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MS TEAMS

CREATING ATEAM FOR A CLASS

From the Teams tab click
on “Join or create team”

In the new window click
“Create Team”

Select “Class” for the team Type

Insert the name of your
class in the Name and
description Field

Example: ACC - ECO 201 101
Anderssen

click on “Next”
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Select a team type
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Create a team
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\ assignments

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.

Create your team
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Cancel
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Add people to "ACC"

Students  Teachers

M S T E M S oF Predmore, Olivia (opredmore@student.cccs.ed... X ). “

CREAT' NG A TEAM FO R A CLASS Start typing a name to choose a group, distribution list, or person at your school. \

In the new window

You can add your student
emails in the field and click

Iladdll
Skip
You can “skip” for now if needed, /

you will be able to add later. -~

Once you enter the names of
the students, they will get the Microsoft Teams

following email

Joan added you as a guest to Arapahoe Community College!

Send your students an

additional email that they

have been added to a Team
and ask them to Join ACC-Eco201 201 - Anderssen

Macroeconomics Online

Open Microsoft Teams




= 8 Microsoft Teams
MS TEAMS =g

CREATING ATEAM FOR A CLASS

posceal

Your students will need to
download the app or sign in

Use the web app instead
on the web

Already have the Teams app? Launch it now

Stay better connected with the Teams desktop app

They will be asked to Sign
In- use their CCCS account
and myACC password

Welcome to Microsoft Teams!

A happier place for teams to
Note: It is important that ; : : - work together.

fhat the student selects OP
ign in
"Arapahoe Community

CO”ege (Guest)” |n thell’ ‘ Sign up for free ’

il Predmore, Olivia
user protiie. (opredmore@student.cccs.edu)

The student will not be able to
see their classes if this is not

selected. Colorado Community College Sys... ®

Arapahoe Community College (Guest) <=




MS TEAMS

CREATING ATEAM FOR A CLASS

Microsoft Teams “ Search or type a command Arapahoe Community College e
O n Ce YO u r Stu d e nts a re Set it Teams Y A2 General Posts Files Class Notebook Assignments Grades ® Team 14 Guests  +=+
up, they will see the class - . -

| | st A2 ACC-Eco201 201 - Anderssen

General

You can add files, add
apps, and have a video-
CO nfe rence With your team! g Anderssen, Joan has added mfrank26 (Guest) as a guest to the team.

g Anderssen, Joan has added Torres, Yvonne (ytorres7@student.cccs.edu) (Guest) as a guest to the team

YO u r tea m Wi | | g et a n e m a i | g Anderssen, Joan has added calger (Guest) as a guest to the team.

g Anderssen, Joan has added dlawson22 (Guest) as a guest to the team.

to J O I n t h e CO nfe re n Ce . g Anderssen, Joan has added abhandari5 (Guest) as a guest to the team

g Anderssen, Joan has added ekramer20 (Guest) as a guest to the team.

Welcome to the class!

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

g Anderssen, Joan has added jbolyll (Guest) as a guest to the team.

g Anderssen, Joan has added jkirschbaum (Guest) as a guest to the team.

g Anderssen, Joan has added kkrylov (Guest) as a guest to the team.
g Anderssen, Joan has added spinney3 (Guest) as a guest to the team.
g Anderssen, Joan has added amaes8 (Guest) as a guest to the team.

g Anderssen, Joan has added opredmore (Guest) as a guest to the team.

g Anderssen, Joan has added eedmonson (Guest) as a guest to the team.
O Anderssen, Joan has added jbatres2 (Guest) as a guest to the team. Stay in the know. Turn on
T desktop notifications.

Start a new conversation. Type @ to mention someone.

£33 Manage teams A ¢ O B a > Q -

Turn on Dismiss




CREATING AND
MANAGING TEAM
CHANNELS

Channels are great to use for
projects, or work groups, or
discussion topics within a
team.

To add a channel to a
group chick the “..." button
and select “Add Channel”

Enter the Information for
the new channel and click

"Add”

eeeee
Quick Questions for the Experts
Student Chat

|Managing Channelsl

Create a channel for "Test" team
Channel name

Letters, numbers, and spaces are allowed

< All teams

ACC Community

General

Working fom Home

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team

E] Automatically show this channel in everyone’s channel list

Cancel
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@ Working fom H

Manage team

Add channel <

Add member
Leave the team
Edit team

Get link to team

Manage tags

Delete the team
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- Student Chat Posts Files Notes —+

FILE SHARING AND

C I_O U D S | O | E t s ‘ 5 E + New v T Upload ffSync < Copylink J Download - Add cloud storage @ Open in SharePoint = D o
Student Chat
IT Helpdesk
. O 0O Namev Modified | Madified By
General

Quick Questions for the Experts
Student Chat

You can share files using One
drive or directly from your
computer. Your MS Team can
act as a place for you your

HH AACC SharePoint
team members to collaborate IT Helpdlesk

% Following =2 Next steps

Private group 2 13 members
Wlth fl | eS . Search + New v T Upload v ¢ Quickedit 1= Share @ Copylink 2 Sync - = AllDocuments v ¥ O ./
Home | '
Within a team click “Files” T |
Documents

[ Name Modified Modified By Add column
Shared with us

From there you will be able to _‘
Upload, Share, edit, etc., your ages

Notebook

files in the team. it contents
RSCYC'E bin

Edlit

Retum to dassic SharePoint




F”_E SHAR'NG AND OneDrive
CLO U D STO RAG E 2] Upload from my computer

You can also share from the

chat feature and send a link to

a file directly to a member of ey

your team in the chat feature Nome Modited - Modited by

Mashme Docs 2/5/20 Lacy, Lawrence

ClICk the Paper ClICk icon One drive share screenshots.docx Just now Lacy, Lawrence 180.79 KB

Select If the flle e yOU adobe icon.docx 5h ago Lacy. Lawrence 63.60 KB

CO m p ute or one d rive Microsoft Teams.Ink Yesterday Lacy. Lawrence 2.39 KB

Google Chrome.lnk Yesterday Lacy. Lawrence 235KB |

Select the file you wish to

Invitation.msrcincident Yesterday Lacy. Lawrence 6.60 KB

S h are Pulse Secure Install Config.docx 3/24/20 Lacy, Lawrence 432.58 KB

You will now see the file in the
chat

h’ype a new message

,.E One drive share screenshots.docx
personal > lawrence_lacy arapahoe_edu

) o] [
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