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3. Select Teams to see which class teams you’re in. If

your teacher has already set up the class team and

added you, you’ll see one of more (depending on

how many classes you have) class team tiles.

https://www.office.com/
https://office.com/
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Get organized
Find and organize conversations, files, assignments, and notes in your class teams.





Check the Activity feed to make sure you

don’t miss a new assignment or an @mention.
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Communicate
Create and respond to messages in Teams.



Create and send a post in a 

channel

Click the compose box to create a message. You can

type out a simple message or add on.

Attach an image, gif, sticker, or file.

Select Format and use rich text to make your  

message stand out.

Format your message with bullets or make a  

numbered list.

Don’t forget to @ mention your teacher or a

classmate to make sure they see your post.

If this is greyed out for you, that means your teacher

has turned off that setting for the class.



Use meetings in Teams to virtually join your teacher  

and classmates in online classes, study groups,  

presentations, and whenever you need to learn

face-to-face.

1.Select Calendar to see any meetings you have 

been added to, or any  you’ve created yourself. Click 

Join when it’s time to  meet.

2. Adjust your audio and video settings, then click

Join now.



Mute and unmute your microphone.

Share your screen or a document.Participate in the meeting chat.

See who's in the meeting.
Leave the meeting. The meeting  

will continue even after you've left.

Turn your video on and off.

Raise your hand to ask questions
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Share and organize files
Share files in conversations and use the Files tab to keep track of them.
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Assignments and grades
View and turn in your work. All from Teams.
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Class Notebook in Teams
Use your class  team's built-in Class  Notebook for more classwork, activities, and collaboration.





More resources
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Student help center

https://support.office.com/article/395ab230-55bf-44c6-b265-e832d729b694

