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How to access Microsoft Teams

Go to www.office.com

Then click on ‘sign in’” which is found to the left of the screen.

=. Microsoft | Office  Products Resources v Templates  Support My account All Microsoft

Remote Learning in education. Leam more >

Welcome to Office

Sign up for the free version of Office >

Sign in to use your favorite productivity apps from any device

d 8 ¢ @l & & W

PowerPoint OneNote OneDrive Outlook Teams

Sign in using your Tollbar Academy (TA) number and then add @tollbaracademy.co.uk

e.g TA008645@tollbaracdemy.co.uk. Then click ‘Next’

B® Microsoft
Sign in

TAO08754@tollbaracademy.co.uk

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

Sign-in options


http://www.office.com/
mailto:TA008645@tollbaracdemy.co.uk
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Your password is the same as your computer logon password in the Academy. Enter it then click
‘Sign In’
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Enter password

Forgot my password

Welcome to Tollbar Multi Academy Trust
Education Portal.

By using this portal, you are agreeing to the terms of
use within our acceptable use policy.

Tollbar Multi Academy Trust

You will now see your Office365 home page. You have access to the full Microsoft Office suite of
applications in the menu on the left-hand side
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The Microsoft Teams icon is where most of the teaching will take place. It’s clearly recognised by the

‘T’ Icon
i
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Joining a Meeting/Lesson on Microsoft Teams

In Teams, your main functions that you will need are the ‘Teams’ page, which each of your classes
have; the ‘Assignments’ page, which has outstanding assignments set by your teachers, as well as
submitted ones with feedback; and the ‘Calendar’ feature, where you will see an appointment for
each of your meetings. These are all accessed using the menu on the left side of your screen.

When you click on an appointment in your calendar for each lesson, it shows you the ‘Join’ button
which you will click to attend the lesson virtually at the time the lesson begins.

My calendar M

12A/Hi1 Lesson

Nov 27, 2020 3:30 PM - 4:30.82

B2y - - 12A7H Lesson

FothergilO

12A/Hi1 Lesson
from 3:30 PM to 4:30 PM

@ TA-12A-Hi1 - History > General

E] Chat with participants

o Fothergillo
=

You can also be ‘called’ in order to join a lesson, if this happens just click ‘Accept’ in order to join the
virtual lesson

% 12A/Hil Lesson
L]
% FothergillO

wraraas

FothergillO

wants you to join a meeting
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Joining a ‘Live’ Lesson on Teams

In order to join a live lesson you will need to click on the link that the teacher has posted in your
Team.

FothergillQ  11/27 1:20 BM
9 https://teams.microsoft.com/l/meetup-join/19%3ameeting_YjUzNDASZjItYmVmOCOOM)YxWEzYzItMGY0YJEOOWUSZWFi%640thread.v2/0?
context=%7b%22Tid%22%3a%22562387e5-7fda-4a52-886c-fdbf2f9520f3%22%2c%220id%22%33%22cd 77161f-34dc-419a-aa2¢-
b1b5ab5b42b7%22%2c%22sBroadcastMeeting%22%3atruels’

FothergillQ 11/27 1:20 PM
Please use this link to access the Live Meeting on Monday 30th of Novembers Lesson

& Reply

When you click this Link you will be taken to a screen where you can watch the lesson and ask
guestions to the teacher.



Family of Academies

Tollbar Academy 'f/ Tollbar MAT

How to Complete Assignments using Office 365

Go to the Assignments Tab on the left of the screen and this will open all the Assignments you have
been sent by staff.

To open an assignment simply click on it.

Assigned
To view older assignments, navigate to an iggi*dtal class team.
:-;omen / good _prog. o =ssay o B
A-12A-Hi1 - History » Due December 4, 2020 11:59 PM
Completed

This will pull up the assignments screen.
To complete work on this, you just need to click on the ‘Add Work’ section

Sometimes the staff will have uploaded a document you can work on without needing to add your
own document — This will appear here under the ‘Student Work’ Tab — both are shown below.

Example assighment where the student needs to upload the work.

< Back

Points

women / good progress essay o points

Due December 4, 2020 11:59 PM

Instructions

Good afterncon all
Please complete the following essay using the notes and plans we have made this wesk.

“Women made good progress in securing their rights between 1865 and 1992". How far do you agree?

My work

¢? Add work
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Example assignment where the student edits the uploaded document to complete the work

< Back

How did Cnut control the North Sea Empire?

Due December 6, 2020 11:59 PM

Instructions

Reference materials

@7 5. King Cnut.pptx

Student work

@5 10F-Hi2 NSE Task.docx

If the staff member would like you to read a document for the assignment this will be shown under
‘Reference materials’ as seen above.

If you need to upload some work to the assignment you just click on (7 Addwork and then

the screen below will appear.
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You can now select a file you want to upload from a few options.

—+  MNew File

@  Link OneDrive — This will be all the work you have done on Office 365

Teams

no
o
To

+ New File — This will allow you to create a new Word, PowerPoint
or Excel Document for the assignment

Upload from this device will allow you to add a file you have

£ Unlond from this deui previously made and saved on your computer.
ploa rom 15 aevice

Then when you have uploaded/completed your file you just need to go back to the assignments
page and select B2 which you will find on the Top Right of the page — this will
send the assignment to your teacher to mark.

women / good progress essay s

Due December 4, 2020 11:59 PM

Instructions

Good afternoon all
Please complete the following essay using the notes and plans we have made this week.

“Women made good progress in securing their rights between 1865 and 1992". How far do you agree?

My work

@ Addwork

When this is marked your teacher will return it to you and you can see the feedback they have given
in the ‘Feedback’ box to the right of the screen.
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@) 10F-Hi2 NSE Taskdocx~~ ows
10F/Hi2 - North Sea Empire Task

Rubric
Explain how Cnut controlled the Narth Sea Empire, North Sea Empire Task ®
Think about how he used Religion, Violence and Economics.
Cnut controlled the North Sea Empire with a number of ways. One of the ways he controlled Feedback
the North Sea Empire was by marrying Emma of pormandy which gained him a lot of respect
from the French and the British nobility who respected Emma. She also got support from the Really excellent knolwedge here
Duke of narmandy for Cnut. He contralled the North Sea Empire with religion by having his wife KF, You've used some great
g0 around Furope talking ta religious leaders and gaining support for him. He also reintroduced h\s_torica\ facts and have linked
anumber of popular [Eligils laws made by Edward the Peaceful which gainad him support fram ?ﬂms vl to your differsnt

actors.

religious leaders and the church, helping his claim to the throne, Anyone who wasn't a Christian
was departed from the country as England was now known as a christian country which helped
Cnut's claim to the throne as many religious leaders liked it. Another way Cnut controlled the

North Sea Empire was with yilence which showed him as a strong and violent king. Cnut offered

Just watch your key spellings to
help with SPAG

land to well-known, strong Saxons in exchange for their support as king, also known as
patronage. He told them that if they broke the agreement, they would be beheaded which No points

scared them into keeping the agreement and therefore supporting him.
(ODF Notes
Yellow - Needs a capital [etter

Blue - Spelling

The teacher may even upload a mark scheme or correct spellings on the document for you so be
sure to check for this.

10
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Using Word/PowerPoint and Excel on Office 365

When you first log onto Office365 there are a number of programmes you can use as well as Teams

Office 365

Microsoft Word

Microsoft Excel

Microsoft PowerPoint

Microsoft Teams

As part of the Microsoft Office365 package students will now have access to
all of these programmes on any Windows or Mac PC or even on their phones.

11
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When you open one of these programmes you can create a new document or you can edit one you
have already been working on.

General notes APA style paper

Recommended

Irventmer ¥ brcribsr

When you select ‘New blank document’ it will open a fresh page for you to work on.

You can then work on this document, it will save automatically so you don’t need to keep saving
this either.

Fle  Home Insert layout  References  Review  View  Help Openin Desktop App | ¢/ Editing v

vv ¥ AA BT U dvAvh o SvisviE % Zv | Nomd NoSpadng  Heading 1

<
<

When you have finished with the document simply close it by clicking the X and then it will be saved
for you and ready to upload to an assignment or worked on later.

12
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If you want to access a file you have been working on you can select the OneDrive button from the

Office365 homepage

This is OneDrive where all your files on Office365 are saved.

You can then select any files you have made in the past and can work on these. They will
automatically be set to Private meaning only you have access to these unless you choose to share

them with others.
[} Name
= Documentdocx

[ “Document!.docy

Modified

Modified By

File size

Sharing

13
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Using Microsoft Teams for Students.

Teams also has a lot of other features that are positive for students.

If you click on your ‘Team’ from the Teams homepage you can see the ‘Wall’ where staff can post
information for the students to see from home. Here you will be told about assignments or new files
the teachers would like you to see.

Click on this here and it will being you to the Wall below

TH

TA-10B-Hi1 - History

Today L RN

e Assignments 11/26 3:48 PM  Updated @
How did Cnut control the North Sea Empire?
Due Dec 6

View assignment

Collapse all

e Assignments  9:42 AM @

¥} Assignment details have been modified.

¥} Assignment due date has been changed. @

¢ Reply

FothergillO  4:56 PM
Podcast on Viking and French Migration can now be found in 'Files' under GCSE Podcasts

& Reply

@ New conversation

14
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You can also see the options at the top that you can use to navigate around this Team

General Posts Files Class Notebook Assignments Grades Class Calendar

Posts — This will show you the ‘Wall’
Files — This where the teacher can upload files, lessons and documents for the students
Assignments — Will show you all the open assignments

Grades — Will show you any grades you have been given in the past.

All students should be aware that the Office365 Platform is an extension of
Tollbar MAT. Students are expected to behave on this platform as they
would in school. Any instances of offensive or inappropriate use of this

Office365 Platform will be dealt with in the academies.

Students should report any instances of misuse to schools teachers or
safeguarding lead.

15
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