A Guide to Microsoft Teams

1. Access Microsoft Teams by searching for Microsoft Teams on a search engine of your
choice. Click on the link to open to the website. If on an iPad/tablet download the app

from your app store.
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2. Click sign in and sign in using your c2k log in details. Remember to use @c2ken.net
to make it an email address. You will be redirected to another window to put in your

password.
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3. You will then see all the classrooms that you are a member of, select the appropriate

classroom.

4. To access your assignment, click on the assignments tab on the left side of the screen.
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5. You will see a list of work assigned to you. Select the appropriate one to get started.
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6. Your assignment instructions from your teacher will be visible and you can access the
support material or links that they have given you. Look closely at when your assignment

is due as you will not be able to submit after the closing date & time.
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7. Click on the assignment to open it. There are several different options. Clicking on
the words will open it using an online version of Microsoft Word. Clicking on the ... will

ive you the option to open it using the Microsoft Word app. ) )
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8. Open in Word

Open in Teams

@=] Open in Word
@=] Open in Word Online

4 Download

a. If opened in the Microsoft App it will look like this, online version will look like this.
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10. Follow the instructions given by your teacher to complete the assignment. You can

type, change the font or colour, add shapes and use the full functionality of Microsoft
Word.

11. When you have completed your work, save it.
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WALT: Selve mixed operations word problems

1. Subtract 82,508 by 25,629.

Mrs Hextall needs to order some new whiteboard pens. She
orders 9 boxes. Each box contains 24 pens. How many pens are
ordered?

| 4

. There are 13,561 people in Wembley on Saturday and 45,761 on
Tuesday. How many people visited the stadium on Monday and
Tuesday?

w

>

Daniel jogs 1,362m and runs 1,880m. Find the total distance

covered.

12. If you have been asked to attach a picture, click on ‘attacl’, then select your picture

or file from the location it is saved in.
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13. Once you are sure that your assignment is ready to

work will then be sent to your teacher to be marked.

be handed in, tap hand in. Your
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hand in your assignment to be marked.

2.Once you have finished, click on the link to play the
revision game attached

3. Screenshot and attach your score for the teacher to see
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14. To see your feedback and comments, click on completed and select the assignment

of your choice.
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15. You will then be able to read the feedback given by your teacher to help you improve

next time.
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Wednesday 10th November COP2

PicCollage
Due 10 November 2021 23:59 =
Closes 12 November 2021 23:59

Instructions

Use the internet to research and then design a fact file using

PicCollage to educate people about COP26.
Your fact file must include

s What is COP26?

o Why is COP26 important?

e What is climate change?

* What can we do to help our environment?

When designing your fact file you need to think about

1. Colours

2. Background

3. Eye catching heading
4. Structure/layout

5. Easy to read

6. Images/Diagrams

Feedback

Points
oints

There is lots of good information on your Fact File. Next time think
about the colours and background that you choose. It's quite hard to
see the writing over this background. Some images to support your
writing would also have been great




