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INVITE STUDENTS TO A TEAM USING A CODE

Created By: Technology Services

This document provides a walkthrough on how to create a team using a group setup by UCPS. Then you can get a
unique code for the team that will allow others to join.

1. Launch Teams from the start menu or login to Teams
Navigate to the Teams Icon on the left of the application.
3. Click Join or Create Team in the top right corner of the application.

lor urgent messages and from your priority contacts. Change settings, X
2" Join o create team

4. Select Create Team
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Your status is set to do not disturb. You'll only get notificatior

5. Select a team type: Class
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6. Name the team after a current course.

—

Create your team

Teachers are owners of class teams and students participate as members, Each class team allows you to
create assignments and quizzes, record student feedback. and give your students a private space for
notes in Class Notebook.

Name
> Public Safety Spring 2020 ©®

7. Select Create a team using a group set up
by you or Union County Public Schools

—

| 4

Description (optional)

Create a team using an existing team as a template
>('reate a team using a group set up by you or Union County Public Schools

8. Select the corresponding Powerschool
course.
9. Select Choose Group

10. If needed, use Powerschool
PowerTeacher Pro

or PowerTeacher to validate
course information.

Cancel “
Which group would you like to use for your team?
(@] . Law _ Justice | - Section 1
O . Public Safety | - Section 3
L . Public Safety | - Section 2
o] . Public Safety | - Section 4
(o] . Public Safety | - Section 1
o . Homeroom - Section 255
ks
Cancel Back

» 7620152020 O Typetosearch

Classes Groups.
1(A) Law 8 Justie |

1(A) Peer Tutoring - Honors
3(A) Peer Tutoring - Honors

3(A) Pubic Safety |

:D(AIML\B%O;.M

4(A) Pubic Safety |

HR(A) Homeroom
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11. The team is now in an Inactive state. If course plans include utilizing Onedrive or other applications or

assignments those items can be staged now. Students will not see the team or any content until you make
the team Activate.

4 Search or type a command -

- - General Posts Files Class Notebook Assignments Grades -+

Public Safety | - Section 2

General

Welcome to Public Safety | - Section

Choose where you want to start

12. Now we need to grab the unique Team code that will
be sent to students to join the Team.

\
Hide
General :

B

o Click the three dots ess to the right of the

@ Manage team
team name @ Add channel
e Select Manage Team & Add member
‘?‘?s Leave the team |
& Editteam ‘
@ Get link to team
{ Manage tags
- il Delete the team T_"‘
Members Pending Requests Channels  Setlings  Analytics  Apps
13. Go to the Settings tab
* Team theme Pick a theme
e Team code
. » Member permissions Enable channel creation, adding apps, and more
i. Generate
14 Copy the Code » Guest permissions Enable channel creation
15 Paste the Code into a CanVaS course » @mentions Choose who can use @team and @channel mentions
or into an email to a student. * Team code Share this code 50 peaple can join the team directly - you won' get join requests

16. The student can then use the code
to join your team.

people can join the team directly - you won't get join requests ‘

» Fun stuff

* OneNote Class Notebook Manage natebook s

w

> Tags Choose who can manage tags
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