How to Access ‘Teams’ and Complete Assignments — Child Version

Go to the website:
www.office.com
and click on sign in.
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Welcome to Office

Your place to create, communicate, collaborate, and get great work
done.
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Sign up for the free version of Office >

Step

Type in your email
address:

@westacre.worcs.sch.uk

Type in your password:

(This is the same
password that you use,
to log on to the school
computers)

B® Microsoft
Sign in

[Email address, phone number ar Skype

Na account? Create one!

Sign-in optians

B® Microsoft
@ e stacre worcs sch.uk
Enter password

Password

Forgotten my password

Sign in with ancther account
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To access Teams, click
on the Teams icon.
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Step

Your computer/laptop

Microsoft Teams

4 | may suggest you
download the app. o=
Check with an adult e - =]
. . . L]
first, or just click ‘Use o—-18 -
the web app instead’. \l° .
Download the Teams desktop app
and stay better connected.
Jse the web app instead
Step | Click on Assignments. AT S Q se
5
Teams
Your teams
6BP
. . Microsoft Teams Q. Search
This will show you what
learning you have to v Assigned
comp lete. To view older assignments, navigate to an individual class team
n 6Rs Review
. . 6BP - Due tomorrow at 15:30
Click on the assignment
. > Complete:
to read more about it. complesd
Step | There will be a date of Microsoft Teams o search
6

when it is due. \

There will be some
instructions to read

about the task. = ——

Click on the document
to open it. You will
then be able to
complete the task.

[ Assignments

< Back

6Rs Review

Due tomorrow at 15:30

Instructions

Rank the 6Rs in order of importance.

Which is the most important? Which is the least important?
Argue your point.

My work
@) 6Rs.docx
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Step You tUPe Uour learnlng Microsoft Teams Q Search
7 | onto the document. It __ R dock
Wl.ll. automatlcaug save. File Home Insert Layout References Review  View  Help Openinl
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Type your learning here.

When you have Cose
ﬁnished, click the close App  Q Tellmewhstyouwanttodo 7 Editing v
button ©EviEv = & stlesv O Fndv /& Editor

File Edit View Favorites Tools

Step | You will return to this
8 | page.

Microsoft Teams Q Search

< Back

If you wanted to

attach another PRl GRs Review
document or Photo’ PP —— Due tomorrow at 15:30

. Instructions
you Woul,d. Clle ‘Cld.d. Rank the 6Rs in order of importance.

Which is the most important? Which is the least important?
Argue your point.

work’.

My work

Once you are ready to
hand in your learning,
you click ‘Hand in’.

It will then show you _____D&} Handed in Wed 07 Oct 2020 5t 2152 ~
the date and time that

you handed it in.




Step

If you go back into the
Assignments section,
your learning should
have moved to the

‘Completed’ section. \

When your teacher has
marked your work, it
will appear in your
‘Activity’ section.
Numbers indicate
notifications.

Click on activity.

Notifications appear in
the feed.

The notification will
say ‘Assignment
returned’. Click on it.
You can then view the
feedback from your
teacher.

~ Assigned

~ Completed

To view older assignments, navigate to an individual class team.

6Rs Review
6BP

v Assigned

~ Completed

To view older assignments, navigate to an individual class team.

GRS Review
GBP

>

Nothing left to hand in. #winning

¢ Back

6Rs Review
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