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Microsoft Teams: Next Steps

After establishing their Microsoft Teams courses, teachers can use this guide to effectively utilize the
features of Microsoft Teams.

e Home Page is the first default channel in Teams. Creating a Home Page
e The Home Page serves as a landing spot for educators to highlight

important information and direct students to learning tasks as

soon as they enter their virtual classroom.
e When the channel is first clicked, it will automatically set up a Class Name

Home Page.

Class Notebook

Class Notebook Tutorial

e Class Notebook is the second default channel in Teams. Creating a Class Notebook
e Class Notebook is a digital notebook.
e The teacher can distribute documents digitally through the Class
Notebook.
e Filesin the content library are read only. Students can not edit. .
e Files distributed to students are editable. Each student receives S
their own copy.
e The teacher can access each student’s Class Notebook to monitor s
progress and view completed work. o

Classwork Tutorial

e Classwork is the third default channel in Teams. Creating Classwork
e Classwork is a way to build out modules.
e The teacher can prepare a module and schedule when students
can access materials.
e The teacher can prepare assighments and modules in advance. Class Name
——
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https://www.louisianabelieves.com/docs/default-source/technology-footprint/back-to-school---microsoft-teams.pdf?sfvrsn=45206018_2
https://www.microsoft.com/en-us/microsoft-teams/log-in
https://ior.ad/9mjw
https://ior.ad/9nim
https://ior.ad/9niq
http://doe.louisiana.gov/

Assignments Tutorial

Assignments is the fourth default channel in Teams. Creating an Assignment
e The teacher can assign work to students.
e Assignments can be either curriculum-embedded formative

or summative assessments.

Class Name

Home page
Class Notebook
Classwork
Grades
Reflect

Insights

Grades Tutorial

Grades is the fifth default channel in Teams. Grades
e Students can view their grades for assignments.
e The teacher can see when a student has viewed an
assignment.
e The teacher can view an assignment that has been turned Clace Name
in.
e The teacher can grade and return assignments to students. R
e The teacher can also view the history of the assignment, G
including when it was viewed, edited, and submitted. 23:

Reflect Tutorial

Reflect is the sixth default channel in Teams. How to use Reflect
e The teacher can check in with students by sending out

reflection questions.

e Reflection question results are only viewable to the teacher.
Class Name
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https://ior.ad/9nir
https://ior.ad/9niF
https://ior.ad/9niI
http://doe.louisiana.gov/

	Microsoft Teams: Next Steps 

