Microsoft Teams for Student
How to start Microsoft Teams?

1. Go to office.com. For students, login using your @student.tsu.edu.ph account.
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Welcome to Office

Your place to create, communicate, collaborate, and get great work done.
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2. Choose Teams from the list of applications.
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3. This will be the workspace in MS Teams.

Every team has channels Start a new chat Add tabs Use the command box Manage profile settings
Click one to see the files and Launch a aone-on-one Highlight apps, services, Search for specific items or Change app settings,
conversations about that or small group and files at the top of a people, take quick actions, change your pic, or

topic, department, or project. conversation. channel. and launch apps. download the mobile app.
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Move around Teams

Use these buttons to switch
between Activity Feed, Chat,
your Teams, Calendar & Files
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View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.
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Manage your team
Add or remove members, Zoam 1
create a new channel, or
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your personal apps.
[rr—
[
Your message is attached
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Add apps looking for, join with a code, Type and format it here. Add a
Launch Apps to browse or or make one of your awn. 'a e IF, or sticker to
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How to Join Team in Microsoft Teams?

1. Goto Teams tab from the workspace and look for “Join or create a team”.
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2.

If you have not joined the team yet, y
provided by the teacher or professor.

ou can join the team by entering the generated team code

Join or create a team

-

Create a team

1 Create team

Search
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Join a team with a code TSU Public Group
[m] aear

Tsiers | Pl

®

This will be your working area. General channel is your default channel. As you can see there are
Five Tabs in the General Channel. Posts, Files, Class Notebook, Assignments, Grades.

Go to Channel Posts tab, to start a conversation or video call. You may also post picture, video,

file, and link on this tab.

Microsoft Teams e Search or type a command

General Posts Files Class Notebook Assignments  Grades

@ Team

Team 1

General
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Try @mentioning the class name or student names to start a conversation.

N
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Mark Anthony Perez has added Ethel Patrick Ramos and 3 others to the team.
Mark Anthony Perez has added Heidilyn Gamido to the team.

Mark Anthony Perez has created channel Files. Hide channel

Stay in the know. Tum on
T desktop notifications.

Mark Anthony Perez has created channel Announcements. Hide channel

Start a new conversation. Type @ to mention someone.
Dismiss
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4. Go to Channel Files tab, to upload (download) or share files (word, pdf, powerpoint). Files that
you share in a channel will automatically save here.

Microsoft Teams & Search or type a command

< All teams General Posts Files Class Notebook Assignments Grades | e

-+ New ~ T Upload ™~ 22 Sync @ Copylink & Download | Add cloud storage -+ I = All Documents

General

Team 1
Name Modified | Modified By

General

Class Materials & Mark Anthony Perez

5. Go to Channel Class Notebook tab, Class Notebook is the central location for viewing and
interacting with the Content Library, Collaboration Space, and each student's private space.

Microsoft Teams [EA Search or type a command
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Team 1 Welcome to Class Notebook
General
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Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:
1. Student Notebooks — A private space shared between the teacher and each individual student. Teachers can

access every student notebook, while students can only see their own.

2. Content Library — A read-only space where teachers can share handouts with students.

3. Collaboration Space — A space where everyone in your class can share, organize, and collaborate.

B




6. Go to Channel Assignments tab, to view your assignments and quizzes created by your teacher
or professor.

Microsoft Teams “ Search or type a command

< Allteams General Posts Files Class Notebook Assignments Grades g D)
e

Assigned (2}
Team 1 ‘

Assignment 1 10 points
Enel Due tomorrow at 12:00 AM

Philippine C itution, General Ir ion, Current Events 15 points

Due tomorrow at 11:59 PM

Completed

< All teams | General rPosts Files Class Notebook Assignments Gradesl O

g
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| HH @ Perez, Mark Anthony
it Team 1

General
Due date & Assignment Status Points
Calendar

Tomorrow Quiz 1 4 Returned /110
Tomorrow Philippine Constitution, General Information, Cu... @ Not turned in /5
Tomorrow Assignment 1 @ Notturnedin /10

Apps

@

Help




How to submit Assignment in Microsoft Teams?

1. To take your assignment, just go to Assignment tab then click the assignment created by your
professor.

Feed v e n General Posts Files Class Notebook Assignments Gradesl 7

s B MS Teams Tutorials 7:41PM .
Assignment updated | Assignment 1 Upcoming
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e B Team 1 504
Philippine Constitution, General Informatio..

B Team 1 5/4

Assignment returned | Quiz 1 10 points

B Team 1 5/4

Assignment returned | Quiz 1

Completed
B Team 1 5/4

Assignment returned | Quiz 1

B Team 1 5/4
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Assignment returned | Quiz 1 Sample
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3. Click the Upload from this device button to upload your homework. You can also upload
homework using OneDrive, Link and File from Teams.

—+  New File L C MName Modified

@ Link
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Mo files available

@ Uplead from this device

Cancel

4. When your file is uploaded, click the Done button.

Upload from this device

B Microsoft Teams for Student.docx

Ca " cel “




5. Now click the Turn in button to submit your homework. Go to Grades tab to view your graded

assignment.

< Back

Assignment 1 © Homework
Due tomorrow at 12:00 AM

Instructions

Sample

My work

B Microsoft Teams for Student.docx

+ Add work

Points
10 points possible

6. You can also Undo your submission by clicking the Undo turn in button.

< Back

Assignment 1 & Homework

row at 12:00 AN

Lue to

Instructions
Sample
My work

B Microsoft Teams for Student.docx

Points
10 points possible

7. You can also remove or download your file here:

Assignment 1 & tomework

Due tomo 2:00 AN

orrow at

Instructions

Sample
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H§ Open in Teams
-+ Add work ¢l Open in Word

gl Open in Word Online
4 Download

Remove
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10 peoints possible




How to take Quiz in Microsoft Teams?

1. To take your quiz, just go to Assignment tab then click the quiz created by your professor.

Microsoft Teams & Search or type a command

< Al teams

General FPosts Files Class Notebook Assignments Grades

et

Assigned (2)

Team 1

Assignment 1
General

Due tomorrow at 12:00 AM

Philippine Constitution, General Information, Current Events
Due tomorrow at 11:59 PM

Completed

10 points

15 points

2. Now click one of the assigned quizzes. In this case, | choose to take the Philippine Constitution,
General Information, Current Events Quiz.

Microsoft Teams [ Search or type a command

< All teams General Posts Files Class Notebook Assignments Grades

< Back

Team 1

Philippine Constitution, General Fone

15 points possible
G | .
sner Information, Current Events

Due tomorrow at 11:59 PM

Instruetions
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3. Now answer the following questions then submit it when you’re done. Once submitted, your
grade will be calculated automatically but your score is not yet final. Your professor will double
check your answers. Final score will be displayed on the Grades tab.

Microsoft Teams Search or type a command

Philippine Constitution, General Information, Current Events (Team 1) Close

Philippine Constitution, General Information,

Current Events (Team 1)

Hi Mark Anthony, when you submit this form, the owner will be able to see your name and email address.
1.What are the 3 main branches of the Government of the Philippines?
(3 Points)
Senate, Supreme Court, Congress
Presidential, Unicameral- Parliamentary, Bicameral-Parliamentary
Legislative, Executive, Judicial

The Legislature, The Senate, The Supreme Court

Microsoft Teams = Search or type a command

< All teams | General Posts Files Class Notebook Assignments Gradesl P

@ Perez, Mark Anthony
Team 1

General
Due date a Assignment Status Points
Tomorrow Quiz 1 € Returned /110
Tomorrow Philippine Constitution, General Information, Cu... @ Notturned in /15
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How to Start a Channel Meeting in Microsoft Teams?
1. To start a meeting, do one of the following:

Mark Anthony Perez has added Ethel Patrick Ramos and 3 others to the t

la (g

Mark Anthony Perez ed Heidilyn Gamido to the team

Mark Anthony Perez has created channel Files. Hide channe

= Mark Anthony Perez has created channel Announcements. Hide channel

Start a new conversation. Type @ to mention someone.

e Select = in a new conversation.

e Select Zinan existing conversation to keep all that conversation’s context.
2. Inyour video preview, enter a name for the meeting, and select Meet now.

Want to add a subject?

Meet now

I:j, Schedule a meeting

3. Select the names of the team members you want to invite to the meeting. You can also type a
phone number, a good way to add people outside your organization that aren't using Teams.

People X

Currently in this meeting (1)

ﬁ\ Mark Anthony Perez 5

o Ethel Patrick Ramos

™,

“&. Heidilyn Gamido
MP_ Mark Anthony Perez
PC  Patricia Ann Co

ﬁ_i Daryl James Macaspac




Join a meeting

1. Look for the meeting notification icon 2%in a conversation to find a meeting.

2. Select Jump In to participate in the meeting.

Share

1. Select the share screen icon

0024 @4 ¥ [

2. Select more options icon
so you can view, edit, and share with others.

How to Schedule Meeting in Microsoft Teams?
1. To schedule a meeting, click this 2 jicon.

- to show your screen to the other people in the meeting.

**® to record the meeting. You'll be emailed when the video is ready

ed Ethel Patrick Ramos and 3 others to the team.

Mark Anthony Perez has 2

lg (g

Mark Anthony Perez has added Heidilyn Gamido to the team.

channel Files. Hide channe

Mark Anthony Perez has @

Mark Anthony Perez has created channel Announcements. Hide channel

Start a new conversation. Type @ to mention somecne,

v 0 O® @:w

2. Then select Schedule a meeting button.

Want to add a‘ subject?

Meet now

[ Schedule a meeting




Enter the Title of the meeting, invite attendees in the Add required attendees field.

External attendees can be invited by typing in their email address. Click on the search result
or hit ENTER on your keyboard to add a person to the list of attendees and continue adding
additional attendees as needed. Fill up the needed information then click the Save button.

Microsoft Teams

Search or type a command

New meeting Scheduling Assistant

IT'\mE zone: (UTC+08:00) Bejjing, Chongaing, Hong Kong, Urumai |

Vs I Sample Meeting

= Add required attendees

+ Optional
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Online Meetings Test
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Microsoft Teams

Search or type 3 command

n Close

New meeting Details | Scheduling Assistant

Time zone: (UTC+08:00) Beijing, Chongqing, Hong Kong, Urumgi

I May 7. 2020 930 AM May 7, 2020

1215PM ~ 2h4sm @ A\Idayl

Wednesday, May 6, 2020

PM 2PM 3IPM 4PM

All attendees

~ Required attendees

Mark Anthony Perez
WY Unknown

act f
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~ Optional attendees
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~ Locations

I @  Add location I

Thursday, May 7, 2020

View my work hours




