Accessing Microsoft Teams

Step 1: Downloading the App

Check to make sure that you have the
Microsoft Team app downloaded on your
iPad. If you do not have it, you should be
able to go to ‘Self Service’ and download it.

Microsoft Teams App

Step 2: Signing In

Once you have downloaded AND located
the Microsoft Teams app, click on it to begin
the log in process

You should get a screen like this

2:44 PM Mon Mar 30 = 44% @
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Sign in using your work, schoal, or

Step 3: Signing In Continued

Enter your district email — make sure you do é |
andjen88@oxfordasd.org

the WHOLE thing, including the
@oxfordasd.org

Get help with signing in

Then click ‘sign in’
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Step 4: Finishing the Sign In Process

Cancel

Next you should be directed to a page like this 2>

Here, you will enter your district password. Make sure
you are entering each letter/number and NOT using
the predictive feature—we have had issues with it
saying the password is incorrect.

Enter password

B2 Microsoft

Click ‘sign in’
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Now you should be able to click on the link provided by
your teacher. *Note, the link will NOT be directly in
Microsoft Teams—you will need to access it from another
location like an email or your teacher’s website.

After you use the link to join, you will get a window in
Teams like this- click ‘Join Team’

Your teacher will then <= o s
4 New post need to Ve rify yo u @ Redwood Team - Digital... =+ Posts Files More
L iy E] chet - i {] Files JOI n I ng ' Science 7 - Period 8 ’ ﬂ
~

e

No one has sent any messages yet

Once that is done, you should be able to see
the ‘Team’ you joined in your teams section

Not seeing it? Try logging out and logging back in. If that
doesn’t work, you can email your teacher.

Note: make sure you’re in the Team section — it will be
purple indicating that you’re in that area

<<<<<<<<<<
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Step 6: Showing Up For a Meeting

When you want to join an actual meeting < 1szew venwarso
? O\ T 264- @ General

Redwood Team - Digital Office Hours

(show up) first find the team you want
ﬁ Redwood Team - Digital... - Posts Files

General Office Hours &
Qceurs every Wed @ 2:00 PM

Science 7 - Period 8 o

General
Then click the ‘General’ and information See all teams
will appear in the right portion of the
screen

Scheduled by Fry, Briana
<’ Reply

) Office Hours O
Occurs every Thu @ 10:30 AM

BF

Scheduled by Fry, Briana

<’ Reply
Office Hours
Occurs every Mon @ 10:30 AM
Notice at this point we are in the ‘Posts’ o
portion, there are other options, like
‘files’ and ‘more’ —
Office Hours
Occurs every Mon @ 2:00 PM
BF

Some classes may have multiple
meetings scheduled—pick the one that
you want to attend (for this example,
selected the Office Hours Thu @ 10:30) —

. o
Activit: hat g8 Teams
Q_ ctivity a Chal ugs Teams

Scheduled by Fry, Briana

< Reply

[ MNew post

£] Files

More
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Once you’ve clicked on a LT U w amED
specific meeting you will want = & Tems @ @ < Schon T Dt e > G

to make sure you are in the

‘Details’ section (indicated by Office Hours

the purple line being under it) . B science 7 - period 8 .. ~Oceursevery Thu O

10:30 am - 11:30 am

Add to calendar

Hi guys! Click this meeting to join Mrs. Fry & Mr. Jackson for
office hours Thursday at 10:30am!!! Can't wait to see you!
Join Microsoft Teams Meeting Learn more about | See more

. D Redwood Team - Digital... =+ Details

Then, you will click on the
‘Join’ button

SHARED TO CHANNEL

General
Redwood Team - Digital Office Hours

PARTICIPANTS (3)

Fry, Briana
Bp = *
¢ Organizer
Jackson, Eric

EJ
O Accepted

12:43PM Mon Mar 30

X

The last screen you will see before entering the
meeting is the one to the left. You will then have
the opportunity to turn features on/off by clicking
on them

@ e Turn the video ON

e Turn the mic OFF
e Turn the speaker ON

You are ready to JOIN NOW

Join now
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y n 11:10 AM
" . N Z A
LW © Type here to search i - o) @ " 37272020

Allows you to turn the camera on/off

Allows you to turn the mic on/off

Allows you to share a document

Gives you other options

Allows you to ‘chat’ — use this to ask questions. If the teacher feels like they

need you to verbally explain, we can chat back and have you turn on your mic.
6. End call/chat

Ok wWwhE



