Microsoft Teams Parent Guide

Microsoft Teams is a great way of teachers and pupils being able to take partin a
virtual lesson! The teacher will, at a certain time every week, start a “Teams Meeting’
which the children in the class can join in with. The teacher may be visible to your
child, can ask and answer questions, write on a whiteboard, show PowerPoints and
other documents... It is very much like a real lesson without being physically there!

If provided, documents, questions or worksheets can then be downloaded for use
after the class.

The following instructions will give you help on how to get set up and how to begin
using Microsoft Teams to join a lesson.

You can click on the links that are emailed to you buy your teacher to open the
lesson or access teams through the St John Fisher portal.

Access Via St John Fisher’s Portal
To access the St John Fisher Portal, click the following link:

https://login.microsoftonline.com

or

https://teams.microsoft.com

The following screen will be displayed

B® Microsoft
Sign in

Email address, phone number or Skype

No account? Create one!
Can't access your account?

Sign-in options

Back Next

Your child will sign in using their own email address which looks something like this
16marfar@sjf.wigan.sch.uk

If this is the first time your child has used this portal you will be asked if you would
like to install office. This will allow your child to create documents, presentation, etc
on their device. This is provided free of charge by St John Fisher whilst your child
studies at the school.


https://login.microsoftonline.com/
https://teams.microsoft.com/
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Install Office

Install software

amiliar deskt

Next, click on the Teams icon which is located down the left-hand side of the screen.
The icon looks like this:

TL

You have two ways of accessing teams. The first way is to download the app, and
the second way is via the web app.

If you chose the web app you will be welcomed by greeting screens which will show
you around teams.

When you have completed the greeting screens, you will see your child’s Teams in
the main pain:

Teams

i

10¥TA Physics

You can select a class at any time to view content and work on assignments.

In the calendar down the left-hand side you will see the calendar icon:

This is where all your child’s meeting invites will be. Just like all calendar entries, you
can select the link to join the meeting. You will have to wait in the lobby until the
teacher lets you in.

Once you are in the class, your teacher will then start your lesson.
Download the Teams App

If you chose to download the app the following screen will be displayed:
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Opening Teams_windows_x6d.exe x

You have chosen to open:
[#5] Teams_windows_x64.exe

which is: exe File (96.6 MB)
from: https://statics.teams.cdn.office.net

Would you like to save this file?

Save File Cancel

Save the file to your device and then open the file to install it. Follow the instructions
until the installation is completed.

When you open Microsoft Teams, this box will appear. Type in your child’s Microsoft
account address in the box and click ‘Sign in’:

26 Microsoft Teams - X

Microsoft Teams

&

Enter your work, school,
or Microsoft account.

I al@eja.dsat.education I

Not on Teams yet? Learn more

Then, enter your password and click ‘Sign in’:
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Enter password

Enter the password for abc123@eja.dsat.education

I | ‘)asswold | I

Forgot my password

Sign in with another account

Privacy statement

The teams that your child is in will then appear (your child’s will be their class) Click
the team square to enter:

Teams

Your teams

o "
w |

10YTA Physics
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When there is a lesson to join, you will see this. Click the lesson (in a purple box):

Welcome to the first demo lesson!

Demo Lesson

Thursday, June 11, 2020 @ 4:00 PM

« Reply
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Or again, click on the calendar icon to view your upcoming meetings:

Calendar

Then, click ‘Join Microsoft Teams Meeting’:

Search or type a command e —
Demo Lesson Chat Details Join Close
—+ Add to calendar Tracking
June 11, 2020 4:00 PM - 4:30 PM ML !,;Til,ﬁyMK

5] Demo > General

= Welcome to the first demo lesson!

I Join Microsoft Teams Meeting I

Learn more about Teams | Meeting options.

16:00
c
S ez

HH O Start a search

The time Camera Mic Raise your Hang up
the lesson turned turned hand for and leave
has taken off off help lesson

The other buttons you will not need for the lesson.

In the lesson, your teacher will talk to you, ask questions, listen to your answers or
view them in the chat box and share their slides (just like they do in a normal
lesson!):
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fingers danced elegantly across the piano keys
playing the piano
* upset because he
staring into the dark void has no-one
that surrounds him ] in his close
proximity

melencholic notes chimed through thefl— =
silence that filled the room

visions turned from darkness fo.... sat at the ancient, black piano - the

same piano he has sat at for decades:;
neage for

Michael Laycock &

When the lesson is finished, please press the red telephone button to hang up and
leave the lesson =

After the lesson, there may be some worksheets or extra questions for you to
download in ‘Files’:
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<« C @ teams.microsoft.com/_#/school/files/General?threadld=19:46eb5e24145a4720a602c5e344fcf59a@thread.tacv28(ctx=channel = 0

5 oApps @ MyMaths & RWI AL Abacus € Comerstone @ Register @ Lunches €] 365 #8 ClassDojo @) Spagcom KV Kahoot aw LitShed @ Stops SEN WL LitWAGOLL e IDL »
Micresof Teams “ e m
< All teams General Posts Files Class Notebock  Assignments  Grades P )

3 Sync @ Copylink & Download | Add cloud storage - = All Documents

-+ New ~ T UpfRad

General
Demo
2 Name Modified | + Modified By »~
General Class Materials Michael Laycock
=
E} Homework.pdf A few seconds ago Michael Laycock
B
B Lesson Questions.docx Afewsecondsago  Michael Laycock

o Type here to search

And don’t forget, when you've finished, make sure you log out to keep yourself safe!



