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1. How to Access the ‘Web’
Versions of Office 365 & Teams

There are two ways you can access Office 365 and Teams.

You can open them in your web browser or you can download the
software to your computer or device.

Here’s how you can open them in your web browser:

1 P Open Chrome or Edgel
co 1o |POGEAIR Officescom

Enteryourschoolfemailfaddress

4@ nbss.nbed.nb.ca

<username>@anS.nbEd.nb.Ca

EMEEER VOUIF COMPOULER DESSWOIIE!

Sign in with your organizational account

abcdef1234@nbss.nbed.nb.ca

‘ Password




iffUsingtarschioolfcomputelrs::

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

|| Don't show this again

Good morning

+ & e @ & $

Start new Outlook OneDrive PowerPaint OnelNote

» & O = & -
SharePoint Teams Na?et:svok Forms Admin All apps




2. How to Install the ‘Desktop’

Version of Office 365

Installing the ‘App’ or ‘Desktop’ versions of Office 365 and Teams is
optional. You may choose to access them entirely through your web
browser instead (see the previous section).

However, some people prefer to install the software on their computer

or device.

To install the app on a smartphone or tablet, simply go wherever you
normally go to get your apps (App Store, Google Play, etc.)

Here’s how you can install Office 365 on a computer:

1. Open any Internet browser (except for Internet Explorer)

2. Inthe address bar, type pOrtal.office.com

3. Sign in using your school email address and password. If you're a student, be sure to use this format for your

email address: username@nbss.nbed.nb.ca

B Microsoft

Sign in

'@nbss.nbed.nb.ca |

» "t et

ew. 22 Nouveau
Briinswick




4. The Office 365 homepage will open. Click the icon for your account at the top right of the screen. Then click on
My Account.

My account
Good afternoon P
daurice [ASD-5)
L
Apps
B a E & @ & :

Outhook Onelrive el PowerPoire OneNate SharePant Teams

> B @ @&

Smay Farms: Yammer Stz idken Calkendr Powerdpes

Explore all your apps —+

Documents T Ugdoad and apsn “

Recommended

wood, Maka [450-5)

5. On the next screen, click Install Office. You will be prompted to save a small file to your computer.

i Install status B subt

Detected installs: 1 Werify what prd

You can install Office on wp to 5 PCs or Macs, & tablets.
and 5 smartphones.

[ o) |

Install options

Q Security & privacy & App

Protect your account and adjust important privacy Apps with a
sattinns tn wnir 5 -

Open the file that you downloaded and follow the onscreen instructions.

Just a few more steps...

[] Setup. - Yes

- ] Office

@ Click Open © Say "yes © Stay online
Click the Setup file at the bottom of the Click Yes to start installing. Downlaading all of Cfice might take a
screen while.

elp installing?




3. How to Install the ‘Desktop’

Version of Teams

-

. Open any Internet browser ept for Internet Explorer)

28 CDC

C
% %

2. Inthe address bar, type portal.Ofﬁce.COm
3. Sign in using your school email address and password.

4. Click the Teams icon,

Teams

5. On the left side of the screen, near the bottom, click the link for “Download the App”

T Jon orcreate a team|

6. Click Save.
Class Motebook: Snaglt stamps SpeakQEM WordQEN
Crrdhinn b — ¥
File name: | Tearns_windows_xfd ol
Save as type: | Application w

A Hide Falders Cancel




4. How to Access Office 365
Apps

Once you log into Office 365 (either the ‘Web’ or ‘Desktop’ version),
you will have access to several apps. When you see this, simply click on
the app you wish to use.

+ & e @ ® $ ®W % @ T =

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams less Sway

Notebook
o

Forms All apps

- Word is used to create text documents. Of course, we can insert images into
these documents as well.

- PowerPoint is used to create informative and eye-catching slideshow
presentations.

- Excel is used to create spreadsheets in which you can organize data and perform
calculations.

- Outlook is used to send and receive emails.

- Class Notebook is used as a digital binder in which teachers and students can
place and share their work.

- Teams is used as a virtual classroom where teachers can assign work for
students to complete and students can submit their work to their teachers. Teams
is also a place where teachers and students can meet and share discussion posts.

- OneDrive is the place where all of your Office 365 files are stored.



5. How to Check and Send
Emails

You can open Outlook from the Office 365 app menu:

+ /E\ o« @ ®E $ @ P & T =

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Closs Sway

Notebook

Forms All apps

If you have any emails, they will be in your ‘Inbox’. If you click on one,
the full email will open on the right:

. /I‘::‘ =
1e = r FAe -

3l New message ) Reply il Delete = Archive & Junk »
~  Folders ) Inbox It Filter Reminder to attend: Using OneNote for Student Portfolios and Online Journals
£ Inbox O EventBuilder o Some content in this message has been blocked because the sender isn't in your Safe senders list.
Reminder to attend: Using One... 3:31 AM tr ent from _ ntbuilder.com. | Sh ent
> Drafts 137 Hello David, Friendly reminder you've registere...
EventBuilder <noreply@ASDS.eventbuilder.com> e
B Sentltems Yesterday Thu 6/18/2020 3:31 AM - .
To: Locke, David (A5D-5)
> Deleted ltems 30 NETA Communications
NBTA Member Update June 17. ... Wed 9:10 AM
& Junk Email View this email in your browser For optimal vie...
5 Archive This week
Hello David,
Notes HMMS Staff 8
Class Notebook in Teams PL Tue 4:54 PM Friendly reminder you've registered to attend this event.
Conversation Hist... We'll be meeting physically in the Music Room ...
Journal Event Title: Using OneNote for Student Portfolios and Online Journals

Event Date/Time: Thursday, June 18th 2020 09:30 AM ADT
RSS Subscriptions

Event Duration: 60 minutes



To send an email to someone, you will need his or her email address.

Student email addresses are the person’s school username followed by
@nbss.nbed.nb.ca

Example: johsmi00123@nbss.nbed.nb.ca

Teacher email addresses are the teacher’s first name, then a period,
and then the teacher’s last name, followed by @nbed.nb.ca

Example: john.smith@nbed.nb.ca

When you’re ready to send an email, just click the ‘New message’
button in the top-left corner:

£ Search
@ == r - I~ =
3 Reply | ~ [ Delete T Archive ) Junk
~  Folders ) Inbox 7t Filter
£ Inbox ® EventBuilder
Reminder to attend: Using One... 3:31 AM
> Drafts 137 Hello David, Friendly reminder you've registere...

Next, type the person’s email address in the ‘To’ field. As you type the
email address, the person’s name may pop up and allow you to click it:

B Send [ Attach v Encrypt [ Discard

To chris.lnwe@nbed.nb.ca|
Lowe, Chris [ASD-5)
Cc Chnis.Lowe@nbed.nb.ca

/C) Search Directory

Add a subje



Next, add a ‘Subject Line’ to your email so that the person you send it
to will have an idea of what it is regarding. Then you can type the body
of your email in the bigger space below:

B> Send 0l Attach @& Encrypt ] Discard
To chris.lowe@nbed.nb.ca
Cc
Art Project
Hi Mr. Lowe:

| finished my Art project over the weekend and have attached it to this email.
Thanks,

Jimmy Student

If you want to attach a file to your email (as we do in the example
above), just click the ‘Attach’ button:

B Send r@) Encrypt [i] Discard

To chris.lowe@nbed.nb.ca
Cc

Art Project

Hi Mr. Lowe:
| finished my Art project over the weekend and have attached it to this email.
Thanks,

Jimmy Student

10



Then you can browse your computer files to find the one that you want
to attach. Or, if your file is saved to Office 365/0neDrive, you can click
‘Browse cloud locations’ instead and find it that way.

B Send I Attach ~ & Encrypt [i] Discard

L1 Browse this computer

T
° <  Browse cloud locations
Ce Suggested attachments
. Creating Contact..k Office 365.pdf
. -xﬂe Opened 1 hour ago
Art Proje
(:%' PL Learning Schedule.pdf
-xﬂe Opened 2 hours ago
Hi Mr. Lc
(:%' Getting Started ...ass Notebook.pdf
| finishee ™= C_)pen_e'j 3 nours ago : attached it to this email.

Now that your file has been attached to the email, you can just click the
‘Send’ button and your email will be sent:

B+ Send , Attach ~ @& Encrypt [N Discard

To chris.lowe@nbed.nb.ca
Cc

Art Project

-

Hi Mr. Lowe:

HMMS & May 25-29, 2020.docx
110 KB

| finished my Art project over the weekend and have attached it to this email.

11



6. How to Create and Organize
Files in OneDrive

You can open OneDrive from the Office 365 app menu:

+ & /e @ H S @®W S & s
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Closs Sway

Notebook
o

Forms All apps

OneDrive is where all your Office 365 files are stored. No matter which
teacher you’re making a file for or which type of file it is (Word,
PowerPoint, etc.), it will be stored in OneDrive.

It’s a good idea to take the time to organize your OneDrive. You can
create folders for each of your classes (“English”, “Math”, “Science”,
etc.). This will help keep your work organized and easy to find.

You should also get into the habit of giving each of your files a
descriptive name. Always avoid calling a file something like “Document
1” or “Presentation 2”. Office 365 will automatically generate names
like these at first, but you should always change them to something
better. This will make it easier for you to find your files again later.

You can access your OneDrive files from any location in the world, as
long as you have a computer and Internet access. Also, your work will
be automatically saved whenever you make a change.

12



How to Create New Folders and Files in OneDrive

Click ‘New’ at the top of the page. You will then see the options for
creating new folders, as well as various types of files:

V A W =P

T Upload ~ o Flow v

S— - Folder

B Word document
B Excel warkbook
@' PowerPoint presentation Muodified Modified By File Size Sharing Activity
@ OneMote notebook 15 minutes ago Rankin, Sarah (ASC 2 items Private
* Forms for Excel Tuesday at 2:3... Rankin, Sarah (ASC 2 items Private
D Link
L f— Tunr g & Monday at 8:1... Rankin, Sarah (ASC 4 items Private
aches
== ® Pear Deck 6 days 200 Rankin, Sarah (ASC 1 item Private
el

When you click on one of the file types, it will automatically open.
Then, as you work on it, the file will auto-save to the folder you
selected in OneDrive.

13



7. How to Navigate in Teams

You can open Teams from the Office 365 app menu:

=l o a W el R mj B NG =
: ! Class
Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Sway
Notebook
Forms All apps

When you first open Teams, you will see a list of your classes and you
will have to click on the class that you want to enter:

MR roRedt Tl

Teamns

03

14



Once you have opened a class, the menu bar at the top will present you
with several options:

Posts

Files

General Posts  Files

A conversation space — like
social media, you can make
posts, reply to others, and @
mention someone to get their
attention

Assignment information is
posted on the Posts tab on the
General channel

Each additional channel has its
own Posts tab

Your teacher may turn on/off
your ability to post.

Shared file storage for the Team.
Everyone in the team can see
and edit anything uploaded to
the Files tab.

DO NOT POST YOUR
ASSIGNMENTS HERE.

Class Materials folder in the Files
tab is “Read-Only”. This means

Class Notebook  Assignments

Grades -

L Michele Mactasish 1700 P
I8 | Himerpona welcoms 1o our
and aEsign  fis

anlirs dassroom! Class Material are posted in the "Files™ tab
Ss® ek I v b a

Wilh DTRET Pad €l Bl Turv o Yoo Mokl Team

......

B Aasignments 12:39 FM
Writing .ﬂ.ﬂignmrn'r "

Whew amsignment

SEart a new conversation, Typs © bo mention someces

b8 DEE G D O =3

T Upkad g Sme Copylrk  + Downicad All Doouments

General

Claes Miatenisls Michelle Mactaash

your teacher can post notes and information here that you can read but not edit.

Class Notebook (Optional)

a OneNote Class Notebook for your Team.
Your teacher may or may not use this tool, so check with your teacher to find out.

15



Assignments

This is where you will access
assignment details and turn in your
completed work for the Class Team
you are currently viewing.
Assignments will appear as “cards”
- click on one to open the
assignment details.

You can view the assignments for
all your courses by clicking the
“Assignments” button in the left-
side Teams Apps list.

Assignments are grouped as Assigned (upcoming) and Completed

Upcoming

Asaigned (4)

Resding Refechan #8
Chapters 14. 18 Baview
My Sennet

World Veices Exsary &1 Ouiline

Click on an assignment in the Completed section to view feedback and scores.

Grades

Garcia, Emma
- Click on the Grades tab to view your 6 ts/guardians recaiy

scores on all your assignments for
the Team you are currently viewing.

Teams App Menu

Activity: notifications for recent
activity in your Teams can be found
here. A red dot will appear over the
bell icon when a new activity occurs.
Teams: access to main Teams page to
view all your Teams.

Assignments: quick access to
assignments posted in all your Teams.
Calendar: displays assignment due
dates and activities for all your Teams.
Files: quick access to the files posted in
each of your Teams, as well as your
own OneDrive storage.

Dwe date &

Assigrament

Jan 21 Take Home Waves Quiz

Jan 13 ‘Waich Waves and Frictio.
a9 Exsiy Of Space theory film
lan7 Submit your project prog...

an & Create & study guide for
D 20, 3019 Begun EM Wirves project
Dhec 18, 2019 Review of Wawve introduct,
Dwc 15. 2019 Comg e Waknd Fradi

All teams

0365-100_Your_Class

General
Cand A
Unit 1

Unit 2

Wigwed

Refurned

Fetusmed

Raturnad

Returned

Rafurned

Returned

Retuened

Team Navigation

Your Class Team may be organized
by topics, unit, or activity types.

You can access different course
content by clicking on the
different “Channels” listed in the

Team Mavigation column.

Each “Channel” will have its own
“Posts” and “Files” tab.

Assignments are only posted to
the “General” channel.

16




8. How to ‘Turn In’
Assighments

When you view an assignment in Teams (see page 16), you will see the
option for uploading your finished work:

a . a
b Teams v - General Fosts Files Class Notebock  Assignments  Grades e O
(T Your learms
Teams
8 @  Class Team Training Zone  +ee ¢ " 2]
B NewClass
i Paints
u = . Fake aSSIQnment 4 points possible
T S/BKE Clipper Schocl Data  »-- Due March 21, 2020 12:58 AM
‘‘‘‘‘‘
by General etroctons
m Kindergarten #H 0365 uses

B9 Document.doce

— Add work

Once your work has been attached, simply click the ‘Turn in’ button to
send the work to your teacher:

a . 2
i Teams v . General FPosts Files Class Notebock Assignments Grades O
o our teams
Teams
a W Class Team Training Zone  +++ ¢ Back —
B NewClass e
B Fake assignment P
T <JBK 4 points possible
i SIBKE Clipper Schocl Data  »e Due March 21, 2020 12:59 AM
L o Rubre
Instructio
) Kindergarten Nore #H 0365 uses
W Class Team Training 2 My work
B Document.doox
B Virtual Leamning - Test €1
Add work
. lass
General
=



If you later realize that you have made a mistake or attached the wrong
file, you can always undo a turn in. Just go into your assignment and
you'll see that the ‘“Turn in’ button has been changed to ‘Undo turnin’:

a
= Teams v . General Fosts Files Class Notebock Assignments  Grades O
i Vour e
Teams. -
a W Class Team Training Zone  «++ ¢ Back [? Tumed in The Mar 19, 2020 at T0:55 AM ¥

B NewClass

. Paints

] - Fake assignment 4 points possible

¥ SIBKE Clipper School Data e+ Due March 21, 2020 1259 AM

Tilk
L rrrrrr | Instructions

I Kindergarten Nare dH 0365 uses

i

B Class Team Training 2 My work

) Document.dock
B Vvirtual Learning - Test €1 e
B Real assignment docx
. Class
General

Hidde

®
! te a team =

18



9. How to Join Class Meetings
in Teams

When one of your classes has a meeting scheduled, you should receive
an email invitation. Simply check your email and then click the link to
join the meeting. Email invitations look like this:

PRA meeting

i S | 7

Hayward-Demmons, Bonita (ASD-S) v|?v | X~ O~

Required @ Lowe, Chris (A5D-5); @ Locke, David (ASD-5); O Palmer, Genevieve (ASD-5); 5/20/2020
McCrea-Elward, Robin [ASD-5)

(©) Wednesday, May 20, 2020 1:15 PM-1:45PM @ v

Join Microsoft Teams Meeting

+1 506-719-5200 Canada, Saint John (Toll)

Conference ID: 587 048 61#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

If there is a class meeting currently in progress, you can also get to it
from your Posts tab:

GeneraIFiles Wiki 2more~ 2% @ Org-wid

"\ Free/Busy Calendar

@« Meeting started

< Reply

19



Next, choose whether you want your audio/video to be on and then
click ‘Join now’:

Choose your audio and video settings for

Join now

B @ £33 PC Mic and Speakers

Once you are in a class meeting, you will have access to the following
toolbar options:

Mic On/Off Chat

Time Elapsed

h

More Options

Video Dn}'D'FF Raise Hand

Share View Participants

20



10. How to Use Class Notebook

You can access Class Notebook from the main Office 365 menu:

=+ & e @ = ® W P i
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams
Forms All apps

You can also access it from the menu bar within Teams:

. General Posts Filef CIassNobook Assignments Grades

When a teacher sets up a Class Notebook, it will consist
sections:

Student Notebooks — a private space shared between the teacher and each individu
access every student notebook while students can only see their own.

Content Library — a read-only space where teachers can share handouts with studen

[—

Notebook

®©

Class

Sway

_I_

of these three

al student. Teachers can

ts.

Collaboration Space — a space where everyone in your class can share, organize, and collaborate.

Class Name

Welcome

1

Collaboration Space 3

_Content Library 2

=] Student Name 1|

Handouts

21



Collaboration Space

The Collaboration Space is open to everyone in a class, and all class members can read or write
on anything in this part of the notebook. Teachers and students can also create new sections
and pages in ways that work best for them.

Content Library

The Content Library is a place for materials such as readings or worksheets. Think of it as the big
filing cabinet for your classroom documents. Only a teacher can put materials into the Content
Library. Students can read or copy anything in the Content Library to their own notebooks, but
can’t modify or delete that content.

Student Notebooks

Each student has their own notebook and this is where they can post their own class notes,
copies of handouts, assigned homework, responses to questions, etc. Each student can only see
his or her own notebook, but the teacher can see them all.

Putting Things into Class Notebook

To create a new page in Class Notebook, just click the section that you want the new page to be
placed in. Then click the ‘+Page’ button. In the example below, we are creating a new page in
the ‘Class Notes’ section:

Class Motes

Handouts

+ Section @

Of course, you can also make a new section if you wish (by clicking the ‘“+Section’ button
above).

If you’re confused about the difference between sections and pages, just think of the sections
as divider tabs that you would use in a three-ring binder and then the pages are just pages
within those sections.

22



When you create a new page, you will need to give it a title:

I Class Name I /r‘

Multiplying Fractions

Type your title here.

L

Multiplying Fractions

zday, June 16, 2020

It’s really that simple. Now that you have created a new page, you can type, paste or insert
anything you want. Just click an empty spot and a content box will appear:

You can then type or paste anything into one of these content boxes. Also, the content boxes
can easily be moved and resized; if you want to resize it, just click the two little arrows in the
top-right corner of the box.

You can also add different types of things from the insert menu (like pictures and tables):

Horme Insert Diran Wi Help Class Notebook Opén in browier

BN Table~ [ File v [ Picture ~ @ Link [ Audie () Symbol v~ 3 Math~ (Z) Emoji~ £ Office Add-ins @ roms
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