Microsoft Teams for Education
Quick Start Guide

First Steps
e Choose a team type
e Create a class team (includes assignments, grading, and other learning activities)
o Create a team for staff
e Create a PLC team

Create a Class Team

Create a Team
¢ Create a class team
e Set up a home page

Add Users
e |Invite users to join with a link or code

Add a student to a class team

Add an educator to a class team
Remove students from a class team
Remove an educator from a class
team

Group Users
e View and organize class teams
e Create student project groups

Manage Course Content
e Manage classwork modules
e Manage classwork resources
e View and navigate Classwork

(student)

Organize Course Files
e Get organized in your class team
e Share and organize class team files

e Use folders to create read-only files
for students or other team members

Use Class Notebook (OneNote)
e Use Class Notebook in Teams

e View Class Notebook folder
structure in OneDrive

Manage Assignments

Create an assignment in Microsoft
Teams

Assign quizzes in Microsoft Teams
Turn in an assignment in Microsoft
Teams

View and navigate your assignments
(student)

View and navigate your assignments
(educator)

Manage assignments on a mobile
device

Grade, return, and reassign
assignments

Delete an assignment in Microsoft
Teams

Grading

Grading an Assignment Overview
Grade, return, and reassign
assignments in Teams

Export grades from Microsoft Teams
to Excel

Create and manage grading rubrics
in Microsoft Teams

Set up weighted grading categories
in Teams Assignments

Additional Support Resources

Learning Platforms
Microsoft Support — Education Help
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https://support.microsoft.com/en-us/topic/choose-a-team-type-to-collaborate-in-microsoft-teams-0a971053-d640-4555-9fd7-f785c2b99e67
https://support.microsoft.com/en-us/topic/create-a-class-team-in-microsoft-teams-fae422eb-58b7-4431-9ff2-a4b9b6ae7c5b#id0ebh=create_a_team_from_scratch
https://support.microsoft.com/en-us/topic/create-a-staff-team-in-microsoft-teams-314ac9d5-36a9-408e-8ae4-7ef20e9f1ddf
https://support.microsoft.com/en-us/topic/create-a-plc-team-in-microsoft-teams-ad803fa2-c967-41b4-ae37-0bf60f17fa00
https://support.microsoft.com/en-us/topic/create-a-class-team-in-microsoft-teams-fae422eb-58b7-4431-9ff2-a4b9b6ae7c5b#id0ebh=create_a_team_from_scratch
https://support.microsoft.com/en-us/topic/set-up-a-home-page-in-your-class-team-74cd3e26-f63a-41e7-be31-a54b5a6b0a8d
https://support.microsoft.com/en-us/topic/invite-students-or-educators-to-join-with-a-link-or-code-acb1bd4d-813c-4592-9aa0-ca95528960d9
https://support.microsoft.com/en-us/topic/add-a-student-to-a-class-team-b88263bb-ace1-4702-8a48-f8a2cf4af954
https://support.microsoft.com/en-us/topic/add-an-educator-to-a-class-team-88c87fb3-9339-4d18-b6ab-4090f2e5d323
https://support.microsoft.com/en-us/topic/remove-students-from-a-class-team-4a8b9526-b6db-4ba2-864c-37ff375ed1e9
https://support.microsoft.com/en-us/topic/remove-an-educator-from-a-class-team-90567db9-99b2-4de4-9528-510eccbadffa
https://support.microsoft.com/en-us/topic/remove-an-educator-from-a-class-team-90567db9-99b2-4de4-9528-510eccbadffa
https://support.microsoft.com/en-us/topic/view-and-organize-class-teams-in-microsoft-teams-for-education-b9dd0d8c-243a-43a4-9501-ec8017fec32e
https://support.microsoft.com/en-us/topic/create-student-project-groups-channels-in-microsoft-teams-f85b3c07-fb87-4b94-883b-9be55f4b1e45
https://support.microsoft.com/topic/manage-classwork-modules-in-microsoft-teams-d292b31b-e96f-4ded-8534-eb4acaa868c2
https://support.microsoft.com/topic/manage-classwork-resources-in-microsoft-teams-24133762-8dc3-4c7c-8433-d27738409515
https://support.microsoft.com/topic/view-and-navigate-classwork-student-9b13b125-841b-4397-95fb-3423f22e26f8
https://support.microsoft.com/topic/view-and-navigate-classwork-student-9b13b125-841b-4397-95fb-3423f22e26f8
https://support.microsoft.com/en-us/topic/get-organized-in-your-class-team-72e553be-c792-4ba3-bdd1-864b16cdd773
https://support.microsoft.com/en-us/topic/share-and-organize-class-team-files-b4633d8b-614a-4168-9cb4-36cd03dea279
https://support.microsoft.com/en-us/topic/use-folders-to-create-read-only-files-for-students-or-other-team-members-0e7791d7-8c9c-4749-9bca-984289477988
https://support.microsoft.com/en-us/topic/use-folders-to-create-read-only-files-for-students-or-other-team-members-0e7791d7-8c9c-4749-9bca-984289477988
https://support.microsoft.com/en-us/topic/use-class-notebook-in-teams-e0f77c27-155f-4d4c-83e8-c8e7e5ca9233
https://support.microsoft.com/en-us/topic/view-class-notebook-folder-structure-in-onedrive-fdd876de-6338-47fb-90b5-ff30b52d9d00
https://support.microsoft.com/en-us/topic/view-class-notebook-folder-structure-in-onedrive-fdd876de-6338-47fb-90b5-ff30b52d9d00
https://support.microsoft.com/en-us/topic/create-an-assignment-in-microsoft-teams-23c128d0-ec34-4691-9511-661fba8599be
https://support.microsoft.com/en-us/topic/create-an-assignment-in-microsoft-teams-23c128d0-ec34-4691-9511-661fba8599be
https://support.microsoft.com/en-us/topic/assign-quizzes-to-students-through-microsoft-teams-61524815-f5fd-4dc1-961d-dc8e680e7ab0
https://support.microsoft.com/en-us/topic/turn-in-an-assignment-in-microsoft-teams-e25f383a-b747-4a0b-b6d5-a2845a52092b
https://support.microsoft.com/en-us/topic/turn-in-an-assignment-in-microsoft-teams-e25f383a-b747-4a0b-b6d5-a2845a52092b
https://support.microsoft.com/en-us/topic/view-and-navigate-your-assignments-student-a206bde9-8bb3-4e38-a745-0f9a6f9eb6ce
https://support.microsoft.com/en-us/topic/view-and-navigate-your-assignments-student-a206bde9-8bb3-4e38-a745-0f9a6f9eb6ce
https://support.microsoft.com/en-us/topic/view-and-navigate-your-assignments-educator-9b20d2b4-a465-4136-9621-d09af2621c2d
https://support.microsoft.com/en-us/topic/view-and-navigate-your-assignments-educator-9b20d2b4-a465-4136-9621-d09af2621c2d
https://support.microsoft.com/en-us/topic/manage-assignments-on-a-mobile-device-7d6846bf-6673-43fc-af24-b5fae31578aa
https://support.microsoft.com/en-us/topic/manage-assignments-on-a-mobile-device-7d6846bf-6673-43fc-af24-b5fae31578aa
https://support.microsoft.com/en-us/topic/grade-return-and-reassign-assignments-63e5efdd-be09-47f0-87ea-e8e4bcb45aa4
https://support.microsoft.com/en-us/topic/grade-return-and-reassign-assignments-63e5efdd-be09-47f0-87ea-e8e4bcb45aa4
https://support.microsoft.com/en-us/topic/delete-an-assignment-in-microsoft-teams-20cafa5a-2c12-472a-a498-d63cdac13ecd
https://support.microsoft.com/en-us/topic/delete-an-assignment-in-microsoft-teams-20cafa5a-2c12-472a-a498-d63cdac13ecd
https://support.microsoft.com/en-us/topic/grading-an-assignment-overview-b6e2b39f-c10a-4dad-886e-1079360d2f84
https://support.microsoft.com/en-us/topic/grade-return-and-reassign-assignments-63e5efdd-be09-47f0-87ea-e8e4bcb45aa4
https://support.microsoft.com/en-us/topic/grade-return-and-reassign-assignments-63e5efdd-be09-47f0-87ea-e8e4bcb45aa4
https://support.microsoft.com/en-us/topic/export-grades-from-microsoft-teams-to-excel-c9d18b59-0abb-4fd7-96cf-cd5330cae534
https://support.microsoft.com/en-us/topic/export-grades-from-microsoft-teams-to-excel-c9d18b59-0abb-4fd7-96cf-cd5330cae534
https://support.microsoft.com/en-us/topic/create-and-manage-grading-rubrics-in-microsoft-teams-68292a5f-f582-4a41-8ba3-8c96288ec5ca
https://support.microsoft.com/en-us/topic/create-and-manage-grading-rubrics-in-microsoft-teams-68292a5f-f582-4a41-8ba3-8c96288ec5ca
https://support.microsoft.com/en-us/topic/set-up-weighted-grading-categories-in-teams-assignments-d0915845-7292-458a-b339-16686cc48a1a
https://support.microsoft.com/en-us/topic/set-up-weighted-grading-categories-in-teams-assignments-d0915845-7292-458a-b339-16686cc48a1a
https://lpt.it.miami.edu/contact-us/index.html
https://support.microsoft.com/en-us/education
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