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https://login.microsoftonline.com/
https://login.microsoftonline.com/

You will receive Microsoft 365 login details from the school.
If you have not received these details, please contact the school to request them.

SECTION A

How to launch Microsoft Outlook — Email

1 How to open MS Outlook from browser

1.1 Open your preferred internet browser, e.g. Google Chrome, Microsoft Edge, etc.
1.2 Login to office 365 (https://login.microsoftonline.com/)

1.3 Enter your email address then click Next button

BT Microsoft

Sign in
(_student2@jpgs.org >

Mo account? Create one!
Can't access your account?

Sign-in options

Enter password then click Sign in button

2% Microsoft

¢ student2@jpgs.org

Enter password

Forgotten my password



https://login.microsoftonline.com/

1.4 Opening e-mails on Outlook
Upon logging in, Outlook should be listed amongst recommended programs, click on Outlook.

Office 365 O Search Q &

Good evening, student Install Office

+(E)e &EA HA $ ®W & & &EH

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway All apps
However, if Outlook is not on the list click on All apps
Office 365 L Search Q & ? @
Good evening, student Install Office
+ ® e @ ®do $ W P & &
Start new Outlook OneDrive Word Excel PowerPoint  OneNote  SharePoint Teams Sway A
You will find Outlook listed under Office 365 tab and even under All apps tab
Office 365 22 search jal &g
f\ll apps  Tips and Tricks
Calendar Delve N Dynamics 365 Excel

k
Y
o
0

Lo 4

Schedule and share meeting and ev...

Forms

Creste surveys, quizzes, and polls ..

Outlook

Business-class email through a richy

Power Automate

Create workflows between your app..

Stream

Share videos of classes, meetings, p...

Video

Share videos of classes, meetings, p..

@ > d W

1 ¥

Get personal insights and relevant i..

Kaizala

A simple and secure mobile chat ap...

People

Organise your contact info for all yo..

PowerPoint
Design professional presentations.

Sway

Create and share interactive reports,..

Whiteboard

Ideate and collaborate on a freefor...

Break down the silos between your ...

OneDrive

Store, access, and share your files in...

Planner

Create plans, organise and assign ta...

Project

Develop project plans, assign tasks, ...

Teams

The customisable, chat-based team ...

Word

Bring out your best writing.

Discover and connect to data, mode...

OneNote

Capture and organise your notes ac...

Power Apps

Build mobile and web apps with the...

SharePoint

Share and manage content, knowle...

To Do

Manage, prioritise and complete th...

Yammer
Connect with co-workers and class...



Upon clicking Outlook, the following screen should show up.
Click on Inbox to view emails you have received from the school.

= RETIEEELE 1 Mark all as read Undo

~  Favarites (@) i Focused =) Other Filter

& Inbox O Microsoft Teams = =]
You have been added to a dl... 6/29/2020

= Microsoft Teams ZUKO added you to the G...
& Drafts

Add favorite

~  Folders

£ Inbox

& Drafts

B Sentltems

To read an email, click on the email under focused tab, the content will be loaded here

—

= Ti] Delete = Archive & Junk v < Sweep 51 Moveto v < Categorize v (O Snooze ™ Undo
~  Favorites @) i Focused =] Other Filter You have been added to a class team in Microsoft Teams

Inbox O Microsoft Teams
You have been added to a cl... 6/29/2020 Your class assignments, notebooks Gather arounP¥ topic or project
Sent ltems Microsoft Teams ZUKO added you to the G... and more
‘Within any class, add channels to
Drafts Assignments, files, notebooks, and organize work around a specific unit
announcements—class basics are all or class activity.
Add favorite covered here. Plus, engage your class

with lively conversations and added

external resources.
~  Folders

£ Inbox
& Drafts
Open Microsoft Teams
B Sent ltems
l  Deleted ltems
- Get it now! Take it with you wherever you go.
©  Junk Email
5 Archive [ Micros &2 Micros
Ot inciows oft s
Notes Teams - Teams -
Windows i0s
Conversation Hist... [aMicros o2 Micros
oft oft
New folder Teams - "¢ Teams - Android
Windows Android



SECTION B

Getting started with MS Teams
1.

1.1 Open your preferred internet browser, e.g. Google chrome, Microsoft Edge, etc.
1.2 Login to office 365 (https://login.microsoftonline.com/)
1.3 Enter your email address then click Next button

B® Microsoft
Sign in

Mo account? Create one!

Can‘t access your account?

Sign-in options

Enter password then click Sign in button

a5 Microsoft
«student2@jpgs.org
Enter password

Forgotten my password



https://login.microsoftonline.com/

1.4 Accessing Teams

Upon logging in, Teams should be listed amongst recommended programs, click on Teams.

Office 365 O Search Q&

Good evening, student Install Office

+ &R e ® ®W D o

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoin Sway All apps
However, if Teams is not on the list click on All apps
Office 365 O Search Q & 2 @
Install Office

Good evening, student

+ &

Outlook

OneDrive

@ o $ o

Word Excel

®

SharePoint

%

Start new PowerPoint OneNote Teams Sway

You will find Teams listed under Office 365 tab and even under All apps tab

All apps  Tips and Tricks

E
F
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Calendar

Schedule and share mesting and ev...

Forms

Create surveys, quizzes, and polls a...

Outlock

Business-class email through a rich ...

Power Automate

Create workflows between your app...

Stream

Share videos of classes, mestings, p...

Video

Share videos of classes, meetings, p...

e » d N

(9]
.

Delve

Get personal insights and relevant i...

Kaizala

A simple and secure mobile chat ap...

People

Organise your contact info for all yo...

PowerPoint
Design professional presentations.

Sway

Create and share interactive reports....

Whiteboard

Ideate and collaborate on a freefor...

>
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K
-
%
W |

Dynamics 365

Break down the silos between your ...

OneDrive
Store, access, and share your files in...

Planner
Create plans, arganise and assign ta...

Project
Develop project plans, assign tasks, ...

Teams
The customisable, chat-based team ..,

Word

Bring out your best writing.

g B =

& ¢ 9

Excel
Discover and connect to data, mode...

OneNote

Capture and organise your notes ac...

Power Apps

Build mobile and web apps with the...

SharePoint
Share and manage content, knowle...

To Do

Manage, prioritise and complete th...

Yammer
Connect with co-workers and




Accessing Teams from Outlook

If you are currently on Outlook, you do not need to close outlook and restart the process.

Click on the App launcher button to open apps then click on Teams, remember if Teams is not

on the list, click on All apps in the same way you may have done with outlook or as shown in

step 1.4 of Section A.

() Office 365 Login | Microsoft €

“— & @ outlook.c

22t Outlook

New message

> Favorites

b Folders

vy Groups

G Outlook ‘ OneDrive
ﬂ Word a Excel

m PowerPoint N OneMote

a SharePoint @

mg Class Notebook a Sway
ﬂ Forms

All apps



2.

Loading Teams using the Web browser

Upon launching Teams.

You will be asked to either:

a) Download Teams to your computer. This will require you to install the app on your device. If
you choose this option, ensure that you download correct version of the app (Windows or MAC

OS, Android or iOS). Note that this guide does not provide information regarding this option.

b) Click on Use the web app instead

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead




3.  Accessing Classes / Teams

There should be a team for each of your subjects, to see the teams you’re place in, click on
Teams ribbon.

Microsoft Teams

Teams

Your teams

E@I GE& BOYS - Computer Science

Teams

StudentSample

Gnade Class 5ample

Your classes will be
listed here like these




4. Accessing Teams Channels

4.1 For each Team/Class, there will be a default channel named General. To access the content of
the General channel, Click on General under each class/team name.

Microsoft Teams (&

Teams RTd

Your teams

G5 BOYS - Computer Science

10



4.2 Accessing general subject Posts

This is where your subject teacher will be posting general messages pertaining to the subject.
Under General Channel, Click on Posts tab to view any announcement or instructions from your
subject teacher, note that you are also allowed to post remark, use this option to ask questions
not to chat with your classmates.

Generailes Class Notebook  Assignments  Grades @ Team

B Ansir Mahmood has added YouTube to the team.
T

285 Ansir Mahmood has changed team description.

Last read

Ansir Mahmood  Monday 14:21
AM° Dear 5Students, for today's lesson (Week01 - Sunday), you need to open Week(1 channel, be ready for live session at 10:15 - 10:40 am.

<« Reply

Ansir Mahmood has removed student 1 from the team.

Ansir Mahmood has removed student 2 from the team.
Ansir Mahmood has removed student 4 from the team.
Ansir Mahmood has removed student 3 from the team.

Ansir Mahmood has removed student 5 from the team.

(o 7% % 7 # %

Ansir Mahmood has added student 5 and 4 cthers to the team.
2 July 2020

i

General ended: 1 min 19 sec N

<« Reply
B Ansir Mahmood has added Freehand by InVision to the team.

[ Meeting ended: 21 min 24 sec N @

< Reply

Start a new conversation. Type @ to mention someone,

Ay ¢ © @ B D> Q e B

11



5  Accessing Other Channels

5.1 Teachers will organize lessons into channels appropriately named, i.e. lesson(s) will be placed in
channel.

To access the content of the lesson, click on a named channel e.g. WeekO1.

Microsoft Teams

Teams

Your teams

G& BOYS - Computer Science

General

, - Studentsample

b ﬂ Grade Class Sample

12



5.2 Accessing Posts tab under other channels

Similarly, teachers will post messages about specific lesson(s).

WeekOiIes Notes PowerPoint (@)  1.3.3 Input devi... (D

¢« Reply

Week01 Sunday Live Session ended: 56 sec

& Reply

Week01 Sunday Live Session ended: 19 min 4 sec

< Reply

Week01 Sunday Live Session ended: 25 min 23 sec

&« Reply

2 July 2020
Week01 ended: 48 min 54 sec
¢ Reply

Yesterday

Week01 ended: 1 hr 33 min

¢ Reply

Week01 ended: 8 min 17 sec

¢ Reply

Only channel moderators can post in this channel.

Ansir Mahmood |n also post files and YouTube videos in the Posts threads

siss] Week01 Posts Files MNotes PowerPoint 1.3.3 Input devices

a  Ansir Mahmood :et this channel to be automatically shown in the channels list.
29 June 2020

AM ZUKO NDABAMEBI Monday 12:35
° Added a new tab at the top of this channel. Here's a link.

PowerPoint h

< Reply

Ansir Mahmood  wionday 12:45

AM° Added a new tab at the top of this channel. Here's a link.

n IGCSE Computer Science Tutorial: 1.3.3 (a) — 2D Scanners h

< Reply

13
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5.3 Accessing Files
To access materials shared by teacher,
Click on Files tab and then navigate to the appropriate folder.

Double-click to open file

Week01 Postotes PowerPoint (& 1.3.3 Input devi.. (2D

+ New ~ T Upload v~ 3 Sync @ Copylink { Download B Open in SharePoint

Week01 > L1-Sunday

[ Name- Madified | - Modified By

@ Chapter 5 - input devices.pptx Sunday at 8:59 AM ZUKO NDABAMEBI
@ Worksheet(Chpter 5).docx Sunday at 8:56 AM ZUKO NDABAMEI
@ G8-W1_51+52(input devices).docx Sunday at 4:03 AM ZUKO NDABAMEI

5.4 Accessing Quick Links

Notice the additional tabs, these could be added by the teacher to provide quick access to certain
files that teachers deem important.

PowerPoint

The tab PowerPoint is the name of the presentation file made easily accessible as opposed to
opening through Files tab.

Week01 rPosts Files N03.3Inputdevi... D g 2 D -

File Home Insert Draw Design Transitions Animations v Open in Desktop App Q Search (o] =

Computer Science(0478)
(rada R

14



YouTube

YouTube videos can also be embedded as quick links, see tab named 1.3.3 Input devices

Week01 Posts Files Notes Pc'.verPo g . O & -

later  Share

1.3.3 (a): describe the principles of operation of 2D
scanners and describe how they are applied to real life
scenarios.

A 2D scanner is generally used'as a method
of inputting paper documents and storing

them in a computun electronic form.

15



Live session on MS Teams

You will see on a time table which lessons will be live. For live sessions you will need a
computing device with a webcam as well as microphone.

Ensure that you are set for the live session at least 5 minutes before the session.
Things to do beforehand.

Login to a device (Laptop, desktop PC, Tablet etc.).

Connected to stable internet connection.

Microphone connected and tested.

Be ready to be seen by other people

Login to MS Teams as shown in step 1.3

Teachers will share URL of the channel that will be used for the live lesson to avoid confusion of

which channel to tune in. Do click on the link provided which will direct you to the right site.

Upon clicking the link, you will be directed to Ms Teams, you may have to login using your login
details. You will then be directed to the right channel where you will receive session invite from

your teacher.

(@] ot & | httpsy//teams.microsoft.com/_?tenantid=364dae48-5b27-4dd0-a581-bae5e376aeab®/school/conversations/Week01?groupld=d1b6d80d-555f-4cb2-a574-508 bid B ﬂu

< All teams Week01 Posts Files Notes PowerPoint 1.33 Input devices ® Team

G Week01 ended: 1h 33m N
<« Reply

G8 BOYS - Computer Science -+

(s} Week01 ended: 8m 17s 2

General & Reply

Week01 July 5, 2020
)] Computer Science WKO01 Lesson ended: 19m 12s w2

< Reply

(=t} Week01 ended: 40m 33s m w2
« Reply

Yesterday

=t} Week01 ended: 1m 48s 2l

' Reply

16



When you receive an invitation from your subject teacher

Click on Join

| G (1) Week01(GBBOYS - X l+ . e %
&~ = 0 M & | httpsy//teams.microsoft.com/_?tenantld=364dae48-5b27-4dd0-a581-bae5e376aeab#/school/conversations/Week01?groupld=d1b6d30d-555f-4ch2-a574-50¢ 1}( fz ﬁ\. =3
Microsoft Teams [l C. Search
< Allteams Week01 Posts Files Notes PowerPoint 133 Input devices @Team ()

e T e -

@ « Reply

(s} Week01 ended: 40m 33s W s
G8 BOYS - Computer Science
« Reply
General Yesterday
Week01 = (=] Week01 ended: 1m 48s )
& Reply
Today

mputer Science

W« Grade 8 Boys - Computer Science started

& Reply

Only channel moderators can post in this channel.

17



Example of an invitation when not tuned on the right channel but still on Ms Teams

Click on Accept

Microsoft feams @ — ‘

Teams Y @ %" Join or create team

.i

G8 BOYS - Computer
Science

~ Your teams.

Grade Class Sample StudentSample

[e]
=

Ansir Mahmood

wants you to join a meeting

Accept

18



6.2 Notice the title of the lesson to ensure you are tuning to the right class and right session.
Ensure that webcam and microphone are switched on and properly adjusted.
Click on Join now

Choose your audio and video settings for

Computer Science WKO01 Lesson

Join now

| . LA L ) £33 Devices

Other join options

¢4 Audio off (] Add a room

19
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6.3 In this window you will see your teacher, your peers and yourself.

Microsoft Teams @ Q Searct e

A You're an attendee You can chat and share audio and video, but not present or facilitate. Learn more Dismiss

ZUKO NDABAMBI & +++

6.4 Raising Hand
when you need to ask a question or provide response during the session, you raise your hand by
clicking on the hand icon

Remember to lower your hand when done with your question or response by clicking on the hand
icon again. The teacher may put your hand down also.

Your hand is raised.

20



S
6.5 Your teacher might be sharing a whiteboard where he/she will be writing on the board in real
time.

Students can also write on the shared whiteboard using the pens when given permission by the
teacher.

Open in app A, @

6.6 Your teacher can also share desktop for demonstration purpose.
Students can also share screens when permitted to do so, in order to do so you need to raise
your hand and request to share your screen as follows.

Sharing desktop
You can use this option to run any other program outside Teams, any program installed in your
computer can be ran, and its screen be shared with other students and teacher in real time.

Screenshare PowerPoint Browse Whiteboard

No files available

= %

Desktop/Window Microsoft Whiteboard

21
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You can share your screen by sharing the entire screen. i.e your teacher and peers will see
anything happening to your screen, any file you open, any program you load, including your
desktop.

e Select Your Entire screen

e Click on the screen
e Click on share

Share your screen

teams.microsoft.com wants to share the contents of your screen. Choose what you'd like to share.

Your Entire Screen Application Window Chrome Tab

When done with demonstration remember to click on Stop sharing, this will appear at the bottom

of Teams window.

teams.microsoft.com is sharing your scree Stop sharing ) ide

22



6.7 Share Application Window

You can also choose to share a certain window, provided that the program is already open, using
this option will only share the chosen window or program, this will not share other programs or
your desktop.

e Select Application Window tab
e Select the program intending to share
e Click on Share

Share your screen

teams.microsoft.com wants to share the contents of your screen. Choose what you'd like to share.

Your Entire Screen Application Window Chrome Tab

Python 3.5.2 Shell [FR Ising M5 Teams.docx -...

" Week01 (Meeting) | Mic...

m Cancel

6.8 Remember leave the virtual class at the end of the session by clicking Hang up icon.

23
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SECTION C
Additional Features

1 How to use OneNote class Notebook

1.1 To take full advantage of MS Teams, teachers might use OneNote Class Notebook.
To access OneNote Class Notebook collaborative workspace where a teacher and students can

present information in a page(s).

e Click on General channel
e Click on “using the collaborative space”
o Click on a page e.g. “Lesson 1 — Sunday”

< All teams General Fosts Files Class Notebook Assignments  Grades v

[l

File Home Insert Draw View Help Open in browser [
= N T T

G8 BOYS - Computer Science - B G8 BOYS - Computer Science Notebook 2 Lesson 1 — Sunday

@ Welcome Gettig ciaried viith the C 03 3uly 2020 1858
~ _Collaboratign ez Lesson 1 - Sunday IGCSE Computer Science Tutorial: 1.3.3 (a) — 2D Scanners
Calendar )
Using the Collabora...

l > _Content Library

l > student 2 1.3.3 (a): describe Ihe principles of operation of 2D
hey are applied to real life

scanners and describe h
sce

24



1.2 Accessing Content Library

Content Library is the space where teachers can present all different files in an organised
manner.

e On a General channel
e Click on “using content library” under Content Library
¢ Open any page e.g. Week01-Notes

< All teams General Posts Files Class Notebook Assignments  Grades <
5 BOVS - Computer Science * G8 BOYS - Computer Science Notebaok [ immersive Reacder ~ /# Cpeninapp~ @ Help () Terms of Use
B G& BOVS - Computer Science Notebook jol
. Week 01 - Notes
G8 BOYS - Computer Science Welcome Getting Started with the C...
03 July 2020 21:50
@ ¥ _Collaboration Space Math Lesson
WeekU l Using the Collabora... Worksheets Chapter 5 —Input Devices

! ~ _Content Libra Week 01 - Notes See Lesson Plan
1 } LN
Using the Content Li.. w

> student 2

G8-
WI_ST+..

See presentation

o

Chapter 5
- input

Chapter 5—Input Devices - click on the link

25



1.3 Accessing Student WorkSpace

Student Workspace is the workspace that can only be accessed by the individual student and
the subject teacher.

Students can upload homeworks

Under General channel, click on Homework section under student section marked by your name

General Posts Files Class Notebook Assignment:

File Home Insert Draw View Help i

Dy [l |calibri vl1 v B I U

=} G8 BOYS - Computer Science Notebook /O
Welcome Week(1 Homework

» _Collaboration Space
» _Content Library
~ student 2

Class Notes

Quizzes

Handouts

Click + Page to create a new page, then paste the file containing your homework

l Homework
pdf
Class Notes -

Quizzes Monday
Homewaork

pdf
==

Thursday
Homework

Handouts

+ section

Same can be done for class Notes, Quizzes and Handouts.

26



