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How to use Microsoft Teams

Download Microsoft Teams from the App or Play Store:

Microsoft Teams
Hub for teamwork
Microsoft Corporation

#3 in Business
----- 4.8, 319.9K Ratings

Once you have downloaded it, click on “Sign in”:

Microsoft Teams

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




Sign in using your college email account (UNumber@wigan-leigh.ac.uk) and your regular
college password:

v Wigan & Leigh
College

Sign in with your organizational account

someone@example.com

Password

Sign-in using your full username.
Eg, username@wigan-leigh.ac.uk

You may also be asked for you your college username and password again. This is just your
UNUMBER and your regular college password.

— Feed v Y O\
W = Julia + 3 replied in General 11:56
Y1 Public Services B (Wigan) > General
Not sure email it and | will check it Sam This is your activity section; you will
B Julaposted e see what your tutors and your
Y2 Public Services (A) > General peers have posted here
W =l Julia posted 11:48
Y2 Public Services (A) > General
Hi all please see the following criteria for .. The chat section allows you to send
W = Julia + 1 replied in General a private message to your tutor.
Y1 Public Services A (Wigan) > Gen
For some reason Gab you are no
wr @ Warren posted The call button allows you to call
Level 3 Academy 19-
your tutor.
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Sport Science year 2

Y2 Public Services (A)

Y2 Public Services (B)

Y2 Public Services (C)

Y1 Public Services A (Wigan)

Y1 Public Services B (Wigan)

L2 Public Services (Wigan)
L1 Public Services (Wigan)

L3 Sport Science Yr1
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Sport Science year 2

Y2 Public Services (A)

This is your teams section — your
tutor will add you to a team so you
can communicate with them

General €

Y2 Public Services (B)

Y2 Public Services (C)

Y1 Public Services A (Wigan)
Y1 Public Services B (Wigan)
L2 Public Services (Wigan)
L1 Public Services (Wigan)
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I Click on the “General” button to

access your team:




e General !

Y2 Public Services (A) ©
POSTS FILES MORE
Adam Simpkin : . . .
. P Make sure you click this to receive

notifications from your team. If you

404 this morning please .
P do not then you will not be kept

Reply Updated.
Julia Waygood :
o 1148 Click here to send a message to
Hi all please see the following criteria for your team.

Media that the group are outstanding. You
MUST have this submitted by Tuesday

24th March. If you have any issues or

need any specific guidance then please
contact me via teams. Once you have
completed the work you can email it to me at
j.waygood@wigan-leigh.ac.uk.

You can see what criteria link to what

See more

Reply @

How to Access and Submit an Assignment on Teams

1. Go to your regular Microsoft Teams channel where your tutor will post regular
communication on work that needs to be complete.

2. You will see the assignment posted on your feed (please see below). To view the
assignment, click “View assignment”:

Assignments @
o 09:05

Fitness Assignment 1
Due Mar 19

&’ Reply @



3. You Can also access the assignments by clicking “more on the tab in your teams” —
Your assignments will load up in order of the nearest deadline:

& General n
TEAMS EXAMPLE s
POSTS FILES MORE
Last read

Assignments L

o 09:05

Fitness Assignment 1

Due Mar 19

View assignment

4. When you click on the assignment, you will see this view (see below). You will see the
following information:
a. Assignment title
b. Deadline
c. The resources

< Assignment Test Hand in

Fitness Assignment 1

Due tomorrow at 16:30

Instructions
For this assignment you must complete the following
document and submit it by the deadline below.

My work
@9 3G Booking Form.docx

{ Add work

Points

No points



5. To complete the assignment, click on the resource and you will be able to edit the
document live on your phone (you will need to have downloaded the Microsoft Word
or PowerPoint App on your phone — PLEASE SEE OTHER DOCUMENT ON HOW TO DO
THIS)

a. Please note your word document will save automatically to the assignment
section on teams. If you want to come back to it later, just click back on the
resource and your work will still be there.

< Assignment Test Hand in

Fitness Assignment 1

Due tomorrow at 16:30

Instructions

For this assignment you must complete the following
document and submit it by the deadline below.

My work

@ 3G Booking Form.docx

- Add work \

Points

No points

&~ Test.docx

Once you have clicked the
resource, you will need to click
either the word icon at the bottom
or the edit icon at the top — this will
take you to word for you to
complete (this depends on what
phone you have).




6. When you are ready to submit your assignment, press “hand in” at the top. Your tutor
will mark your work for you.

4 Assignment Test Hand in

Fitness Assignment 1

Due tomorrow at 16:30

Instructions

For this assignment you must complete the following
document and submit it by the deadline below.

My work
@9 3G Booking Form.docx

-+ Add work

Points

No points



