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This detailed guide will cover the following:

G Accessing Microsoft Teams

@ Navigating your Class Teams

=7| Assignments

@ Additional Information




How to Access Microsoft Teams

There are three ways to access Microsoft Teams but this guide will focus
on the Browser and the Desktop App as they have a similar interface.

-

* RECOMMENDED *
LOGIN TO GLOW DOWNLOAD THE DOWNLOAD THE
FROM YOUR BROWSER DESKTOP APP MOBILE APP




Option 1- Login to Glow from your Browser

Recommended browsers for effectively using Microsoft
Teams are Microsoft Edge and Google Chrome.

1. Visit the purple glow login page at
glow.rmunify.com.

2. Sign-in with your glow username and glow password.

3. Click on the home icon to view the Marr College >
Launch Pad.

4. Click on the Microsoft Teams tile to open in your
browser.
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https://glow.rmunify.com/

Option 2 - Download the Desktop App
% Recommended *

Download the MS Teams Desktop app. This can be done individually by clicking here:

The ‘Help’ feature is
Or

to use Teams

~

£} 525 Digi Ent 2019-20 also a great way to find
quick tip videos on how

J

2 Digi Ent 2019-20 \/

+ .
80 Join or create a team £03

Once installed and you sign into your GLOW account

(glow username e.g. sal7/studenta@glow.sch.uk)

The app will launch as soon as you log into your computer. This will save you having to
login to GLOW each time you want to use Teames.



mailto:sa17studenta@glow.sch.uk

Option 2 - Download the Desktop App
* Recommended *

It is highly recommended that you download
the Microsoft Teams Desktop App to your

com pUTer. Microsoft Teams g low
O

@ Sign In

sa20potterh@glow.sch.uk

1. Click here to open the Microsoft website.

2. Click Download for desktiop.

3. Follow the download and install

instructions.
. Enter your work, school
4. When prompted, enter your glow email or Microsoft account.
. Only Glow users are allowed to access this service. If
address in the format S —— A e e

then click Sign in.
T
5. You will be redirected to the purple glow
login page. Enter your glow password
and Sign in.



https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

Option 3 - Download the Mobile App

This is available across all platforms

@ i o=
& ol

iOS Android Windows Phone

W Getit fr
B Microsoft

P’ Google Play

& AppStore

https://teams.microsoft.com/downloads

Scan the QR code for
direct access




Navigating your Class Teams - Grid View

Search for or type a command

Switch betweermr—> sl
Activity Feed, e

your Teams and—>
Assignments. __ -

a
Click on a tile ‘
to open that
Team.

A bold Team name
also tells you that
there has been
new activity in the
team since your
last visit.

Teams

Notification count per Team

Join a Team
with a code

v Your teams l

S1 MATHS FOUR
2020

1H Design and Technology

CLASSES

P
%= 23" Join or create team

Mrs Thomson's S1 English S1 Mrs Murdoch

S1ICT 1E

- Miss Anderson

o
D

S1 Home Economics

(2]

2019/20 1J Computing
Science

1B Social Subjects

Click the three dots to hide an inactive team.




Here you can
view and access
all of the Teams
you are a
member of

Microsoft Teams

Your teams

South Ayrshire Digital Cham...

General

CPD

N5 Administration C1 2019-20

N5 Administration E1 2019-20

52.8 Business 2019-20

Higher Accounting 2019-20

General

$3 Admin 2019-20

S2.9 Business 2019-20

52.7 Digi Ent 2019-20

S2.5 Digi Ent 2019-20

52.4 Digi Ent 2019-20

Join or create a team

MS Teams Interface

“ Search for or type a command

Y @ General Posts Files Class Notebook Assignments Grades Insights -+
can | get your scholar log in
14 replies from yc

Miss Wyllie Yesterday 13:44 Edited

MW . .
Thank you - :) that would be great, everyone will need them at home with them

&« Reply
Yesterday 13:49
What did you mean when you wrote COGS manufactured?

Collapse all

MW Miss Wyllie Yesterday 13:54

Glow Scotland

you need to add in the cost of goods manufactured into your Cost of goods sold - the cost of goods manufactured

that you worked out in the Manufacturing Account.

Hope that makes sense i >

&« Reply

Meeting started

32 replies from you, .

yep that's fine, thanks for letting me know :)

<« Reply

Start a new conversation. Type @ to mention someone.

A ¢ @ BB @ B R al

‘@

In the post
section you
can ask
questions to
your teacher.
You can tag
members in
posts and they
will reply to
your message.

Your teacher
might also
leave you
instructions

here.

You can
upload files so
your teacher
can see them.




Most teacher
announcements
will be set in the

General
channel.

A bold
channel
name shows
that there
has been
recent
activity.

Activity

Chat

LX)
g

Teams

.

i
Files

Teams

usIing wnemnNotLe dna viow

1 hidden channel

South Ayrshire digital clpl

Demo Team

General
Questions and Queries
Starters

Team Meetings

Higher and NPA Account...

General
Meetings
Questions and Queries

Starter Tasks

Business Skills Apprentic...

General

Daily Quiz and Starters

N4/5 Business Managem

Y

General Posts Files Class Notebook Assignments

MW

Grades 1 more <——$—_

1 May 2u2U

has added to the team.

Navigating your Class Teams - Team Setup

Change between Posts, Files
and Assignments for this Team.

Today

Miss Wyllie 10:34 Edited

&

b
Week Beginning 05.05.2020

Week Outline

Lesson 1

Hopefully you will be able to join me for the meeting on today - see the Meetings Channel. |
would also like you to familiarise yourself with Microsoft Teams and your Class Notebook.
Watch the following help videos: https://wke.lt/w/s/tA-Ss9 and complete your target setting

B L o ) L S P

Student Video Guides - Use of MS Teams X
A collection of help guides as an introduction to Microsoft Teams - watch
the clips below to learn more about how we will be using Teams this year.

&
‘ wke.lt

Start a new conversation. Type @ to mention someocne.

You can show / hide channels which are relevant to you.

@




Within the
appropriate
channel, students
can contact their
teacher for help,
or attach a file or
image for review.

HN

Navigating your Class Teams - Posts

4
Activity eams

a using unemnNote ana aiow

i 1 hidden channel

HH - South Ayrshire digital clpl
Teams

e Demo Team

Assgnmant General

E Questions and Queries

caendan Starters
Team Meetings

Higher and NPA Account...

General
Meetings
Questions and Queries

Starter Tasks

Business Skills Apprentic...

General

Daily Quiz and Starters

General Posts Files Class Notebook Assignments Grades 1more~ =+ ® Team
I May 2U2u
g has added to the team.
Today
Miss Wyllie 10:34 Edited @
MW Y

Week Outline

Lesson 1

Hopefully you will be able to join me for the meeting on today - see the Meetings Channel. |
would also like you to familiarise yourself with Microsoft Teams and your Class Notebook.
Watch the following help videos: https://wke.lt/w/s/tA-Ss9 and complete your target setting

clamns in tha Alace mabalaal

See more 4
)

Student Video Guides - Use of MS Teams X
" A collection of help guides as an introduction to Microsoft Teams - watch
the clips below to learn more about how we will be using Teams this year.

wke.lt

Type @ then the
teacher’'s name
to tag them in
your post. They
will be notified.

Click See more to
read the full message.

Click Reply to

Only start a new
conversation if you need
to. Common mistake.

Sir‘t a new conversation. Type @ to mention someone.
A ¢ © W B a > Q G - B>

continue the
conversation.




Immersive Reader

Miss Wyllie 10:45

<
G:

MW

Thursday 19th March 2020

% B D

Click on any comment to —
SWi'I'C h 'I'O I m m erSive e 1.eliog in to Scholar via Glow (add the Scholar tile to your Launchpad if you haven't alreat

@ @

Save this message
Edit

Delete

Mark as unread
Copy link

Share to Outlook

2. Go to the Management Accounting section on decision making — work your way throu

Reader which will read SRR e e
text aloud, franslate text, o reny
change the page colour

and has a picture

rsation. Type @ to mention someone.

&) Immersive Reader

Translate

dictionary. -

at , 19
See this video for more
: : 10:45
information:
https://www.youtube.com/watc
h?v=HfkaAORIzTM G

Adjust voice settings here. Select the play

Vi
button to begin listening.

0O «



https://www.youtube.com/watch?v=HfkaAORIzTM

Joinin a Meeting

Search for or type a command

‘ General Posts Files Class Notebook Assignments Grades Insights -+

can | get your scholar log in
es from yc

M Miss Wyllie Yesterday 13:44 Edited
Thank you - 1) that would be great, everyone will need them at home with them.

< Reply
What did you mean when you wrote COGS manufactured?

Miss Wyllie Yesterday 13:54

MW X .
you need to add in the cost of goods manufactured into ost of goods sold - the cost of,
that you worked out in the Manufacturing Accou
Hope that makes sense

<« Reply

(=] Meeting started
32 replies from you

yep that's fine, thanks for letting me know :)

<« Reply

Start a new conversation. Type @ mention someone
veoodaolp o a-

6
Glow Scotland v~ @
(]

®© Team

ods manufactured

Teams also
allows live
meetings and
calls like
Skype.

This allows
teachers to
share screens
and live chat
with students.

Chats are
saved as a
thread in the
post section
for all
members to
access later.

Share
Screen

Start a
live chat

Hang Up




Microsoft Teams

Teams

South Ayrshire Digital Cham...  ---

2 0 5 ©
I 9 z z

Within the Class Materials folder,
you can open a read-only file, or
download your own copy to edit
then submit. Students cannot save
into the Class Materials folder.

FIEll & Tune here to search

Process Costing

March 12

Accessing and Downloading Files

_| You can access PowerPoints, Notes,

Tasks, Solutions etc from the files
section in Teames.

Click on the 3 dots and you can
then download files to your own
device to work on from home.

You can also upload your own files
outwith the Class Materials folder—
but anyone can in the Team can

access them.




Class Notebook/OneNote

Click to
| Dictate | expand

‘ General Posts FiIesICIassNotebook issignments Grades Insights - O @ File Home Insert Draw View Help Clas

v | Calibri Light va20 v B I U

File Home Insert Draw View Help Class Notebook Open in browser v A 4
v Bv |calbritigt v[20 v/ B I U &v Av o+  iZv iSv e | Ay B =48 D Welcome to Class Notebook

EE Higher Accounting 2019-20 Notebook ,O
p— i P Cash Budget Test 1 JK? , - Class Notebook works as an electronic
30 October 2019 10:35 ) N i i i
> _Collaboration Space Cash Budget Test 1 / O\ x N~ rlng blnder/JOTTer
 contentbrary Cash Budget Test ol % Staff and students can print or upload
Using the Content Li... Higher Cash Budget Asses... fl|eS TO a pOge

Remote Learning
SQA Docs / ?tg >~ They can ol§o type directly Qn’ro the
page - this will save automatically and

. N
Target Settin . o
e the teacher will be able to view what
Homework O they type live.
Class Tests
McLeod PLC 0
Past Papers Production Budget for the 6 months July to Decemb: This allows teachers WhO use OneNofte o
] ] July Aug Sep mC]I’k d|g|TO”y
! > Analysing Accountin... Cash Sales 1200 1400 1

You can also use Immersive Reader and
dictate (will type as you speak)




How to View your Assignments

Search for or type a command

—p M=

Assignments

Click on Assignments.

Choose a class

Quickly filter to another class.

Search classes Q

1B Social Subjects

1H Design and Technology - Miss Anderson

Search for or type a command

- Mrs Thomson's S1 English @=
2019/20 1) Computing Science .
o @
g .
S1 MATHS FOUR CLASSES 2020 v Assigned (2)
A e Week three writing tasks
ssignment:
YW Mrs Thomson's S1 English @ 9 Due 24 April 2020 16:00 Past due

Reading for enjoyment booklet
i Due yesterday at 23:59 Past due

S1 Home Economics

~ Completed (1)

Weekly writing task v

Click on the Class Team.

View assigned, late and completed assignments by class.




How to View your Assignments

You can also view Assignments directly within the Class Team...

Search for or type a command

6
P%T < All teams o I General Posts Files Assignments frenem—— C“Ck on the Assignmenfs
..® - tab.
ugr
Teams Upcoming
NOVigOTe TO .ﬁﬁzir?mpm-: N Assigned (3)
the General Mrs Thomson's S1 Engl... ‘-
ChGnnel \‘:EEW Week three writing tasks
General Due 24 April 2020 16:00 Past due
a General chat

Files
Marked work Reading for enjoyment booklet

Please help me! Due 1 May 2020 23:59

What we are reading

Weekly writing task

Due 1 May 2020 23:59 . .
View assigned, late and completed

> Completed (0) assignments by class.




How to Open, Edit and Submit Assignments

m General Posts Files Class Notebook Assignments Grades ) When you hgve Comple'l'ed The
- tasks, you should click Hand in.
Your teacher can then review

You can < Back (&) m <4 your work and return feedback
easily view to you.
fhe details —e Weekly writing task
for The Due tomorrow at 23:59 .
assignment. o Launch Immersive Reader to

Please complete ONE writing task for this week from the attached booklet and submit it for marking. read d IOUd d nd customise VOU r
You should save your work as week 1, add to it and rename it each week. I'm looking for your best .
work here: varied word choice, imagery and correct use of punctuation and paragraphs. read I ng prefe rences.

Your teacher My work
may have —® @ BGE Writing Booklet.docx .. e——— (lick the three dots, then
included a T Addwork® @ Open in Teams Open in Word Online or
worksheet or | &8 Oven inWord Desktop App for quick edifing.
template for you o points ‘ A _ Your work should save
to complete. Y automatically as you go.
{ Download

If you are having problems editing, you should Open in Word or Download @

copy.
You can then Add work to upload your own copy, then Hand in as normal.




Additional Information

@ All students in Scotland can i Say goodbye to your USB
G Of—ﬁce download the latest version of flash drive. Students have
P R Microsoft Office for free, on any ‘ unlimited cloud storage

device. z on their personal
Look for the orange file on your OnebDrive.
School Launch Pad. Full install This also provides an easy

Download Office Now instructions on the next page. OneDrive way to share files and

Microsoft Office 365 Microsoft Office 365 work CO”ObOI’OﬁVGW.

Students have access |
to Glow Mail. This can
be used for contacting
their teacher privately.
Email addresses take your teacher, you
the form may need to sign-in
username@glow.sch.uk | mail Sway with your Glow email

When opening a
Sway or a Form using
the link provided by

M
| m—
| —

Microsoft Forms

- Microsoft Office 365 Microsoft Office 365 address.




Download Microsoft Office 365

App Library

It is highly recommended that you download the latest
version of Microsoft Office 365 to your computer, for free.

Kyle Academy

i

i
Microso ft Teams
Microsoft Office 365

1. Login to Glow and navigate to the School Launch Pad.

Download Office Now
Microsof ft Office 365

T E

e
Microsoft Office 365

Microsof ft Office 365

2. Click on the orange Download Office Now file.

My account

3. Click Install Office and follow the download and install
instructions. Available on Windows, iOS and Android.

Apps & devices

@ My account

Office EEDREEFDIG a
=i e <
‘Engh’sh [United States) V‘ ‘64—bit ~ nsta ice

DEVICES

4.  When prompted, enter your glow email address in the
format username@glow.sch.uk then click Sign in.

ecuri

Note: You may need to uninstall an older
version on your computer. Afterwards,
you will have full access to Word, Excel,
PowerPoint, OneNote, Access, Publisher,
Ouvutlook, Skype and OnebDrive.

5.  You will be redirected to the purple glow login page.
Enter your glow password and Sign in.




