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Microsoft Teams — How to Login

2¥ Microsoft | Office mosutsy Resources v Tempates Sipoet Myscount | By

1. Onany web browser, e.g. Google
Chrome, Internet Explorer, Safari

etc, go to www.office.com

Welcome to Office

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

= m(!

2. Enter your user/email id provided B= Microsoft
by SEF and click next Sign in

SNoori0012@sef.org.pk

No account? Create one!
Can't access your account?

Sign-in options

BE Microsoft

3. Enter your initial password
provided by SEF which is
P@sswOrd and Click Sign In

< snoor10012@sef.org.pk

Enter password

........

Forgot my password

4. You will be required to change your password on first login (PlIs refer to the
screenshot below)
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1 Default password of Teacher is P@sswOrd

[1 Enter New password consisting of 8 characters in length having combination of
upper, lower, numbers and special characters for e.g. Sef@2020

1 Enter Confirm Password which would be same as New Password for
e.g. Sef@2020

1 Click Sign in button

B Microsoft

sncor10012@sef.org.pk

Update your password

You need to update your password because this is
the first time you are signing in, or because your

s L Enter your initial/default password

provided by SEF which is P@sswOrd £

Jp——

Current password 'q-_‘_l
Enter your New Password consisting of 8
R ¢ characters in length having combination of
el i 1upper,1special character and numbers for
e.g. Sef@2020

R
Confirm password e e Enter Confirm Password which is same as

New Password for e.g. Sef@2020

™ r
Click on the Teams icon
Apps Install Office
& o @ H & @ P H [ & @E
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Elass Sway Forms

Notebook

£ B

Staft
People Motahaok Calendar

Explore all your apps >

You should now see all the Teams that have been set up with all your classes
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How to Activate Microsoft Teams on Your Mobile Phone

Android Phone:

* Click on this link and download Microsoft Teams app on your Android mobile
phone https://tinyurl.com/ya250a2z

* When app is installed, it will ask for the login the password. Login with your
Email ID and password provided by SEF to get access of Microsoft Team and to
arrange and manage online classes and students via mobile phone. (Snapshot

; Teams Y =3 28" Join or create team
1

)

s

eans

(=] GE (€15 sk SO

==} SMHS0141 Teachers &

Grade 8 English Grade 7 English Stiideits SMHS 0141

=

Grade 6 English Grade 6 Science Grade 7 Science Grade 8 Science
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Apple Mobile Phone

* Click on this link and download Microsoft Teams app on your Apple mobile
phone https://tinyurl.com/ycagwwoo

*  When app is installed, it will ask for the login the password. Login with your
Email ID and password provided by SEF to get access of Microsoft Team and to
arrange and manage online classes and students. (Snapshot below)

2 Te - e
A eams v &3 23" Join or create team
' m
e
Teams
@ Grade 8 English Grade 7 English SMIESOI4Thicachcrs e SMHS 0141
Students
i Grade 6 English Grade 6 Science Grade 7 Science Grade 8 Science
()
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Setting/Activating up your Teams/Classes
(To be done by Teachers of respective schools)

When you login to Teams below is the first screen/window which would appear

MEmset feere @ e

Chat Recent Contacts Y To: [Enter name, email, group or tag 8%

New chat

Type a new message

Al Q@B B Q - B

Join or create a team

Click on Teams Icon on the left

Click on Create Team button h

Create a team

Microsoft Teams SOP for SEF Teachers 6
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Select Class P —
[sm] [
=3 \ ;ﬂD \| (g ""A
| | 1 © N L g
Class Professional Learning Staff Other
Discussions, group projects COmmunity (PLC) School administration and Clubs, study groups, after schoof
assignments Educator working group development activities
Click on the link
Cancel

Create a team using a

group set up by you
or Sindh Education Cpeateyour team
Foundation Teachers are owners of class teams and students participate as members. Each class team allows you to

create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.

(Teacher will be
shown their Teams
which are created
automatically (Grade Description (optional)
taught + Subject)

Name

Select Each Group 1
by 1

For E.g. Grade 6
Science and Click the
Choose Group button

Create a team using a group set up by you or Sindh Education Foundation

Cancel

Which group would you like to use for your team?

. . ® [Cll Grade 6 Science
Upon Clicking the
Choose Group button — © Rl Crace7 Scence
Grade 6 Science Team o [l creceescience

would be shown
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16 students are waiting to join.
Teams Y it

ﬂ General Posts Files Class Notebook Assignments  Grades ® Team  ***

Your teams

B Grade 6 Science

General
Welcome to Grade 6 Science
Choose where you want to start
Start a new conversation. Type @ to mention someone,
" Join or create a team bex] b OO @B S g e B

To activate the teachers class, click the Activate button which shows message 16
students are waiting to join (this means there are 16 students in Grade 6 Science
assigned to this particular teacher)

16 students are waiting to join.
Teams ' St e
General Posts Files Class Notebook Assignments Grades -+ @ Team e
Your teams
Grade 6 Science
General
Welcome to Grade 6 Science
Choose where you want to start
T
> —
\ 7 g, |
& V I
Upload Class Materials Find help & training
Start a new conversation, Type @ to mention someone.
25" Join or create a team @ A/ ‘_/; @ @ = @‘4 B> 9 e B

Microsoft Teams SOP for SEF Teachers 8
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Activate team X

On clicking the Activate
button below prompt
will appear Click
Activate button

Once this team is activated, your students will have access. This can't be undone.

Followed by a
confirmation dialog Click

OK

Your team is now active

Teams Y E General Posts Files Class Notebook Assignments  Grades -+ © Team  +o*

Your teams

B Grade 6 Science onn
CI ick the 3 DOtS General A tide

Welcome to Grade 6 Science

{33 Manage team
nEXt to G ra'de 6 E— Choose where you want to start
Science and N—
Se I ect M an age 8 Leave the team e II

¢ Editteam P _—

Y J'ﬁ' g

Team to See your @ Getlink to team O D\S- .
Students @ e

@ Delete the team Upload Class Materials Find help & training

Start a new conversation. Type @ to mention someone.
&' Join or create a team 3 b ¢ O @B G B g e B

Microsoft Teams SOP for SEF Teachers 9
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Teams Y )
. 69 Grade 6 Science ofem
As you can see In
the ScreenShOt the . Grade 6 Science m Channels  Settings  Analytics  Apps
T_eaCher IS — Search for members Q
displayed as owner
Owners(1)
of the Team and | T .
ame itle ocation Tags () Role
Students are
displayed aS SI\O Sadam Rafique Ahm... Owner v
Members Of Grade Members and guests (16)
6 Science team Of Name Title Tags (D) () Mute students Role
respeCtive SChOOI MK Mahboob Zameer .. 0 Member v X
B Ahsan All Bux 0 Member v X
NA‘:‘ Nazeer Bashir Ahm... 0 Member v X
&' Join or create a team s
SR Cammad Shmad Riv M Mamhar \7 ¥
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Navigation Tabs of Teams for Teachers for interaction with Students

Gene G@ lass Notebook Grme; + B Team

SC.&;\ ekm

Whave Yol oA Y

““:J‘?;:‘\" u{’lmd‘a sy 0d b;m't fasks
xﬂm o MM Welcome to Example Cl assJ reoblsdds

. Choose where you want to start

-
-
““H ) 4
Gnd X S 4 =
o) '
oW 5
» Upload Class Materials Set up Class Notebook
Qpss’
U 4 new Conversation. Type ment ¢
A OBEE e ¢ - =
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Teams — Adding Content to a Team

Microsoft Teams 1 Soarch for or typa a command l{.
Teams Y U8 General r'u-._m, Notebook  Assignments  Grades ® Teaw
9 ecs-90m
o £G3 1201
Star Academios Maths Leads Welcome to Example Class
. EGS_Maths MT Choose where you want to start
o fden
T '
-L ,A ! =
(o) v >

Upload Class Materials Set up Class Notebook

Click on your class and then the general channel (1). Click on the Files tab (2) at
the top of the main page

If you are uploading files that
can be edited, you need to
upload them into the Class
Materials folder. Materials in
this folder are not editable by

E General Posts Files ClassNotebook Assignments Grades +

+ New v 7 Upload v 2 Snc @ Copylink ¥ Download - Add cloud storage -

General
students, only by teachers. In
Narne v Modifed | » Modified By ‘_[he Image belovs_/, I've clicked
into class materials
Class Materials Elaine Hayes

Microsoft Teams SOP for SEF Teachers 12
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-~ =4

0 X. Lates X ‘ uﬁne‘ X ‘ uZN? X * Gene X G oner X | G name X ‘ M Inbor X‘ + - : You Can use the

@~ C @ teamsmicrosoftcom/ #/school/fles/Generalthreadid=19ddd 1ed0co89d47d2ack90988t.. ¢ @ [k upload button and

Search for or type a command - fOllOW the

instructions, or you

j r E:"Newnem' | Open ~ I Selectal
S Xs )E y W B
U Easy aceess ¥ = Edit | Select none
Copy Delete Rename  New Properties
tor folder 4

&) History Ej\rwensereman

Organise New Open Select o General gs Class Notebook  Assignments Grades +
v b P Search Documents Can drag the
. T New E Syne @ Copylink @ Open in SharePoint = All Documer
A Name Date modified Type i 1
1 01 to_YU_Vercent ¥inpoint Al_Vack Year.. 1U/UI/2U) 1515 Adobe Acrobe materlal you Wal’lt

@ Year 11 parents evening 2020

: JanuaryHigher tO upload intO the
T Janvary-Higher-Plus L : .
! TknuiZ-Hi:her ﬂg: Mo botiet fOlder, exaCtly llke
J 1! Basic algebra 2year9 A
' *F asic al;ebrﬂt&av@ /«ﬂ‘ you WOUld drag a
* @Vearﬂb(l Higher Paper 2 final EDITED
'I‘pmbzwasg p file or folder on
*F prob 1 10Mz5
= Probatity 1 your own
! 46i Congruence

computer. You can
“ drag in a folder or
multiple
documents.

& (not connected) Sync status: A

A

Files are in conflict

“w B
AN E® o RS

Teams — Creating an Assignment

Within the team, click on Assignments in the
Microsoft Teams SOP for SEF Teachers top bar
Click on create, and then select assignment.

Once votu fill in all the reauired information
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General Posts Files Class Notebook G

Upcoming

> Drafts

~ Assigned (0}

.H It looks like
Quiz

r

New assignment ‘El-tll Discard Save
Title / Gl

Enter title (required)

)
¥,

w1 Uhak do de shdecds need o kaow o

Enter Instructions do ,ﬂ“. ‘{'ﬂSh 2
¢ Add resources e\ “Qw .’\J ‘duM& Wla\s

Points

Add categoty

Nec points

@Ad«ilubu( . Y.k on d‘FP'M{‘.‘*Q .sleMCA
e Wbk st (5 it vor- i oy oy selecting coctoin shdents
Example Class Click hare 40 — = Allstudents ot

add the assi do
Date due nm M Ch‘s Time due

Mon, 16 Mar 2020 & 23:59 ®

Assignment will be postad immediately with ate hand-ins sllowed{Edit

Microsoft Teams SOP for SEF Teachers 14



Sindh Education Foundation
Government of Sindh

m Microsoft

Sindh Education Foundation

Edit assignment timeline

JMiek Hisl Whe do you ot i fo

Schadule to assign in the future &

v apgear 4o- shdest”  Due date is the date you want
Mo, 16 s 2000 H | students to hand in the assignment
by.
Due date
an _ Close date means that students will
P o not be able to upload any work to
— u bo sk waed: Jo ollow ok that assignment after that date

Cloze date Yoce-fhne W '.A( kafl' &;‘

Mon, 18 Mar 2020 =) 23;59

Assignment will be posted immediately and is due on Monday. 16 March at 22:55, Late hand-

Microsoft Teams SOP for SEF Teachers 15
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Teams — Marking and Giving Feedback on an Assignment

E General Posts Files CIassNoteborades + e B CliCk On ASSignmentS tab,

and under assigned you will
see a list of the tasks you

Upcoming

> Drafts

< Mg have set, when it was due
Gt b iIl, how many students have
| ‘ submitted the work and how
EICZ’;;U:T;\:;"; 23:59 8/"0":“,?::;2 many you haVe reviewed
> Graded and given feedback for.
Click on the assignment.
Coursework Click on handed in to view
S the assignment and to give
i o W feedback.
- cmm— Y In this assignment, a
| commm— = student has uploaded a
0 camm e : picture of their work.
| e 7 ek . Students can upload their
| = S - work 1n a digital way for

example in Word or a picture

68 wecTisiay

For example, if a student uploads their work as a Word document, you can mark the
document, add in annotations on their document as well as typing in the feedback box
above. Click on the return button and the student will get the assignment back and can
read and act on the feedback given.

Microsoft Teams SOP for SEF Teachers 16
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Teams — Setting Up a Virtual Classroom - Teacher

B General posis Fies Ciass Notebook  Assignments Grades + “=  Within your Team,
click on the little
camera icon to

Welcome to Example Class create a meeting and
Choose where you want to start the image bCIOW Wlll

pop up. Click on

\D meet now to create
é \‘V‘\ = a meeting for your
students. Click your
camera to be off, as
we will be sharing
our screen and click
meet now

Upload Class Materials Set up Class Notebook

t a new conversation. Type @ to mention someone.

v ¢ 0@ s}

=y
|

b & recten

Microsoft Teams SOP for SEF Teachers 17
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Students in the Team will see a notification that a meeting has
started, and they can join. Clicking the screen with an arrow button
shown below allows you to share what you have on your screen
with your students who are on the call.

In the student version of how to join the meeting, | have shown
students how to mute their microphone and turn off their camera,
and how to ask questions using the conversation button.

Clicking the ellipses (orange circle) brings up a menu where you
can turn off incoming video from students if they have forgotten,
and also allows you to record the lesson that will post on Teams
afterwards. To practice using this before going live with students,
create your own example Team and follow the instructions to set
up a meeting that just has you. To finish the meeting, ask the
students to click on the red button — wait until all the students have
left the meeting before you as the teacher finish the meeting for
safeguarding purposes.

| Selection

Select 3 part of the picture,

Microsoft Teams SOP for SEF Teachers 18
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A brief video demon in Urdu language for SEF Teachers is provided on below link

Teams SEF Teacher Video
https://www.youtube.com/watch?v=o0NE8CbZYKkuUE

Teams Quick Start Guide (PDF)

https://download.microsoft.com/download/D/9/F/D9FE8B9E22F5-47BF-
Al1AB-09539C41FCDO0/Teams%200S.pdf

Microsoft Teams SOP for SEF Teachers 19
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Roles & Responsibilities to Facilitate New Educators in Using Microsoft Teams

Approx. 69 Master Trainers and Regional Heads of SEF facilitate all new school teachers and
students in setting up online classes and communication with students in Microsoft Teams. If you
need facilitation, Partners should approach Regional heads/Office In charge of their respective
district/region for any troubleshooting required as 1% level support. Regions/Districts should consult
with IT Team(s) in their Regions and/or IT team at Head Office as 2" level support, if issue cannot
be resolved at district/regional level.

Training of Headoffice will
Teahers and be notified and
studetns to further

ensure that assistance will

teachers are be given to
running live teachers to
Teams Classes ensure usability

Supporting role

Regions/District teams shall ensure through School Operators that Teachers and Students use
Microsoft Office 365 regularly for official communication, coordination, and academic activities.
Similarly, Training and Assessment team will develop grade and subject wise resources for
teachers and students including online sessions, diagnostic assessment, feedback. IT&EMIS team
will support in troubleshooting technical issues with the support of Microsoft team.

Role of Teachers and Head Teachers

» Teachers and Head Teachers should ensure Microsoft Teams is being used solely for
official teaching and learning purpose only. Fair usage policy should be applied. We totally
understand the value of Microsoft teams and ensure that we provide Teachers account by
setting up their online classes and student enrollment automatically using School Data Sync
(SDS) process/tool so that Teachers and Students use Microsoft teams to effectively
collaborate/communicate and sharing of class room specific material and resources.

» Teachers and Head Teachers would be further supported with their roles and
responsibilities by the team of nominated 69 Master Trainers and they will further guide
all stakeholders in usability of Microsoft Teams in an effective way.

« It is the responsibility of Teachers, Head Teachers to keep their password secure. Any
breach/violation made through any account will result in inactivation of account and dealt
accordingly.

Microsoft Teams SOP for SEF Teachers 20
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» Teachers/Head Teachers in every school should ensure to enroll students belonging to
respective Grade and Subject. Likewise, it will be responsibility of Teacher/Head Teacher
to manage classes and distribute assignments and other classroom material to students.

» If any of the Teacher/Head Teacher leaves/resigns from SEF school or their contract is
terminated then their 1Ds will be blocked. It will be the responsibility of Regional Heads
through school partners to communicate the same to Regional IT team and Head office for
smooth transition/deactivation.

Under the Al plan, the services/applications we are using are web apps which are based on cloud

computing technology user still will be able to access their data online anytime/anywhere and on any
device through web application.
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