Viewing and using assighments during lessons-
student guide

This guide is intended to help you:

1. Find an assignment for your lesson or for homework.

2. Share the work you are completing on your assignment during the lesson.

3. How to use a rubric to help you answer or assess your own work. o et

4. How to ‘Turn in’ your classwork or homework. F/
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HOW DO | FIND ASSIGNMENTS?
1. Click on Teams. This is on the far-left of your screen.
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HOW DO | FIND ASSIGNMENTS?
2. Click on the Team for the class you wish to access. In this example, let’s say you

select the English Team ‘9X/En5’.

Microsoft Teams

9X/En5 9X/Mab 9X/S5ch 9B/Ar1
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HOW DO | FIND ASSIGNMENTS?
3. Click on ‘Assignments’ towards the top of the screen.

Microsoft Teams

-‘-?r < All teams General Posts Files Class Notebock Assignments  Grades @ Team (1) o+
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i Welcome to 9X/En5

e Genera

Try @mentioning the class name or student names to start a conversation.
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HOW DO | FIND MY ASSIGNMENTS?
4. You should now see a list of any assignments you have been set in this subject. If
it is blank, this means you have not been set any assignments in this subject yet.

However, here there is an assignment. Let’s click on it...
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HOW DO | OPEN AN ASSIGNMENT?
5. You will now see some instructions that have been provided from your teacher.

Read these carefully. e

'_t"r ﬂ General Posts Files Class Notebook Assignments Grades O
Activity
F
Teams
Assignments
‘ H Points
Complete all comprehension No points
Genera .
questions
"e Due 19 January 2021 23:59
nstructions W@ Open in Teams
None
& Open in PowerPoint
Reference materials @ Open in PowerPoint Online
(] No Fear Shake:
o Fear { Download
Ef B° Copy of Reading and Comprehension.pptx e
Apps
My work
fi’ Z Add work
]

To open the assignment, click the ellipses (...) under Reference materials, then click
‘Open in PowerPoint Online’.
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HOW DO | COMPLETE THE ASSIGNMENT?
6. An internet browser will open (e.g. Google Chrome or Safari).

igp (1) Genera | (8Y/End) | Microsoft T X @ Copy of Reading and Comprehe: X 4

C # theappletonschoolorg.sharepoint.com/:p:/r/sites/Section_19166/_layouts/15/doc2.aspx?sourcedoc=%7B00383CBB-F2CA-4AE1-BE96-2TFBEIADTBCE%TD. .. Guest H

i PowerPoint Copy of Reading and Comprehension .G.n' - View-only +

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Open in Desktop App & Share | | [ & | v

Monday 11th January 2020
Romeo and Juliet

e

5 Minute Memory
Place you planners and equipment on your desks and then answer the
following questions.

Name an example of a descriptive technique.
Name an example of a persuasive technique.
What is the purpose of the Prologue?

Where is the play set?

What is an ‘ancient grudge’?

aroON=

Slide 2 of 20 Help Improve Office ==Notes [ B & a7% @

You can now begin completing the worksheet, as instructed by your teacher.
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USING THE RUBRIC TO HELP YOU COMPLETE AN ASSIGNMENT
7. Depending on your task a rubric may be designed by your teacher to help you
complete an activity or a set of questions. If required, to view the rubric, you click
the tab under the heading ‘Rubric’. Below is a Science example:

e
Teams
2020-11C-Sc
- H H - Points
E 11C Biology Topic 6 - Review lesson .
exam Q's
e 8 Biclogy Topic 6 Review questions
‘. Instructions
Calls * Share your display with the teacher as per your teacher's
instructions.
‘ * Complete all questions e semine mm imier sonsdar
Files * Use the rubricfor guid g Open in Teams
how to gain each mark
Shir * Once you have finisher @ Open in PowerPoint
TH yo If marks for eacl
* Turnin your ass ignmer & Op PowerPoint Online
4 Download
2 Worksheet.pp
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USING THE RUBRIC TO HELP YOU COMPLETE AN ASSIGNMENT
8. As you can see, the rubric is designed to give you some guidance as to how you
can achieve each mark, for each question.

So, for Q1, | would achieve 1 mark

. . Biology Topic 6 Review questions 13 points possible><
by answer the first point, 2 marks
. . . 1. Describe how natural selection has led to great white sharks having sharp teeth. Weight 31%
fo r a n SWe rl ng t h e fl rSt 2 pOI nts Marks 1 point Marks 1 point Marks 1 point Marks 1 point
What has happened to the DNA The shark having sharp teeth helps How does the shark having sharp How does the shark having sharp
a n d SO 0 n . inside the shark? How has this them to compete for... teeth help them to survive? teeth affect their ability to

influened the shark's teeth? reproduce?

2. Suggest why the regular use o doses of antibiotics may make this em worse.
. .
Th e ru b rl C IS t h e re to h e I p yo u Marks 1 point Marks 1 point Marks 1 point Marks 1 point
If there is only a low dose of What will then happen to the most No criteria No criteria

m axi m ise t h e a m O u nt Of m a r ks f:.ietlii:;c;:dowmlh;::;islilsttaaf]:etct both resistant bacteria over time?
o . bacteria?
you can achieve for each question.

3. Compare selective breeding with genetic engineering.

Marks 1 point Marks 1 point

How are genetic engineering and How are both processes beneficia

Once you have finiShed With the selective breeding different in for crops?
rubric, click close in the bottom-
right corner.
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HOW DO | FINISH/SAVE MY ASSIGNMENT?
9. PowerPoint Online simply saves your work automatically.

E Email - G.Butler - Cutlook x & 19, Review Worksheet.pptx x +

i PowerPoint  19. Review Worksheet 2%+

1
Combined Science - Biclogy - Key Stage 4
‘ou

1 S —————— . .

S | End of Topic Review
N
4 ‘ OAK

== Mrs Gibbs

-~ ‘

All you need to do is close (X) the tab at the top of the screen!
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HOW DO | SUBMIT COMPLETED WORK TO MY TEACHER?
10. After you have closed the file, your work will be automatically saved. If you’re sure it’s

finished, you are now ready to ‘Turn in’ the work.

E General 1oxe 0 wix Puctement Auagreeert

Painted Cube 1 - Complete the table

To do this, all you need to do is click the “Turn in” button towards the top right-hand side of your
screen. Your teacher can review this and provide feedback as is appropriate.
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HOW DO | FIND THESE ASSIGNMENTS?

11. To find the work set by your teacher, click “Assignments” at the top
of the page. You can see in the example below there is an open
assignment called “Practical Work Test”

Microsoft Teams Q, Search

¢ All tzams General Posts Files Class Notebook Assignments Grades

Assigned

Practical Work Test

Assignments
Test / Due tomarrow at 23:59
1

General Completed
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HOW DO | ADD IN A PHOTO/ IMAGE OF MY WORK?

12. When you open the assignment, there is an options called “Add
Work”. This allows you to upload files to send in to the teacher. This
could be a photo of practical or hand written work. If you’re using the
mobile app, you can just select the photo from your phone and if
you’re using a camera and PC, you will need to transfer the photos over

first.

Due tomorrow &
Instructions

Upload your hand writtn work
My work

I ff Add work I
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HOW DO | FIND UPLOAD MY WORK?

13. Once you hit the “Add work” button you’ll be asked where the
photo or file is located. At the bottom, press “Upload from this device”
and then browse to the folder you saved it in on your computer.

. >
oneorive
Mewr file Title Modified w




Uploading hand written or practical work in Teams

HOW DO | SUBMIT COMPLETED WORK TO MY TEACHER?
14. Once you’ve selected the file click “Done”

Upload from this device

Using Microsoft Teams - Students.pdf
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HOW DO | SUBMIT COMPLETED WORK TO MY TEACHER?

15. Finally, press “Hand-in” in the top right corner to submit your work
to the teacher.

A 'u.r
]
Teams. T
< Back Qﬂ)

d . 'oints
I Practical Work Test -

Fiies
General Due tomorrow at 23:59

Upload your hand written waork
My work
Using Microsoft Teams - Students.pdf

@ Add work



