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Getting Started
1. Open Google Chrome from your Computer

2. In the address bar at the top type in “Office 365"

Sign out
C Q office 365
Q  office 365 - Go
office 365 download
Q  office 365 personal
Q. office 365 teams
office 365 email login
2 office 365 subscription
office 365 business premium

Microsoft Office Home - office

www.office.com v

3, Se|ec1’ the 15 link from Office 365 Login | Microsoft Office
q Collaborate for free with online versions of Microsoft Word, PowerPoint, Excel, and OneNote.
The reSUHS Save documents, spreadsheets, and presentations online,

4. Click Sign In and enter your school email address & password
(if prompted)

5. Select Teams from the app menu




Accessing your Classes (teams)

On your Teams menu you will see all your registered classes, you
would usually see on your school timetable. When you have live
session scheduled with your class teacher you should select the
appropriate class from the Teams menu.

1. Open Teams from the Office 365 menu

Good morning stall Office
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Qutlook OneDrive Word Excal PowerPoint CneNote SharePoint ams Notebook
Notebook

g & » -
Sway Forms Il apps

Stream A

2. Select the class where your live session is beginning, by simply
clicking on the class icon once.

Microsoft Teams = Search or type a command ‘

Teams & ' Join or create team

Top Tip: Notifications

Make sure you turn noftifications on so that you're updated
when sessions are beginning, resources have been
uploaded or someone is trying to communicate with you via
Teams.




Joining a Live Session

1. Once you open the class, you'll notice either a live session is
starting, or you can access a pre-recorded one. If the
lesson/session has begun, click Join.

Microsoft Teams (C4

n General Posts Files Class Notebofl Assignments Grades ~— ®Te m
B ‘8
&
D
Year 71IT :
General o

& ¢ Forman has added 19GWilliarilihn to the team

e Meeting now

®¢«  Meeting started

& Reply

2. On the next screen you MUST disable your microphone and
camera, before clicking Join now.

Join now

Other join options




Communicating with your teacher

At times during your live sessions you may wish to ask the teacher
a question. You can do by:

1. Clicking on the open conversation icon.
2. Typing your message into the Reply field & pressing Enter

Microsoft Teams

Meeting chat




Accessing & Editing Resources

1. Click on the Team (class) you need to get resources from

2. Select Files from the tab menu along the top.

Search or type a command 1

All teams . General Posts Files fClass Notebook  Assignments  Grades ® Team
72/1t
B Welcome to 72/It

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

Q@J
ﬁ

3. On the Files menu you will likely see lots of resources your
teacher has shared with you, before opening any, make sure
of 2 things:

e The file you are accessing has been modified by your
teacher

e The name of the file is the correct one that your teacher
asked you to open/complete e.g. L10.pptx

_a Search or type a command -

General Posts Files Class Notebook Assignments Grades

+ New v 7T Upload v 3 Sync @ Copylink 4 Download - Add cloud storage

General

Name v/ Modified | v Modified By +~

n o
@ L10.pptx About a minute ago O Hamshar




4. To open the file, you will need to hover your cursor over the
file until the 3 dots appear and click on them.

[7  Namew \ Modified | v Mod

. M
@, @] "L10.pptx e About a minuteago  OH

5. Here you will need to select Open, followed by Open in

Powerpoint
General

© [ Namev Modified | Modified By v

(] Q _\'UO-F’PU‘ =+ Open > Open in PowerPoint Online
Download Edit in Teams
Delete
Pin to top
Rename

Open in SharePoint
Move

Copy

More >

Top Tip: Open in Word/Powerpoint/Excel Online

You can complete your work entirely online if you don't have
access to Microsoft applications on your laptop or PC. It also
saves your work remotely and allows you to Share access to
that piece of work with your teacher(s).




6. Once opened the worksheet/resource your teacher has -""d
shared with you will open in the appropriate program e.g.
PowerPoint.

autosave QI A &2 s 21048

Insert Draw  Design Transitions Animations Slide Show  Review View O Tellme

Types of Arrays

One dimensional

Single name, single entry arrays, for example:
England_football_team =["Jordan Pickford", “Luke Shaw", “Harry
Maguire”, “John Stones”, “Jadon Sancho”, "Raheem Sterling”]
Static

An array where the length is predetermined/restricted
England_football_team [11]

Dynamic

No predetermined size and will change as the programs runs
England_football_team []

Two Dimensional

Two dimensional arrays are in essence, tables defined by both
columns and numbers therefore the array has two indexes
England_football_team [0,1]




Sharing files with your Teachers

1. Select Chat from the Teams menu

Microsoft Teams

Teams

Your teams
Chat

Teams

2. Select Contacts

Chat Recent Contacts

Favorites

3. At the bottom click Create a new contact group

+

w Create a new contact group

4. You will then be prompted to create a name for the thread,
in the example(below) | have just called it *Business work™.

Create a new contact group

QOrganize your contacts into groups to find them more easily.

Contact group name

Business work’




5. Click on the three dots next to where your newly created
thread name and select Add a contact to this group.

Microsoft Te ms

& Add a contact to this group

mf Rename this group

il Deleta this group

6. Begin to type in the teachers initials and their username
should for you to add them

Add to contacts

cfo

C Forman
CF crorman

7. Select the paperclip icon and select to upload a document
from either your computer or OneDrive

Microsoft Teams L Search or type a command _

Chat Recent Contacts ¢¢ CForman Chat Fies Omgenizaticn 1 more o e

L}

You're starting a new conversation
Type your first message below,




