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HOW TO USE TEAMS

e LOGON TO OFFICE 365 USING YOUR STUDENTID@PVPUSD .NET AND YOUR OFFICE 365
PASSWORD.

IF YOU NEVER CHANGED YOUR OFFICE365 PASSWORD IT SHOULD BE YOUR 6 DIGIT
BIRTHDATE MMDDYY (YY = LAST TWO DIGITS OF THE YEAR).

IF YOU HAVE NEVER LOGGED ON AT ANY PV SCHOOL, | BELIEVE THESE ACCOUNTS WOULD NOT BE
ACTIVATED. |F YOU NEED TO BE ACTIVATED OR HAVE FORGOTTEN YOUR PASSWORD, YOU CAN
SEND A REQUEST TO HELPDESK@PVPUSD.NET YOU WILL NEED TO GIVE THEM YOUR NAME AND

STUDENT ID.
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HOW TO USE TEAMS

ONCE YOU LOGON TO OFFICE
365, YOU SHOULD SEE ALL OF THE
APPS AVAILABLE TO YOU. THE
SCHOOL DISTRICT ALLOWS YOU TO
DOWNLOAD THESE TO YOUR
COMPUTER FOR FREE.

CLICK ON THE TEAMS IMAGE.

Good morning
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HOW TO USE TEAMS

test class

ALL TEAMS ARE LISTED ON THE
MAIN SCREEN.

IN THE LEFT MARGIN IS A MENU
BAR, WHICH INCLUDES CHAT, TEAMS,
ASSIGNMENTS, AND CALENDAR.

IN THE TEAM, OR CLASS, YOU WILL FIND
ASSIGNMENTS THAT WILL GET POSTED TO THE
GENERAL PAGE, AND GRADES THAT ARE
SECURED AND PRIVATE.

YOU CAN MANAGE YOUR
NOTIFICATIONS IN THE THREE DOTS NEXT
TO “TEAM" ON THE RIGHT.

Welcome to test class

Try @mentioning the class name or student names to start a conversation.

| -4

o Brendan Karg has added Seth Cohen to the team.




HOW TO USE TEAMS

IF THERE IS AN ASSIGNMENT DUE, YOU WILL SEE IT'S DUE DATE AND THE NUMBER OF POINTS IT IS
WORTH ON THE ASSIGNMENTS TAB.

TO TURN IN AN ASSIGNMENT, SIMPLY CLICK ON THE ASSIGNMENT BAR, AND THEN CLICK “ADD
MY WORK".

YOU CAN SELECT “UPLOAD FROM THIS DEVICE" OR “NEW FILE" (USE THIS OPTION TO TYPE
DIRECTLY INTO A NEW DOCUMENT).

ONCE UPLOADED, CONFIRM IT, THEN CLICK “TURN IN". YOU WILL SEE YOUR COMPLETED
ASSIGNMENTS BELOW.



