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"With Jesus as our guide; we love, live and learn together."

Microsoft Teams Guidance for Parents

We hope you will find the guidance useful. As we learn more about some of the issues we
are facing, we will continue to add to this.

Click the heading and it will take you to the relevant section.

Contents Page:

1. How to access and log on to Teams

2. How to access lessons and tasks

3. How to ‘hand in’ pupil work

4. What to do if the worksheet won't let you type on

To report a technical issue, please email:
technical.support@holyname.sandwell.sch.uk

To report an issue with the home learning or ask a question, please email your child’s class
teacher:

y6.homelearning@holyname.sandwell.sch.uk

v5.homelearning@holyname.sandwell.sch.uk

v4.homelearning@holyname.sandwell.sch.uk

v3.homelearning@holyname.sandwell.sch.uk

y2.homelearning@holyname.sandwell.sch.uk

v1.homelearning@holyname.sandwell.sch.uk
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1.How to access and Log on to Teams

Click onto your internet browser and search ‘SIMS ID’ or click: https://id.sims.co.uk/

Enter your child’s email address and password.
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Then click ‘Office 365 Portal’ Launcher

Office 365 Portal Calendar

Microsoft Excel

Click ‘Teams’ this is the purple ‘T’ symbol: € > O 8 nipsymnwoficecomthomes18auth=2
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Your Teams is how ready to go!

Read the next section to find out how work will be set each day.


https://id.sims.co.uk/

2. How to access lessons and tasks

e This is used for daily announcements. The teacher will explain what the work will be for
the day and show to access it through a welcome video.

e This will appear as an announcement within the channel so that it enlarges in the chat so
that it doesn’t get lost. An announcement has a red symbol in the corner and looks like this:

9 Esmie Chapman 08:35 @

Monday 11th January - Good Morning Message

Good Marning everyone! Click here to find out what we are getting up to today!

. Stream

Microsoft Stream

View this video on Microsoft Stream.

<« Reply

e To view the message you need to click the ‘stream’ symbol.
e That will then load the video which can be watched.

Subject channels: Each subject has it's own channel (sometimes these are hidden)

Microsoft Teams Q_ Search

For each subject, there is a channel which
contains links to the work. Click on the subject
Y6 you want to find the work for. (If it says ‘hidden
Js channels’, then click on this)
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Each lesson will have an announcement message which shows what the teaching and work will
be.

. Always check the tabs
@ Maths Posts Files Notes 11.01.21 MathsLesson.. Fll|11.0121 Maths Q.. + 4—— ®Team D Meet v () o to see if the teacher has
I_R | made it easier for you find
_— the work.
& Esmie Chapman changed channel description.
& Esmie Chapman set this channel to be automatically shown in the channels lst.
Esmie Chapman 08/0114:48
EC Added a new tab at the top of this channel, Here's 2 link,
11.01.21 Maths Lesson Teaching Video Ifa tab, hasn’t appeared,
<+ you need read the
) Reply . .
o message within the
Toda .
' channel chat see the link
EC Esmie Chapman 08/0114:48 to the VldEO/presentatlon

Added a new tab at the top of this channel. Here's a link.

and work.
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If you are unable to see the tasks that have been set, always check your ‘Assignments’
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3.How to ‘hand in’ pupil work:

To ensure that work has been ‘handed in’ following completion, pupils need to click ‘Hand in’:

Microsoft Teams Q Search I
< Back &
H H Points
14.01.21 Science Questions Mo points

Due tomorrow at 23:59

Instructions
Try and find a microhabitat and let me know what you find (you could laok under a rock. in some tall grass or
even in the mud).

Reference materials
@ 14.01.21 Science Questions

My work
& Add work

If you are not able to use the technology to complete the work, you can attach a picture/video
message.

i — -

( Back

Just click the
paperclip ‘Add
work’

Points

14.01.21 Science Questions No points

Due tomorrow at 23:59

Instructions
Try and find a microhabitat and let me know what you find (you could look under a rock, in some tall grass or
even in the mud).

Reference materials

@ 14.01.21 Science Questions

My work
& Add work

Then click ‘Upload from this device’

OneDrive OneDrive
+  New file €] Title Modified ¥
@ Link
8 Teams S
0 <
No files available. . )
Then select the file, click ‘open’
then ‘attach’.
¢ This will ensure your teacher
can see your work, whatever
(EI Upload from this device Cancel

you have recorded on!




Then click ‘hand in’ This will be sent directly to the class teacher who will leave a comment!

Microsoft Teams Q Search

< Back

11.01.20 English Task - Dinosaur Sentences

Due 11 January 2021 23:59 * Closes tomorrow at 23:59

Instructions
Write two - three sentences on the Microsofot Word document below to describe your dinosaur!
If you want an extra challenge, change the colour of your font for the adjectives and the nouns.

My work
@ 11.01.20 Dinosaur Sentences.docx

& Add wark

Feedback
Wow your dinosaur sounds great!

Points
No points

turned Tue, 12 Jan, 0921 <



4.Unable to edit the worksheet:

If your teacher has made a worksheet that you can’t access or edit on, open it up.

Then click ‘editing’

13.01.21 R.E writing activity.docx
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Make any changes

&7 Reviewing
Add comments and suggest changes

b/_g Viewing
View the file, but make no changes

Open in Desktop App

AT W1

All done. You can close this file now.

We tried opening this file in Microsoft Word on your computer.

Give feedback to Microsoft

‘ Try again

You can then minimise this and work from your computer. This will provide the options to edit.

When your child is finished editing, they can click the cross and save.

/& Editor

This will load the work in your word document. A message will appear on your web browser:

~

Open the web browser again and click ‘Continue here’. Allow a few moments for the work to load.

Now you are ready to click ‘hand in.’



