Create a class team in Microsoft Teams

Microsaft Teasrs for Education

Class teams have upique permissions and features for teachers and students. As owners of the team,
teachers assign and review wark and create channels and files. £ach class team is ako linked to its oan
OneNote Class Natebook,

Within the team, students:

= Collabarate in group work channels
= Share fiies
= Turn in assignments
1. Select Teams in your Jeft rail to view your teams.

2. Select Join or create team > Create 2 new team.

v o 15" Join or create team

3. Select Class as the teamn type.
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4. Enter 2 name and optional description foc your class team, then select Next Far example: Ms. Gustyte,
3rd periad, meets in roam 301,

, Create your team
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5. Once you've created your class team, follow the steps to add your students and/or co-teachers as teom
members.



Use folders to create read-only files for
students or other team members

Micragadt Teanes for Educaskon

Share files with your students that they can read bat not edit using the Class Materials folder in your
General channel. This is a great way to share documents Gke syllabi, school rules, and reference materials
with the class. You can also create your own read-only folders to restrict members’ editing privileges = any
team.

Note: The Clacs Materiak f0k0ar is avadabie on 105 dovices and Supporr far Androdd is coming soon. Flexse
50 tha desetop Teams 2p@ o tha mobile SharePoint 3pp 1o access Class Matenalks in the meantime. Oass
Magerials can be found uncemaath Pagas in ShaeaPoint's naviganon

Add files to the Class Materials folder in class teams

1. Navigate to the General channel in your dass team and sedect the Files tab.

2. Select Class Materials.
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3. Use the New button 1o create new read-andy files in the Class Materials folder. Use the Upload button 1o
add files from OneDrive ar your device

- World History 201 > General -
ws +

>

Correcsations Fivs Clacs Noteb ¥ Assh
—
" General » Class Materials
@ dew [ vpkas P Geeank B Open in SharePoint

Folder
Wéord document @
Excel spresdsheet

aaag

PowerPont pressntation



4. You can akso move or copy a file mto the Class Materials folcer by selecting More options I

| next to

your fe and chaosng either Move ar Copy. Fallow the file structure to choose Class Materials.
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Nota: Mowing of capying a Class Matenals file 10 3 folder withous the same permissions imoans studenes wil

be abie 1o acit Bat copy of The cocumens.

From now on, add any files you don’t want students to et to the Cass Materials folder. Yau can add files to

the folder from Teams or SharePoint -~ your changes will stay m sync,

Create your own read-only foiders

Creating read-only folders allows you to share files with members of a team you own while preventing them

from editing the files

1. Navigate to = channel in the team where you plan to share files

2. Select the Files taby, then Open in SharePoint. SharePoint wil open in your web browser and shaw you

the file structure for your team.
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3. In SharePoint, select + New > Folder. Name your foider and select Create.



4. Right-chek on or select Show actions (the vertical three dots that appear when you select the folder) for
the folder you just oreated and select Details.
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5. Select Manage access in the Details pane.

€. Beneath Members, select the dropdown arrow ana then Change to view only.

-P. Grant Acxess X

From now on. acd any files you dan't want students or staff to edit to this folder, You can add files to the
folder from Teams ar SharePoint--your changes will sync back and forth

Note: Moving o coping 3 raad ooly file 50 3 foldar without the Sama permisSons Means team mesnbies wil
b able to ecit that copy of the document,



Create an assignment in Microsoft
Teams

Microsoft Teams for Education

Create assignments for your students in Microsoft Teams. Manage assignment timelines, instructions, adding
resources to tum in, and more.

1. Navigate to the General channel in the desired classroom, then select Assignments.

2, Select Create=Assignment.

Reading Reflection 48
Due February 22. 2019 9:59 PM

" ! ! uon () Homework

Quiz
PM

From existing

3. Enter a title for this assignment—this is required.

4, Provide more information for the assignment. The foilowing steps are optional:

\
New assignment Discard Save

Seved Juf 22 307 PM

Title
Ladybug Unit Vocabulary Review

{3 Add cotegory

Instructions

Enter instructions
(/7 Add resources
Paints

No points
F5 Add rubric
Assign 10

Advanced English 11 A & All students

g

Date due Time due

Tue, Jul 23, 2019 8 11:59 PM

(C)

Assignment will post immediately with late turn-ins allowed. Edit




» Choeose multiple classes or individua! students in one class to assign to.

= Add additicnal instructions

= Attach resources to the assignment by selecting Add resources.
During this step, add a document from your personal OneDrive, computer, or create a blank Word,
Excel, or PowerPoint document to hand out tc your students. Leave the default as Students edit their

own copy to distribute an identical document tc each student to edit and turn in. Choose Students
can't edit if you'd like to attach @ document for reference only, such as a PDF or link.

Note: If you're aszigning a Class Notebock pags, chack 1o see what version of OnaNote your students
are using to ensure that their zssignment pages will lock after the aszignment dus date passes.

@ Vocabulary Practice Grid.docx
Students edit their own copy
& Add resources Students edit their own copy v/
Points Students can't edit
No points
@ Remove
E'f- Add rubric

= Select a due date and time,

For more assignment timeline cptions, select Edit. Here, you can customize when your assignment will
be posted to students and when it will close for turn-ins, By default, no close date will be selected,
which allows students to turn in assignments late.

Edit assignment timeline X

B Schecuie to assign in the future

at 1159 PM. Late tumn-ing not allowed,

Pest dane Fost thene
Ffi, Sep 6, 2019 & 9:00 AM 0}
Due date
Do date Due time
Tus, Sep 10, 2019 ® 1559 PM ®©
B Close date
Close date Cose time
Tue, Sep 10, 2019 o) 11:59 PM (O]

Assignment will post on Fiday, September & at 9:00 AM and is cue on Tuesday. September 10

Done




= Select the amount of points this assignment is worth, if any. You can use points on any number-based
scale including whole numbers of 100 and set your own denominator. Examples: 88/100 or decimals
3.7/4.0.

» Select Add rubric to add a grading rubric.

= Add a category.

5. Select Assign. Your students will be notified of the new assignment on the day you specified.

6. Select Discard to discontinue work on this assignment or Save to retum to the assignment and edit it
ater,

Note: Selzct Expand tab (diageonal double sided arrow) 1o antar full-screen mode.

Dolenni defnyddiol/Useful links

Microsoft Support page;

https://support.office.com/en-us/article/microsoft-teams-5aa4431a-8a3c-4aa5-
87a6-b6401abeall4?ui=en-US&rs=en-US&ad=US

Creating a class

https://www.youtube.com/watch?v=2zB2jiCxxuQ



https://support.office.com/en-us/article/microsoft-teams-5aa4431a-8a3c-4aa5-87a6-b6401abea114?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/microsoft-teams-5aa4431a-8a3c-4aa5-87a6-b6401abea114?ui=en-US&rs=en-US&ad=US
https://www.youtube.com/watch?v=2zB2jiCxxuQ

