
Class Teams added by 
the District are visible 
as thumbnails, one 
for each class. 

Opening Microsoft Teams
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. 



Activate the class Team to allow 
students to view and access it.

Activate the Class TeamActivating a Class Team



Hide – DO NOT DELETE!

Rearrange 
courses by 
dragging 

and 
dropping 

them.

DO NOT DELETE  
District-created 

Class Teams. 
For course 
sections no 

longer used or 
needed, select 

the More 
options … in the 
top right of the 

Team card. Then 
select the first 
option to HIDE

the District-
created Teams.X

Opening Microsoft Teams



1. To archive 
courses, 
click on 
Settings 
Cog, and 

select 
Manage 
Teams. 

Archiving and Restoring Microsoft Teams

2. Click on 
the Ellipses. 



Archiving Microsoft Teams

3. Select 
Archive 
team. 

To restore 
an archived 
team, go to 

Archived
teams, and 

click on 
Restore 
team.



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.

Creating Microsoft Teams


