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MICROSOFT 365 USER MANUAL FOR STUDENTS

STEP 1: Login the account

- Login to www.office.com and enter the user ID and password shared by the school.

B Microsoft
Sign in

aIJ(@elpl'oschools.edu.\r{

No account? Create one!

STEP 2: Join “Teams”

- Students will see themselves as team members for the classes scheduled by their teachers.

Teams & &' Join or create team

@ @ @

GRADE V A AND ALPHA 5 A and Alpha

5 Alpha Mathematics V Alpha- UOI ENGLISH Mathematics
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V Alpha English Dance Therapy Grade 5 Alpha - French Hindi V Alfa



http://www.office.com/

- Student needs to go to the required team as per the time table schedule (shared by the
school) and join the meeting to attend virtual classroom for each subject. These classes
would be conducted using the video call option given in teams.

General Posts Files Staff Notebook Wiki Wiki —+ @® Team

Welcome to the team!
Try @mentioning the team name or staff names to start a conversation.
205 Dr. Pallavi Mukherjee has changed team description.
S Dr Pallavi Mukherjee has added Sheeba Punnen and 8 others to the team.

Today

Dr. Pallavi Mukherjee 455 P\
Scheduled a meeting

DM
®

ﬂ Meeting at 7:00 PM
Saturday 11 April 2020 @ 5:00 PM

&« Reply

Start a new conversation. Type @ to mention someone.
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FEATURE 1: POSTS

- Each team would enable the students to see the posts that are uploaded by their teachers to
support learning. It is an interactive platform wherein the students can freely communicate

with their teachers.

Search for or type a command

Microsoft Teams

< Al teams B General Posts Files Class Notebook Assignments Grades @ T
ey
. 5 ALPHA MATH
Occurs every Wednesday @10:30 AM
& Reply
5 Alpha Mathematics
Kanjal Ahuja M 2

General Scheduled a meeting

5 ALPHA MATH

Occurs every Thursday @9:00 AM

« Reply

Kanjal Ahuja 2

Scheduled a meeting

5 ALPHA MATH e
Occurs every Friday @9:00 AM

¢ Reply

Start a new conversation. Type @ to mention someone.




FEATURE 2: FILES

- Students have a complete access to the files uploaded by their subject teachers to enhance
learning. Students also have an option to showcase their work.

< Allteams - General Posts Files Class Notebook Assignments Grades e
‘ + New ~ T Upload @ Copylink 4 Download + Add cloud storage -+ = All Documents
General

5 Alpha Mathematics

Name Modified | Modified By
General @] Transformation plotting.docx Tuesday at 10:59 PM  Yahan Palia - ENRO.
Math Homework- Measurement pages March 17 Manish Ganeshan -.
Metric System Conversion- Reshim. jpg March 17 Reshim Kimmatkar ..
BE|  Metri System Conversion.docx March 17 Manish Ganeshan -.

FEATURE 3: CLASS NOTEBOOK

- The digital class notebook helps the teacher putting up the important key words for the
students while teaching. Notes so created are auto saved on cloud and can be referred back
at any point of time by the students. Class notebook can also be used for collaborative
learning by students. For example — group studies / group project work.

Microsoft Teams = e _

< All teams ‘ General Posts Files Class Notebook Assignments  Grades

5 Alpha Mathematics

General

When your teacher sets up Class Notebook, you'll get to it here.




FEATURE 4: ASSIGNMENT

- This feature helps assigning interactive assignments to the students that can be graded
online by the teachers. The students would have an option to submit it back here to the
teacher.

Microsoft Teams © Search for or type a command _l

< All teams . General Posts Files Class Notebook Assignments Grades

‘ Upcoming

~ Assigned (0)

5 Alpha Mathematics

General

Nothing left to hand in. #winning

> Completed

FEATURE 5: GRADES

- The assignments submitted by students will be suitably graded by the teachers. This caters
to the needs of standardised online assessments.

Microsoft Teams 4 Search for or type a command
< All teams General Posts Files Class Notebook Assignments Grades
AA Apr 13 Plotting Coordinates - Geography Integration ~ Handed in No points
Apr7 TRANSFORMATIONS TASK LIST o Handed in 9 hours.. No points
5 A and Alpha Mathem... -
Apr7 TASK 1: TRANSFORMATIONS QUIZ ~ Handed in /10
General
Apr2 ANGLES IN POLYGONS O Handed in4 days I No points
Mar 31 QUADRILATERALS v Handed in /10
Mar 30 Quadrilateral - Note - Flip Class © Handed in 9 hours... No points
Mar 27 Polygon -Diagonal Challenge © Handed in 6 days | No points
Mar 26 Polygons - Task 1 - Prior Knowledge ~ Handed in /0
Mar 26 Polygon ~ Handed in No points

Mar 25 Geometry - Using a Protractor ~ Handed in No points




FEATURE 6: APPS

Microsoft 365 brings in the following apps for our students to use them as per their needs.

Office 365  All Apps  Tips and Tricks

All Apps
&

Calendar Class Notebook Delve Dynamics 365
N

E £y (o2
People Planner Power Apps Power Autom...
o o
Teams To Do Video Whiteboard

O

8 @ O

Excel Forms Kaizala OneDrive OneNote Outlook
PowerPoint SharePoint Staff Notebook Stream Sway Tasks
E
<
Word Yammer

Microsoft Teams

R

Calendar

=1 Tadaw ' > Amvil 2020
|Fir1d an app Q
Calls Files
Calendar
Edu Class Edu Staff Help CneNote
Notebook Notebook

- c

Planner Shifts Stream Who
More apps >

Microsoft 365 also facilitates audio and video calling to support virtual learning

Microsoft Teams

Search for or type a command

Calls

Y, Speed dial

[@ Contacts

;o

&

% Make acall

[l O 1vpe here w0 search

Speed dial

' Add speed dial ' New group|

@ Naisha Kala - ENROO1... ’ Naysa Shah - ENR0O138

Dipa Kothari
i

ST Y o
Nysha Zaveri - ENRDO... Reshim Kimmatkar - ... Tia Chatterji - ENR0O...
Mvallable [ Avallable - Offine
. = - Qe b

Vedika Shrivastava - E..




FEATURE 7: PLANNER
Planner helps in creating effective study plans for students to help them take up time

management more enthusiastically

Search for or type a command

Microsoft Teams

a
Aﬂ?my . Planner My tasks Activity Recent All Help  About

Chat Not started In progress Completed

Teams

\ssignments

iy

Planner

FEATURE 8: OUTLOOK (TO BE USED FOR MAILING)

Login to your account with the given credentials and click on the icon reflected besides
“Office 365”

/ Office 365 £ search

Install Office

Good morning

+ & e @ W@ ® W S & W &

Class

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway
Notebook
Forms Admin All apps
Recent Pinned  Share D T Upload and open.
-

No recent online Office documents




Click on “Outlook” from the Apps

i Office 365 >
Apps

ﬁ Qutlook . OneDrive
m Word m Excel

m PowerPoint [ﬂ OneNote
Q SharePoint $ Teams

Class Notebook g Sway

[. Forms ﬂk Admin

All apps >

Documents

You would be directed to the mailbox which can be conveniently used to write back to
anyone within the school.




New message

Favorites

Inbox

Sent ltems

Drafts

Add favorite

Folders

Inbox

Drafts

14

14




