been handed in or not.

That’s it – all done. The button changes to say UNDO HAND IN.

Click on BACK. The work just handed in is shown in the COMPLETED section.

Uploading extra files that were not sent as part of the assignment:
Go into the assignment area. Click on the + ADD WORK button.
Find the correct file on your computer and upload it.

