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Access Microsoft Teams

o

Microsoft Teams works through your Office 365 account, using your Mercy email address and password

o

If you do not have the correct password, please email help@mercyhighschool.com to request a reset

o

If you are using a desktop/laptop computer, open a browser (Edge, Chrome, etc) and go to
teams.microsoft.com

o

If you are using an iPad, go to the App store and download Microsoft Teams

Microsoft Teams
Hub for teamwork
. Microsoft Corporation

#2 in Business

Free



mailto:help@mercyhighschool.com
https://teams.microsoft.com/
https://apps.apple.com/us/app/microsoft-teams/id1113153706

Browser or iIPad app¢

The app works differently than the browser version. If you are using the app, jump forward a few pages to
find those instructions.



Teams desktop app vs. web app

Teams may offer to install the desktop app. This is optional.

Stay better connected with the Teams desktop app

Already have the Teams app? Launch it now



Changing the View

The browser version of Teams has two views, List and Grid.

(e}

(e}

To switch views, click the More Options icon & and choose Switch View

(e}

In List View, the &5 is near the bottom left corner.

(e}

In Grid View, the &: is near the top right corner. Layout

Choose how you want to navigate between teams.

(e}

These instructions are written using List View.

Grid List




Three ways to join a Team:

1. Direct Add - You should automatically see the class in your list.
2. Link - Click the link and follow the steps to join the class.

3. Code - You willneed to log in to Teams and enter a code to join the class.

Look for this option in the bottom left corner of List view:

+
88 Join or create a team




Microsoft Teams & Search or type a command

Teams RTd . General Posts Files Class Notebook Assignments  Grades

Your teams

@ Sandbox

. Virtual Learning Environment Each class will be listed here
General
Discussion Click the triangle on the left to
1 hidden channel expand/collapse classes

Below each class are channels — subpages
for each class where different
activities/discussions may be happening.

Start 2 new conversation. Type @ to mention someone.

88" Join or create a team £33 A, & @ [ [ a1 = @




Microsoft Teams 4 Search or type a command
Teams RTd ‘ General Posts Files Class Notebook Assignments  Grades

Your teams

@ Sandbox

= Virtual Learning Envirenment

General

Discussion Use these tabs to quickly find files and assignments

1 hidden channel

Click the Posts tab fo refurn fo the main feed

You cannot track your grade through Teames.
Your accurate grades will be posted on PlusPortals.

Start 2 new conversation. Type @ to mention someone.

88" Join or create a team £33 A, & @ [ [ a1 = @




Use these buttons to
jump to different
areas of Teams

Click Teams to return
to this view

The Calendar will
help you stay on
track

Microsoft Teams
Teams

Your teams

@ Sandbox

= Virtual Learning Envirenment

General
Discussion

1 hidden channel

+ -
g8 Join or create a team

W

& General

Search or type a command

Posts Files Class Notebook Assignments

Grades

Start 2 new conversation. Type @ to mention someone,

Ay ¢ ©@ W B B

™

H




TeO MS fOr IPOd Microsoft Teams

Welcome to Microsoft Teams!
A happier place for teams to
work together.

m

‘ Sign up for free ’
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<

t-4

. Sign in using your work, school, or
Enter your Mercy email address Microsoft account.

Sign-in address

Get help with signing in
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Cancel

Enter your Mercy
email password

BT Microsoft

magic@mercyhighschool.com

Enter password

Password

Forgot my password

Sign in with another account

Terms of use

= 76% @ )

Privacy & cookies



sounds, and icon badg

e configured in Settings.

Don't Allow Allow




Microsoft Teams

microphone so other




= 75% [@m )

Join a Team General Jr

Virtual Learning Environment

1:54 PM Sat Mar 14

O\ Teams g

Master US 2 Team Posts Files More

Sandbox & Assignments

Classes listed here
Class Notebook

a Grades
Virtual Learning Environ... <--

3 |

>

> E U.S. History 2 D
General
Discussion

1 hidden channel

See all teams

.@ Activity a Chat :ii Teams Assignments Calendar
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oot General A
Q Teams <O @ Virtual Learning Environment o

Master US 2 Team Posts Files More

Sandbox & Assignments
Class Notebook

@ Grades

- @
- @
> E U.S. History 2 D

Virtual Learning Environ...
General

Discussion

1 hidden channel

See all teams

This is your main navigation bar. Tap Teams to go back to
the first page. Check out Activity to view notifications.

@ Activity a Chat :i: Teams Assignments Calendar
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oot General A
O\ Teams O @ Virtual Learning Environment o

Master US 2 Team Posts Files More

Sandbox & Assignments

Class Notebook

a Grades
Virtual Learning Environ... <--

- @
- @
> E U.S. History 2 D

General

Discussion

Show hidden channels 1 hidden channel Not all of the tabs may be visible.
Tap More to see additional tabs.

See all teams

g Activity a Chat :ii Teams Assignments Calendar
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— oo+ General 0
— Q Llu U @ Virtual Learning Environment /eA

> . Master US 2 Team Posts Files More

> @ Sandbox .. 8] Assignments Tap here to view/submit assignments
> E U.S. History 2 D Class Notebook
a Grades
v Virtual Learning Environ... <--
General
Discussion

1 hidden channel

See all teams

.@ Activity a Chat :ii Teams Assignments Calendar
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< Sample Assignment Turn in

02 - Using Channels Effectively Points

) 10 points possible
Due April 1, 2020 11:59 PM

Check due
date & fime

Instructions

1. Watch the linked video about using Channels in Microsoft Teams.
2. Consider how you would like to organize the Channels for your
classes.

3. Locate the Discussion Channel in this team and add a reply to the
discussion that was posted on March 12, 2020 at 10:50 am.

Read instructions

|_|r]|(s & f||es fOr -I-he Reference materials
assignment @ Video: Channels

My work

+ Add work Tap here to add your work

(%)

.@. Activity El Chat :ii Teams Assignments Calendar
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Turn in

+  New File v ]

@ Link
Attachments

000 Class Notebooks
egs Teams

Flat Screen Displays

Upload from this device

Lots of options for turning in assignments.
It is suggested that you create a file in
OneDrive and then furn it in. You could

also take a picture and then choose
Upload from this device.

.@. Activity El Chat @ Teams Assignments

Modified

Jul 14, 2017

Jul 23, 2017

Sep 19, 2017

Attach

Calendar
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Turn in

02 - Using Channels Effectively Points

10 points possible

Due April 1, 2020 11:59 PM

Instructions

1. Watch the linked video about using Channels in Microsoft Teams.
2. Consider how you would like to organize the Channels for your
classes.

3. Locate the Discussion Channel in this team and add a reply to the
discussion that was posted on March 12, 2020 at 10:50 am.

Reference materials

@ Video: Channels

My work
R 8F9698F3-DES9-432B-BE32-CBA6ACE355BF.png You can attach
IHM Weekly Update 252020.pdf multiple files

~+ Add work

Q Activity a Chat

Teams Assignments

Tap here to furn
in the work, and
then wait

Calendar
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< Undo turniin
Turned in Sat Mar 14, 2020 at 1:58 PM Confirmation
02 - Using Channels Effectively Points
) 10 points possible
Due April 1, 2020 11:59 PM ‘__.

Instructions

You will receive a random animation when

1. Watch the linked video about using Channels in Microsoft Teams.

2|. Consider how you would like to organize the Channels for your SU bml'l"l'lng OSSlgnmenTS You will Olso kﬂOW it
3. Loca;ce the Discussion Channel in this team and add a reply to the hOS beeﬂ SmeITTed by The hme/dOTe STOmp
discussion that was posted on March 12, 2020 at 10:50 am. O.I. .I.he .I.Op

Reference materials

@ Video: Channels

My work

) 8F9698F3-DE89-432B-BE32-CB46ACE355BF.png
IHM Weekly Update 252020.pdf

o] 244A7D27-0DF5-488B-A50F-F95B4D672697.png

Q Activity a Chat ags Teams Assignments Calendar
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TOp here TO Open menu E Q Teams g°+ @ VirtualLeg'ﬁir:geil;?\l.'ironment /'CA
> . Master US 2 Team Posts Files More
> @ Sandbox & Assignments

. E U.S. History 2 D Class Notebook

@ Grades
v Virtual Learning Environ... =<

General
Discussion
1 hidden channel

See all teams

Teams Menu

@ Activity a Chat :ii Teams Assignments Calendar
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Magic

© Available

Eﬁ Set status message

Notifications
g On

@ Settings

What's new

EB More apps

You can adjust notifications,
change your status, and more.
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= Q Calendar =l Test call

MARCH 14 TODAY Chat Details More

Test call Test call

“
A
A
A
A
A
A
z
v

Saturday, March 14, 2020

_ 230 pm - 3:00 pm Use the calendar to keep track of
Jeiin eell your schedule. You can also join

MARCH 15 TOMORROW

No meetings

Teams video calls from here.

Join Microsoft Teams Meeting Learn
MARCH 16 MONDAY

PARTICIPANTS (2)
Day 01 - Exploring Issues

in Technology class @ Melinda Johnson

PSSR AN

12:30 pm - 1:15 pm Organizer

MARCH 17 TUESDAY M Magic
© Noresponse

No meetings
MARCH 18 WEDNESDAY Delete event

No meetings This will delete the event for you only. It won't affect other participants.

MARCH 19 THURSDAY

No meetings

g Activity a Chat gﬁg Teams Assignments ﬂ Calendar
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c))
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X

Test call

“"Teams" Would Like to

Access the Camera

Please allow Microsoft Teams to
access your camera to add photos to
your messages, and to share video in

your calls and meetings.

Don't Allow

wa pA )

Video is off Mic is off Speaker

More join options

Join now v
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X

Test call

Netiquette:
Turn your Mic off when
entering a call.

You can furn it back on
when you're ready.

v pA o)

Video is off Mic is off Speaker

Adjust settings

Join now Joinnow v
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