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1. Go to https://www.office.com/ and login to Teams using your BSB Office 365 credentials provided to
you by your teacher. Remember the password is NOT Welcome2you, it should be Super@bsb2020
sty https://www.office.com/ , FHEZ T AEMFEENIK R EFK, VIHHEGEHN
Super@hbsh2020.

B® Microsoft | a8 Microsoft

Pick an account / isabelle_wanjara@britishschool.org.cn

B Isabelle Wanjara _ Enter password
ﬁ Isabelle_Wanjara@britishschool.org.cn :

Signed in

Rugera Wanjara
Rugera.Wanjara@britishschool.org.cn

Connected to Windows

Forgot my password

Sign in with another account

—|— Use another account

2. Please open MS Team from a selection of Office 365 Apps
M MS Team E4%, WK Fx.

H Office 365 P Ssearch o & 2 (

Good afternoon, Isabelle Install Office

+ & e @ W S W B w (& o

Start new Outlook OneDrive Word Bxcel PowerPoint  OneNote  SharePoint Tefms Sway All apps

Recent Pinned Shared with me  Discover / T Upload and open.

s

No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.

T Upload and open. New v
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3. You can download and install Teams app by clicking download app or just proceed with the browser
version

'J‘_Iuﬁ ST A AN B AR R 2R #iEE 2E Microsoft Teams, oy BRI ) W Es 7 2U ]

? % Missed call from Rugera 2/3 Rugera Wanjara has added
WO 861080473588 _
(=] Meeting ended: 33m
o o o

g ® Rggera asked you to join a 2/2 it Reply

@ meeting
Primary Computing for BSY > General

? Q Rugera reacted to your 1/30 g Bugers Wanjarg "YEsio

0 message e {7 Scheduled a meeting

Friends and family kaka
Look what | made Wednesday, Feb

? (@ Rugera mentioned you 1/30 Collapse all
<

?  Friends and family

G¢  Meeting ende
Hello Isabelle Wanjara = 9

(=] Meeting ende

¢’ Reply
Start a new conversati
' Download the App
both for desktop and mobile ]
I devices d A/ @ @ @ E

4. Once in TEAMS, please click on Teams icon to see all your classes. If there are more than one class,
please click on the desired class to see the full chat window for further options
BEN TEAMS J&, midi 23058 = A Teams BIbr X BB Y. MR NI NIERINEL, 8 mh VR T I
(I ) BE 2 LA 5 B 1R G R T 1 3R O 22 3 3

PC
BSY Primary Class Primary Computing for
Teachers BSY
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Full chat window will show all your scheduled appointments done by your teachers (Also, there will be
an email to alert you). All you need is to click on Scheduled meeting as below

v

SRR T K Bon 8 5B & T2 ZH R a L (RN R WS — R IR . SR 5

7 I T TIUE 23
Microsoft Teams “ Search or type a command —

All teams General Posts Files Wiki Meeting Notes @@ + ® Tean

PC esired @ Admin NAE Yuan Cheng has made Rugera Wanjara a team owner.

& Rugera Wanjara has added Razvaan Akhtar to the team.

Se Meeting ended: 26m 38s w .’,
Primary Computing for BSY

& Reply

General February 3, 2020

& Rugera Wanjara has created channel Year 5

B Rugera Wanjara changed channel name from Year 5 to Year 5 Computing.

il  Rugera Wanjara deleted channel Year 5 Computing.

9
Yesterday

&' Rugera Wanjara has added Michael Wanjara to the team.

& Rugera Wanjara has added Isabelle Wanjara to the team.

(=] Meeting ended: 33m 23s ¥ 3

. Reply

Rugera Wanjara 0
4¥rg  Scheduled a meeting

a kaka
Wednesday, February 12, 2020 @ 3:00 PM

« Reply

Start a new conversation. Type @ to mention someone.

AC OB B B Q N

6. Click on Join to join a live/scheduled meeting
T IINSER TE 213 OO s A B AR

kaka

Wednesday, February 12, 2020 Organizer
3:00 PM - 3:30 PM (30 minutes) Rugera Wanjara
Primary Computing for BSY / General «¥»  Organizer

Chat with participants Attendees
PE Primary Computing for BSY
You are the organizer. Unknown
e organizer, . fie
2 Click Join to join

X Cancel meeting a live meeting

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

This is a Microsoft Teams online meeting. Everyone can join online. Meeting options Close “
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7. Put the right setting e.g., microphone, camera etc. then click on Join now
WRRE, PirEZ R SEAECKINTTIT, A58 “SLEInA” $40

Choose your audio and video settings for

kaka

Join now

@ Devices

Other join options

¢ Audio off (=) Add a room

8. Turn on your video camera and continue with a meeting. You can leave the meeting any time
FIFEERAGHL, kST 2. B8n] DALEATAT I (]38 H 213

YOU are the Turn cameraon 1€I'€E.

00:04  PAd
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On a live meeting all participants can share screen, record screen, share documents, add participants etc. Meetings
run for up to 4 hours. Everything is automatically video recorded. Video capture of the meeting can be retrieved
and shared 30 minutes after the meeting has ended.

TESERf W, BT E 5 a& a8 LLEAT ;ﬁ% il g HE. BInESEHEEERE. SWERE
ATRELE 4 /N, %iﬁ(?ﬂﬁ’l@%@iﬁ?ﬁ%@o SWEER 30 08 E, ] LB A R AL = 2 7 SR &
WAL -

w0

Your status is set to do not disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings.
>

People

Invite someone
Currently in this meeting (1)
32 Show device settings ? Rugera Wanjara
4¥0 Organizer

B Show meeting notes
Others invited (1)

Michael Wanjara
No response

I Enter full screen = MW,
7% Blur my background

Turn on live captions (preview)

i Keypad

O Start recording

(A4 Turn off incoming video

10. You can also join your Scheduled meetings from Calendar. Once logged into Teams, click on Calendar
then click on your appointment. Now you can follow previous steps 6 to 9
BRI H i B SR . BRI B N AT: Microsoft Teams J5, sith “HPI” ARG fd
Iy . SR )5 B AR 6-9 &

Calendar

(5] Today < > February 2020

10 11 12

Monday Tuesday Wednesday

-

Click on Calender to
see your Scheduled meetings

N
\ kaka
E Primary Computing for BSY / General Ruge &

4 PM

5PM
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11. A lot of other useful functions and skills will be learnt slowly as you increase your confidence in MS
Teams. There are minor differences on your screen layout between mobile apps and web based app, but
these differences are very minor and mostly do apply to your teacher as the host.

W BT AR T T A R AT A, AR 22 HLA A I D e ML et i R I . #8301 B F R RIRE
TR AR PR AE B A b — SR 2 5, (HR IRz RARE DN, I B RS ARBIEZINTE N
FHLHIE—T7 .

I T — ST A AT s i R AT AR LR TR AT 23 Y Youtube BT Wi Al — N FEZSCRY . 1H 2[4 o
1. https://www.youtube.com/watch?v=fuRDTxyqGHs&feature=youtu.be

2. https://www.youtube.com/watch?v=GwfdZm2FXsc

3. https://mp.weixin.qq.com/s/bX-ahflpGdigoYjwtBABBw
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