Class Teams added by
the District are visible
as thumbnails, one

for each class.
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Staff Notebook

Search or type a command
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Music Technology Period
2

Y) &
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cise:
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Orchestra Period 3 and 4

* .
& Join or create team

M_J Keyboard 1 SECT 01

M_J Orchestra 3 SECT 01

M_J Keyboard 1 SECT 02

Teachers can

™ filter their teams

by Teams type
when they select
the Filter icon.
This filters the
Teams teachers
can see on the
dashboard by
Teams type (All,
Class, or Staff).

Note: Class Teams
created by the
District have
course names and
codes auto-
generated by the
student
information
system.




Activating a Class Team

Activate ~ S ——
" . G et
. Statietire - ' '
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Activate team X
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ACt'Vate the CIaSS Tea m tO d I IOW Once this team is activated your students will have access. This can't be undone.
. . s
students to view and access it.
d




Opening Microsoft Teams

Hide — DO NOT DELETE!

Teams Rearrange Y & & Join or create team DO NOT DELETE
e District-created
p:3 courses by O] # ride ¢——— o
dragging |@® L For course
period and peioa perid & Manage team sections no
dropping & Add channel longer used or
them. o*  Add member needed, select
the More

— M) L)

Critical Thinking and
Study Skills SECT 03

Intensive Reading Advanced Placement
SECT 01 English Language SE...

Leave the team . ]
options ... in the

top right of the
Team card. Then
select the first

Critical Thinking and
Study Skills SECT 01

Critical Thinking and

Study Skills SECT 02 Edit team

Get link to team

Manage tags

Writing 1 SECT 02

Writing 1 SECT 03

Developmental
Language Arts ESOL ...

Intensive Reading
SECT 01

Intensive Reading
SECT 01

P < o~ # 0

Delete the team

option to HIDE
the District-
created Teams.




Archiving and Restoring Microsoft Teams

3
Miami-Dade County Public Schools v

Q_ search
Y B ¢g" Join or create team 1' TO arCh|Ve
I Manage teams I— courses,
e click on

Settings

= - I e

select
SSO

Manage

Teams.

¢ 2. Click on
the Ellipses.

7th Grade Math Curriculum Sample: 7th Grade ELA ' Direct Reports

Demo Notebook

Manage teams  Teams  Analytics

Search teams Q

v Active (42)
Owner &3 3 8

. SSO SSO



Archiving Microsoft Teams

Manage teams  Teams  Analytics

Search teams Q

v Active (42)

SSO Owner s 3 ) Manage team s
Staff Notebook Owner s 4 & Add channel 3 [] Se I e Ct
& Add member .
StSS Site Coordinators Member egs 12 € Leave the team A rChl Ve
@) Team for Leo-Test Test for Leo Member 83 2 & Edit team .
@ Getlink to team team
Teams Deployment District Troubleshooting Owner &8 1 I & Archive team I— i

To restore
< s membe an archived

€2 Leave the team
Name = Description Membership People

@ Get link to team
. Assignments Test Assignments Test Owner H I © Restore team I _ tea l I l, go to
. SsO SSO Owner < Manage tags B A rChiVEd

5 o teams, and
click on

Restore
team.
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Creating Microsoft Teams

~ _‘-

Start typing a name to choose a group, distrib

1. Select Join or create team in the upper
right-hand corner.

2. Select the option to Create a team.

3. Select the Classes option to create a
class Team for students.

4. Once a new class Team is selected,
name it. The class team name can
include some variation of the
subject taught, class period,
and teacher’s last name. Descriptions
are optional.

5. Add content to the class Team.

6. Add students to the class Team.




