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Before you get started...

Cookies

Please review and accept the and the in order to use Glow.

M | accept the cookie policies.

Launch RM Unify Decline and Sign Out

Click the ‘I accept the
cookie policies’ box
then Launch RM
Unify.
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My Launch Pad My Files Search Launch Pads

My Launch Pad

By clicking the ‘person’
you will access your own
launch pad. Here you
can add tiles specifically
for you and the apps you
use.
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Add

Personal Tile
App from Library

Click ‘Add’ then App
from Library’.
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My Files Search Launch Pads Q -
n ﬁi If you are using a phone
()

_, [ pad | or tablet you may need
= Microsoft Teams to install the free Teams
[mg | Meresemorieees app. You will also need

to use your email
address to log in to this.
Your email address is
beside you username. It
is your username with
@glow.sch.uk at the
end.

You will now have Teams
ready to click into
directly.
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Help for Teams

Basics

Teams and channels
Meassaging

Keeping track of conversations
Meetings and calls

Files

Apps and services

Settings and options

Troubleshooting

Education

Getting started with Microsoft

Basics

Explore Teams

* Introducing Microsoft Teams

Microsoft Teams is the ultimate messaging app for your organization—a workspace for real-time collaboration and
communication, meetings, file and app sharing, and even the occasional emoji! All in one place, all in the open, all accessible

to everyone.
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Select ‘Dismiss’ for
notifications.

Stay in the know. Turn on




Help for Teams

Basics

Teams and channels
Meassaging

Keeping track of conversations
Meetings and calls

Files

Apps and services

Settings and options

Troubleshooting

Education

Getting started with Microsoft
Teams

Teams_windows_x64.exe A

Canceled

Channels are where the work actually gets done—where text, audio, and video conversations open to the whole team
happen, where files are shared, and where apps are added.

While channel conversations are public, chats are just between you and someone else (or a group of people). Think of them
like instant messages in Skype for Business or other messaging apps.

Find and join a team

To join a specific team, click Teams 233 > Add team. Type the team name in the search box and press Enter. Find the team

you're looking for and click Join Team.

Another option is to go to the command box at the top of Teams, then type /join to see a list of all your suggested teams.
Select a team to request permission to join.

Mobile

Right now, you need to use the desktop or web app to find and join a team.

See who's on a team or in a channel

You have lots of help
options where you can
search for what you
want to do and follow
the instructions given.

Create a team

Renew a team
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Files Student guide to Microsoft Teams

Apps and services

Settings and options v Where can | ask my teacher for help?

Troubleshooting . . . ) .
Select the Chat ([S]) icon to open a new chat and ask your teacher a question. If chat is not available in your class team, use

@mention of your teacher's name in a channel instead.
Education

Find more instructions for this topic on support.office.com

Getting started with Microsoft
Teams » How do | view details about my assignments?

Manage assignments for your
classes » How do | view assignment details inside a class?

Manage class teams

» How do | view assignments for all my classes? Use the student guide to

» How do | turn in an assignment? answer your

+ Why can't | use chat? questions/get help if you
need it.

Use OneNote Notebooks with
Teams
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If you can’t see the ‘Join

a team’ tab, click on your

initials in the top right

corner. Select settings. Avalabe >

=i= Qy Set status message
Join a team with a code N Saved
53 Settings
Enter code
Keyboard shortcuts
About >
Download the desktop app
H { H ’
CI ICk 0 n J OI n tea m th e n Download the mobile app
type your team code Sign out

™ accurately.
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Settings

£53 General Theme

& Privacy 2
L Notifications ]

Default Dark High contrast

Layout

Choose how you want to navigate between teams.

BREIE=

Grid List

Change your layout to
‘Grid’.

Language

Restart application to apply language settings.
App language determines the date and time format.

English (United 5tates)

Keyboard language overrides keyboard shortcuts.
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Join a team Search teams Q
HH
Join a team with a code
i Now you should be able
to see the ‘Join a Team’
tile so you can input the
team code.
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Your teacher will share with you a ‘Join Code’.
Keep this private!

Follow the instructions
to input the code
carefully and accurately.



Remember:

It is your responsibility to look after your
username and remember your unique password

Never share your password with anyone

Contact your teachers if you see anything on
Teams that upsets you

Use the help guides

Always be kind, polite and respectful when
commenting

Always think carefully and check what you have
written before posting.



Glow Rules

Always treat others with respect.

Always keep your Glow password to yourself. Never post or share a message, document, image,

Always sign out of Glow when you are no longer using video or any other content that is inappropriate or
likely to cause harm or offence to others.

over the internet — other users may not be who they Always be mindful that once you put something online,
seem. that information may be beyond your control.
Don’t share your personal details with other people. Never post or share a message, document, image, video
Never agree to meet someone in person who you have or any other content online that you would not wish
only met on the internet unless accompanied by a other learners, teachers, or parents to see.
parent, carer or other known and trusted adult. Remember that anything you do can be traced back to
Speak to an adult immediately if you see a message, you.
image or anything else on the internet that concerns If you misuse Glow, this can be reported to your school.
you.

BE LEGAL

Never post or share a message, document, image,
video or any other content that you do not have

permission to use.
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