Microsoft Teams

COMMUNICATING WITH STAFF DURING LOCKDOWN

Covid-19 rules mean that people have to stay at home

The good news is that you can still communicate with your staff
at school, Lakeside or LEAP, by using:-

email

telephone

@
and now we have another great way by using an APP called TEAMS ﬁ

The following guide will talk you through how to access TEAMS while you are
at home.
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Microsoft Teams

Using Microsoft Teams on your PC at home.

If you already know how to access the RM Unify console skip to point number 4.

1. Search for ‘RM Unify’ in your browser. B s x| ot x| B sone % | B vnr x| @ oo x | B e x| B oo
(We recommend using Chrome, this is a ™~ LD e .
Wolors G Google Wargrave House Sc..  #, Microsoft Stream |... Cybergriffinpolice...

free download. Please install it prior to _
Ggogle RM Unify

following this guide).

Q Al ¢ Shopping [ Images B News [J Videos  { More

i ‘ i ! i About 2,650,000 results (0.28 seconds)
2. Click on the result that says ‘RM Unify' Sign _| Aoou | :
. www. rmunify.com
in. \ RM Uniify: Sign In

RM Unify is your Launch Pad to the Cloud - a single sign-on system, application

3. | recommend bookmarking this page at this > =- o -

b2fissue%252fwsfed%252fwargravehouse%253fclient-request-id%253d51ff7062-65d0-4103-b129-16ec5b5bd307%2526wa%253dws|

r i '
u l
Your Launch Pad 18 the CI M

Sign In

point (adding to the favourites bar) . This will

make it easier for you to access the site in the
future. Once you have bookmarked it, enter
your school or college email as the username—

and your normal network password as the —p«

. . . " Sign in
password and click ‘signin’. S\ .
N /
4. You will now be presented with the RM 2
Unlfy console. It contains a series of tiles giving
you access to various services. Click on the yrie | seuchiomchpuss | Q-

Teams
for Students

Homework Area *

Download Office Now Student Homework Area a
Microsoft Office 365 Wargrave House School & Colled | For Students

Teams for Students tile here. _

5. The first time you use ‘Teams for Students’

. . B Microsof
on a new device, you will be prompted to , e
ignin

enter your credentials again. Enter your school

teamsstudent1@wargravehouse.com|

or college email address and click ‘Next’.
(You may briefly see a message saying we are

taking you to your organisation’s sign in page).
2




Using Microsoft Teams on your PC
continued.

6. You will then see a dialogue box that asks if
you would like to stay signed in. Firstly click to

B® Microsoft
tick on the box here. teamsstudenti@wargravehouse.com
Stay signed in?
If you are on your own home PC or oth€é T

to sign in.

device you can click 'Yes'. If you are on a public ) Dot show this again

PC or other device, you should click no.

7. The Teams app will now open. In the bottom
right hand corner of the screen you can click to |

Stay in the know. Turn on
T desktop notifications.

turn on notifications if you wish. This means a

pop up will appear when someone sends you a Tum on Disiss

message.

8. Google Chrome may also offer to

remember your password for you in the top

right hand corner of the screen. You should
only say yes if it is your own PC or device.

9- EaCh Team that you belong to Wi” appear @ Welcome to Chrome x | G Google x | B® Chat Meetings, Calling, Collabor X i M|

< c & teams.microsoft.com/ Zculture=en-us&country=US&Im=deeplink&Imsrc=homePageWeb&cmpi
Ty p g p

here. Click on the Team tile to see the

il Apps ™ Gmail B YouTube RB¥ Maps

contents, messages or invitations to meetings., (R it

10. When your face to face meeting is due to

6 April 202

start you will see a message like this.

. ¢ . ) . 0005 @
Click on “Join’ to start the meeting here____

(You can also view your scheduled meetings in

your Teams Calendar. You can access this by
clicking on the Calendar icon in the top left P

side of your screen).



Using Microsoft Teams on your PC
continued.

11. You may then see a message saying B Gt Viestings Caling Collbe. % | 8 Generel (estTrmapysemmon) 1 % | 4

c 0 B teams.microsoft.com/ ?culture=en-us&country=US&Im=deeplink&Imsrc=h

teams.microsoft.com wants to use your PC or

teams.microsoft.com wants to
device microphone and camera, click ‘Allow’. & Useyour micaphone

W Use your camera

12. You should then see the person that is
waiting to meet with you. Click on the ‘Join
Now’ button to start your meeting.

13. When your meeting is over, click on the red
button to hang up, here.

14. You may get prompted to comment on the
call quality, if you want to you can give it a star
rating by clicking here. —

How was the call quality?

You can now close your browser. \@

*If you want to download the desktop app

Dismiss

version of Teams instead of going through RM
Unify, you can download it here https://

www.microsoft.com/en-gb/microsoft-365/microsoft-teams/



https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

Microsoft Teams

Using Microsoft Teams on your Android device at home

We recommend that you install the Microsoft Teams App from the App Store. Please
ensure you have sufficient space to install the app, it is around 220Mb. Most of the
things you are asked to do in this guide are for the first time you use the app only.

" nome

1. Tap on the App Store icon on your Andrajd
device

“

»s Store 1App Store

§

i

NOLles

p—
15:03 Wed 22 Apr

2. Tap into the search box and type Teams then Search

'& Games, Apps, Stories and More

tap the enter key on the keypad.

Discover
card games logo game
i Microsoft Teams =
3. In the results page that follows you will see * Nrgegh e o A
Microsoft Teams, tap on ‘Get’ to download the i

app.

4. Once downloaded you will be prompted to App Store

. MICROSOFT TEAMS (]

install the app, tap ‘Install’. o | i oo

ACCOUNT teamsst

Cancel




Using Microsoft Teams on your Android
device continued.

5. Once the app has installed, this icon will
change to ‘Open’, tap on it.

Filters v Q_ microsoft teams

= i Jeams
Hub for teamwork =) OPEN
1. 8.8.8 64
One place for your team'’s conversations and content
3 rortming
— —

6. Tap into this box and type your school email~
address, then tap ‘Sign In’ here.

This will take you to the normal RM Unify sign
in page.

Sign in using your work or school account.

teamsstudent1@wargravehou...

B

Get help with signing in

7. Your email address should already be in the
username box. Enter your normal network
password in here,

|

)

Sign In

then tap ‘Sign In’ here.

« Remember my username

8. You will then be asked if you would like to

\

receive notifications, tap ‘Allow’ here.

]

“Teams" Would Like to Send
You Notifications

Notifications may include alerts,
sounds and icon badges. These can be
configured in Settings.

Don’t Allow Allow

9. Next you will be asked to allow the app to
use your microphone, tap ‘ok’ here.

\

e,

“"Teams” Would Like to

Access the Microphone

This will let you make calls and record
voice messages.

Don't Allow OK




Using Microsoft Teams on your Android
device
continued.

10. Tap ‘Next’ here.

Get homework done anywhere.

\.

11. Tap ‘Next’ here.

\

Stay on top of the important stuff

\ .
Next

12. Tap ‘Got It’ here.

o

Speak up. Share out. Soar on.

\

13. The app opens on the "Activity’ page. You
may see invitations to your meetingdikethig

which you can just tap to join here.

Meeting ended 26 sec
TS
< Reply
=.. Meeting started
° Join
< Reply
4 New post

14. You can also check your calendar by

tapping on the Calendar icon at the bottom
centre of your screen. If you have a meeting
scheduled you can see it in here and when it is 1
time for your meeting you can click here to join

RIL

RIL

R

=

15:55

Meeting details

Therapy Session

Friday, 24 April 2020
15:00 - 15:30

Please res

See details

3 PARTICIPANTS

m—
91% D/

RSVP

Chat with participants

it.



Using Microsoft Teams on your Android
device
continued.

15. When you tap join, you may get told Teams
woulddike to use Blutooth, just tap ok here.

“Teams" Would Like to
Use Bluetooth
Microsoft Teams uses Bluetooth to find
nearby con and display

16. You may then see a message saying Teams
would like to use your camera, tap ‘Ok’ here.

17. Next tap ‘Join Now’ here.

18. The person you are meeting with should
now appear. You can turn the sound and

camera on and off if necessary, using the menu
bar, by tapping on the appropriate icon here.\

19. When you have finished your meeting, tap

here to end the call.

20. You can now close your Teams app.

Sometimes you may be asked by Microsoft

How was the call quality?

about the call quality. If you want to, tap on
the number of stars you think the call

deserves here.—




Microsoft Teams

Using Microsoft Teams on your Android Device

We recommend that you install the Microsoft Teams App from the Play Store. Please
ensure you have sufficient space to install the app, it is around 220Mb. Most of the
things you are asked to do in this guide are for the first time you use the app only.

1. Tap on the Play Store icon on your Android M‘i? A55% 8@ 12:445
device —— A

H : *I ) ¢ 4l %
2. Tap into the search box and type Teams then h @ Rz
team X
tap the search key Q in the bottom right B
of the screen. K0 teamsapp

&  Microsoft Teams

Q  teams

3. The Microsoft Teams App page should now

appear. Tap install here
i. Microsoft Teams

Microsoft Corporation

4.4% 10M+ 3]
695K reviews Downloads PEGI3 ®




Using Microsoft Teams on your Android
device continued.

L @ ¢.051%@12:58

Q

<

&

Microsoft Teams
88% of 43.55 MB

4. You can see the progress of the install here —

5. Once the install has finished tap on ‘Open’
here

6. Tap into this box and type your school email
address, then tap ‘Sign In’ here.

This will take you to the normal

RM Unify sign in page.

7. Your email address should already be in the

@i
® Verified by Play Protect

Cancel

L—de_Succociod foryol

3@ .150%@13:01

Q

<

%

Microsoft Teams

Microsoft Corporation

¢ g

Welcome to Microsoft Teams! A happier
place for teams to work together.

tudent1@wargravehouse.com

R -

username box. Enter your normal network
password in here and tap to tick remember my
username, then tap ‘Sign In’ here.

/

RM Unify

Your Launch Pad to the Cloud

Sign In

teamsstudentl@wargravehouse.

Password >

Remember my username

Sign in

8. Then tap ‘Next’ here.

%&J&

Notebooks, files and
assignments are all
available in tabs at the top
of every team.

\

Next




Using Microsoft Teams on your Android
device
continued.

9. Tap ‘Next’ here.

&/

h

classmates, coaches and
teachers from your phone,
tablet, PC or the web.

I
» Next

10. Tap ‘Got It’ here.

<=

@mentions and the
activity feed help you stay
on top of your work and
assignments.

11. The app opens on the "Activity’ page. You
can also check your calendar and see the
Teams you belong to by tapping on the
appropriate icon at the bottom of the page.

\

You'll find notifications here

Stay on top of relevant activity, such
as mentions, likes, and replies.

12. Scheduled Lessons will appear in your

calendar, tap ‘Join” when the lesson is due to
start. —

13. You may get asked to allow Teams to record
Audio, tap allow here —

= 28 o
Activity Calendar Team: s More

« @ ¥¥.047%@13:10
— Calendar O\
Today 12 May
% LessomT R -
[ — (]
% 13:30-14:00
Tomorrow 13 May
No meetings
‘Tomorrow 13 May
No meetings
Tl 1y

0, Allow Teams to record

N audio?
Fi DENY —PALLOW 1Y
No meetings
Saturday 16 May

11




Using Microsoft Teams on your Android

device continued.

L. Allow Teams to take
14. When you tap join now, you may get told pictures and record

Teams would like to use your device’s camera, video?
just tap allow here.

15. Next tap ‘Join Now’ here.

/‘z

Mic is

More join options

Join now

16. The person you are meeting with should
now appear. You can turn the sound and
camera on and off if necessary, using the menu

bar, by tapping on the appropriate icon here.

\

17. When you have finished your lesson or
meeting, tap here to end the call.

18. You can now close your Teams app.

Sometimes you may be asked by Microsoft
about the call quality. If you want to, click on
the number of stars you think the call

How was the quality of the call?

W W W W W

deserves here.
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