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Get started
How to sign in, create a class, and add students to your class



Office.com 

Learn more about signing up.

https://www.office.com/
https://aka.ms/OfficeEducation


get more help here

1. Select Teams from the app bar.

https://support.office.com/article/fae422eb-58b7-4431-9ff2-a4b9b6ae7c5b
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Get organized
Find and organize conversations, files, assignments, and notes in your class teams





1. To add a channel, select More options next to 

your class team's name, then Add channel.
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Communicate
Send messages in Teams and meet virtually with your students











Use meetings in Teams to schedule virtual 

presentations and discussions for your whole class.

1. Select Calendar      .    

2. Select New meeting.

3. Give your meeting a title and choose a date and 

time. You can also decide if you'd like your meeting 

to reoccur on a daily or weekly basis. Add any 

additional details.

4. Select Add channel to see a list of your class 

teams and their channels, then choose a channel to 

meet in.



5. Now take a moment to review your meeting. 

When you’re done, select Send. This adds the 

meeting to your calendar, as well as your students’ 

calendars.

best practices for running 

class meetings maintaining safety during 

meetings with students

https://support.office.com/article/788d730f-2c7e-4761-a059-c9b3fe87adf7
https://support.office.com/article/f00fa399-0473-4d31-ab72-644c137e11c8


Use video or audio chatting in Teams to meet with 

your students in groups or one-on-one.

1. Select New Chat .

2. In the To box, enter one or more students’ names.

3. Select Video call to meet using video or 

Audio call if you prefer to use audio only.

You can also meet live with students in an existing 

chat.

1. Select Chat from the app bar, then choose the 

chat you’d like to meet from.

2. Select Video call or Audio call to start a 

meeting with that student or group of students.



Join a meeting you have scheduled, or someone 

else has invited you to.

1. Select Calendar and navigate to the meeting 

you want to join.

2. Open the meeting and select Join.

3. Double-check your audio and video input, turn 

on the camera and unmute your microphone to be 

heard. Select Join now to enter the meeting.



Mute and unmute your microphone.

Share your screen or a document. Access additional call controls. 

Start a recording of the meeting, 

change your device settings, and more.

Add participants to the meeting.

Leave the meeting. The meeting 

will continue even after you've left.
Turn your video on and off.

Send chat messages, share links, 

add a file and more. Resources 

you share will be available after 

the meeting.

managing meeting roles, 

student participation

maintaining safety during 

meetings with students

https://support.office.com/article/788d730f-2c7e-4761-a059-c9b3fe87adf7
https://support.office.com/article/f00fa399-0473-4d31-ab72-644c137e11c8
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Share and organize files
Share files in conversations and use the Files tab to keep track of them



Microsoft 

Office documents

https://support.office.com/article/6fe70269-b9a4-4ef0-a96e-7a5858b3bd5a
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Assignments and grades
Create assignments, grade, and track student progress—all from Teams.





multiple classes individual students

grading rubric

category

Read more step-by-step instructions 

https://support.office.com/article/e7d4eb6d-f2d8-486f-b412-69789bd9d009
https://support.office.com/article/37809738-57e6-4176-86c5-751adfe0e03a
https://support.office.com/article/68292a5f-f582-4a41-8ba3-8c96288ec5ca
https://support.office.com/article/0badfcfb-51f8-4dec-b278-358dfaea2983
https://support.microsoft.com/article/5aa4431a-8a3c-4aa5-87a6-b6401abea114










Grades tab 

reviewing student work

https://support.office.com/article/bc76ffde-bbf7-4db6-b443-735a07e32de0
https://support.office.com/article/63e5efdd-be09-47f0-87ea-e8e4bcb45aa4
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Class Notebook in Teams
Use your class team's built-in Class Notebook for more class work, activities, and collaboration.



Using Class Notebook in Teams

https://support.microsoft.com/article/bd77f11f-27cd-4d41-bfbd-2b11799f1440


More resources
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Education Help Center

support.office.com/education

Microsoft Educator Center

education.microsoft.com

Need Teams help right away?

https://support.office.com/education
https://education.microsoft.com/

