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@ Takeaways

These takeaways give teachers a quick visual reference of

different features within the app. They're like slow-motion (okay, i;ﬂiﬂfﬁﬁ?ixr
totally still) action shots. Participants can linger for as long as each takeavv.ay on
they like and take in any of the details they may have missed card stock and put
during the presentation. them all on a ring for
teachers to use over
Added bonus: Teacher can use these when they're back in the and over (and over).

classroom, wanting to refresh their memories about what they
learned today. These takeaways will help them remember where
to find that one button that does that one thing.

Included:

- Class Notebook in Teams overview

- Inserting content in your Class Notebook
. Class Notebook assignments in Teams

- Student collaboration workspaces

Y% Class Notebook = super. Teams = hero. Together, Class
Notebook + Teams = superhero. Hold on to your capes with
these simple, clear tips, you'll master all that Class Notebook in
Teams can do for you.
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Course 5: Class Notebook in Microsoft Teams

@ Takeaways

These cards give you a quick visual reference of

. L o . & Takeaways will
different features within the app. They're like slow-motion help you remember
(okay, totally still) action shots. You can linger for as long where to find that
as you like and take in any of the details you may have one button that does
missed during the presentations. that one thing.
Added bonus: Use these when you're back in the classroom
and wanting to refresh your memory about what you
learned today.

- Class Notebook in Teams overview - Class Notebook assignments in Teams

- Inserting content in your Class Notebook - Student collaboration workspaces



Course 5: How to create a team takeaway

@ How to create a team

Biology 1st Period
Creative Writing 9/10 B
ﬂ English Department

@ Intermediate English

@' Join or create a team @)

Screen key

Join or create a team

P

Create a team
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@ Choose the type of team

Choose a team for

Join a team with a code

Enter code

Classes PLC
Teachers and students Educators collak

collaborating on group projects professi
assignments, and more community

A\

Hgu

Staff Members
Staff leaders and staff members
collaborating on school
administration and
development

Name

(New class

Description (optional)

Create a team using an existing team as a template

Screen key

Cencel Q

1/6 ®

1. At the bottom of
the left rail, select
Join or create a
Team.

2. Then select
Create a Team.

(Continued on next page)

2/6 ®

3. Choose the type
of team you'd like
to create.

4. Name your
channel and add
members. You

can add guests by
entering their email
addresses.

(Continued on next page)
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@ Add more team members later

Favorites u Englisf

B Advanced English 11 A
Conversations  Fi

Q Creative Writing 9/10 A

General
W Remove favorite

& Chess Club!
‘{é? Manage team

More

& Add channel

n Advanced English 11 B € Leave the team

Z  Edit team

@ Advanced English 12
& Getlink to team

Biology 1st Period

Creative Writing 9/10 B

ﬁ Delete the team

English Department
@ e B 2 | Ms. Ash

@ Intermediate English

Start ar

Screen key
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@ Add a team picture

Favorites ﬁ Chess C
M Advanced English 11 A .
Conversations  File

Q Creative Writing 9/10 A

n English Dept. PLC

General % Remove favorite

More
5:\5:3 Manage team

& Add channel E
&' Add members L
€ Leave the team lu
& Edit team 5
& Getlink to team P

Delete the team

S]]

B Ms:Asher has

Screen key

E Ms. Ashe
: hedul
B English Dept. PLC o | Schedu o

B 4thcrade PiC =
< Add members

3/6 ®

5. Select the eee
More button next to
the Team.

6. Then choose
Add members.

4/6 ®

1. Select the eee
More button next to
the Team.

2. Then choose
Manage team.

(Continued on next page)
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@ Add a team picture

Members  Pending Requests ChanneIsApps o 3. Select Settings, in

the tabs section.

Team theme Pick a theme

ﬂ 4. Then click
Change theme.
o °

Screen key
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@ Posting comments and @mentioning

Ms. Asher 4/182:52 PM
6'9 We'll use this time to review the proposed curriculum and lesson plans for next semester. POSt comments an d
.
n Language Arts Curriculum Planning Session @ mentlo n

Thursday, April 26, 2018 @ 4:00 PM

Team members.

2 replies from you
< Reply

August 8, 2018

ﬁ | Ms. Asher Wednesday 4:20 PM

—/

(Start a new conversation. Type @ to mention someone.

A G OB o - B

Screen key
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@ Find your Class Notebook in Teams

Microsoft Teams

Favorites

4 Advanced English 11 A >

Conversations e Class Motebook | Assignr

Class Noteba

i Advanced English 11 A

) @

( General

Elements of Poetry Group
Home Insert Draw View

o Welcome to Class Notebc

Power of Persuasion Group
World Voices Group

1 more channe

Screen key
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@ Class Notebook quick key

# Advanced English 11 A > General - pivate
Conversations ~ Files ~ Class Notebook ~ Assignments ~ Syllabus  + OO
Home Insert Draw View Class Notebook Open In OneNote ~ Saved

sEEEEEEEEEEsssssEsEsEsEsEsEsEsEEEsEsEEEE .

Language Arts 101 Notebook O "

----------- ssmmmmmm=m====s ' \Nelcome to Class Notebook .

"% \elcome to Class Notebook * & H

'L . .

L) LI .

o p————— 1 :

' o [

r oo P . . .

2 wn FAQClassNotebookinMi-. p w  Your OneNote Class Notebook is a digital notebook for t=

. . " . N .

i 1 = handwritten notes, attachments, links, voice, video, and rs

e o .

L] LI ) L]

¥ > Adele Vance s = M

L ® " Each OneNote Class Notebook is organized into three parts: .

> Al Fredrickson e o H
s .

5 AlexWi ' nn 1. Student Notebooks -- a private space shared between the teacher and ®

lex Wilber e o " § .

- £ £l student notebook, while students can only see their own. H

l > Allan Deyoung s C 2. Content LiFJrary -- a read-only space where teac!’\ers can share handou s

: : : : 3. Collaboration Space -- a space where everyone in your class can share :

l > Cheryl Garner aln ] M

' o .

! > ChristieC Cline e I [} H

H I .

I > Delbert McCray ' o 8 L4

e o \ .

' > Eleanor Atkins o= L .

2 ' ' .

' ] .

l > Ella Taylor e o .

o .

nrico Cattane O .

T .

o .

» an 2 AmmsEsEsEsEsEEsssEEsEsEEsEsEsEsEsEsEsEss .

Screen key

174 ©

1. Select the General
channel in your class
team.

2. Click on the Class
Notebook tab.

3. Click on the
arrow to see your
Sections and Pages
as shown below.

2/4 ®

1. Collaboration space
2. Content library

3. Teacher Only

4. Student Sections

5. Sections

6. Pages

7. Workspace
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3/4 O

@ Set up a Teacher Only section in Class Notebook

@ Advanced English 11 A > General - GIED
Conversations o Class Notebook | Assignments ~ Syllabus  + SO O
Home Insert Draw View Class Notebook Open In OneNote ~ Saved

s 7 # 9 I
— B -m
Distribute Distribute New = Review Student =] Manage Notebooks Connections Professional  Help and
Page Section Work - Development - Feedback ~
Content Review Assign Manage Connections Resources -

Your OneNote Class Notebook is a digital notebook for the whole class to store text, i
handwritten notes, attachments, links, voice, video, and more.

Each OneNote Class Notebook is organized into three parts:

1. Student Notebooks -- a private space shared between the teacher and each individual student. Teachers can
student notebook, while students can only see their own.

2. Content Library -- a read-only space where teachers can share handouts with students.

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

ol ==l10

Screen key
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1. Select Class
Notebook from
the ribbon.

2. Select Manage
Notebooks.

(Continued on next page)

4/4 ©

@ Set up a Teacher Only section in Class Notebook

Manage Class Notebook

Student notebook sections e (| ‘Add Teacher-Only section group ]

(= y This section group will be permanently added.

{ Handouts VZ Lock Collaboration Space

(H ok Vi Locking the Collaboration Space locks the Notes tabs in your
omewer team's channels.

1 quizzes V24 ) Unlocked

Add section
® Notebook link

S: « |

[

Screen key

3. Select Add
Teacher Only
section group.

4. Once it says
Enabled, click Close.

5. Your new Teacher
Only section will
appear in your
section list.
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@ Inserting content into your Class Notebook

174 ©

You can insert lots of different types of content into your Class Notebook page to create rich
assignments, brainstorm brilliant ideas, encourage creativity, foster learning, and make instruction
come to life. To get started click Class Notebook and then click on the Insert tab.

() Creative Writing 9/10 A > Gen

Conversations  Files | Class Notebook | Assignments

Draw View Class Notebook

. 5 ‘ ‘
0O &g £ C
Picture Online File File
Pictures  Printout Attachment

e Pictures Files

Screen key

1. New Page;
insert a new page
into the section.

2. New Section;
insert a new
section into your
sections list, or
adds a subsection
beneath a section.

Course 5: Inserting content in your Class Notebook takeaway

@ Inserting content into your Class Notebook

Writing 9/10 A > General -

Class Notebook ~ Assignments =+

Draw View Class Notebook Open In OneNote ~

= -
o le | 5 U 0’ ==
Picture Online File File Office Link Re
Pictures J{f PrintoutfAttachment J Add-ins Al
Add-ins Links Recd

Tctures ies

Screen key

4. Picture;
upload pictures
from your device,
or search for a
picture through
Bing to insert with
Online Pictures.

5. File Printout;
printing a file
onto a Class
Notebook page.
This is NOT a file
attachment. Just
like an embedded
video pops up
fully and can be
played inside a
page, a Word
document or PDF
file printout will
"print" fully onto
a Class Notebook

page.

3. Table; just

like the feature
in Word, insert

a table with
columns and
rows, then add
information to it.

(Continued on next page)

2/4 ®

6. File
Attachment is
attaching a file
like you would to
an email. When
clicked after
attachment, file
will open in an
external program,
like Word.

(Continued on next page)
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@ Inserting content into your Class

7. Record Audio
allows you to
[a— leave audio
&, Q instructions of
s ) feedback right on
- the page;
a. Click Record
Audio.
b. Record your
thoughts.
c. Click the red
button.
d. Audio file will
appear on page.

Recording = Symbols = Forms = Resources Stickers

O 00

=

Screen key

8a. Click Forms,
then sign in.

b. A message will
appear asking for
your permission
to open a new
window, select
Allow.

c. Create a new
form or quiz by
selecting +New
Form or +New
Quiz.

d. Select insert.
e. The form or

quiz will appear in

the workspace.

Course 5: Inserting content in your Class Notebook takeaway

@ Inserting content into your Class

() Creative Writing 9/10 A > General -

Conversations ~ Files  Class Notebook ~ Assignments =+

Home Insert Draw View Class Notebook Open In OneNote ~

Microsoft Teams essentials

Screen key

3/4 ®

9. Education
Resources; A
database that
gives you access
to more than
300K standards-
aligned open
resources for
classroom use,
including lesson
plans, curriculum,
assessments,
handouts, and
more.

(Continued on next page)

4/4 ©®

10. Videos; NOT

on Insert ribbon
because they're even
easier than that;

a. Find the video you
want on the platform
of your choice,

like Youtube.

b. Copy the link.

c. Paste it into Class
Notebook canvas.
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@ Move an assignment from the
Teacher Only workspace

@ Geometry > General -

Conversations  Files  Class Notebook  Assignments  Wiki =+ 200

t Daw  View ClassNotebook  OpeninOneNote Soved

ry in Nature Group.

Geometry Notebook

[Geometry in Nature Group Project ]

30,2018 302PM

20 Shapes
i oy
Part1
- Viseo Resources
Templates Watch the video.
£ Bl P Tater

List the 2D and 3D shapes you see in the video here. Add rows as needed. :

== ) = )

Screen key
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@ Move an assignment from the
Teacher Only workspace

@ Geometry > General -

Conve Files

Class Notebook nments  Wiki -+ 200

Home nsent Draw  View  ClssNotebook  Openin OneNote - Saved
Geometry Notebook of - - '
Geometry in Nature Group Project
Welcome Geomeury %
Tharsd 0,208 30260
Geometry in Nature P 20 Shapes
> Collaboration Space 30 Shapes
' Part1
| TR
BBC Project

1) omee

List the 2D and 3D shapes you see in the video here. Add rows as needed. :

Screen key

178 ®

1. Create a new
section and page in
the Content Library;
a. Select +Section,
then add a title.

b. Select +Page.

c. Add a title.

(Continued on next page)

2/8 ®

2. Go back to your
teacher workspace.
Copy the materials
you added there.
Paste them into your
new page in the
Content Library.

Select the Content
Library, then the
project you'd like to
put assignment in.

(Continued on next page)
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Move an assignment from the
Teacher Only workspace

Conversations ~ Files  Class Notebook ~ Assignments ~ Wiki +

Select Move or

Home Insert Draw View Class Notebook Open In OneNote ~ Copy M ove W| ”
Geometry Notebook p .
All About Turtles delete the version
Welcome All About Turtles D ki
ednesday, August 29, 2018 6:5
) were workin
Geometry in Nature Pl... Multimedia Possibilities Move/Copy Page X yo u e e 0 g
'l > _Collaboration Space Student Groups In from the TeaCher
Move or copy this page to another location .
il content trery e - vecome Only space. Copy will
l Geometry in Nature Spring 2019 Lessons M Geometry in Nature Planning kee p tWo versions:.
BBC Project » _Collaboration Space

the old one in your
0+ rescrerony

Teacher Only space
Using the Teacher O... .
and the new one in

L - 1 the Content Library.

Planning Space

Geometry in Nature ...
»

Geo test
'l > Adele Vance Move Copy concel
Screen key
Course 5: Class Notebook assignments in Teams overview takeaway 4/8 O

@ Create a new assignment

@ Geometry > General - Prvate

e e e o . 1. In the General
channel of your class

E=n o team, click on the

Assignments tab.

2. Select Create.

(Continued on next page)

Screen key
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@ Create a new assignment

@ Geometry > General - P

, .
3. You're now in the
Conversations ~ Files C\assNomboDk e 7 °

Assignment pane.
« New assignment Saved: Sep 17, 10:53 AM Discard l [ Save ‘ m F|” Out the deta”s for
your assignment.

Assign to Date due Time due
Geometry o Al students o Tue Sep 18 2018 11559 PM v
Title

[ Schedule to assign later O No 0
—— A 4. To add in Class
©)

@ oneore o Home v paints No Notebook materials,

Howmanysquare I Geometry in Nature Planning Bubrie select +Add

@ Forms { Welcome + Add rubric
CRT—— resources, then
Resources & Link i _Content Library

o ) T e o Class Notebook.
- Add resources + NewFile

(Continued on next page)

Screen key
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@ Create a new assignment

® Geometry > General -+ Private
Conversations  Files ~ Class Notebook ~ Assignments ~ Wiki =+ i (0) 5- FOIIOW the path to

your Class Notebook

S p— = content. Pull from
the Content Library

Assign to Date due Time due .
e 2| [ p P [ I or the Collaboration
Tt () Schedule to assign later O No space
Squares © Lateumn-inaliowed @) Yes
& OneDrive
Instructions. { _Content Library v Points O  No
How many squares [ Class Notebook I BBC Project Rubne ( . )
T Continued on next page,
@ Forms
Resources & Link
+ Add resources + New File

& Upload from my device

Screen key
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@ Create a new assignment

¢ OneDrive
< Choose a student section
uares E: Class Notebook
Chapters 1 - 2 will be copied and distributed to
- each student's notebook.
@ Forms
Student sections
£ Link
I Class Notes
= -+ New File _ Handouts
(6]
{ Quizzes

& Upload from my device

Screen key
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@ Create a new assignment

@ Geometry > General -+ Private
Conversations  Files  Class Notebook ~ Assignments ~ Wiki =+ @ O
Assign to Date due Time due
Geometry o] All students. o Tue Sep 18 2018 11:59 PM v

Title [ Schedule to assign later O No

O Latewn-inallowed @) ves
@)

No

Geometry in Nature Group Project
~ Points
Instructions
Rubric
Shapes are all around us! In this project, you're going to be a shape detective, tracking down
shapes in the world that you live in. You'll find everything you need in your notebook

g Chapters 3-4 (in Homework) o
Students edit their own copy

Students edit their own copy v

—+ Add rubric

Remove

Screen key

7/8 ®

6. Choose the
section where you
want the assignment
to appear in private
student notebooks.

(Continued on next page)

8/8 ®

7. Back in the
assignment pane,
you can click into the
page to make edits
to it.

8. Select Assign to
push the assignment
out to students.
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@ Create channels in your class team
for group work

Favorites
® Geometry > General - Create a channel for "Geometry"
ry” team 2
M Advanced English 11 A Charme name 1_ C||Ck the More
Conversations  Files  Class Notebook  Assignmer] [ﬁ .
(D Creative Writing 9/10 A — ICON N eXt tO yo ur
Home Insert Draw View Class Notebook
u English Dept. PLC N e CI ass tea m nam e’
0 seomety Welcome to Class Noteboo
=} then Add channel.
emove favorite
Shark Shapes Group
Turtle Shapes Group & Manage team neNote Class Notebook
Waves Shape Group onen notes, attachment e
Cancel [m
More S Add members Note Class Notebook is organiz
2. When prompted,
@ Leave the team ent Notebooks -- a private spac
ent notebook, while students ce
7 Editteam tent Library -- a read-only space typ e a g ro u p n a m e’
& Getlink to team aboration Space -- a space whel © n
like "Turtle Shapes
@

St o B Group", then click
on Add.

(Continued on next page)

Screen key
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@ Create channels in your class team
for group work

@ Geometry > Turtle Shapes Group * -

o A 3. Have students:
_Convelsanons Files Notes . .
-_ September 8, 2018 a. D|SCUSS the”"

I o frouroroup i o e et @ collaboration in the
E Ms. Asher 9/8 1:33 PM .2 Conversations ta b
]

| am creating the groups now and will be assigning each of you to a channel for your groups! & Stay tuned, and in the meantime, it's
a good idea to review our resource on effective brainstorming:

m; Creating Ideas in Groups.docx

Geometry > General

< Reply

Adele Vance ] @

This is going to be so fun. Ms. Asher, can we use anywhere in the world for our project?

5 replies from you, Terrie, and Adele

« Reply

Alex Wilber
| can't decide if | want to focus on animals or land forms!

< Reply

Screen key
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@ Creating channels in your class team for

group work

@ Geometry > Turtle Shapes Group * -

Conversations { Files o +

@5 Turtle Shapes Group

] New Upload o Getlink -+ Add cloud storage B> Open in SharePoint

@ Geometry > Turtle Shapes Group *

Conversations  Files o

Home Insert Draw View Open In OneNote ~
Turtle Shapes Note

This is where you'll add your work when you're ready

[—

Screen key

3/3 ®

3b. Add files for a
project in the Files
tab.

3c. Work
collaboratively

and place the final
product of their work
in the Notes tab.



