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Purpose:
Teams is a program that will allow you to interact with, get instruction from and seek help from your teachers.

Your first point of call for lesson information should be SMIU as usual, this will provide specific lesson
instructions for your lesson that day and should either include the resources that you would need to access or
direction on where to find them.

Teams becomes the virtual classroom space, where you can hear from/see you teachers and get extra support
or instruction.




3|Page

Glossary:

Team:

This is the overall group, your teachers will add you to a team for each of your classes.

Thao Lam, Bior Bior and 12 others are mut

Favorites

B veor 11 Physics Harris Team Year 11_Physics_Harris_Team > General -

General
” 3 Conversations  Files  Class Notebook
3 more channels —

- &
@) Year 11_Physics_Harris_Team_Extra ! =

General

More

Channel:

Underneath the team name you will see one or more channels. Some teachers may just use the General
channel, others may set up specific channels for certain topics or units of work.

Follow the instruction of your teacher for which channel to access.

< All teams

Year 9_Science_Harris_T... -

General

Biology - The Perfect Human Body
Physics - Home Energy

Physics - Space from the Earth

5 hidden channels

Note: some channels will be hidden by default, clicking on where it says ‘# hidden channels’ will show all the
hidden channels:

~— s v u— -

Biology - The Perfect Human Body Year 9_Science_Harris_Team

Physics - Home Energy
Biology - Wetland Ecosystems

Physics - Space from the Earth
5 hidden channels > Chemistry - Looks Good, Smells Go...
Chemistry - Water Chemistry
Earth and Space - Colonising Other...

Earth and Space - Natural Disast...
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Tabs:

At the top of the team there will be a series of tabs, this is where you will go to access files.

Year 11_Physics_Harris_Tean

Conversations  Files Class Notebook =+
l‘
D)
Waffle:

The 9 dot grid on Microsoft product that opens up other options:

B2 Mail - andrew.harris@st X

é — O I E] outlook.office.com/o

® st ColumbaCollege | Ou

Search Mail and People ,O ® New| Vv

A Folders Inbox

Calendar:

Exactly as the name suggests, this is where you find your meeting or live event sessions that your teachers set

Search or type a command St Columba College v @ — >4
() Today < > March 2020 You're up to date! [l Week
15 16 17 18 19 20 21
unda Monday Tuesda Nednesda Thursda ia trda
1PM Learning@home Live
Andrew Harris g

Teams conversation wall:
This is found on the landing page of the team. This is a public forum to communicate in a written way to other

members of the team.

lStart a new conversation. Type @ to mention someone.

A ¢ © B 9 - B




5|Page

Finding Teams:
There are 2 ways to access Microsoft Teams.

1. Through Outlook (or Office 365)
2. Dedicated desktop app

Both options work fine, but the desktop app tends to be a little more stable/reliable as it does not need
another program (browser) to run it.

Outlook/Office 365:

Note: while all browsers should work, Chrome is usually the most reliable for Office 365 features,
despite Edge being a Microsoft product it sometimes has issues with a few of the Office 365 programs.

Using the web-based email (i.e. in a browser — Edge or Chrome) in the top right corner there is a ‘waffle’ of 9
dots,

7 Mail - apehesnboox@s! X

é - O ‘ E] utlook office.com/c

Search Mail and People ,O @ New |V

A Folders Inbox

Clicking on this brings up a range of Office 365 apps
B Mail - MDOODONEs <+

i ) = office.com

Office 365 —

ﬂ/ Outloak fi O
m | woed n! Excel
ﬂ" PowerPoint m F OneMate

E' SharePoint ﬂ Teams

[, CTIRPTIERR . -
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Clicking on Teams will load this program.

Note: it will generally load in the same window, so right clicking and selecting open in a new tab may

be the best option.

— ontact yet

@ OneNote
B
k @ S

Calendar H and | are In the process of f

r

‘ade contact with St Peters. N
| nerty

: this with
Open in new tab Pl

Learn more

This then opens the teams program.

&< = O |E] teams microsoft.com/_#/conversations/General?threadid=19:6e8310a51b264206842979c9b612e1bf@thread skypedictx=chant

Loading Microsoft Teams.

If Teams does not appear here, you can find it in 2 other places:

From the waffle you can click on ‘all apps’ which will open up a list of other Office 365 products




7|Page

0

“;| Forms |555:| C
y:— Yammer

All apps —>

Daciiments
Find and click on teams.

{— % O I E] outlook office.com/ow

& Back
Q_  Search all of your apps

WY SRRt /
ite

B st 3
»P stream o
oo :
[V] Tasks

T

ac

Teams [y

r

m Video tic

The other option is to open Office 365 itself.

This can be done a few ways but the easiest two options are, clicking the waffle and then there is an Office 365
Button

é 9 O l E] outlook.office.com/owa/?|

I Office 365 — tloo

Annc
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Or simply going to office.com and signing in using your normal college login details:

1] Office 365 Login | Microsoft Offic X + - X
<« C' & https//www.office.com * 6
@ This site uses cookies for analytics, personalized content and ads. By continuing to browse this site, you agree to this use. Learn more

=- Microsoft | Office Products + Resources ~  Templates ~ Support My account Buy Office 365 All Microsoft Sign in

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

Either of these methods will bring you to this page:

Good afternoon P search
AppS Install Office v
= a @ @ T B @& Ng
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Noctleabscs)ok
s 2
Sway Forms

Explore all your apps —

Documents T Upload and open...

Recommended >

/ This document was edited / This document was edited / This document was edited f This document was ed| M Feedback

From here click on the app that you want (Teams)
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Desktop App:

The other option to access Teams is using the Desktop app, which should already be installed on your laptops,
if not, then just Google and install as you would anything else.

Find this program and open as per any other program:

Life at a glance

e 9 m a o B8

Microsoft Edge Google Chrome  File Explorer Store PearsonBooks. 2016

= wg 0 - ]
=] Semeniaito- Untitd.mess
Wireless Displ. 3 Word 2016 Matic Recycle Bin @

mid90s FLAC
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Accessing your team:

When you are first invited you will receive an email telling you that you have been added to a team:

Microsoft Teams

Daniel added you to the Staff_Science_Team class!

Staff_Science_Team

1 members

Open Microsoft Teams

Clicking on the link in the email will open teams for you:

@ My day - Timetable - SEQTA X & Microsoft Teams

X ar

& c O @& teams.microsoft.com/_#/school//?ctx=teamsGrid

Microsoft Teams

Teams

i
s
¥ Your teams

Teams

IS

Year

Year

Search or type a command

12_Physics_Harris_Team

6_Science_Harris_Team

Year
10_Science_Harris_Team

Learning@Home
Test_Team

This will show you all the teams that you have been added to.

Year
9_Science_Harris_Team

SS_Kinship:LashmarB_Harri

S

* 9 0

St Columba College v @
®

+ o
V @ 25 Join or create team

¥

Year
9_Science_Harris_Team_E...

Staff_Science_Team
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If you have used Teams previously and you need to access a different team, clicking ‘All teams’ in the top left
corner will bring you back to the same view:

< All teams

Clicking on the team that you want to access will take you to the team landing page

@® My day - Timetable - SEQTA X K General (Year 12_Physics Harris = X + !
& C O & teams.microsoft.com/_#/school/conversations/General?threadld=19:60e2d6871d214155b98644a3a3c22c06 @thread.skype&ictx=channel i 0} (]
Microsoft Teams Search or type a command St Columba College m

< All teams General Posts Files Class Notebook Grades -+ ® Team
k.

Year 12_Physics_Harris_... -
Welcome to Year 12_Physics_Harris_Team

Choose where you want to start

ooy

Upload Class Materials

General

Electricity and Magnetism
Light and Atoms

Motion in 2D

Find help & training

Start a new conversation. Type @ to mention someone.

A ¢ © B Q - B

From here you can access the channels, files or conversations that you need.
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Accessing Files:

In the General channel, as well as any of the other channels that your teacher has set up, at the top of the page
there will be a series of tabs.

General Posts Files Class Notebook Grades -+

Electricity and Magnetism Pposts Files Notes -+

Clicking on the ‘Files’ tab will show folders where your teachers have stored the resources you need to access.

My Udy - HmewDie - SEuiA A g CIECUIULy dna viagneusi (rear - A e e ~
< CcC 0 & teams.microsoft.com/_#/school/files/Electricity%20and%20Magnetism?threadld=19:4e4f303be0ab429eac2d6e4540d2e88a@thread.skyped&ic w @B (]
Microsoft Teams Search or type a command St Columba College v m
Electricity and Magnetism Posts Files Notes + e
+ New v T Upload v &3 Sync @ Copylink L Download -+ = All Documents* v

Electricity and Magnetism

Year 12_Physics_Harris_... -+

Name T v Modified v Modified By v
General 01 Electric Fields December 12, 2018 Andrew Harris
Electricity and Magnetism
Light and Atoms — 02 Motion of charges in electric fields December 12, 2018 Andrew Harris
Motion in 2D — 03 Magnetic fields December 12, 2018 Andrew Harris
—— 04 Motion of charges in magnetic fields December 12, 2018 Andrew Harris
—_ 05 Electromotive Effect December 12, 2018 Andrew Harris
— 06 Formative Tasks January 24, 2019 Andrew Harris
— 07 Revision Materials December 12, 2018 Andrew Harris

[ Power(ELECTRICITY+MAGNETISM)_NO_T.gif February 19, 2019 Andrew Harris
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Downloading Files:

When you are accessing these files, always download the files to your device before working on any of the
questions etc.

This can be done in 2 ways:

At the top of the folder there is a ‘Download’ button, this will download all the files in that folder in a zip file,
that you can then open and have access to:

Electricity and Magnetism Posts Files Notes -+ {

+ New v T Upload v & Sync @ Copylink & Download & OpeninSharePoint = All Documents

Flartricity and Mananatiem > 01 FElartrie Fialdc

Alternately you can download one file at a time by hovering your mouse over the name of the file so you see
three dots appear on the name of the file:

@] PPT - Electric Fields and Electric Potential le...  December 12, 2018

@] notes Electric Charge and Electric Fields.docx ~ December 12, 2018

O Ej PPT - Electric Fields and Electric Poten... --* December 12, 2018

= ] o Show actions
@] notes Electric Charge and Electric Fields.docX'  veccnwer 12, 2018

Clicking on these dots gives you the option to download:

Search or type a command Copy link ‘
]
Make this a tab

| tecricty and Magnetism v -

] Open v @ Copylink [] Makethisatab ~ Delete

Pin to top

:ctricity and Magnetism > 01 Electric Fields R
ename

Open in SharePoint

D Name
Move
——  Worksheets
Copy
@ PPT - Electric Fields and Electric Poten... --- More > |

The file can then just be found in your Downloads folder on your device.

If you need to go back into a previous folder, clicking the name of that folder above the files will bring you back.
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P — — ~T =g ~~—pg ottt — -—— e

Electricity and Magnetism > 01 Electric Fields > Worksheets

Team Conversation Wall:

As mentioned in the glossary, this is a public written forum where students and staff can interact and respond to
each other’s questions,

Many of the lesson sessions during a Learning@home period will be run from here.

As it is a public forum it is recommended to keep the communication as formal and professional as you can.

When you first access the session it is a good idea to say hello to your teacher so that they know you are online,
this is how your attendance for that lesson will be recorded.

If there are no posts from you during a lesson session (and you have not joined a meeting or live event) this will
be recorded as you being absent.

At the start of a Conversation Wall lesson you can expect to see some sort of welcome set/up message:

Andrew Harris 2:39 PM
Hi Everyone,

AH

The session today will run from 3.30 to 4.30pm, | am here to answer any questions or problems you may
have,

If you have questions please make them as specific as possible, 'l don't understand' is very difficult to
address in this way, 'l have got to part c of question 3 and my answer of .... doesn't seem to make sense' is a

much more manageable question.

Your questions can be entirely individual based on just your work, but remember that the whole group can
see the messages.

Let me know what you need,

Mr Harris

See less

< Reply

Start a new conversation. Type @ to mention someone.

A ¢ © B @ - B

You are then able to reply to that post with your questions and/or discussions:
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Let me know what you need,

Mr Harris

See less

Kerryn Harris 2:44 PM @
Thanks Mr Andrew Harris

< Reply

Conversation tips:

You can target your comments to your teacher or to another student by using @ and then starting to type the
name:

Suggestions

Phillip Johnson (Junior)

phillip.johnson@stcolumba.sa.edu.au

@phillip)

If you want to show the teacher a question you have been working on or an example that wanted clarification
of you can add that to the message and upload it.

see the messages.
Let me know what you need,

Mr Harris

Recent
2 - (@)
i Browse Teams and Channels ‘W Harris
@ OneDrive
Upload from my computer

A & © > Q - =

Note: Remember when posting that everyone, including your teacher and the Learning Area Leader for that
subject can see what you’re posting with your name attached.

The only things that should be posted are hello’s at the start of the lesson, or questions/comments about the
class work.
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Deleting/editing comments:

Individual will be able to delete or edit their own messages/posts. So if you make a mistake in your post you can
remove or change it if needed.

Teachers will also be able to delete any comments they need to.

This is done by hovering your mouse over the comment in question, this will make a series of emojis and three
dots “..." pop up in the corner:

have,
See more ¥ b" o @ ...

K Kerryn Harris 2:44 PM @
Thanks Mr Andrew Harris

< Reply

Selecting the three dots will give you are series of options including editing and deleting:

¢’ Reply
' © &0 @
Andrew Harris 2:39 PM m Save this message
Hi Everyone,
¢ Edit
The session today will run from 3.30 to 4.30pm, | am here to answer any questions or prc & Delet
elete
have,
z 915 Mark as unread
See more
& ;
KH Kerryn Harris  2:44 PM @ Copy link
Thanks Mr Andrew Harris & Share to Outlook
< Beply A% Translate

(%) Immersive Reader

Start a new conversation. Type @ to mention someone. 2 Turn off notifications
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Video Conferencing:

There are a number of ways that video based lessons can be facilitated using teams, a Live Event or a Scheduled

Meeting.

Teachers may choose to use either or both of these options when they are running lessons for you.

A ‘Live Event’ is a live stream from the teacher where they can present information to you showing PowerPoint

presentations or documents etc. and explain them to you.
Teachers can see a list of students who are viewing the event but they will not see you.

A recorded video of these Live Stream Events can be recorded and this will be made available to you afterwards.

A ‘Scheduled Meeting’ allows face to face interaction in a group video conference. These types of meetings will
allow you to speak directly to your teachers, ask them questions, seek clarification etc.

When your teachers set up these video conferences you will receive an email from them inviting you to the

meeting:
Phillip Johnson (Junior) on behalf of
&
- 11_Chemistry_Johnson_Team S 9 2

Wed 25/03/2020 15:58
Phillip Johnson (Junior); 11_Chemistry_Johnson_Team ¥

]

(© Wed 25/03/2020 16:00 - 16:30

No conflicts
fE] RSVP to this event Email organiser Q

Add a message to 11_Chemistry_Johnson_Team (optional)

V' VYes ? Maybe X No

® Propose new time

While it is a good idea to respond straight away you can RSVP anytime before the meeting finishes, even after it

has started, you can still access the meeting if you missed the email or forgot to reply.

Once you have replied it will put an event in your Teams Calendar:
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Microsoft Teams Search or type a command

St Columba College v @
®

Calendar

)| Today < > March 2020

Calendar Monday Tuesday Wednesday
N test tets
Al Andrew Harris Andrew Harr (@ N .
N Test meeting Year 9
Y Kricti =
{ Kristina Wesley =]
4PM Phillip Johnson (Junior)

5PM

6 PM

&) Work week

26 27

Thursday Friday

When it is time for the meeting and you are ready to join, click ‘Join’ on the calendar event:

Phillip Johnson (Junior) m

You can also access a meeting via the Channel conversation wall:

weneral

Andrew Harris 1:51 PM

Scheduled a meeting

AH

ﬂ (no title)
Tuesday, March 17, 2020 @ 2:00 PM

& Reply

Ao OB e

Start a new conversation. Type @ to mention someone

Upload Class Materials

Set up Class Notebook
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If your teacher is running a Live event, then the access link will be either emailed to you or posted in the
Channel Conversation wall:

233  Andrew Harris changed team description.

Andrew Harris 12:28 PM  Edited
Hi Everyone,
Looking forward to the first live event, 3.30 today (Monday 16/3), hope to see you there.

AH

https://teams.microsoft.com/l/meetup-
join/19%3ameeting_OGVjZTAXNDgtM2M3NiOOMTQ5LThmNDItZTc50DY1ZWFkMjgz%40thread.v2/0?
context=%7b%22Tid%22%3a%22fba15b65-df58-4536-b68c-
9abdfb1b006d%22%2c%220id%22%3a%224bcf283c-48ec-4e68-acb1-
625e9f9bb321%22%2c%22IsBroadcastMeeting%22%3atrue%7d

If you haven’t trialled a video meeting before you may need to give Teams permission to access the camera and
microphone for the video call:

Select Allow to let Microsoft Teams use your mic and
camera for calls and meetings on this browser.

When you do, we'll turn your devices on for a moment to set them up.

Once you are have given the permission you will see a landing screen:

Note: here even though | gave permission to Teams, my webcam is turned off:
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Microsoft Teams Search or type a command St Columba College v @

Choose your audio and video settings for

Meeting in "General”

Calendar

[Zi

Join now

$ OO

Other join options

9 Audio off = Add a room

Join now

Mic and Speakers

Other join options

&) Audio off Phone audio Add a room

Clicking join from here will then show you your teacher or the other participants in the video meeting:

If you are seeing other students and not your teacher, you should see down the bottom of the screen a series of
circles with initials:
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Clicking on your teachers initials will put them into your view window.
If you are using the desktop app, rather than the web-app then you can see up to 4 people at a time.

When you have finished the video conference you can simply hang up pressing the red phone button and this will
end your call:




