QProMark Training Centers

Microsoft TEAMS Quick Reference Guide

GETTING STARTED

1. Go to Office 365

a.
b.
c.

Open your web browser
Go to www.office.com
Click on the “Sign In” button

2. Loggingon 3.
a. Type in your MCS email
address and click “Next”

b. Enter your password and click

If only one student will use this
device we recommend selecting
YES, otherwise select No.

on “Sign In”

B Microsoft

Welcome to Office

Sign in
Your place to create, communicate, collaborate, and get great work done.

Get Office

Outlook

B¥ Microsoft

ljohnson@mcseagles.net

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

Accessing Teams

Logging Off

When this screen appears, please click on the Teams icon

Good evening, Practice
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Signing out of the Office 365 Portal

1. Click on the round icon in the upper right corner
2. Select Sign out
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Click Here To See

The Teams/Classes
That You Have Been
Assigned To
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Teams
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My Office profile
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THE TEAMS ENVIRONMENT

Key Features

Manage Profile Settings Change
app settings, change your pic,or |———p
download the mobile app.

&5 Join o create team |
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Pineview School Science |

View Your
Class Teams

View All
Assignments
for all Classes

Physical Science Health Research Pineview School Staff
Teachers
B Your Teams/Classes
Algebra Click the tile when it’s
time for that class
Assignments Viewed The Science View Science Find Helpful View Science
Class/Bell You Teacher’s Posts Class Files Assignments
On Your Smartphone are Assigned To || to al Bells
Microsoft Teams v et
— - e
Al teams General Posts Fies Class Notebook Assignments Grades . -

View upcoming
assignments

View both upcoming and
turned in assignments by
class, or view them across all
your dlasses. Selecting an
assignment will allow you to
tumn it in or view feedback and
scores.

Welcome to Science

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