Guide to Teams/OneNote/Assignments

To schedule a meeting, click onto ‘Meet’ and then ‘Schedule a meeting’.
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All you need to do is write the title of your live lesson and change the date. You don’t need to add the
children, it will do it automatically. Then, press ‘Send’
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The calendar tab at the side is a good place to keep track of all your live lessons. You can click onto
the live lesson to begin it. Around 5 minutes before the lesson is due to start, it will have a little join
button that pops up at the side.
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Click onto the meeting before it happens and press ‘Edit’.
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Microsoft Teams meeting

Join on your computer or mobile app
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On who can bypass the lobby, press only me. This means the children cannot talk to each other before
you start the lesson. It also means you let them into your live lesson 1 by 1, which means you can say
hello to each child. On Always let callers bypass the lobby, press no.



On announce when callers join or leave, press yes.

On who can present, press only me. It also sometimes comes up with an option to let the children
unmute themselves. I press no.
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Then you can start your lesson. Go back to your calendar and click join on the right lesson. As the
children will enter the lesson 1 by 1, you can mute and block their video.



This button lets you see which children are in the group.
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Waiting for others to join...
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Waiting for others to join...

If a child is stuck and they have raised their hand, you can see a little red mark. You can use the chat
option to ask them what is wrong.
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If you want to see all your children together at once, you can press the three little dots and then large
gallery. There has to be more than 10 children in the group.
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Press ‘share content’ if you want to show the children a PowerPoint or video. Really important if it
has sound, you have to press the button circled in red to let the children hear the video.
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You can talk and flick through your PowerPoint! When you want to exit, just press the stop sharing
button.
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You can share a whiteboard with the children to do some live teaching.
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Don’t forget to press ‘end meeting’ before you leave.
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Now, you can send the children linked work to your live lesson.

Click onto ‘Class Notebook’.
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Press the book icon at the side.
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Right click on ‘Using the content library’ and choose ‘New Section’. You could make new sections
for each different subject.
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I have made maths.
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Press ok. Then you can give your page a title on the line and add your learning below. I have just
written some questions.
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You can also insert web pages, videos, links and images onto this page. You can also press ‘Draw’ if
you want to draw something.
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You do not need to save this page. It has been done already.

You can then go onto ‘Assignments’.
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Don't you just love a blank slate?
Create your first assignment here
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Give your title the same name as your live lesson. You can add instructions if needed. You can add
points for completing. You can change the date or time for when it needs to be handed in.
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Click onto ‘Add Resources’
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Then press Class Notebook
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Then content library.
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And finally, click onto the lesson name and press attach.



Home > Content Library > Maths
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Attach it to one of the folders. It doesn’t really matter which one! Yours will be called different ones
to mine.
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Then press the purple assign button.

When you are marking, you can press the assignment tab at the top.



Then press the lesson you want to mark.
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You can click onto the child’s name to see their work. You can also tell if they have not even looked
at the work, viewed it or completed it.
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You can now add a comment and give them some points!
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