Accessing Microsoft Teams

Microsoft Teams is a digital hub that brings conversations, content, and apps together in
one place. It allows groups of people to work together in a shared space through a range
of features including online meetings, file sharing and discussion.

NB: Microsoft Teams generally operates best in Google Chrome.

To access Microsoft Teams, go to mis.eq.edu.au and log in using your school username
and password.
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Select the nine dots in the top left corner and choose Teams to launch it in your web
browser. You can also run Teams from the desktop app (if you have downloaded it).
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Each of your subjects should have a class team. Once you are in Teams you should
see tiles for each of your subjects on the Teams dashboard.
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On the left-hand side of the application, there are icons for the different features of Teams.
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This provides a list of any activity that has occurred in Teams for any of the
teams to which you belong.

This returns you the dashboard where you can see you team tiles.

This shows you the assignments you have created across any of your teams.

This links to your Outlook calendar.

This lists files you have recently accessed. It will also include the files that you
have accessed through OneDrive.

The ellipses at the end of the left-hand column provide you will access to other apps you
may want to use.

The Help icon is at the bottom on the left-hand column and provides assistance by topic or
through video training.

To access a class team, click on the subject tile.
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Once in the class team, your screen should look similar to this.

< All teams —3#_" General Posts

a

Exp1221_XWS111A Certificate Il ... -
KF
Class Notebook

Assignments

Channels

Files +

Upload Class Materials

FALCONER, Kelly (kfalc7) 2/7/2021, 9:07 AM

Welcome!
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MS Teams is a great collaboration and communication tool that can be used in a business setting. During this course, we will incorporate the

use of MS Teams.
Here you will find

See more

Set up Class Notebook

On the left-hand panel, you will notice that General under Channels is selected. You will
automatically go here when you open a class team. Channels allow you to post questions
or information that everyone in the team can see and respond to under Posts while in Files
you will see any materials that have been uploaded for you to access.
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Online Lessons

Your teachers will schedule a meeting for your online lesson. It should appear in the posts

on the General channel and look like the following.

SW@G and Care
Friday, January 21, 2022 @ 17:00 AM

When the meeting has started, you should see the following in the posts in the General
channel. Click Join to connect into your lesson.



Meeting now

Once you click Join, you will be asked to choose your video and audio options. Once you
have adjusted these settings, click Join now. Then you just need to wait for your lesson to
start.

Choose your video and audio options
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Class Notebook

Some of your subjects may use the Class notebook in Teams to provide you with access
to the content for the subject. To access the class notebook, click on Class Notebook in
the left-hand pane.
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To navigate in the class notebook in Teams, choose the picture of the books on the left-
hand side.
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The Certificate Il in Workplace Skills reflects the role of individuals in a variety of entry-
level Business Services job roles as well as the role of individuals who have not yet
entered the workforce and are developing the necessary skills in preparation for work.

To successfully complete this course, students must demonstrate competency in 10
units.

It will expand the navigation panel and allow you to choose which page you want to go to.
To collapse the navigation panel, click off the books or click directly onto the page on the
right-hand side.
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You can also choose to open the class notebook in the desktop app rather than working in
your web browser. Using the desktop app allows you to access the class notebook offline
if you have opened the notebook in the app previously. To do this, choose the drop-down
arrow next to Open in Browser and choose Open in Desktop App.
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If you have questions, or are having difficulty in accessing the Teams, please contact your
teacher.



