Microsoft Teams Student User Guide

Purpose:
This user guide gives a general overview of the features of Teams. You may explore and find more
features as you use the program. Teams is just part of the Office 365 suite that you have access to
as a student in Terenure College.
Teams is a program that will allow you to interact with, get instruction from and seek help from your
teachers.
In the case of working and learning from home such as during COVID 19 Teams becomes the
virtual classroom space, where you can hear from/see you teachers and get extra support or
instruction.
Logging into Teams should be your first point of call. Follow your normal class timetable for each
day and look out notifications within Teams and on your email.

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

Channel:
Undereath 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.

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

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

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

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.

Finding Teams:
There are 2 ways to access Microsoft Teams. Navigate to www.terenurecollege.ie for links.
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
“dotty picture’ of 9 dots,

Clicking on this brings up a range of Office 365 apps
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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.

This then opens the teams program.

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
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Find and click on teams.

The other option is to open Office 365 itself.
This can be done a few ways but the easiest two options are, clicking the dots and then there is an
Office 365 Button
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Or simply going to office.com and signing in using your normal Terenure College login details:

Either of these methods will bring you to this page:

From here click on the app that you want (Teams)
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Desktop App:
You can download the app by Googling it and downloading it like any other program. You can also
download the app for your phone or table (Android or iOs)
Find this app/program and open as per any other program:
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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:

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

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

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

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.

Clicking on the ‘Files’ tab will show folders where your teachers have stored the resources you
need to access.
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Downloading Files:
When you are accessing these files, you have the option of downloading them.
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:

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:

Clicking on these dots gives you the option to download:

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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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 eg COVID 19 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 you may wish to say hello to your teacher so that they know you
are online.
At the start of a Conversation Wall lesson you can expect to see some sort of welcome set/up
message:

You are then able to reply to that post with your questions and/or discussions:
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Conversation tips:
You can target your comments to your teacher or to another student by using @ and then
starting to type the name:

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.

Note: Remember when posting that everyone, including your teacher 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. Make sure you are in the right channel. There is a
General Channel and may be some more channels added also.
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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.
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:

Selecting the three dots will give you are series of options including editing and deleting:
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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. They may also post a Zoom link.
Teachers may choose to use either 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.
A recorded video of these Live Stream Events may be recorded and this may be made available to
you afterwards.

This allows 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/posting in team
channel wall/calendar notification from them inviting you to the meeting:

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.
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Once you have replied it will put an event in your Teams Calendar:

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

You can also access a meeting via the Channel conversation wall:
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If your teacher is running a Live event, then the access (Zoom) link will be either emailed to
you or posted in the Channel Conversation wall-click on the link to access :

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:

Once you are have given the permission you will see a landing screen:
Note: here even though I gave permission to Teams, my webcam is turned off

If your webcam is turned on then you will see a preview image of yourself in the window:

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:

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:

Teams – Uploading an assignment
Teams assignments features can be used to submit classwork or in the case of tests/exams.
Assignments can be in two main categories. A ‘Form’ with multiple choice, fill in the blank type
questions. The second a document that must be edited or created in order to answer the
questions asked. Make sure to submit work when completed. During busy periods this there
may be a slight delay. In such circumstances wait a few minutes and select submit again.
Your teacher can set assignment for you to complete. You can access this is two different way.
You can click the assignments button in the left-hand menu to see all the different assignments
set by your teacher, or you can click into your class and click on the assignments button circled
in yellow. New assignments posted will also generate notifications.

Click on the assignment to access the task.
There are a number of different options at this point.
1: To add your work, click on the add work.
You can add a document that you have already been working on, or create a new one that you
can do your work on.
Read the assignment instructions carefully and if in doubt contact your teacher.

Adding work:

In a circumstance where work assigned is hand written eg maths calculations or where tying is
not possible the Microsoft Lens app (please see help video) is to be used. This app links
directly with students Office 365 account.

http://www.terenurecollege.ie/index.php/school-information/academic/remote-learning/ms-office-helpvideos

The add work option also allows students upload files from their one drive account

2: The “New File” option can be in a number of different formats.

If “New File” is the recommended/selected option. Click “New File” and select the “Word
Document” option.

Students will then be prompted to create a name for the file. The name should follow the
format “Student Name – Assignment Name”
Once named Select “Attached”

The file will then be created and shown under “My Work”
(Important: The assignment is not completed and ready to uploaded if nothing has been written
in the document prior to uploading)

3: It is also possible that the assignment has a document present for you to edit or add to. Click
the link with the assignment to access the document. This will open the word document to edit.
Clicking on the 3 dots will give further options.

When editing the document assigned by your teacher in the browser click close when you are
finished. The document autosaves.

Make sure that you
have your work
attached. Click the
hand in button.
Your teacher can
now look at your
work and give you
feedback if
required.

This piece of work has been looked at by this student’s teacher and been given some feedback
circled in red. You can click on the file to open it and act on the feedback given to you by your
teacher, before handing it in again.

4: Assignment or tests can also be given in a MCQ or filling the blank etc format. They will
also be found in the assignment section:

Click the link under “my work.”
This will open up a new page with the quiz.

Check to see that the file has loaded and all pictures are included. Refresh or reopen the
link if necessary. If an image is not appearing right click and try to download it. Students
then complete the quiz and click “submit” when finished with the quiz.

A page will then open with the text “THANKS” or similar message and may have the ability
for students to view their result. If a check box for email receipt exists – tick it.

Once the test is completed students can click the “close” button
To confirm the quiz was submitted students can check the status of the assignment in the
upper right hand corner of the assignment page.

Always keep an eye out for this symbol (often found in the ‘view menu) . This is the immersive
reader . See help video http://www.terenurecollege.ie/index.php/school-information/academic/remotelearning/ms-office-help-videos

Once submitted there will be text with the date and time the file was submitted.

Grades Tab: In addition to uploading assignments students can also receive feedback and their
grades on submitted assignments from the menu bar at the top of the class page.

Grades and feedback may not always be released here. House exams results may only be
released on vSware for example.

.

Finally for more help use the help feature within Teams check out the videos on the website and
the ‘help’ section within Teams.

